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Speaker Notes

Job Description

Slide 1: Job description is a brief summary of the job duties and needs for the specific roles in an organisation. Job description is crucial way for the company to know how the company has succeeded and to improve for the future, also to help the employees and the manager to see the what abilities and skills they will need to improve for the company (Mader-Clark, 2013).

Slide 2: Here is a job description of Assistant Store Manager for Smiggle. The first part of the job description job title, company, location, work type and salary. The next part is a brief about the company and what they are looking to recruit for the specific role. The next part of the job description is the company asking the applicant are they, extraordinary and focus on customer service. Can they lead the team member perform well with enthusiasm attitude? The final part of the job description is the benefit for the applicant they will receive from the company, like staff discounts etc (Smiggle, 2018).

Reading the job description, the applicant could see the requirements of the job that the company are looking to recruit.

Personnel Specification

Slide 3: Person specification is a statement of the job description. The description of qualifications, skills, experience, knowledge and other qualities of an applicant’s (SOAS, 2019).

The personnel specification is beyond the job description that highlights the attributes that is required for the role and the applicant fit in the role and do the job well (Dransfield and Needham, 2005) 

Slide 4: For Smiggle company personnel specification are written as talent, sales, salaries, shrinks and health & safety.

Slide 5: An example of the personnel specification for an Assistant Store Manager. In the personnel specification the company will put in the criteria what they are looking for in an applicant, what is essential and desirable for the company (Indeed, 2019).

After the job description and the personnel specification process has been completed the next process will be looking to advertising the job description.


References

Dransfield, R. and Needham, D. (2005) GCE AS Level Business Single Award for OCR, Applied Business. Oxford: Heinemann Educational Publisher.

Indeed, (2019) Indeed for employers. [Online] Available at: https://www.indeed.com/hire/job-description/assistant-store-manager (Accessed: 28th June 2019).

Mader-Clark, M. (2013) The Job Description Handbook 3rd ed. USA: NOLO

Smiggle, (2018) Smiggle. [Online] Available at: http://careers.smiggle.com/smiggle/en/job/681203/assistant-store-manager-smiggle-uk-glasgow-silverburn (Accessed: 25th June 2019).

SOAS, (2019) SOAS University of London. [Online] Available at: https://www.soas.ac.uk/hr/procedures/recruitment/bestpractice/personalaspecs/ (Accessed: 25th June 2019).
[bookmark: _GoBack]
2

