JOB DESCRITION AND PERSONAL SPECIFICATION OF A TRAVEL AGENT MANAGER
The recruitment process can be daunting for many organisations. There are many roles that need to be filled and many companies want to find the best candidates for the job. But sometimes it can be hard to pinpoint the exact requirements needed. In order to recruit staffs, companies needs to put rules in place.  Employees need to meet those specific criteria so they can achieve better result at the workplace. Reed (2018)
Tom. E, (2018) believes that writing a job description and giving personnel specification is vital as it forms the foundation of many important processes at the workplace such as recruitment. These can be used as the basis for staff progress, appraisals and promotion in the future. By establishing a clear job description, this will allow the employees to understand better the responsibility and duties that are required by the company in order to practice them properly. According to management study guide (2018) the purpose of job description is about collecting and recording basic job-related data that includes job title, job summary, job duties, working conditions, reporting information, describing machine and equipment to be used if it’s in a hazard risk involved job. A job description can also have general or specific purpose. It all depends on the manager conducting the process of job analysis. In other words, it is the summary of job analysis findings that allows managers to determine the employee duties at the workplace. The purpose of job description depends on the various level of the details include in the job. When job descriptions are carried out in a general manner, it involves identification such as title, location and designation. But if it is done in a specific manner, this will include more detail information such as the nature of the job, how the job is supposed to be performed and what is expected to be delivered. The disadvantage of the general job description is that is does not provide managers with full details information about the job context. It can be hard for the manager to extract information in small amount of information. On the other hand, specific job description gives ample information to evaluate job performance and come up with the needs of employees. Although it assists managers making decisions, this process can be time consuming as it involves collecting lots of information. Typical Job descriptions also have skills and experience required. 
Overall, The main purpose of a job description is to outline the main duties and responsibilities that are involved in the required job. Sometimes information are requested so that one document can fulfil the needs of several processes, such as: recruitment and selection; appraisal; job evaluation and training. An effective job description is direct and detailed. Wordiness and vague descriptions confuse job seekers, so the description must focus on what is effectively relevant and important. According to Kristine T (2018) a job description has three main parts, so applicants can assess whether the job is right for them, and new employees can perform their duties successfully.
The first main part is Job title. According to the community toolbox website of Kansas University, Job title is significant because it briefly explains what position the contestant will hold. It gives the potential candidate an idea if the job fit their preferences.
The second main part of job description is Specific responsibilities. Gary C (2018) explains that job should be written with both present and future goal in mind and information should be updated regularly to accommodate new demands. It is known as the longest because it gives details specific job duties.
The third part of a job description list is specific qualification. This must be met in order to apply for the job. This can be a bachelor degree in travel and tourism or a related field. The most effective job description focus on qualifications that is important for the position and not qualities that are theoretical. Kristine T (2018)

For instance, a good team leader is required to have effective communication skills. There are some skills that can help develop communication skills such as active listening.  Ralph N (2018) describes this skill as the most basic way of humans to understand each other. This skill consists of paying attention and reflecting back on what have been said. On the other hand, Non-verbal communication skill consist of information been transmitted through body language and gestures. Lastly, developing trust and rapport: this is about how you built friendship among your family and friend as this will lead to integrity and honesty. Habitforwellbeing (2018)
 In fact, Hopespeak.com (2018) defines communication as the foundation of all human relationship as it enables people to interact with each other, express their thought and feelings. It also helps worker exchange information with their subsidiaries and costumers. 
Furthermore, A personal specification is a profile of the type of person needed to do a job. It describes the knowledge, skills and attributes required by the post holder to perform their role.  Reed. Com (2018) explains that there are 5 purposes of personal specification: It makes the interview process more focused and run smoothly from the start. People seeking jobs are able to assess themselves and understand if they are suitable for the position; it also helps the job seeker to be explicit in what the company want; this can be essential and desirable skills.  It means testing all the candidates against the same list of priorities as it helps remove bias, prejudice and personal preferences.  It enables the employer not to discriminate by ensuring the employee is assessed on their abilities related to the role.
Furthermore, personal specifications need to have attainment, soft skills, job specific capability, personality traits, and physical attributes.
Strong interpersonal skills are required for a manager to fulfil his duties within the workplace. Some of these skills are: good communication, empathy, problem solving, active listening, diplomacy, leadership, patience, adaptability and conflict solving.  Shannon T (2018). As a manager, Leadership skill is the most require in this position because employees put their trust on the manager and always assume that they are knowledgeable.  A manager need to gain trust in employees, He needs to be knowledgeable and confident in what he is doing or saying. Reason why in my presentation, I mentioned that the candidate should have a BA in travel and tourism or similar relevant qualification because this will qualification will give the candidate more credibility.  It is also demonstrated that people with degree have better career opportunities, make more money and invest in the future.
While clarifying the job on offer, personal specification enables potential candidates to more clearly determine whether they are capable of meeting the requirements of the job, by reducing less competent candidates at an early stage. Becton L (2018)
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