Professional Career Development
(BMSK4005_SWAN)
[image: ]






Assignment   2 
The Recruitment Process
Debbie Jenkins






By Badsa Miah ID:1815821                                    Date:20/06/2019


CONTENTS
CONTENTS	2
INTRODUCTION	3
SUMMERY	5
REFERENCE	6



[bookmark: _Toc13131684]INTRODUCTION

We will be discussing the procedure on recruiting and selection processes of applicants in the organisations. The recruiting and selection procedure are done by the company (HR) Human resources department, to recruit the best applicants for the job role. we will be showing 8 stages of recruitment and methods that are required to meet the company needs, myself and my 2 colleagues will be discussing 5 of the eight stages that is required to recruit candidates.
One of the topics is job analysis I will be covering briefly on job analysis; job analysis is term used to collect 2 types of information in depth. 1 is what are the essential needs of the required position 2nd the job specification this could arise when a person retiring. This is the type of information Applicant needs to know when they apply, what are the main duties are and responsibilities are. Is the job   suitable to the applicant? (Gael, 1988a; Mirabile, 1990; Oswald, 2003; Siddique, 2004). 
(Locus assignments 2019)
	JOB ANAYLSIS/JOB DESCRIPTION
STEP 1
	JOB POSTING/RECRUITING
STEP 2
	APPLICANTS REVIEWING
STEP 3
	INTERVIEW

STEP 4

	SELECTION TESTS

STEP 5
	REFERANCE AND CHECKS
STEP 6
	CONDITIONAL OFFER

STEP 7
	BACKGROUND CHECKS
STEP 8




After all of these required stages the top candidates are selected.

list of objectives and responsibilities for first line manager in the warehouse are;
personal specification/job role 
1 Report writing/invoices/accounts
2 monitoring company performance and deadlines 
3 maintaining company delivery and stock checks
4 arranging employee meetings
5 day to day operations effectiveness log
6 keep to company policy’s 
7 hiring the employees in the absent posts
8 maintaining company culture and targets
9 following guidelines understanding laws and its requirements

Responsibility 
1 deal with employees on a daily basis also delegates workload as well as organises shift rota 
2 they also have to cross training employees to make sure certain assignments are covered by qualified team members 
3 ensure equipment’s are in good working order maintaining performance
4 making sure employees are motivated and satisfied with there job roles 
5 maintain a vibrant team force
6 resolve any issues that may arise in a professional manner
7 
SKILLS
Key skills required 
Good leadership inter-personnel skills 
Time management  
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This recruitment and selection processes demonstrate how to attract the best suitable candidates for that role in the company or organization needs.
The company has to maintain guidelines according to the law and policy’s (human resources)
Public Interest Disclosure Act 1998
Data Protection Act 1998 
National Minimum Wage Act 1998 
Human Rights Act 1998
Employment Relations Act 1999 
Employment Act 2002 
Employment Relations Act 2004 
Equality Act 2010
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JOB ANALYSIS

Job analysis is term used to collect 2 types of
information in depth.

15t is what are the essential needs for the
required position.
2" js the job specification.
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/ Job description
Job title: Warehouse front line Manager @
Reports to: Junior manager
Main purpose of job: Maintaining operations of the warehouse
Key task: Dealing with employees on a daily basis

Key results/objectives

Monitoring company performance and providing
feedbacks

Responsible for
employees/equipment

warehouse operations and supervising the team

g

Reporting to
(Joe Davis junior
manager)

Providing weekly updates and targets achieved
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PERSON SPECIFICATION

A/ CONIPANY LTD |Ware house
JQB’ﬁTLE Front line warehouse manager )
: Essentials Desired

Qualification BS degree in logistics supply chain Level 3 business
management or business management
administration.

Competency Hands on experience warehouse Able to use database

profile management and software and software

databases.

Knowledge/Experi
ence

Proven ability to implement process
improvement initiatives

Good numeracy skills

Salary:

£20,000-£30,000 35Hrs week

©
Special Excellent communication skills Calm and patient
aptitudes/Skills | Critical thinking Nl
Disposition Leadership qualities el o) N
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