[bookmark: _GoBack]
Professional Career Development

The Recruitment Process
BMSK4005

Yasmin Khalil
1100417
4th July 2019






Slide1:
When looking for the best candidate for a specific job role it is important to creat a Job Analysis. “A job analysis a systematic process for collecting and analysing information about a job” (Prien et al. 2009, p.11) This is the first and foremost crucial part of any recruitment process. The collection of data allows the employer to look at the roles specific operational and personal duties. 
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This process helps identify detailed requirements e.g. Experience, education, skills, responsibilities, working conditions, career goal opportunities, performance appraisals, training, job location (Hartley, 1999) It can further help with creating job adverts, job descriptions, job specification, writing up contracts, application forms or what type of interview method is most appropriate.

There are six basic steps when creating a job analysis:
· Collection of information
· Analysis the role
· Collection of analysis
· Develop a job description
· Develop a job specification
· Develop a employee specification

Ways that a job analysis can be used is:
· HR planning
· Recruitment and selection
· Job evaluation
· Training and development
· Performance appraisal
· Compensation and benefits
· Career planning and development
· Health and safety
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Refer to diagram made by myself
To help us see the flow/ process on how a job analysis is created we need to think of the 5 W’s- Who, what, when, where and why.
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A job analysis can be helpful on both employee and employer. Here are some examples of how when a job analysis is done correctly how it can be beneficial:

	Employer
	Employee

	· Competent candidate will apply
· Less time screening
· Not underpaying/ overpaying for the role
· EEO
· HR Planning
· Can be immediately used for JD/JS/ES
	· No hidden surprises
· Won’t waste time to apply for the job if they do not meet the requirements
· Clear description of job expectations
· Clear guide regarding performance appraisals
· Training and development easy to identify
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