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TASK 1
Within the recruitment and selection process explain the purpose of a job description and person’s specification 

A job description serves as a crucial part of every recruitment process as it details the functions of the position requirements for the job. It also sets to document the expectations of the hirer in terms of necessary tasks and responsibilities the hired candidate will be expected to perform (Fine et al., 1999). 
Job descriptions are used by all types of organisation from multi-national corporations to SMEs 
(Grant, 1989) A job description is particularly important in establishing how a potential employee will fit into the organisation’s objectives and aims by outlining the scope of responsibilities and principal duties pertaining to a specific role (Clement, 2012). As a job description entails details such as job title, responsibilities as well as who the potential candidate will report to, it allows for prospective applicants to gauge the likelihood of them be suitable for the role outlined as well as how successful they are likely to be in the process of selection. A job description will be useful even after the recruitment process to assess and measure staff performance in relation to their role. A job description not only seeks to set out responsibilities but also liabilities of the employee (Fine et al., 1999). According to Grant 1989, A job description is important in management because it enables the structuring of a pay grading system, while serving as a reference point, should a dispute arise over responsibilities of an employee at any stage of employment.  It is therefore imperative that a Job description outlines clear and concise summary of a specific role to serve as an effective tool in a recruitment process. 

Person’s Specification

Persons specification on the other hand details the specific requirement of a person’s skills and abilities required for a specific role; in other words, the ideal person for the role.
According to (Cornelius, 2001) the person’s specification should outline both the essential and desirable criteria necessary to aid the shortlisting stage of the recruitment process. A job specification states the “minimum acceptable human qualities” that is essential to perform a role (Franklin, 2005)
Job specification can be said to manifest the job description into human qualifications. Therefore, a Job specification helps in ascertaining the best person for an appropriate position. 

The person's specification is a useful tool used to reduces the number of applicants through its listing of qualifications and experience required which many interested applicants will be lacking thereby making the task of HR much easier (Franklin, 2005). It also in turn allows an applicant to make a preliminary judgement of their suitability for the role in question thereby being the deciding factor of whether to apply. A job specification can therefore save time and resources when well written as it enables HR managers to communicate their expectations to potential candidates before their application process.
According to Franklin, 2005 a job specification reduces the number of applicants through its listing of qualifications and experience required which many interested applicants will be lacking thereby making the task of HR much easier (Franklin, 2005). However, Grant (1989) contends that a job specification that is overly complex and excessively demanding can prevent prospective suitable candidate from applying. 

Both the job Specification and Job description are important to the recruitment process and arguably can be said to be intertwined, as they work in collaboration with the other. (Cornelius,2001; Grant 1989). 


 






TASK 2: CV
Psalmist George Nana Kwasi King
26 Kingscroft, Kings Avenue, London. SW4 8ED.
psalmistgeorge@gmail.com
07949556664
Personal Details
Chief Executive Officer

Career Objective / Personal Profile (optional)
Accomplished Executive with domestic and international experience, P&L oversight, multichannel product distribution, and marketing involving both start-up and growth organizations. Result-oriented, decisive leader with proven success in new market identification and strategic positioning for multimillion-dollar telecommunications and computer organizations. Track record of increasing sales and growing bottom line spearheading operational improvements to drive productivity and reduce cost. Excel in dynamic, demanding environments while remaining pragmatic and focused.

Education / Qualification. (most recent first) 
· 2001 – Harvard -  bachelor's from Princeton, Master of Business Administration (MBA)
· BSc Business Management from Nottingham Business school

Professional qualifications 
· CIMA
· Chartered Financial Analyst
· Project Management Qualification

Work Experience / Relevant Experience / Voluntary Experience 
· Galliford Try in London from 2010 – 2015 as a CEO of the company. 

Interests / Responsibilities / Achievements 
· Driving the businesses vision, objectives and its general direction.
· Lead the business well so that it can develop and to implement its overall strategy.
· Making sure that the strategic plan guides the business in the right direction is their Primary responsibility. 
· Constantly evaluating to check they are moving forward in the right direction.
· To report to a Board of Directors.
· Set budgets, forming partnerships and hiring teams that lead the business in the right direction. 
· To ensure the effective and efficient administration of the organisation
· Effective contribution to the board in giving firm strategic direction to the establishment, defining goals, setting overall policy and setting targets and evaluating performance against agreed targets
Consultium- 2015-2017 as Chief marketing and liaison manager

· Created and monitored the central Undergraduate and Postgraduate Customer Relationship Management (CRM) activities and exact target communications (open days and social media communication). 
· Supported the delivery of direct mailing and telephone campaigns to drive undergraduate enquiries, applications and conversions. Overall applications increased by 37% and conversion rates were 54% for Postgraduate Scholarship applications. 
· Liaison with external clients to develop print and marketing materials for central student recruitment activity. 
· Reviewed and maintained Consultium’s main student recruitment websites in line with the recruitment cycle using the company’s content management system. 
· Maintained and updated Consultium’s content on external websites 
· Monitored and evaluated the performance of various advertising and communication mediums for the company, produced reports in Microsoft Excel on a monthly basis and presented findings to departmental leadership. 
· Supported the Marketing Officer with event logistics for events and conferences to support student recruitment activities.
· Assisted the Marketing Officer and University agent representatives, to support the annual marketing activities including.
·  Helped prospective students with any queries they might have about studying abroad and choosing the right courses.  

Skills 
Computer Skills:
· Computer literate 
· Advance skill in MS Office and professional accounting software 
Personal Skills:
· 10-12 years of managerial experience
· Leadership skill, able to manage time effectively and handle external and internal conflicts.
· Very confident when delivering written or oral interactions with clients and providing services. 
· Ability to effectively communicate clearly, delegate responsibility and solve problem quickly.
· Highly organised and pays close attention to details
· Very good with solving problem
· Sensitivity and flexibility to ethical issues
· Strategic thinking:
· With the evidence in strategic thinking and vision, I have the ability to investigate complex perceptions and information to produce maximum output.
· Financial management:
· Ability to produce sound management with at least four years of senior management experience, and the ability to run a large establishment.
· Governance:
· Long experience of working with a board of trustees in a private organisation, and has developed a positive, robust relationship with various members of the board. 
· Profile raising and representation:
· The capability to raising and maintaining the contour of company and its members, making representation at managerial levels in a creative, perceptive and polite manner.
· Policy work:
· The capacity to apply greater influence on relevant practice and policy at national and regional levels.
· Communication and presentation:
·  The ability to communicate clearly and laconically in writing and orally
· Personal qualities: 
· I have Integrity, flexible and very sympathetic to ethical matters and commitment to equal opportunity in all matters









Referees 

[bookmark: _Hlk502373425]Referee 1:
Name: Esther Nettey
Organisation: National Next Lead Firm 
Position: CEO
Address: P. O. Box 1020 Leeds.
Tell: 02086781453
Signature: __________________ date
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Cover Letter.
26 Kingscroft
Kings Avenue
London
SW4 8ED.
30 December 2017

First Construction Ltd
Box 9012
Stradford
London

Dear Madam,

I am writing to apply for the position for Chief Executive Officer, as advertised of your website.
With 25 years of practical working experience within the management and leadership sector, I am capable of exceeding at this position and to produce the highest quality service to enhance and secure the image of the company while driving it towards its goals and objectives.
With a vast arsenal of knowledge and a pragmatic approach to problem solving, I look forward to utilizing my skill set to create strategized outcomes that will lead to the continued success of the company.
Thank you for your usual cooperation and I look forward to further discussing my abilities and skills set.

Yours sincerely,

Psalmist King



TASK 3

COMPETENCIES 

TEAM WORK 
Situation: I worked for a product development company and was responsible for gathering new ideas and always finding innovative ways to come up with new designs and pitch it to potential clients. We had just launched a product prototype which was headed by one of my colleagues who had taken ill leading up to its launch.
Task: Our line manager asked us to put together a demonstration we could take to the potential client hoping to land the deal with them.
Action: even though I wasn’t the leader of that project, I had in-depth technical knowledge of the product, I put together a comprehensive list of the benefits it could bring to the client, and drew up answers to all the potential queries I could think of. My colleagues and I divided the sections of the presentation and each added their own style and ideas into the points. Other colleagues took the designing and editing sides and worked them into an attractive sales demonstration, while some used their presentational skills to deliver the pitch. Afterwards 
Result:  At the end of the day, the presentation was a success thanks to our combined efforts as a team and complementary skills. The clients were so happy and made us an offer.
PROBLEM SOLVING 
Situation; while working as a customer’s relations manager for a bank, a client called in very angry and disturbed about their account which had repeatedly been hacked by fraudulent transactions they did not recognize, and this had happened previously, and no change had occurred. I explained the situation to my manager who at the time was on her way to a meeting so was not of much help
Task: I was required to find the cause of these transactions that were recurring and ensure that the client was satisfied and retain their loyalty
Action: I has never carried out a fraud investigation on my own, so I enlisted the help of a colleagues who gave me a number to call for the fraud department. I provided the information of the customers and stayed on the phone with the department as they guided me through the steps. I stopped all the clients existing cards and changed their codes on the accounts to ensure that their information cannot be used anymore. I also placed a service alert on their account to make the other members of my team more vigilant whenever the clients details came up on our systems. To also compensate my client, we gave her some compensation and a total reimbursement of the money lost on her account.
Results; the client was very happy and left a review on our company customer care site and mentioned my name in the comments. She was so pleased that she later came into our office to thank me personally. I had solved the problem and maintained a loyal member of the company.
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