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Every business needs the human resource part which is going to be an essential  part to run a business because for a company to success is necessary to have the right employees and employers with the right skills for the respective roles.
Our business G..A.C TRANSPORT regarding the HUMAN RESOURCE will have for the first year:
· General Manager 
· A planner transport 
· Drivers (2-3)
· A contract with an accountant 
· A contract with a transport manager
· A contract with recruitment agencies 

JOB DESCRIPTION
GENERAL MANAGER

 For our business the Owner has the qualification of a general manager. The General manager needs to manage the business operation in order to ensure the achievement of goals and develop the business plan for profitability , recommend improvements , develop strategies for quality and productivity , schedule regular meeting to discuss business updates problems and recommendation and identify the business opportunities to ensure  the maximum profit. (greatsampleresume, 2019)
Requirements: 
· Degree in Business Management 
· Knowledge of business functions
· Self-management
· Time management
· Attention to detail 




  Duties: (Betterteam, 2019)

· Allocate budget resources,
· formulating policies and coordinate the business operation,
· managing operational costs, 
· ensure good customer service,
· engaging with the vendors, 
· identifying business opportunities,
· monitoring financial activities. 
A good general manager has:
     Skills: (Betterteam, 2019)
· Excellent communication skills 
· Knowledge of business function
· Strong leadership qualities 
· Finance skills
· Interpersonal skills 


     Responsibilities: (Betterteam, 2019)
· Control the daily business operations 
· Looking after growth strategies 
· Evaluate the productivity 
· Look after growth opportunities 
· Analyze the financial data




JOB DESCRIPTION
TRANSPORT PLANNER
[bookmark: _GoBack]    One of the associates in our business has the role of a transport planner.Our business needs a transport planner to schedule the plan delivery and be sure that is due on time.  A transport planner in a company like ours is needed to manage the services of transporting the products on the road and he needs to plan the route and ensure a safe accessibility for all the individuals.
      Accountabilities:  
· Coordinate the workloads 
· Collect and distribute data
· Plan task and resources 
· Take care about the cost and quality standards 
· Practice safe work procedures 
· Organizational skills
· Booking driver agency staff   
· Responsibility for health& safety of the employers 
· Check drivers driving license 
· Organize the Road Runner (owensgroup.uk, n.d.)



Competencies:
· Rational Thinking, manage the information and be clear in taking conclusion 
· Ensure the standard and quality required  
· Complete the task without being supervised 
· Taking the initiative to act and resolve problems
· Improvement, the ability to adapt the way of doing things at the new criteria
· Time Management: organize work and priorities demands (owensgroup.uk, n.d.)

Qualification:
· CPC holder
· GCSE/NVQ standard (owensgroup.uk, n.d.)

Skills:
· IT skills
· Communication skills
· Geographical knowledge (owensgroup.uk, n.d.)



 




 




JOB DESCRIPTION
HGV DRIVERS
[bookmark: _Hlk24205524]
Job title: HGV drivers
Reporting to: G.A.C Transport 
Contracted hours: 40+ 12.50£  

DESCRIPTION:  Our company is looking after HGV drivers with 1-year driving experience and a driving license class1+ ADR even better if the candidate has a full driving license.  The candidate must complete the follow criteria: 

QUALIFICATION REGUIRED
· Certificate of Professional Competence (CPC)  
· Driving license category C 
· ADR license 

Certificate of professional competence (CPC) is the qualification for professional lorry has the scope to improve the road safety and helping to maintain the competent and proficient standards of driving. To obtain this certificate the person needs to do a test.  (returnloads.net,2019)
The driving license category C is a class of license which give the permission to that person to drive commercial vehicles over 3.5 tonnes with a trailer up to 750kg.  (returnloads.net,2019)
ADR license is the European Agreement concerning the International Carriage of Dangerous Goods by Road the agreement was made  in 1957 under the United Nations Economic Commission for Europe. (Unece.org.n.d) 

SKILLS REQUIRED: (Telegraph Jobs, 2019)

 Driving Skills – the drivers need to know about the rules and safety of each road and be able to drive safe; (because sometimes if the lorry is to high must be roads where the height is limited)

 Motivation & Enthusiasm – because of the loneliness driving hours, the profession requires drivers with motivation and enthusiasm and be able to manage the job without a boss;

 Patience - is the most important skill because is important for the HGV driver to exercise patience with other vehicle and to drive safe;
[bookmark: _Hlk23962171] Concentration- during the bad weather and heavy traffic, drivers need to concentrate on the road to avoid accidents;	 
  Paperwork – The drivers has the responsibility for giving information about the trip details and deliveries; 
KEY RESPONSABILITIES:	(Telegraph Jobs, 2019)
The primary responsibility for HGV driver is driving, but we are looking after someone who can complete many other tasks in their wheelhouse such as: 
1. Delivery Routes: drivers need to choose the better route to ensure productivity 
[bookmark: _Hlk23961876]2.Coordinating Deliveries: drivers must have good communication skills to coordinate with customers the drop-offs and pick-ups. 
3.Loading of goods: the drivers need to loading and unloading the goods 
4 Securing Goods: the drivers need to ensure safety of the product and check that the products are secured for transport	 
 5. Checking Routes: sometimes routes must be altered because of the accidents or traffic 
 6. Safety Regulations: drivers must inspect the lorry to be sure that respect the safety regulation and legal requirements 
7. Complete paperwork: drivers are responsible to complete the logging hours; 
 8. Vehicle Maintenance: if the drivers notice an issue with the lorry nee to report it to the general manager 
9.  Communicate with Dispatchers: drivers must report any accident or issue to the company dispatcher 
10. Interact with Customers:  drivers must interact with customers politely and address any concerns a customer may have 



· Contract with tax accountant:							
For our company we decide to make a contract throw and associations where we can find the right accountant that we are looking for. 
We decide to look online after a candidate who is a member of Association of Chartered Certified Accountants (ACCA), Institute of Chartered Accountants in England and Wales (ICAEW), Certified public accountant (CPA) or a Senior tax preparer. 
  



JOB DESCRIPTION
TAX ACCOUNTANT

Job title: TAX accountant 
Reporting to: G.A.C Transport LTD 
Contracted part-time, 13£ hours  
Our company is looking after a part-time tax accountant, with the right skills to prepare our tax payments and returns. As a part-time tax accountant, we need your service only few months per year and the candidate will be in charge with preparing tax returns, analyze tax regulation and completing tax reports. (betterteam ,2019)


Accountabilities: 
· Prepare tax returns 
· Research difficult tax issues to identify solutions
· Recommend strategies to improve savings
· Evaluate tax regulation
· Prepare an annual tax report. (betterteam ,2019)
Qualification:
· Degree in accounting or member of Association of Chartered Certified Accountants (ACCA), Institute of Chartered Accountants in England and Wales (ICAEW), 
· Certified public accountant (CPA).
· 1-year experience as a tax accountant or similar role 

Skills: 
· Knowledge of accounting 
· Good written and communicate skills
· Analytical skills
· Mathematical skills 
· Good time management. (betterteam ,2019)


                              
· [bookmark: _Hlk26095294]Contract with a Transport Manager 

Job title: Transport manager  
Reporting to: G.A.C Transport 
Contracted part-time 
Per hour: 14£
Our company is looking after a part time transport manager to ensure all the checks and maintenance of the vehicles, verification of transport contracts and documents and verification of safety procedures. 
Qualification:
· Management qualification 
· License to drive in the UK (App.croneri.co.uk, 2019)
Skills:
· Leadership
· Effective Communication
· Personal Effectiveness
· Respect Diversity and Equality (App.croneri.co.uk, 2019)
Responsibilities: 
· Manage the system to ensure is effective 
· Review any shortcomings or annual test failures 
· Ensure that changes are in accordance with operator license requirements 
· Keep an eye on changes in standards and legislation 
Ensure the vehicle maintenance and be sure that vehicles are kept in a roadworthy condition (App.croneri.co.uk, 2019)

· Contract with recruitment agency 
      The G.A.C TRANSPORT for the first year will hire 2-3 drivers throw recruitment agency then for the second and third year we are going to employee our drivers.
        When a company is hiring personnel from a recruitment agency, the organization is going to charge the business for every employee they need.  This fee is regarding the position of the person that we are looking for. For example, if we are looking to hire a transport manager usually, they charge the company with a big percentage around 30% of the annual salary but if the position for that person is junior position the charge is around 15-20% of the annual salary. (Larkin, 2019) For example if the annual salary for a junior position is around 11.000£ the agency fees in this case is around 15% of the salary which is 1,650 per hire. Another example is when a company is looking for senior position where the annual salary is 20.000 in this case the agency fee is 20% of the salary which is 4000 per hire. (Larkin, 2019)

There are different types of recruitment fees and this are: (Agencycentral.co.uk, 2019)
     -Temporary worker fees. 
     -Temp-to-perm fees.

Temporary worker fees 
The temporary candidate for a company is under the responsibility of the agency regarding the payment but of course the agency recoups this for the employers and in this case the fees that the agency is charge the company is going to cover every think that they have to pay for. (Agencycentral.co.uk, 2019)
A temporary fee consists in: 
-The minimum wage pays daily and hourly; 
-Other cost like sick pay, holiday pay, national insurance.
This is the margin that permits the agency to make a little profit. A margin is percentual on the top basic pay that allows the agency to make money. There is no standard percentage because the fees depend on the sector and location. (Agencycentral.co.uk, 2019)

Temp-to-perm fees 
They may be always the possibility when an employer wants to change a worker contract temporary to permanent. Well, in this case the agency is going to have a different fee which is going to cover the lost value in this case candidate.  (Agencycentral.co.uk, 2019)





Also, when hiring people there are standard procedures that an employer   has to follow such as:

•	National Minimum Wage is the payment per our that a candidate is entitled to earn in any industry this payment is set up by the government and all the employers are required to provide this payment to their workers; (gov.uk)
•	Right to work in the UK – the employers need to be sure that the worker has the right to live and work in the UK;(gov.uk)
•	DBS check- when someone is going to be hiring the agency or the employer must check the Disclosure and Barring Service (DBS) check which means the criminal record of that candidate; (gov.uk)
•	Terms and conditions of employment – this part includes the benefits of a job agreed between the employer and employee such as job responsibilities, work hours, vacation and sick days, starting salary, health insurance and live insurance. This term is usually includes in a contract which the candidate has to sign if he agree with the condition of the employment; (Kopp, 2019)
•	Registering as an employer- You normally need to register as an employer with HM Revenue and Customs (HMRC) when you start employing staff, or using subcontractors for construction work; (gov.uk)
              •	Health & Safety- the general Health and Safety at Work Act 1974 is important to be included in the contract because its concerns the health , safety and welfare at work and all the employers must protect all the employees  , as well as other on their premises , including temps , casual workers , self-employed , clients , visitors and general public; (Worksmart.org.uk, 2019)





 















REFERENCES

1. Returnload.net. (2019) A Guide on How to Become a Lorry Driver-Return Loads. [online] Available at: http://www.returnloads.net/how-to-become-a-lorry-driver/   [Accesed 9 Nov.2019]

2. Unece.org. (n.d) About the ADR -Transport -UNECE.[online] Available at: http//www.unece.org/trans/danger/public/adr/adr _e.html [Accessed 9 Nov. 2019]

3. Telegraph Jobs. (2019). How to Become an HGV Driver - Telegraph Jobs Advice. [online] Available at: https://jobs.telegraph.co.uk/article/how-to-become-an-hgv-driver/   [Accessed 9 Nov. 2019].

4. Great Sample Resume (2019) List of General Manager Responsibilities and Duties [online]  Available at: http://www.greatsampleresume.com/job-responsabilities/general/manager-responsabilities/ [Accessed 9 Nov 2019]


5. Betterteam. (2019). General Manager Job Description. [online] Available at: http://www.betterteam.com/general-manager-job-description [Accessed 9 Nov. 2019].

6. Owensgroup.uk. (n.d.). [online] Available at: http://owensgroup.uk/vehicles/jobspecs/Traffic%20Planner%20Nights%20General.pdf [accessed 9 nov 2019] 

7. Xero. (n.d.). How to choose the right accountant | Xero. [online] Available at: https://www.xero.com/uk/resources/small-business-guides/accounting/how-to-choose-accountant/ [Accessed 9 Nov. 2019].

8. App.croneri.co.uk. (2019). The Role of the Transport Manager: In-depth | Croner-i. [online] Available at: https://app.croneri.co.uk/topics/role-transport-manager/indepth [Accessed 9 Nov. 2019].

9. Larkin, N. (2019). How much do recruitment agencies charge? | CV-Library. [online] Recruitment Insight. Available at: https://www.cv-library.co.uk/recruitment-insight/how-much-do-recruitment-agencies-charge/?fbclid=IwAR1TR6_jGunVkyf1UC9qn76wHAFs1sYeIDwgjjiq3vrH2sya9ZLxq9inXfs [Accessed 1 Dec. 2019].

10. Gov.uk. (2019). Welcome to GOV.UK. [online] Available at: https://www.gov.uk/ [Accessed 1 Dec. 2019].

11. Agencycentral.co.uk. (2019). How do Recruitment Agencies Get Paid (and How Much)?. [online] Available at: https://www.agencycentral.co.uk/articles/2016-10/how-recruitment-agencies-get-paid.htm?fbclid=IwAR1q2MM_Kggf8vKpw0r3N2Kme6iPfbpFExXpaKR3akgq2xJXQpD4qrR6ql0 [Accessed 1 Dec. 2019].

12. Kopp, C. (2019). Understanding Terms of Employment. [online] Investopedia. Available at: https://www.investopedia.com/terms/t/terms-of-employment.asp [Accessed 1 Dec. 2019].

13. Worksmart.org.uk. (2019). What is the Health and Safety at Work Act? | WorkSmart: The career coach that works for everyone. [online] Available at: https://worksmart.org.uk/health-advice/health-and-safety/employer-duties/what-health-and-safety-work-act?fbclid=IwAR1q2MM_Kggf8vKpw0r3N2Kme6iPfbpFExXpaKR3akgq2xJXQpD4qrR6ql0 [Accessed 1 Dec. 2019].








