Supplementary notes-Rachel Bancroft-1817416

As our group presentation we have 5 people within our team being – Me Rachel Bancroft, Eva, Khalid, Darren and Rachel A.

Together we have agreed on a company to be a front line managers role within a high end car sales company being Mercedes.
My current role within the presentation is to provide a job description for the group.

How to Write a Job Description
1. Job Title. Make your job titles specific. Avoid internal jargon that may confuse the job seeker. ...
2. Job Summary. Open with a strong, attention-grabbing summary. ...
3. Responsibilities and Duties. Outline the core responsibilities of the position. ...
4. Qualifications and Skills. Include a list of hard and soft skills.

https://www.google.com/search?q=creating+a+job+description&rlz=1C1AWFC_enGB852GB852&oq=creating+a+job+description&aqs=chrome..69i57j0l5.6693j1j7&sourceid=chrome&ie=UTF-8
[assessed 26.06.2019]
 
Using google scholar I have searched for (management create a manager’s role job description)
where I found as follows organize, coordinate, control
if you ask managers what they do, they will most likely tell you that they plan, organize, coordinate, control.
Vecchio, P,R. (2007) leadership understanding the dynamics of power and influence in organisation’s. 2nd edn United States of America. [assessed 26.06.2019]
Ideas of what is essential when producing a job description.

Trying to grab a wide variety of candidates for the role, making the role interesting enough for people to apply whether this been the salary, the hours, the benefits or the bonuses.

I will be showing a video on my presentation from the bbc. The English we speak.
Bbc, Learning English, Inspiring language learning since 1943 episode 190610 (10 June 2019)
Unable to upload the video on power point.


Audit sheet… Presentation plan…

Rachel A – job analysis.

Khaled A – advertising jobs.

Eva – create a personal specification.

Rachel Bancroft – create a job description.

Khaled A - CV’s and application forms.

Darren W – Interviews and others.











Three main purposes of a job description
Candidate attraction
To describe the role and required track record, with the aim of attracting a response from an internal or external applicant for the job.
Role definition
For the individual performing the role to have a reference point for their responsibilities and required level of performance, especially at appraisal time or when a promotion is being considered.
Management reference 
Particularly for a new manager, to understand the scope and level of responsibility expected of the role. 
What its all about
A comprehensive job description comprises the following areas.
· Title of the job.
· Where the role sits within the team, department and wider business.
· Who the role reports to, and other key interactions.
· Key areas of responsibility and the deliverables expected.
· Short, medium and long-term objectives.
· Scope for progression and promotion.
· Required education and training.
· Soft skills and personality traits necessary to excel.
· Location and travel requirements.
· Remuneration range and benefits available.
· Convey the organisation’s culture and identity.

https://www.michaelpage.co.uk/advice/management-advice/attraction-and-recruitment/how-write-effective-job-description [assessed 27.06.2019]








Reading notes…
My name is Rachel Bancroft – 1817416
· My part of this presentation is to produce a job description for the role of a Managers role for a top end car sale company being Mercedes.
Next slide.
Mercedes is the group’s chosen company.
Next slide.
Good job description.
A good job description performs a number of important functions:
It describes the skills and competencies that are needed to perform the role; iIt defines where the job fits within the overall company hierarchy; It is used as the basis for the employment contract; and it is a valuable performance management tool.
(13th March 2012) hhttps://www.google.com/search?q=job+description+means&oq=job+description+means&aqs=chrome..69i57j0I3.16165j1j4&client=ms-android-Huawei&sourceid=chrome-mobile&ie=UTF-8 [assessed 29.06.2019] 

Next slide
Preparing a job description.
· Here we need to be very clear showing the main points we are looking for as the employer.
· Grabbing clear attention from the candidate for them to become interested in the role.
· Highlighting certain facts about the job.
· Making it sound very interesting for them to want the job.
· Addressing certain responsibilities needed and role involved.
· Flexibility to meet the needs of the business.
· Ambitious to push forward to excel.
· Willingness to take ownership and to take the lead.
·  Previous experience desired.
Next slide.
What is a job description?
· A job description is a document intended to provide job applicants with an outline of the main duties and responsibilities of the role for which they are applying.
· The description is usually drawn up by the individual in an organization responsible for overseeing the selection process for the role, often with the help of the company’s HR department and/or an external recruiter.
Https://www.wikijob.co.uk [assessed 29.06.2019]

Next slide

Job description must include main job role. With photo attached.
Next slide.
What is a job description and example?
· When used as a means to communicate expectations, job descriptions can also be used as a basis for performance management. For the employee, having clear job description allows them to understand the responsibilities and duties that are required and expected of them.
https://www.google.com/search?q=explain+job+description&oq=chrome..69i57j0I3.13109j1j7&client=ms-android-Huawei&sourceid=chrome-mobile&ie=UTF-8  [assessed 29.06.2019]
next slide
Video.
Next slide
Job description.
We are looking for a full-time manager within our high end car sales company Mercedes. We are offering a highly competitive salary with bonuses and a company car.
 The selected candidate must have excellent communication and managerial skills, willingness to strive to meet goals, taking ownership when needed as well as having excellent flexibility to meet the needs of the business. showing great people skills in order to work face to face with customers. You will be the face of Mercedes!!! Showing good clear knowledge of the cars available with training given. Previous experience desired but not essential as full training will be given. You will be working with the director’s level of the business whilst taking ownership of your own team. We have a very friendly family atmosphere and would welcome the selected member to join our family. Further information will be given at the interview once selected.
 Next slide.
Thank you for listening to my part of our group presentation I will now be passing you across to khalid to talk to you about the cv’s and application forms.    OVER TO YOU KHALID.
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