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[bookmark: _GoBack]Job descriptions, person specifications regularly appear to be the same element. however each serve a exclusive purpose inside the recruitment procedure. If you need to get precisely the proper person to your position and you may need to prepare a personal specification. This is as opposed to writing a general job description. A person specification more fully describes the type of person who is most likely to be able to do the job satisfactorily. It include a person's education and qualifications, relevant training and personal stand out qualities. A straightforward job description concentrates more on the job itself and leaves the reader to decide whether they are right for it or not. Needless to say, writing a person specification can save time, but only if you don't turn away perfectly suitable candidates. Before you place a vacancy with a recruitment consultancy, it is a good concept to spend some time evaluating exactly what you require from a candidate. While a job description and person specification are not legal requirements, they will save you time in the long run. It is important to write effective job descriptions and person specifications. A job specification is an in depth description of the function, such as all obligations, targets and requirements. someone specification is a profile of your ideal new worker, including talents, revel in and character type. The criteria contained inside the job description need to be strictly relevant to the necessities of the . Care is wanted to make sure that the task description is not unnecessarily restrictive if you want to exclude any precise organizations as this could be considered as indirect discrimination which is illegal.
Job description
 This is the most traditional recruitment tool. Which gives an idea of the daily tasks and responsibilities of the role. It will contain the job title. A summary of the purpose of the job. the location, working hours, benefits, and employer information.
Recruiters use them to write adverts. Screen applications. Prepare candidates for interviews. And to help when choosing where to advertise the role.
Job descriptions must be kept up to date and should be updated every time a position is advertised. This is because of the out of date information makes it less likely that a suitable candidate will be hired.
Person Specifications
Their purpose is to describe the type of person who is suitable for the job by describing the essential and desirable attributes. experience, skills, and qualifications. There are essential and desirable elements of the person spec. essential elements are those which are needed in order to do the job. and desirable elements are less crucial but will enhance a candidate’s suitability.
Recruiters also use these to write adverts and screen candidates. as well as using them when it comes to shortlisting and interviewing.





· The job description identifies the essentials of the role: the broad purpose, the major duties, the terms and conditions
· A person specification describes the 'attributes required of an employee to do the job to the required standard'

Competencies could include:
Physical attributes – good eyesight, etc
Languages – If the position calls for specific language skills
Attainments – qualifications, experience, grades and managerial positions.
Aptitudes – numeracy, communication skills – even patience.
Personal qualities – shift working, unsocial hours, and the ability to be flexible.
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