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Professional Career Development: Assignment 2:
The recruitment process

Armstrong (2011) believes that there are four key stages to the recruitment and selection process these are: Defining requirements, planning the recruitment campaign, attracting candidates and selecting candidates.
 Defining requirements itself has several elements to it, after the initial job analysis the elements that follow are job description and person specification, these are vital stages in the recruitment and selection process (Sims, 2005, p. 64). 
Job description and person specification are the ‘who’ and the ‘what’ of the process (Smith, 2016). A job description focuses on the job itself where as a person specification states what type of person the recruiters are looking for. When recruiting, many companies tend to use person specification combined with the job description to carefully select suitable candidates to move forward on to the next stage of the process. By combining both elements, it allows both the employer and the candidate to see exactly what is needed to fulfil the role. Disclosing this information not only gives prospective candidates the ability to self-select and assess their capability for the role on offer but also helps the employer disregard unsuitable applicants at an early stage ensuring that the most suitable candidate is selected (Sims, 2005).


The job description is the ‘what’. It refers to the position and not the person (Grant, 1989).  It begins by stating key facts such as the job title, the number of hours to be worked per week, shift pattern, salary, location of work and what type of position it is. Some companies also include the relationship with other positions within the company. Following this is an in-depth description of the role, what the responsibilities of the role are and the tasks that are involved. When creating a job description employer’s must be sure to include all the above factors always bearing in mind that although job descriptions need to be enticing to the candidate they also need to be SMART based ensuring all responsibilities and tasks are realistic and achievable. Sims believes that ‘a carefully prepared job description ensures that all the people involved in the recruitment process – you, your fellow selectors and the applicants are talking about the same job.’ (2005, p. 66)
 According to Kleynhans et al, (2006, p. 62) a job description is used when interviewing so that the interviewer can ask specific questions based on and around the role and its responsibilities matching the role to the most suitable candidate. A job description can also be used for orientation purposes, giving new employees a clear idea of what they are required to do as they generally feel uncertain at the beginning of new employment as to what is expected of them (Kleynhans et al, 2006).
Mader-Clark (2013) suggests that job descriptions can also be used after employment has commenced as a tool for many reasons such as: measuring and managing performance, communicating expectations and to end employment if an employee can not meet the necessary job requirements. Employees can also refer to the job descriptions if they are being asked to do more than what was originally asked of them.

Person specification is the ‘who’ and describes fully what type of person the company is looking for, it describes the ‘ideal’ person they would like to fulfil the role (Mitrani and Dalziel, 1993 cited in Cornelius, 2001, p. 39). Companies determine this by taking the job description along with organisational core credentials to develop and show what qualities candidates need to possess to make them eligible for the role. These are known as KSAOs – ‘knowledge’, ‘skills’, ‘abilities’ and ‘other’. ‘Other’ often meaning character and beliefs, academic accomplishments and experience (Morgan, 2017). To do this some companies choose to follow person specification classification models such as: Rodger’s Seven-Point Plan (1952) and Munro-Fraser’s Five Grade Folding System (1954), this enables them to break down the desired attributes into specific categories. 

 Seven Point Plan
(Rodger, 1952)
1. Physical make-up
2. Attainments
3. General intelligence
4. Special aptitudes
5. Interests
6. Disposition
7. Circumstances

Five Grade Folding System
(Munro-Fraser, 1954)
1. Impact on others
2. Acquired qualifications
3. Innate abilities
4. Motivation
5. Adjustment









Cornelius believes that the format of Rodgers seven-point plan ‘provides a good basis for drawing up a person specification but can be discriminatory if unnecessarily high requirements are included’ (2001, p. 40). It is vital not to add unnecessary requirements that could result in being classed as discriminative by certain candidates supported by Sims (2005).
Roberts suggests that ‘One of the key aspects of determining the role and person specifications is the use of competencies.’ (1997, p. 6). All competencies used when creating a person specification are divided into essential and desirable (Sims, 2005) this shows both the applicant and the interviewing employer exactly what skills are required and any additional skills, a bonus for the applicant if they have these skills also and are a step closer for the employee in finding the ‘ideal person’. (Elearn, 2008).
In conclusion, the job description and the person specification are the ground works in the recruitment and selection process. When creating both of these, employers must be aware of The Equality Act 2010 to avoid accusations of discrimination. A thorough job analysis must be performed in order to create a clear job description (Dransfield, 2005). This is not something that can be skimmed over or rushed, the job description needs to be up to date but more importantly it needs to be accurate to allow a thorough person specification to be created based on and around the information found in the job description. If this is done correctly and all the necessary information is included this will ensure the right candidate is selected. 
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