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TASK 1

RESCRUITMENT AND SELECTION PROCESS

INTRODUCTION

I work in the security industry therefore; this discussion will focus on why we need a job description and a person specification within the recruitment and selection processes within the Security Industry in the UK. As Nel & Werner (Ninth Edition 2014 P.57) states, “Recruitment is the process of identifying what kind of employees are needed for a defined task(Job Description) and applying strategic talent management that ensures that businesses have the right people(Person Specification) in the right jobs at the right time to achieve the expected results.” 
Stephen Pilbeam and Marjorie Corbridge (Fourth Edition 2010 P.155) regarded process of recruitment and selection as “matching of defining tasks, identifying its scope and activity between applicant and job.” Hence effective and efficient recruitment process will only be achieved by a strategically designed job description and a person specification.

1.1 JOB DESCRIPTION

Job descriptions helps recruiter to plan recruitment strategy for the collection of information about the duties, responsibilities, necessary skills and work environment of a specific job recruitment and selection process and thus helps structure job advertisement matching the right applicant. Job description helps provide information about the organisation’s environment, working condition and thus helps structure pay, benefits, terms and conditions of service which could help potential applicants decide. This approach helps self-scaling process and therefore saves time and money in the recruitment process. Job description helps in selecting the appropriate person especially during the interview session; applicants are tested and recruited on the basis of requirements listed in the job description. Job description lays out the overall purpose of the job and the main tasks to be carried out by the applicant. This will then form the platform for the contract of employment. It will detail what is required of the applicant and could be used as measure of performance moving forward. It should also state The Job Purpose, Main Activities of the applicant, Roles and Responsibilities and The Selection Criteria.
THE JOB PURPOSE

This should state that the job exists and its expected contribution to the existing teamwork.
THE MAIN JOB ACTIVITIES
Without ambiguity, this should itemise the applicant’s principal activities as to what is to be done; that is the allocated work, with whom; that is other immediate members to work with and to achieve what end result; that is ensuring smooth, effective and efficient running of the team, and from what time to what time.
ROLES AND RESPONSIBILITIES 
This should clearly state the position of the applicant in the team and his line manager in the team’s hierarchical structure.

THE SELECTION CRITERIA
This should identify the skills, abilities, experience and expertise needed to carry out the job. It will also ensure an open minded approach for the interviewer to be consistent and objective to prevent the accusation of direct or indirect discrimination(a breach of Equality Act 2013).
Using STAR model, a security officer’s role specifically involves good customer service. Customer service is the provision of responsibility to someone. Andy Walker and Jason Dyson (7th Edition November 2013 P.13) from Health and Safety Act 1974-Duty of Care; identified two types of customers as Internal(work colleagues in the workplace) and External customers(anyone else from out there).

As the first point of contact – Situation - in an organisation requires additional skills as communication. This is more than just sending and receiving adequate information. Jayson Dyson and Andy Walker (7th Edition November 2014) identified the basic elements of effective communication as “sender encoding thoughts, and sender sends messages, receiver receives and decodes messages, understands the meaning and gives feedback”. He needs Non-Verbal Communication (use of body language to exchange messages), Verbal or Oral or Voice Communication (use of sound to exchange messages) and written communication(use of writing, diagrams, charts and art to exchange information) skills. Security officer’s duties involve mostly a receptionists and conflict management job.
Security services provision – Tasks, involves good customer service and conflict management. Lack of good customer service skills means security officer will not be able to hold on to his job for long and lack of conflict management skills means an officer going home from his duties with black eyes all the time and sending company’s business insurance premiums sky high. When shortlisting an applicant for recruitment as a security officer, he must have the aptitude to effectively respond to problems as they occur and efficiently and satisfactorily solve it with minimal or without supervision. 
Workplace activities – Actions, require a job applicant’s must have knowledge of some British laws including: Health and Safety at Work Act 1974 – Especially Sections 1 to 7 – affects both the employers and the employees under general duties of care; Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 revoked and replaced RIDDOR 1995; and Working Time Regulations; Equality Act 2010 – encompassed, revoked and replaced previous Discrimination Laws, Equality and Diversity Laws, Race Discrimination Laws, Age Discrimination Laws, Marriage or Civil Partnership Act, Equal Pay Act – received the Royal assent on 8th April 2010 and came into operation on 1st October 2010.
Results – is a win-win situation for the security officer.

1.2  A PERSON SPECIFICATION
Recruitment is regarded as the process of finding and engaging the people the organisation needs for a job. A person specification is that part of the process that must address which applicant must be appointed to do that job. A person specification evaluates the knowledge, skills and abilities needed to efficiently carry out the job. Michael Armstrong (Twelfth Edition 2012) identified a person specification to include, “Qualification and training, Skills and abilities, Behavioural Competencies, Knowledge, Experience, Specific Demands and Special Requirement”.
In the recruitment process, the needs of the job must be defined. This will help adequate job description and aid precise person specification in the recruitment process. Criteria set must be precise to the job and must be open minded taking on board Equality Act 2010 irrespective of nationality, disability, age, religion, sex, believe and race. The purpose of Job Specification is that there are roles in the company that need filling and the best person must be selected to fill the position.
The purpose of Job Specification should highlight:

1. Types of personal qualifications that is critical to the employer which is desirable and essential. This will allow the employer to be precise in what employer want and match the applicant with criteria.
2. The importance of the laws and On-board of the laws such as Equal Act 2010 – Equal Opportunities within employer’s recruitment policies of a business. A person Specification will help provide guidance in assessing the applicant based on their abilities in relation to the role.

3. How the applicant is able to assess his or herself prior to applying and understanding how he or she fits in the expected role in the business. This will help match him or herself to the suitability and the skills required doing the job.

4. The design of the interview process in line with set criteria which would make the recruitment process easier. This will help interviewing process more defined.
5. The test of all applicants against the same set of criteria which are laid out in advance. This will assist the interviewer to be open minded and prevent personal, bias and prejudice all of which can create head ache in the recruitment process.
The Person Specification helps integration and training of an applicant much more structured because an employer would have already been aware of what the applicant is able to do. It helps define the type of person employer wants and write accurate job advertisement. Helps assess each applicant objectively and fairly. Helps compare applicants and guide selections based on evidence. Person Specification must be purpose based, must be specific rather than general, must be justifiable in relation to the job tasks, must be measurable against the set criteria – in terms of qualification; experience; skills; competency and knowledge, and must be Non-discriminatory. 
SECTION 2

EMPLOYMENT APPLICATION LETTER FOR THE POST OF A SECURITY EXECUTIVE OFFICER
                                                                           Flat 8

                                                                           31 Moody Road

                                                                           London SE15 5JJ                                                                                          

                                                                           E-Mail: s_a_e_g@hotmail.com
                                                                          Tel. 020 7708 5333

                                                                          Mobile Tel.: 07956 295 980

                                                                          17 December 2017

Lexus Security Management

Unit 213

109 – 117 Waterloo Road

London SE1 8UL

Dear Sir/Madam

APPLICATION FOR THE POST OF A SECURITY EXECUTIVE OFFICER

I am writing to apply for the post of a security executive officer as advertised on the CV library.

As requested, I enclosed a copy of my CV, my professional security certificates, security trainer certificates, Health and Safety executive certificate and Risk Assessment certificate.

What makes me particularly qualified for this job more than any other applicants is that I work to the standard, constantly thinking outside of the box to keep ahead of criminals. I actively anticipate future problems by dynamically researching into criminals’ minds and their activities and create measures to deter criminals and to stop them from attacking. I am a dedicated person and do take ownership of tasks assigned to me by my employer on a regular basis. I provide contributions to good customer service. I am always loyal to my employer.

Additionally, I am well educated. I have creditable and checkable over 15 years of working experience in the security industry in the UK, France, America and Africa. I am an efficient and effective good team player. I have experience in learning and excelling at new introductions and management directives.

I speak fluent English and African languages.

Yours sincerely

Signed

Solomon Adebayo
CV APPLICATION FOR THE POST OF A SECURITY EXECUTIVE OFFICER
APPLICATION FOR THE POST OF A SECURITY EXECUTIVE(CV)

NAME: Mr Solomon Kolapo ADEBAYO

DATE OF BIRTH: 23 September 1962

ADDRESS: Flat 8, 31 Moody Road, London SE15 5JJ.

PHONE NUMBERS – HOME: 020 7708 5333
                                    MOBILE: 07956 295 980
E-MAIL ADDRESS: s_a_e_g@hotmail.com
NATIONALITY: British
RELIGION: Christian
DISABILITY OR SPECIAL NEEDS: Not Applicable

-------------------------------------------------------------------------------------------------------
EDUCATION AND TRAINING ATTAINMENT

O’ LEVEL: 8 O' Levels
 SUBJECTS_PASSED                   SUBJECTS                   _PASSED

1.) English Language                     2.) Mathematics

3.) English Literature                     4.) Government (Politics)

5.) Biology Science                        6.) Agricultural Science

7.) Chemistry Science                    8.) Economics

-------------------------------------------------------------------------------------------------------
A’ LEVELS:-
         SUBJECTS PASSED                                SUBJECTS PASSED
1.)    Commercial Law             2.)  English for Commerce Advanced
DIPLOMA, HIGHER DIPLOMA AND DEGREES:-           

2.) Diploma In Office Administration
DEGREES:-

1.) Bachelor of Sciences Economics and Management with Honours
TRAINING AND ATTAINMENTS
Professional Security Qualifications:

TRAINING BODIES                      LEVELS AND CERTIFICATES ACHIEVED 

1.] BTEC Advanced Certificate-------------------------------------Edexcel

2.] BTEC Award Conflict Management --------------------------Edexcel Level 3

3.] Preparing to Teach Security in the Learning Sector-----EDI Level 3

4.] BTEC Security Physical Intervention ------------------------Edexcel Level 3       

11.] Assessor - D32---------------------------------------------------Edexcel Level 3

12.] Health and Safety------------------------------------------------Edexcel Level 3

13.] Health and Safety------------------------------------------------Edexcel Level 4 

-------------------------------------------------------------------------------------------------------
WORK HISTORY AND EXPERIENCE

EMPLOYER NAME: Contract Security Services (UK) Ltd
ADDRESS: - Challenger House, 125 Gunnersbury Lane, London W3 8LH

TELEPHONE NUMBERS: - 020 8752 0160
FAX NUMBER: - 020 8992 9536 

E-MAIL ADDRESS: - info@contractsecurity.co.uk
WEB SITE ADDRESS: - www.contractsecurity.co.uk
FROM: - April 1997 to 1 December 2017.

MAIN JOB ACTIVITIES: I was involved in all areas and in all levels of Security operations. 
ATTESTATION: The contents on this documents is true to the best of my 

                           Knowledge: Signed  

NAME: - Solomon Adebayo________    DATE: - 16 / 12 / 2017
===========================================================
SECTION 3
3.1 TEAM WORKING

This report is directed at using my own reflective abilities in team working as security officer. A team is defined by Tony Buon (2014) as, “two or more people working together to achieve a common goal”. In the security industry, team working as a method of organising people at work has benefits at an individual level in terms of satisfying psychological (Hierarchical Needs) needs as described by Maslow, A.H (1954) and at an organisational level; in terms of performing functions to achieve organisational objectives of preventing crime against people and property and prevention of wastes and loss by switching off redundant amenities thereby reducing bills and saving the environment. 

The effectiveness of team working depends on what a management researcher, Likert R. (2013) theorised as “Linking Pin Model” which he explained as: A Formal Team Working, which is a team having a conventional recognised form with a set of rules of engagement and Informal Team Working as the opposite of a formal team workers. The team’s roles must be clearly defined requiring job description process. Individual member’s skills must be identified requiring a person specification. A helpful model is what has been researched by Belbin, R. M. (2007). Belbin identified team working members as a: Planter; that is one who invents a new way of tackling issues with ideas and puts forward ways of solving problems and working out solutions. Resources Investigator is one who goes outside of the group to get new contacts. Specialist; cultivates a sense of professionalism and encourages fellow team members to trust each other’s knowledge. Co-ordinator is one who holds the group together, praise and encourage others. Shaper is the team member who navigates the team towards achieving team’s goal. Monitor Evaluator provides a balanced opinion on all ideas and options. Teamworker promotes good team atmosphere by reacting to the needs of others. Implementer ensures all team members follow the laid out plans and procedures. Completer or Finisher raises standards in what the team sets out to achieve and Specialist team worker cultivates a sense of professionalism and encourages fellow team members to trust members knowledge and keep expertise and skills up-to-date.
The division of roles in the team working will ensure group cohesiveness and prevent loafing effects on team members - Ringlemann M. (1913) – “The Ringlemann effects”. The importance of team working is a snowball effect of pulling resources together and ensuring synergy result. 
3.2 PROBLEM SOLVING

Without human beings co-existing, interacting and working with each other, there would be no problem, hence no need for solutions. Michael Armstrong (12th Edition 2012 P.493) defined problem solving as “the process of analysing and understanding problem, diagnosing its cause and deciding on a solution that solves the problem and prevents it being repeated”. He puts forward 12 problem solving steps. : “Identification of the problem (Situation-TAR); Collate all the facts that lead to the problem; Formulate hypothesis; Design workable objectives to deal with current problem and which may be applied to solve future problems(S-Task-AR); Pinpoint possible courses of action and weigh up results. Evaluate facts rather than fictions; Examine possible but creditable alternatives courses of action. On merits decide on probable actions(ST-Action-R); use means-end approach that is step by step process with synergetic effects; Plan implementation using “ Time Bound Schedule” and Put and document plans to solve the problem. Execute, monitor and respond to results(STA-Result).
This report will be using STAR (Situation, Tasks, Action and Results) as a research model suggested in the assignment as a method to aid competency based interview to formal answers. STAR could help provide clear, unambiguous and concrete answers. It can help create a scenario on real-life examples from former employer. 
For example Situation or specific project from my past work that is indicatively complex and challenging. In my own case, I helped my security company put in place social media such as Facebook, Twitter, YouTube and WhatsApp that helped their business exposures.
Tasks for instance; I helped my company utilised social media as free advertisement media for company’s services from the planning stage right through to the end.
Action; I immediately evaluated the current marketing channels in the company and focused my attention on the definition, planning, scope, scheduling, created and test practiced legitimate social media identified above that could aid marketing of company services with minimal or no costs.
Result; I monitored progress through positive feedback, increased enquiries and evidenced from turnovers.
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