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[bookmark: _Toc502272970]Introduction
Recruitment and selection are fundamental aspects of an organization. Recruitment is an aspect that leads to the acquisition of the right individuals to perform the desired roles in an organization. Recruitment and selection incorporates job description and person specification to be successful. The paper will traverse on the importance of job description and person specification and the utilization of the STAR method.
[bookmark: _Toc502272971]Task 1
[bookmark: _Toc502272972] The purpose of a job description
Job description is an aspect that forms the basis of staff planning in an organization. They are significant in job posting, recruitment, compensation, selection setting the desired goals performance and training of the employees. They give a brief description of the employees’ expectation and the interconnection with the objectives of the organization. Job description gives a well detailed list of chief tasks, roles and qualifications of the employees. They contain the following aspects:
· Comprehensive duties to be performed by the applicant
· Values to be demonstrated by the employees in achieving organizational objectives
· The working conditions or physical requirements for the employees
· Detailed skills, knowledge abilities and experiences of the employees
Performance Management: Job description can be utilized by an organization in evaluation of its performance goals. However, they are grounded on the aspect of duties and responsibilities in each job description (Elearn, 2005). The employees are then trained and imparted with the desired skills and knowledge to meet the intended goals in the organization.
Training and employee development: The job description is an aspect that can be used to coerce the employees to enhance their performance through trainings. It determines the employees who can participate in seminars and career development affiliations in order to acquire knowledge and skills.
Compensation: Job description can be used to articulate the right kind of compensation program for the employees in an organization. It ascertains the minimum and maximum compensations to be attached to each position in the organization.
[bookmark: _GoBack]Recognition and rewards: Job description can be used to determine the employee’s performance. It can also be used as tool to encourage the performance of the employees in an organization. Thus, can be used to ascertain the right employees for recognition and rewards in an organization.
Job function analysis: Job descriptions are used to determine the duties and responsibilities to be undertaken by the different employees in an organization. It entails detailed academic requirements, supervisory tasks and the right certificates for the specific job.
[bookmark: _Toc502272973]The purpose of person specification
Person specification denotes the personal characteristics anticipated in potential employees in an organization. The elements include qualifications, skills, experience, and knowledge that an applicant requires in order to perform the assigned duties effectively. They form a basis of the recruitment process since they articulate the specific characteristics of an applicant. Person specification is used to derive the interview questions and selection procedures in order to get the right candidate for the set job (Smith, 2007). The job advertisements in different organizations are based on the person specification since it gives a clear description of the required candidate in the field of specification. Person specification plays the following roles:
· It is an aspect that gives clear information on two types of personal qualification that are significant to the employer. It assists the employer to specify what he wants and how the applicant matches the given criteria.
· It assists in making policy communication regarding the recruitment and selection process easier.
· It gives a clear direction on recruitment and selection of the different candidates without discrimination, prejudice and personal interests.
· It makes the interviewing process tranquil and sophisticated.
· It enables the job seekers to evaluate their capabilities before applying for a given job opening in an organization.
· It makes it easier for the employee to undertake the set on job training thus performing the different tasks effectively.
Job description and person specification are important aspects that give guidance to the recruitment and selection process in an organization. The right job description and person specification lead to the acquisition of an ideal candidate for a job position.
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[bookmark: _Toc502272975]Curriculum Vitae
Curriculum Vitae for Human Resource Assistant
Gyurses Sadak
gyursessadak5@gmail.com 
07415660140
London
Personal Summary
I am a competent and organized individual who has a positive attitude, strong work ethic, keen to learn and grow within the organization. I possess the most proficient communication skills, technical skills and problem-solving skills. 
Work Experience
· Backing up with the daily operations of the human Resource functions and duties
· Provision of clerical and administrative sustenance to the human resource administrators
· Amassing and apprising of the chronicles of the employees
· Harmonization of human resource projects
· Supplementary in payroll preparation by providing the desired data
· Appropriate handling of complaints and objections processes
· Assisting the recruiters to cradle applicants and bring up-to-date the organizations database
Skills
· Proficient in Microsoft Office
· Accustomed with the labour laws and knowledge
· 4 years’ experience on the use of HRIS or HRMS
Education
Oxford University                   Bachelor’s Degree in human resource management.
Mont Rose	Diploma in Human Resource Management
[bookmark: _Toc502272976]TASK 3
STAR method is considered to be the most appropriate method of passing across the desired message from the potential employers (Smith, 2007). It is an aspect that gives a clear, concise and informative on the expectations of the employers. It shows how employees approached a given task and the set feedback. The model answers the following questions:
Situation: What was the situation?
Task: What tasks were intricating in the situation?
Action: What actions did you take?
Results: What were the results of the activities?
[bookmark: _Toc502272977]Problem solving competency
Situation: we were supposed to deliver a presentation on engrossed stockholders on our new products and innovations. The team leader got stuck on a train thus delaying the whole group
Task: As a manager, it was my main duty to get the most desired alternative so as not to have a negative reputation to the organization. We never wasted the chance.
Action: I convinced the event organizers to change the order of events in order to avoid losing the investors. I contacted another team player who agreed to come and present the products to the investors on time.
Results: The team leader did not make it on time but we explained to the investors who understood the situation. However, Susan made the presentation well and the investors received it well.
[bookmark: _Toc502272978]Decision making competency
I was going to make sales on the organizations new products and services with my three other colleagues. We had discussed with the supervisors on how to answer the client’s questions but not comprehensively. After the presentation, the clients made an unexpected request (Stone, 2007). Being the team leader, I had to make a rational decision to satisfy the clients. I had limited time to think of the most extensive decision. I analysed the deal they had requested and made a comparison of what the supervisor had authorized. I decided to take the initiative and agreed on their terms and conditions. When we got back to the office I talked to the supervisor who was very impressed with the decision and the significant sales.
[bookmark: _Toc502272979]Conclusion
To sum up, job description and person specification are an important aspect in the process of recruitment and selection. They assist in making the desired decision regarding compensation, job analysis, performance management, training and development. The STAR method is the most transparent, concise and informative during recruitment and selection.
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