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[bookmark: _Toc503003711]Introduction
There are various formalities played by the business organization with a view to managing the recruitment and selections process of the organization. The skilful and experienced candidates are selected by the recruitment in the organization so that the business organization can improve the productivity of the employees as well as the profitability of the organization.
[bookmark: _Toc503003712]Task 1: within recruitment and selection processes, explain the purpose of a Job Description and a Person Specification
Job description:
Job description is the discussion of the main responsibilities and skills of a job. The job description is used for the potential applicants to understand the responsibilities and skills of the job. The applicants can understand about various aspects of the job such as job roles, responsibilities and the required skills to perform the responsibilities (Grabiek and Jedraszuk, 2017). Then the applicants decide to apply to the job.
The purposes of the job description:
Training and development: The job description is used by the mangers of the business organization with a view to informing the induction training and long term development of the personnel.
Evaluate the performance of new staff: the job description is also used by the managers so that they can evaluate the performance of the new staff at the time of their probation period with a view to recruiting the skillful personnel in the organization (Pesek and Fulmer, 2011).
Identify the strengths and weaknesses of the performance: the job description is also used with a view to identifying the strengths and weaknesses of the performance and re-focusing the efforts of the personnel. Then the corrective actions are taken by the managers to manage their required performance of the personnel.
Identify the main duties and responsibilities of the job: the job description is also used by the managers with a view to identifying the main duties and responsibilities of the job so that the applicants can understand their responsibilities and required skills.
Person specification: 
Person specification is used to define the skills, qualifications, abilities and experiences of the person at the time of the recruitment and selection of employees in the business organization so that the potential can understand the required skills, qualifications, abilities and experiences in case of applying to the job.
The purposes of the person specification:
To inform the potential applicants: The person specification is used in the recruitment and selection process so that the potential applicants can be informed about the level and complexity of the job in case of applying for the job.
To establish essential criteria: The person specification is also used by the managers to establish the essential criteria so that they can judge objectively the candidates to ensure the required personnel for the business organization (hartline and Witt, 2004).
To establish suitable candidates: the person specification si also used in the recruitment process with a view to setting desirable criteria to establish suitable candidates so that the managers have to face less formalities to recruit the most suitable candidates.
 To make transparent decision: The person specification is also used to provide a temple with a view to making transparent decision at the time of selection process so that the managers can ensure the proper way of recruiting and selecting the potentials candidates in the business organization. 
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Maxine Curry
Dayjob.com
The Big Peg
120 Vyse Street
Birmingham B18 6NF
England
T: 0044 121 638 0026
E: info@dayjob.com

PERSONAL SUMMARY
I was informed from dailies about the recruitment process of manager the company and as a potential candidate; I am attracted to the post. I have various working experience of working for recruitment firms, public sector agencies, as well as small and large businesses. I have also understood that a lot of rejection in recruitment and the highs and lows of the role. I right now, want to join your company for the post offered for both internal and external development opportunities to progress my career further in the organization.  


Career: 
I have working as a manager in a reputed public company performing the responsibilities in case of devising and implementing recruitment plans, campaigns and activity of the organization. 

Duties:
· To prove the required advice to the Directors on any employment regulations and staffing issues.
· To update the human resource software applications of the company.
· To delivery labor requirements within agreed targets, budgets and deadlines 
· To put together a recruitment strategy with a view to attracting and retaining the best people for the business.
· To write up-to-date employment contracts and offers of Employment.
· To attend job fairs and career events.
· To travel outside the office to meet existing clients 
· To liaise with account managers and external recruiters.
· To ensure that all job descriptions are accurate.
· To manage individuals or teams through effective line management.
· To lead multi-disciplinary teams and get them all to work together.
· To analyze information to produce clear recommendations for understanding a non-technical audience.
· To oversee the recruiting and human resource functions of the business.
· To design and produce recruitment packs.
· To support people faced a varied number of challenges after excluding them from employment.
· To obtain references before undertaking the interviews.

KEY SKILLS AND COMPETENCIES

Professional
· To use appropriate method, language, medium and style of communication for the situation and involved people.
· Enable to make decisions quickly.
· Ensure a natural empathy towards the development of people.
· To summary complex information in an effective manner.
· To seize opportunities to move things forward.
· To think through the impact of any key decisions.
· To possess excellent administrative skills.
· To process quickly and take a ‘project’ approach to ensuring delivery.
· To remain calm under pressure and work to tight deadlines.

Personal
· To hold self and others fully accountable for standards of performance.
· Not to bring my personal problems to work.
· To act with a sense of urgency to important matters.
· To adjust Comfortable working in a fast paced, challenging environment.
· To be task oriented to produce accurate work results.
· To determine with a positive attitude towards tasks.
· To enable to work on own initiative.

ACADEMIC QUALIFICATIONS 

	Institutions
	Degree
	GPA/CGPA
	Year

	City, University of London
	MBA
	3.70 out of 4
	2017

	City, University of London
	BBA
	3.60 out of 4
	2016

	Ashbourne Sixth Form College

	HSC
	5.00 out of 5
	2012
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The team working and the problem solving are the two important competences of the managers in case of managing various critical situations arisen in the business organization. The team working competence helps the managers to work with different kinds of personnel working in the organization (Staton, E, 1967). The problem-solving competence make the employees enable to solve various critical problems face by the business organization.
Team working:
SITUATION
My team have been employed to increase the sales volume in the market so that the company can improve the market share as well as dominate the market. The solution of the problem is held on me to solve within 6 months.
TASK
In this case, I have discussed with my team members about the requirements to perform the functions and the managers about the required resources to achieve the targets set by the business organization (Van Hoye, 2008). Then I have managed all the required resources to increase the sales volume in the market.
ACTION
Then some effective actions have been played by all the team members through their mutual understating and help. The following actions were played:
· Improving the quality of the products
· Increasing the productivity of the employees working in the production department
· Advertising with effective media to attract the customers
· Supplying the sufficient products in the market 
RESULT
About 15% sales were increased in the market through the functions played by the teams. There had some weaknesses of the team in case of performing the responsibilities and duties of the individual team members and the lacking of required resources provided by managers.


Problem solving:
SITUATION
Critical problem has been arisen in the organization that the productivity of the employees has been reducing day by day. The responsibility for solving the problem is held on me so that the productivity of the employees could be increased within 3 months.
TASK
I have discussed with other managers of the company and analyzed various case studies on the problem solving so that the situation can be improved through my activities. Some models of management and motivations have been selected to inspire the employees so that their productivity can be improved (Van and Ridder, 1991).
ACTION
Then the employees are managed and motivated according to the application of the selected models and theories so that the employees feel comfort to work hard to achieve the targets. Fair salaries and remunerations were also established to satisfy the employees.
RESULT
as a result of the actions played by me, the productivity has been improved in the organization. Although the level of productivity was not desired level, it was good for the business organization. The application of the models should be more effective to ensure the desired level of productivity. 
[bookmark: _Toc503003715]Conclusion
The recruitment of new employees is very important both for the managers and the organization in case of ensuring the maximum productivity as well as the profitability of the organization. The mangers follow various recruitment and selections process so that the skilful and experiences employees can be employed for the organization.
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