Professional Career Development Presentation Notes


The importance of job description, and what this include.

In this presentation I want to reveal the importance of personal specification and a job description and how these will impact the future candidates. 
Firstly, I want to present to you our company which is called BGKM Bank. As the name suggest, this is a bank and we are looking for a bank manager.
In her book, Margie Mader-Clark said: “Job descriptions communicate your expectations and let employees know what it takes to excel in their jobs.”[footnoteRef:1] [1:  Margie M. (2013) The Job Description Handbook, third edition pp.3.] 

All future candidates need to see a job description into an advert, to compare and to validate their qualifications, skills and aptitudes in order to verify their compatibility with the job. 
Next step is to clarify the other important details that an employee needs to know. The location, the job type and the salary. 
We are situated in Wales, Swansea. Looking for people who want a permanent job with a minimum of 40 hours per week worked. The salary is 30.000 PA. 
Getting back to the job description, this contain four big parts which are: A job summary, a list of job functions, a requirements sections and other information.[footnoteRef:2]  [2:  Margie M. (2013) The Job Description Handbook, third edition pp.3.] 

One of our requirements is experience which is essential for a future candidate to have high chances to get the job.
The candidate must have Leadership skills, in order to lead a big team that works in our bank, and to take care of all responsibilities and tasks. Also having problem solving skills will improve quality and productivity, hitting the target on time. 
Also, they need IT skills, communication skills and attention to details. 
In order to understand better the job description importance, we can split it in 4 different ways: A written display, a model of work design, a work plan and a role prescription. [footnoteRef:3] [3:  Philip G. (1989) Multiple Use Job Description, A guide to analysis and applications for human resources managers. Pp. 2.
] 

To have a better look at this we can say that the job description is not a person specification, not a performance evaluation instrument and of course not a procedure or methods description.[footnoteRef:4] [4:  Philip G. (1989) Multiple Use Job Description, A guide to analysis and applications for human resources managers. Pp. 4.] 

Nowadays, a job description is the fastest way for a candidate to decide if the job is what he is looking for, or not. 
Every job description needs to contain what the company in question is offering. 
Our offers are: Meal tickets, healthcare, dental plan, holiday bonuses, free trainings in our domain and in others, free uniforms. 
Recapping the main parts of a job description, according to Astron Solutions, we can see that the Job Title, it should reflect the nature of the job according with other jobs in the same industry.[footnoteRef:5] Also the duties section, needs to be kept brief and on the point.[footnoteRef:6] [5:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].]  [6:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].] 

The Skills, and competencies are two different things as we can see on the same publication by the Astron Solutions website, skills are the competencies learned from experience and the competencies are the traits what we expect one in this job position to display.[footnoteRef:7] [7:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].
] 

We also need to present an attractive and competitive salary in the work market area.[footnoteRef:8] [8:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].] 

It is also essential to keep the job description updated.[footnoteRef:9] [9:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].] 

Doing this, is not a big major investment of time.[footnoteRef:10] [10:  Astron S. (2015) The Importance of Job Description [Online] Available from: https://astronsolutions.net/the-importance-of-job-descriptions/ [ Accessed 11/03/2020].] 

In conclusion, the job description is one of the most important parts in hiring people.
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The importance of job description

2
The job description is showing clearly and concise the job’s duties and
requirements, according to Margie Madder-Clark, in the Job Description Handbook.
3 The Job title, is reflecting the nature of the job, including it’s ranking order with
other jobs.
Also,the job description it’s helping employees to create goals for job advancement,
according to Astron Solutions.
¢ It should help applicants to determine whether the role is in line with their skill set
and whether it is a job they actually want to do.
The Job description is forming the foundation of developing the interview
questions.
5
1.Margie M. (2013) The Job Description Handbook, third edition pp.3. =
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BGKM Bank Job description

* Job Title: Bank Manager
 Location: Swansea, Wales

* Job type: Permanent
« Salary: 30.000£€ PA
* Position: Full time, minimum 40 hours PW.
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