1.Introduction
The CEO of the Centre for Youth Entrepreneurship is going in a one-year training from January 2020 in United States of America. Simultaneously, the Centre obtained a grant from the National Lottery Fund and the WCVA with two different projects. This aspect shows a special need for the organisation that require a new Manager. Hiring a new person involves a recruitment process which is a procedure needing the expertise of an HR expert . 
1.1 Definition
Recruitment is the process of identifying a number of applicants who are willing to apply for a particular job or a training program.Morgan(2017)
Selection is the process of comparing information from the applicants with the requirements as specified in the advertisement, and selecting those who meet essentials requirements to move forward in the selection process.Morgan(2017)
This section conducts a job analysis.
2. Job analysis 
Job analysis is the process of identifying what tasks the job will involve
2.1 Identification of the vacancy
As the CEO used to manage the organisation on a daily basis and will be absent for one year, it is important to have a Operations Manager who will coordinate the activity and will report to the CEO.
2.2 Job title
Operations Manager will be responsible of the overall leadership of the organisation and the staff and will be reporting to the CEO. 
2.3 Job description
The purpose : “to govern efficiently the organisation while the CEO is absent..
Will lead efforts in operations, human resources and governance. 
This position requires healthy management and a good continuity of the organisation.
2.3.1 Operations
Will be accountable for the administration of the charity by ensuring that it is well organised and runs efficiently. 
A line manager of all staff, including volunteers. 
Knowledge of using PDS systems 
It requires quality standards . The following point on writing the application will expand more on these details.


2.3.2 Human Resources
Skills needed for an effective management of staff and volunteers including recruitment, induction, training and appraisal system.
2.3.3 Governance
Accountable for the compliance of the company policies and for keeping up to date the latest government policy and guidelines.
2.4 Qualifications and Experiences
A CertHE level4 will help to accomplish the essential functions of the job.
A minimum of level 4 and 3 years of experience of dealing with Charity organisations required with a good level of communication and writing skills.
2.5 Defining a salary range and period of the contract
The contract will be a one-year, full time 
 The salary will be: £ 25,010 - £ 32,700.
2.6 Person Specification 
	

	Criteria
	
	Essential 
	
	Desirable

	
Qualifications
	
CertHE level4            or   equivalents 
  
	
	CertHE level5




	
Skills/Competencies	
	Effective management 
Recruitment, training, appraisal 


	Experience of dealing with charity organisations 


	
Knowledge 
	
Using PDS system 
	
Others Control Systems

	
Experience required 
	
3years experience 
	
Experience in charity 



[bookmark: _GoBack]In Conclusion, this first stage of recruitment process proves  the need to recruit is crucial and failure to adhere could lead to the disappearance of the organisation, causing it to close down. It also allows the organisation to proceed to advertise the job.  





























































