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Introduction.
I shall be presenting about job description and personal specifications during a process of appointing a new manager to our company, the company I will be looking to recruit for is Celebrations cakes (celebration cakes,2019) they thrive to deliver unique personalised cakes for all occasions.

Section 1.
The definition of a job description is an extensive written explanation of a specific job, it will usually include the job title, responsibilities and duties and whom they are to report to. (Web finance,2019)
The definition of a job personal specification is a clearly defined text of recommended abilities, understanding and knowledge or qualifications specific to the duties that will be requested of the applicant. (Mary,2016)

Section 2.
After preforming a job analysis, we can anticipate what is needed by our new manager, I have produced a manager's job description and personal specification for our company.
Job title: Store Manager (full time)
Reports to: Alan Thompson, Area Manager.
Job overview: we are looking for a brilliant new addition to our award-winning company, our reputation has been built on creative and outstanding high-quality work, all staff are trained to the very highest of standards.
We believe in recruiting people who are passionate about delivering excellent quality goods and customer service skills and who want to play an essential part in our ongoing success. Your role as manager will involve you:
· Motivating, leading and supporting your team.
· Planning and managing stock availability and sales targets.
· Ensure standards remain of a high quality and continually look for ways to improve.
· Provide excellent customer service and drive sales.
Skills required:
· Previous experience.
· Excellent people management skills.
· Relevant qualifications in food hygiene.
· Diploma or relevant qualification in cake decorating.
· Teamwork
Desired skills:
· Degree in management.
· Ability to speak welsh but not necessary. 
· Communication
· technology
· Creativity

Job description: as the manager of the company you would become a key holder, and be responsible for opening and closing of store, your role will include you:
· Providing weekly sales reports.
· Conduct monthly stock inventory.
·  Responsible for keeping updated records of Safe catering (HACCP).
· Delegating your team's roles daily.
· Communicating with customers about their ideas and costs of products.
· Cash handling.

My reasons for asking for required and desired skills are so that candidates can easily look at the list and decide whether they believe they are the right fit for our company.
In my required skills I asked for previous experience, as I consider this a high attribute for candidate to show they have transferable skills to bring to the company such as communication and teamwork and knowledge of the industry.
I also asked for qualifications in food hygiene and cake decorating, I asked for these qualifications as the manager would be responsible for keeping the premises of high standards and our hygiene rating at a 5, the job would acquire the manager to have the skills and knowledge of cake decorating as they would be preparing cakes alongside the team for our customers who expect high standards at all times.
Within my desired skills I have asked for a degree in management, it would be a bonus but not critical part of a decision as I believe in job experience is also just as important. I also asked for welsh speaking as we are based within a welsh village and many of the older customers first language is welsh.
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