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In-Class Presentation Supplementary Notes
 Assignment 2: The Recruitment Process

Recruiting for a Manager Job Role
It is important when recruiting that you follow the recruitment process in order to successfully recruit the most suitable candidate. In the presentation I will be describing the Job Analysis, Job Description Advertising the position and the conclusion. The following notes are to supplement the attached power-point presentation.
Job Analysis 
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“Job analysis is a critical element in the process of recruitment. When advertising an existing role, consider what responsibilities are currently involved in the job and what could be added or taken away now you’re hiring someone new. This is a good opportunity to introduce change and to eliminate bad practice which may have crept in”. (Personnel, 2019)

1. Defining the objectives: The objective could be either of the following: 
. Redesign the job description
. Revise the compensation program
. Change the organization structure
. Redesign the job in a particular department.
· Preparing the job Analysis: At this stage, we will look at the current job description to ensure that the job description includes a list of duties, responsibilities
· Performing the Job Analysis: The next stage in the process of job analysis is to perform or begin with the job analysis. Here, the sufficient time should be allotted for collecting the job details from the employees. The information from the employees can be collected through questionnaires, interviews, or through an observation method. Once the information gets collected it needs to be sorted on the basis of its nature, division, department.
· Designing Job Descriptions and Job Specifications: At this stage, a copy of the updated Job Description and Personal Specification are completed.
· Control Job Descriptions and Job Specifications: The final step is the checking of the Job Description and Personal Specification are checked and modified if need be in line with the organisation’s needs. 
After completing the Job Analysis we can then move on to the Job Description and Personal Specification.
 “Your job description is your chance to connect with potential candidates. And first impressions         matter. Effective job descriptions are engaging and inclusive, prompt the right people to apply and help you trim down your time-to-fill”. (Recruiting Resources: How to Recruit and Hire Better, 2019)
Job descriptions are very important for a successful recruitment. It is important to keep the following in mind 
· Job title
· Location
· Job Duties
· Health Hazards
· Summary of Job
· Sell your Company
By including the above you are making the job description more informative and appealing to the applicant looking to apply. 
Below is an example of a poorly written job description and also an example of a more clearer less jargon description which are both advertising the same job. It identifies how easy it is to get carried away with big words and fancy titles but also highlights how we may not be targeting the ideal applicants.
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Personal Specification
“A person specification is profile of the personal skills, qualifications, abilities and experiences you will look for during the recruitment and selection process.
A person specification has a number of uses:
· it informs potential applicants about the level and complexity of the job and helps them to decide whether to apply for the job
· it establishes the essential criteria against which all candidates will be judged objectively
· it sets desirable criteria which can be used to establish the most suitable candidates
· it provides a template for transparent decision making during the selection process”
An example of a current Job Description and Personal Specification for a Cleaner Manager can be found in the Appendices. It is important that the Personal Specification highlights the skills that are essential and those that are desirable as this will help in ensuring the relevant candidates are applying and know what is expected of them. A poor Job Description or Personal Specification will make the recruitment process along and lengthy one as the applicants are unsure what is needed.

Advertising
Where you advertise a job is an important step in the recruitment process to ensure you are reaching the required candidates. We can advertise via
· Social Media-(Facebook Twitter, Instagram)
· Recruitment Agencies (Indeed, Reed, Monster, Linked In) 
· Local job centres-Gov websites
· Local Media (Newspapers,Radio)

Conclusion

· By following these steps we are confident that we will recruit the best suitable candidate for the role of the current vacancy.
· We believe that by following the Recruitment Process outlined in our presentation  we are ensuring the process is precise and transparent.

















Appendices

                                                                                                    
THE BICESTER SCHOOL 
 
CLEANING STAFF  
 
Line Manager – Site Manager 
 
Job Description  
 
Grade 1  
 
Cleaners are responsible to the Site Manager. 
 
General specification for cleaning classrooms, offices, corridors, stairs, and all other indoor areas as follows: 
 
Daily:   Empty bins, clean and polish table tops or desks, vacuum carpets, sweep   and mop hard floor surfaces. All rubbish to be removed daily to skip or  wheelie bins. 
 
Toilets: Clean wash basins, urinals, toilet bowls, sweep and mop hard surfaces and vacuum carpets. 
 
 
[image: ]Weekly: Remove cobwebs from skirtings, ceilings, dust window sills.  	  All sinks in classrooms/laboratories to be cleaned. 
 	  Internal glass, including hatchways to be cleaned 
 
Yearly, or at holiday times decided by the Senior Leadership Team: 
 Clean off walls, doors and all polished surfaces. Carpets to be shampooed. 
             Hard floor surfaces to be scrubbed off and polished – buffing machine and  Carpet shampoo machine to be used. 
 
Note: Specialist rooms such as Art, Design Technology, Science, P. E. may require particular cleaning practices.  Please refer to the Cleaning Supervisor for advice. 
 
There may be additional tasks to be undertaken at particular times as decided by the Site Manager who will respond to all requests for cleaning materials and equipment. 
 
Cleaners are employees of the School and as such are subject to all conditions and rights as other employees. It is important to be sensitive to teaching and administrative staff who may be working in classrooms or offices when cleaning is taking place, and cleaners may have to return to those areas when they are free. 
 
It is very helpful if cleaners establish a good working relationship with staff whose areas they are responsible for cleaning and classrooms should be left in a tidy and orderly fashion. If there are problems with access or a lack of co-operation, please speak to the Site Manager or the Headteacher. 
 
 
 
 
 
Name:  	 	 	 	Signature: 	 	 	 	Date: 
 
 
 
THE BICESTER SCHOOL 
 
Person Specification - Cleaner 
[image: ] 
	 
	Essential 
	Desirable 

	Skills 
	High quality cleaning
Able to work under pressure
Observation
Able to work alone and as part of a team
Able to form good relationships
	 Use of Buffer and Carpet cleaning machines 

	Experience 
	 
	 Office or school cleaning preferred 

	Knowledge 
	Health & Safety 
Cleaning techniques 
Cleaning materials and their use 
Equal Opportunities 
	Child Protection 
 

	Qualifications 
	None required 
	NVQ level 1 
Health & Safety 

	Personal 
	Responsible 
Reliable 
Friendly 
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We are looking for an Administrative Wizard to walk us out of the
administrative labyrinth by making meticulous schedules for all kinds
of reasons - from trips that executives regularly do to meetings in our

offices and out of the offices - and by creating communication pathways
with our clients.
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We are looking for an Administrative Assistant to book meetings
and events, arrange travel plans and respond to emails and phone calls.
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Task   Name  Start   date  Completion   Date  Team   Member   Name  

Read   case   study   and   questions  11 /0 3 /19  25 / 03 /19  Dani,   Monika&   Samantha.  

Discuss   in   your   team   allocation   of   question  11 /02/19  11 /0 3 /19  Dani,   Monika&   Samantha  

Identify   information   from   case   study   for   your   question  11 /0 3 /19  24 /0 3 /19  Samantha  

Meeting   to   discuss   information   gathered   and   questions   completed.  1 8 /0 3 /19   09.00   am   20 /0 3 /19   11 .00am   24/03/19   19.00pm  24 /0 3 /19  Dani,   Monika&   Samantha  

Research   relevant   citations   for   each   question.  11 /0 3 /19  24 /0 3 /19  Dani ,   Monika&   Samantha  
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