The Job Description

@ This document is written by the firm
@ It outlines the details of the job
@ |t should contain the:

= Job Title

>» Purpose of the job
» Place in the organisation /
» Specific duties of the job

» Other responsibilities of the job

>» Location of the job

» Hours of work

> \Working conditions
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The Person Specification

@ This document is written by the firm but is not seen by
the applicants

@® It outlines the type of person the firm wants
@ |t might contain the:

» Educational qualifications
> Previous experience

» General intelligence

» Specialised skills

» Interests

> Personality

» Physical requirements
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What Do Businesses Look For?

@ Recruiting is an expensive process

@ As such the person specification is an important document
that is used to find the right person

@® Most businesses will want staff who are:

» Good at working with others
> Diligent
= Flexible
> Loyal
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Where To Advertise?
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@ There are two ways of advertising a vacancy:

HELP WANTED |

® pEE

P e P e
] ] W]

Internally

Externally

Notice Boards
Newsletters/Bulletins
Posters

Internal Mail/E-mail
Intranet

Newspapers (Local &/or National)
Schools/Colleges/Universities
Trade Journals

Job Centres

Internet

Recruitment Agencies
Job/Career Fairs

Radio Adverts

Leaflets

© Business Studies Online: Slide 4



An Example Job Advert

@ Given below is an example. It is important to realise

that any job advert must abide by the law

FINANCE
ASSISTANT/
CASHIER

Job Title

Location

Brief Description

Address and/or Contract Details

£14.851 10 £16.,472 per annum
(depending on qualifications and experience)
Base: Head Office. Stafford

A new apportunity has arsen in aur Finance Department
for an experienced payroll afficericashier,

You will be responsible to the Mana
the processing of the company's pay
and maintanang staff dsta, comp
far leavers. monthly timesheet ent i
external agences on payroll related issues. Youw will also be
resporsible for banking and purchase ledger administration

The company operstes a computerised payroll system and
you will be expected 10 contribute to the development of
the system

NG CUSto wie
For an application pack, plaase e-mail personnel@CxStaffs co.uk
quoting referance B35 or call our 24 hour answerphone on
DM78S 355748 Please do nat submit CVs

’ Confidential Disdosure spples - dotads in application pack
£ Closing date for receipt of applications: 25 June 2003,
e Interview date: 7 luly 2003,

o co&'n_e)(ubns

Basic Salary/Wage
Information

Qualifications/Experience
Required

Organisations Identity and Logo
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