April 13, 2005

Créme

This week’s expert is David Morel, manag-
“ing director.of Tiget Rectuifment, London -

and Bristol -~ "

I have beer dsked By my boss to re:
cruit a new PA for the finance direc-

~.ertitig new staff. Yef, from a-recrui

looking for, . = .. . e
: _This, in turi, means that both parti
" have something tangible they can’s

tor through'a recruitment agency we- =
hiave used in the past. Do:1-need:to-
wiite ‘a'joh: specification -and; Af ‘80,
.what Information should'| include? -

Surprisingly,- many -recruiters. do - not. -
write'a job specification foranew perma- -
nent vacancy. This particularly applies”
to smaller ovganisations ;which are re-

‘ment agency’s point of view, itisa gredt.
help; hot just in terms of providing a -
clear and coticise job description for the -

consultant; but dlso focusing the mind-of -
thve ‘client as to what exactly they-are -

 CAREFR

“from the outset. .- '

- Whien drawing ip a job specification,

and #iot the personality you think might

agency you have used in the past, but if

i were a new ong, it would be useful to
“add a short description of the company,
its ‘elitre and ‘what it does. - - - -

47 104s nowmandatory for employers to

‘provide recruitment agencies with the es-
sential components of a job specification

" for all temporary and contract positions.
. Twould alsovecommend that the follow-. .

C o ing _
- permanent specificatio
“[F-1deal startdate

with and any r'ni:é.'commu'nicatioﬁ-_-aﬁd_u't'_._.
-the-nature-of the role can be avoided.

C [ Required Hours. = ...
it is .essential to ‘consider the role itself -

be best suited 10 it: Be as objective as you,
can; You are dealing with a recruitient

points form the basis for your

[ Remuneration and heﬁ'éﬁtsjqffgereci . ' '_

+7 [O-Titlé of the role and fo whom'the:
- employee wili report o

.[J Nature of the position and an outline ,
of key responsibilities . .ooeni o
[0, Any. qualifications and . experience

sneeded .t oo R

I Location of workplace .. ... .
[ Any health and safety risks in the role
orlocation. - oo eon e
These classifications .can_be expanded *
upon if necessary. A well-written job"-
specification is well worth the paper itis
written on and is proven to save time in’
“the long run. :

_ “Gréme; Clinic,
please e=mail it to ¢reme@thetimes.couk.
Questions will be answered.in this column

If you have.a query: for G




