GUIDANCE NOTE PB7

WRITING A PERSON SPECIFICATION

GUIDANCE NOTE FOR MANAGERS

1.
INTRODUCTION

1.1
A Person Specification is a document prepared by a Manager, with assistance from the Group Personnel Manager, which sets out the skills, knowledge, experience and other criteria which of necessity an individual should possess in order that they are able to undertake the full range of duties specified in the Job Description.

2.
WHAT IS IT USED FOR

2.1
The Person Specification, in conjunction with the Job Description, are the two documents used during the recruitment advertising and recruitment and selection process, to enable Managers to select appropriately skilled and experienced staff to fill the vacancy.

2.2
Although a Person Specification should exist for all jobs, in practice, they will 
tend to be drawn up at times of re-organisation, new posts being created or existing posts being filled either by internal or external advertising. Even where they do exist, they should always be reviewed when posts are filled, as should the Job Description.

2.3
The Person Specification should contain details of the expected levels of skills, knowledge and experience that will be used to  assess candidates during the recruitment and selection procedure.  The criteria listed should, as far as possible, be able to be systematically assessed during the recruitment process.

2.4
Some criteria will be able to be tested by the use of appropriate tests, either Psychometric or locally designed tests.  Other criteria will be checked out by way of the application form or at the interview.  In all cases it is necessary to ensure that any testing and interviewing is conducted by appropriately trained and skilled staff.

3.
HOW DO I START TO WRITE A PERSON SPECIFICATION

3.1
The Job Description for the post is the natural starting point and should be used in all cases.  Whereas in the Job Description, it is the duties of the post that guide its preparation, in the case of the Person Specification, you are writing a document against which a person will be matched.

3.2
When preparing the Person Specification you must ignore the qualifications and or levels of experience of either the existing or immediate past job holder.  You are concerned with the minimum level of qualification or educational attainment and experience and skills required to perform the duties of the post.  Always accepting that as a person gains more experience in the job, their effectiveness is likely to improve.

3.3
Set out below is an explanation of the factors and issues that need to be considered when preparing a person specification.

(i)
Qualifications


This factor needs to spell out the level of education/professional attainment required to undertake the full duties of the post.


For some posts, there is a minimum level of professional qualification required. For example in Environmental Health, in order to be able to enforce certain aspects of Law, it is a requirement that the postholder is the holder of a specific professional qualification.  The same will be true of certain levels of posts in the Legal, Accountancy field and social work.


In other posts, a specific qualification is not required, but it may be desirable for someone to have a professional qualification.  This applies in a number of "administrative" type posts, particularly at a senior level.  It may be that the Institute of Chartered Secretaries could be argued to be necessary for certain Committee Administrators posts, however it is unlikely that it could be justified as being essential.  Someone who has significant experience in the job is as likely to be able to perform to a high standard, as someone who simply has the qualification.


Managers need to be extremely careful in pitching the qualification or educational attainment required, at a level that does not build in discrimination, either on a gender basis or ethnic minority basis, where educational opportunities may have been limited.


In some cases, no specific qualifications can reasonably be requested but there may be a need to consider whether the post may be used as a "trainee" post for someone for whom the attainment of a professional qualification would be advantageous.  In such cases, consideration would need to be given to minimum educational levels for access to the qualification course.


In other cases, a minimum educational attainment is not necessarily appropriate.  If there is a requirement to 'read' in order to be able to undertake the duties, that needs to be referred to, but it does not mean that there is a need to have GCSE level English.


Managers should always examine, carefully, any qualification or educational attainment included in a Person Specification and, if there is any doubt of its relevance, should seek the guidance of their Group Personnel Manager.

(ii)
Experience


This is a particularly important factor for the majority of posts.  In some posts, experience may be expressed as "post qualification", ie a level of practical experience necessary to undertake the full range of duties after the formal qualification has been achieved.


The relationship between qualification and experience needs to be carefully considered to ensure that double counting does not occur.  Some qualifications are obtained on a part time basis and a level of experience will have been built in to the obtaining of the qualification.


It is permissible to specify the length of experience required, eg three years-post qualification, provided that this can be justified.  Remember that you are setting the experience at a level necessary to perform the duties at the minimum level, always accepting that as an employee becomes more experienced, they should become more effective.


When setting a level of experience, particularly for managerial posts, it is important to be realistic in terms of the nature of the managerial responsibilities, eg if a post is to supervise one staff member, it may not be necessary to specify a level of experience as the post may be able to be used as a "trainee" post.  However, if the number of staff is twenty, you would expect an employee to have had some experience in managing a staff group of, say, ten or more.


The nature of the duties and complexity of the task will also influence the level of experience required.  How repetitive is the task, eg daily, weekly, monthly, quarterly, annually, etc.  If the prime function of the post is highly repetitive, it can be argued that a shorter period of overall experience can be sought than if a post only requires a task done once a year, but the relative importance of task means that significant experience is required.

(iii)
Knowledge/Skills


This section is where a clear list of specific skills or levels of knowledge can be listed, and where you can test a candidate on that piece of knowledge. e.g. you may consider it essential that they have knowledge of a particular piece of legislation.  This can be listed and tested.


It may be necessary to have keyboard or typing skills at a specified level, again this can be listed and tested.


You should avoid listing every single piece of knowledge or skill.  You should concentrate on the knowledge and skills required to perform the major tasks identified in the Job Description.


This section can be used to highlight areas which may need particular physical requirements.  This should be done only if it can be justified by the requirements of the post.

(iv)
Other


There may be other general attributes that you seek in an employee, which do not fall into one of the three main categories.  These may however be important to the overall performance of the task.  This could include a willingness to undertake professional/technical training.


CONCLUSION


Writing a Person Specification does take time and requires careful analysis of the duties of the post and a clear idea of the skills required of the person in order to perform the duties to an acceptable level.  Group Personnel Managers are always available to help Managers in the preparation of Person Specifications and they will be able to guide and assist Managers in identifying specific requirements. 
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APPENDIX A

EXAMPLE

PERSON SPECIFICATION  :  SENIOR COLLECTION OFFICER

The following requirements listed below are deemed essential to the successful performance of the job.  Appointment panels will seek evidence of these criteria through the application form, any assessment tests designed to test the criteria, interview(s) and the use of references for confirmation purposes :

FACTOR 
REQUIREMENT                            METHOD OF 



   ASSESSMENT

QUALIFICATION
Good standard of education
 application form

EXPERIENCE
Minimum 3 years experience  
application form


at a senior level in Rating work.
and interview


Experience in court work,
application form


including acting as
and interview


Enforcement Officer



Experience in applying Rating
application form


Legislation
and interview


Experience in work planning
application form



and interview


Experience of managing staff 
application form


and budgets
and interview

KNOWLEDGE/
Ability to successfully represent
application form

SKILLS
the Council in court proceedings
and interview


Significant knowledge of Local
interview


Government Services


Knowledge of Rating and
interview


Enforcement Legislation



Ability to motivate staff
interview


Able to chair meetings
interview


Able to write clear reports
application form 



and interview

OTHER
Commitment to improving 
interview


efficiency and effectiveness


Knowledge of IT in area of 
interview


responsibility

