Candidate & Job Specification


Introduction

The purpose of this document is to clearly define your requirements for the position you wish to fill, and the attributes of the candidate you need for the position. 

Write all your answers in THIS column.

Today’s date:


Company Name:


Position to be filled:


Form completed by:


Title of person completing form:


Results to be delivered to:


Title of person results are to be delivered to:


Job Description

Write all your answers in THIS column.

Give a short summary of the daily work, with emphasis on the practical aspects of it. (Alternately, attach a formal Job Description)


Other Position-Related Factors

Write all your answers in THIS column.

How many people will this position be responsible for?


How many of these will be direct reports?


This position reports to:


If the position involves direct contact with clients, what is involved?


It the position involves working in a group, what is involved?


Briefly describe the company’s business and the business ideas?


Knowledge & Experience

Write all your answers in THIS column.

What education is essential for the job?


What education is desirable for the job?


What specific knowledge (if any) should the candidate have?


What computer skills or knowledge are required for the job (and what level of proficiency)?




How much of what type of experience is essential for the job?


How much of what type of experience is desirable for the job?


If experience with a particular industry is vital, which industry(s)?


Is it necessary for the candidate to have industry contacts?


If relevant, what type of companies should the candidate come from?


Are there any companies they should not come from (name them)?


Is there a practical or technical test that the candidate must pass? If yes, give details.


Is it necessary that the employee “hit the ground running”?


If relevant, is it important that the candidate be commercially aware?


What would you consider is “over-qualified” for this position?


Motivation

Write all your answers in THIS column.

What is the most challenging part of the job?


What would be the best motivation for the candidate to want this job?


Are there opportunities for career progression, if so, explain?


If applicable, in what timeframe should the candidate be realistically considering promotion?


List any other interests that it would be an advantage for the candidate to have:


If membership of organisations would be an advantage, which organisations?


Travel

Write all your answers in THIS column.

If applicable, how many travelling days per year, away from home, should one expect in this job?


What would be the average duration of each trip?


Personality

Write all your answers in THIS column.

Describe any aspects of personality that you feel would be important in the ideal candidate?


Describe any aspects of personality that you feel would be undesirable in the ideal candidate?


External Factors

Write all your answers in THIS column.

Indicate which of the following components are included in the remuneration package and the value of each:


Base salary:


Superannuation:


Commission:


Bonus:


Car:


Is there a ceiling on any Commission or Bonus? If yes, detail.


Total Compensation Package, including all components:


Describe any other compensation benefits:


Is there a fully maintained company car provided?


Is a car allowance provided? If so, detail.


How far do you consider is “too far” for the candidate to travel to work?


Is it OK to speak with candidates about compensation levels, or would you prefer to keep this confidential up to a certain point in the process?


If relevant, does the position require good physical condition, e.g. heavy lifting, good sight or good hearing?


Is it important that the person be a non-smoker?


What are the normal hours of work?


Will the candidate be expected to work overtime?


Is overtime paid as an extra amount, or is it part of the base compensation?


Realistically, how many hours sill the candidate be expected to work in a week?


Is there any type of candidate who would work more successfully with the manager in this position?





Any further comments:


Performance

Write all your answers in THIS column.

Do you want a “gung-ho”, leading edge performer, or would you prefer a more steady performer (or even a “plodder”)?


What type of candidate would you consider to be too high a calibre?


What type of candidate would you consider to be too low a calibre?


Other Factors

Write all your answers in THIS column.

Are there any other factors that are important or required for the job? If so, detail.


Email this document back to U-MAN, to the same email address you received it from. Or, if you would prefer, you can print it out and fax it back to (02) 9557-2677.
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