Job Recruitment
Recruitment is one of the integral roles played by the human resource department in any organization. This process helps in the staffing of a company with the most qualified staff that is well suited to meet the company’s needs. This paper focuses on a job description, job specification and job evaluation that can be used by the general management of HSB Bank in its recruitment of the bank’s Operations Officer. 
Job Description
Position: Bank Operations Officer
Location: HSB Bank Headquarters, Boulevard Street, New York, New York.
Job Summary
The operations officer will be tasked with the responsibility of ensuring that the daily operations of the bank run smoothly and with the highest level of efficiency. The operations manager will be reporting to the bank manager and will assist the manager in ensuring that the operations of the bank attain the required level of operational control. The operations officer will also be tasked with the responsibility of ensuring efficiency in addressing the needs of all the customers of the bank as well as streamlining all the services to ensure that all conflicts in delivery of services are well taken care of. Additionally, the operations officer will ensure that the bank meets all its legal obligations in terms of all the policies formulated by the bank. 
Duties and Responsibilities
· Work towards creating an efficient means through which customer requests that includes such services as activation of checks, bank confirmation and check book issuance are attended to and resolved. 
· Ensure that all specimen signature forms are signed by all the necessary parties and uploaded into the bank’s operations system for storage and for future reference. 
· Ensure that there is the maintenance of the correct stock and kits for passbook, brochures, checkbooks and FD certificates among others; and ensure that there is adequate stock of these items at all times to facilitate their usage whenever they are needed. 
· Give the necessary support to the account opening and system validation processes to ensure that they are efficient at all times. 
· Ensure that documents channeled from the front officers are duly filled, valid and accurate. Take the necessary steps to ensure all these requirements are met in case of deviation from the standard required. 
· Ensure that there is close monitoring of the day to day account activities in terms of cash-flow movement in terms of material amount and make the appropriate reports to the bank manager. 
· Cultivate a productive, cooperative and harmonious working environment in the bank to promote that everyone is moving in the right and same direction with high motivation. 
· Cooperate with the front officers in the collection of dormant fees and strengthen the system of values account and take the necessary step to shut accounts that have insignificant value to the running of the bank. 
· Manage complex matters and concerns arising from customers and carry out the process of devising principles of the highest standards in the customer care department. 
· Ensure that the bank complies with the correct and best business practices at all times.
· Monitor the inventory of bank products to ensure they are well suited to meet the set goals and the needs of the customers. 
· Ensure that there are appropriate goals set for staff and carry out frequent and periodic checks to ensure that they are met. 
· Streamline the bank policies to ensure that they are in concert with the bank’s targets and objectives.
· Ensure that there are proper analysis and maintenance of the data that entails to the operational aspects of the bank. 
· Ensure that there are proper communication channels between different departments to facilitate proper and timely execution of policies and bank processes. 
· Be ready to support the bank manager on other cases by case operational duties and responsibilities that might be assigned by the bank manager. 
Job Specification
Qualifications
· A Bachelors degree major in marketing, finance, business or business management or related fields. 
· A minimum of 5 years working experience in a banking environment with an emphasis in the operational tasks such as customer service, marketing, loans processing, checkbooks management, or related operational areas. 
Necessary Skills
· Strong interpersonal skills
· Excellent time management and organizational skills.
· Strong ability to work alone or in a team.
· Excellent internal relationship building skills.
· Excellent written and oral communication skills in English and other international language. 
· Great analytical skills.
· Exceptional research skills.
· Exceptional attention to accuracy and detail. 
· Excellent computer skills with a greater emphasis on Microsoft Excel and bank applications. 
· Possess sound judgment.
· Excellent grasp of the laws relevant to the banking sector.
· Excellent understanding of the regulatory frameworks and industry policies on banking services. 
· Exceptional organizational skills.

Job Evaluation
For the purposes of arriving at a sound job evaluation for the position of the bank operations officer, the following job descriptions were selected for comparative evaluation as regards compensation factors. These jobs include bank manager and marketing manager. The compensable factors considered are Education, Decision making, Level of contacts and complexity of duties. 
Education identifies the basic educational requirements required for the various positions in the bank. The indicator measures the level of education for the position and not the level of education of the person that currently occupies the office. This factor identifies the minimum education requirements required for the meeting of the demands that the specific job requires. 
Decision making is assessed in terms of the degree of supervision and direction given, level of independent action as well as the frequency and variety of decision making. This factors involves looking for solutions beyond the set policy and guidelines as well as coming up with innovative solutions for problems. 
Complexity of duties measures the level to which the assigned duties and responsibilities are tasking and require technical expertise. This factor considers whether the various decision points are clear-cut or blurred and thus requiring high level of engagement. In this regard, some tasks are easily handled while others are difficult and thus time consuming and resource-intensive. 
Level of contacts evaluates the kind of and the level of contact that the office holder is needed to make official contact with other office holders within the bank in order to deliberate on certain policy issues and decisions. This factor also includes the degree of contact required outside of the organization for the overall benefit of the bank. 
Calculations for each of these factors rely on the assigning of each factor a percentage indicating its importance to the company. In that sense, decision making, education, and level of contacts and complexity of duties are assigned 100, 85, 60 and 75 respectively. This therefore gives the total of 320. From these, decision making scores a total of 31 percent, education 27 percent, level of contacts 9 percent, and complexity of duties scores 23 percent; and thus bringing the total to be 100 percent. Taking the overall points for the above factors to be 400, each of the components can be assigned its respective number of points. This therefore ends up with decision making getting 124 points, education gets 108 points, level of contacts gets 76 points while complexity of duties get 92 points. Based on this data, distribution points for the different job descriptions. This is in order to place them at the correct wage group based on overall points accumulated from the different compensable factors. The final representation and point distribution are as created below: 





	Job position
	Decision making
	Education
	Level of Contacts
	Complexity of duties
	Points Total 

	Bank Manager
	120
	100
	70
	90
	380

	Marketing Manager
	110
	90
	60
	80
	340

	Operations Officer
	115
	95
	70
	85
	365












Importance of the above Processes
A job description is one of the most significant tools in any company for the purposes of recruitment and the continued updating of the job profile. It consists of such components as the duties and responsibilities that are to be met by the occupant of the office, the required qualifications and the person that the occupant of the office is to report to as well as those that the occupant is to supervise (Ahmad, 2015). Job descriptions are significant in that they:
· Give an organization the required legal protection as it can provide the defense as to why a certain candidate was selected and why others were not (Emptage, 2017). This is in cases where unsuccessful applicants can lodge a legal battle against the company when they feel that there might have been favoritism or other malpractices were employed in order to disqualify them from the job. Other scenarios include the company having to explain why they classified a job as one that is exempt from certain groups or non-exempt. 
· Assist employees in their creation of objectives and goals that they are to meet in their capacity as the occupants of the given job as described. 
· Act as the justification for the assigned wage of different employees consistent with the job position and therefore gives the company a valid way through which the correct valuation of a job is arrived at. 
· Provide a clear understanding to the relevant candidates of the kind of duties and responsibilities that they are to assume in case they successfully apply for the job. This is important in informing the relevant candidates of what is to be expected of them which is imperative if they are to be adequately prepared for the role. It also helps a potential candidate to self-evaluate themselves if they have what it takes to render the services required in order to attain the set objectives and targets of the company in question. 
· Gives a consistent understanding of a given job position and the position it occupies within the organization. This is important in laying out communication channels and directing how different departments and personnel are to interact at policy and regulatory level for the purposes of achieving the objectives of the company.
· Provide a mechanism through which areas that need improvements and training are recognized and the necessary steps taken when set goals and targets are not met.
· Provide a basis for a job evaluation within the organization because the description provides measurable factors that can be followed through to measure whether they are being met or not, and the necessary steps that can be taken to ensure that they are met in cases where they are not. 
· Ensure that the given job position is in concert with the mission and the vision of the company in order to ensure that everyone is pulling in the same direction. 
· Provide a mechanism through which the human resource department can make informed decisions on hiring by enabling the devising of effective hiring strategies.
Job evaluation on the other hand serves a different purpose from the job description but still contributes to the internal process of determining the compensation that should go with each job position. Evidence based evaluation puts the company in a strong position as regards salaries and remuneration of its employees and therefore avoid conflicts that may arise regarding the same (Armstrong, 2018). Job evaluation determines the rating of the job within the organization in terms of importance and complexities by putting a focus on the job itself and not the job holder. Considering that it employs rational and consistent processes, it helps in the development of the company’s wage structure which helps to ensure that the remunerations are competitive and sustainable. It also plays a huge role in the minimization of the recruitment costs and selection costs by its effectiveness which ensures that there is a high retention of employees and therefore reducing the need for frequent hiring (Carpenter, 2017).  Job evaluation contributes to the elimination of wage inequalities which translates to harmonious working relationships and increased productivity. 
From the foregoing discussion, it is abundantly clear that the three processes are significant to any organization especially in meeting staffing needs. This is because they help the company to get the correct skills at the company, provide competitive remunerations as well meet the company’s objectives through acquisition of the needed personnel consistent with company policy and goals. 
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