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Candidate profile and job description 

1. INFORMATION ABOUT THE CLIENT'S COMPANY


	Company's name:
	

	Address of the Client's company:
	

	Web-site:
	

	Name, surname and the position of the person responsible for the recruitment process:
	

	Profile of the Company's activities:
	

	Main clients of the Company:*
	

	Main competitors of the Company:*
	

	Number of the employees in the Company:
	


· Information required when the contract with the K&K Selekt  Personnel Advisory Services company is signed.

2. JOB DESCRIPTION.

	Title of the posted position:
	

	Main duties and responsibilities:
	· ...

· ...

· ...

· ...

· ...

· ...

· ...

· ...

	Posted position's placement within the Company’s organizational structure:

Department/ organizational unit:

Number of  subordinates:

Position the selected candidate will be subordinate to:

Cooperating positions:


	

	Working conditions:


	Independence of work required: (slight/ medium/ high/ very high)

Job characteristics: (team/ individual/both)

Working hours: ....

Where the job is to be conducted: ( in one location/ in multiple locations)

Level of flexibility required: (very low/ low/ medium/ high)

Frequency of business trips: (not applicable/ rarely/ often/ very often)

History of position: (Newly created/ Left by another employee/why?.................................................................................................................................



	Employment conditions:
	Length of trial period:

Basic salary gross:

Does a provisional system exist?: YES/NO

Does a bonus system exist?: YES/NO

Is training available?: YES/NO

Additional  benefits: 

· Company car: YES/NO

· Mobile telephone: YES/NO

· Additional medical treatment: YES/NO

· Help in relocation: YES/NO

· other: YES/NO

Position potentials: (Possibility of promotion/ Possibility of transfer to new and alternate departments and functions/ Possibility of transfer to other company subsidiaries)

	Additional information:
	

	Confidentiality of the recruitment:
	YES/NO


3. CANDIDATE PROFILE


	Education:

Minimum level of education preferred:

Faculty prefered:
	

	Professional experience:

Sector of economy:

Profile: 

Type of the company: 

Total years of the experience:

Years in the position:

Former positions occupied: 
	

	Knowledge of languages:


	English language: YES/NO (at level: basic/ communicative/ good/ very good)

German language: YES/NO (at level: basic/ communicative/ good/ very good)

Russian language: YES/NO (at level: basic/ communicative/ good/ very good)

Other:YES/NO (at level: basic/ communicative/ good/ very good)?................................................................................................................................................. 

	Office equipment experience and computer experience :
	YES/NO (If yes, in what program(s), and to what level):

..........................................................................................................................................................................................................................................

	Driving license:
	YES/NO

	Other specifications/experience/requirements:
	


