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An employment has specific skills and each of these skills acquires respective knowledge. Each job has a definite description, requirement and requires personal development in an equivalent manner. This study caters to such requirement and necessity to excel as an human resource executive. The following details produces a layout to implement problem solving and decision making in making an effective effort to excel in respective profession.
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[bookmark: _Toc501720614]Description of job
Any profession has certain duties that have to be performed with specific regulations of respective profession. A structure of work integrated learning is equipped with specific skills that allows to functioning effectively in a working environment. Working as a professional under directors and operations managers requires specific knowledge and experience. In respect to Cottrell (2015, p.46) any profession is guided with elementary knowledge that is executed as skill. 
As an Human resource Executive, skills and performance need to be executed in a professional manner. A specific outline for executive staffs is issued in form of a draft. All the responsibilities assigned are expected to be performed with ethics. 
An HR Executive is appointed to perform following responsibilities:
· To execute staff requisition within an organisation
· Sourcing candidates from variant recruitment agencies or via online job portals
· Screening individual candidates by short listing resume
· Interviewing candidates and finding suitable ones for the company
· Verification of distinctive backgrounds that will create an evident selection of employees
· Conducting orientation and allocating training for organisation
· To meet requirements of staffs inside the organisational structure
· Sending call letters, leave approvals and other authoritative letters to employees
· To take up issues, grievances in work engagement from different departments in an organisation
· To analyse performance of different employees
· Arranging appraisals in accordance to recorded performance
· Handling policies in respect to improve quality performance
· Guiding and building training to encourage employees of different sectors. 
· Handling documents of employees, updating documents, setting up individual file for different insurance provided by organisation 
· Planning events and corrective measures for specific organisation
· Perform duties in building up an employee with all ethical skills
These are some list of professional duties that an HR Executive is expected to perform. Apart from these duties, executives also help in setting principles for employees. Concerning Tymon (2013, p.843) influencing candidates to perform better and considering a company’s ethical rules is also guided by HR Executive. 
[bookmark: _Toc501720615]Person specification
In performing these duties, often there is requirement of acquiring abilities, skills and knowledge for being recruited in the position of HR Executive. In accordance to Jackson (2015, p. 352) it is mandatory for the professional to acquire following skills.
· Initial step is to attain a degree in HR through professional courses
· Learning performing duties of an HR through internship and a basic experience as an HR for 1 year
· Excelling skills in computer knowledge that includes, Microsoft outlook, excel, word and PowerPoint. 
· Analytical and problem solving skill
· Efficient working with targets 
· Communicating effectively and handling situations professionally
· Operating standard office equipments that may be technical and non technical
· Ability for written and oral instructions
· Proactive attitude and positive attitude towards performance
· Interaction skill in national and local language and dialect
· Maintaining professional, confidentiality and discretion along with work ethics, policies and regulations. 
Job description and person specification is an agenda that allows choosing the right person for a selected profession. These are some basic responsibilities that is required to acquired distinguished profession of an HR Executive. Other than these there might be certain precision which can be differing in respect to organisation (Qenani et al.2014, p.211). Often there is some other organisational requirement and responsibility will differ in accordance to that. 



[bookmark: _Toc501720616]Task 2 
[bookmark: _Toc501720617]CV: 

	Name: ________
Phone number: ________
I aim to achieve an inspirational growth as an HR Professional that allows expanding my skill and performance with growing years in respective organisation. 
Key Components
· Developed interpersonal skills
· Improved communication skill
· Acquainted with local and national languages
· Flexibility to work within restricted time
· Able to meet targets with purpose
· Quality to train with objectives
· Able understanding of selecting resume
Professional Experience
Company Name: Bulldog Corporate Financing (Aug 2016- Nov 2017)
Company position: Junior HR Executive
Responsibility: 
· Short listing resume, 
· Training staffs
· Sending call letter
· Leave approval letters
· Communicating and recording about work issues
· Allocating rosters
Challenges: 
· Short listing resume from consultancies and online job portals
Result: 
· Allowed the company to recruit 50 people from my chosen resume. Among which 30 of them were appraised with a promotion in the last financial year.
· Received an award for best performance as a trainee HR
· Got promoted to Junior HR Executive after completing probation period
· Received incentives for meeting targets
· Shared an interpersonal relation with colleagues and seniors
· Participated as a conducting event member to promote employee satisfaction in coordination with 50 medium enterprises in UK.
· Participated in camps organised to motivate employees and improve work culture
· Functionally operated and participated in cultural programs


Educational Qualification


	Degree

	University

	City

	Score

	Certificates


	Msc International Human Resource Management

	Henley Business School

	Reading 

	8.6

	Certificate of all round performance


	Graduation in Information Management for Business

	UCL School of Business Management
	Bloomsbury

	9.2

	Certificate of presentation
Certificate of best communication skill (2011-14 batch)


	School
	Shrewsbury School
	Shrewsbury
	92.36
	Certificate of obedience, all round co-curricular performance, debate and elocution




Other engagements
· Voluntary member of Child Help NGO
· Participant of achieving team build up winner in inter-state competition
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An HR is taking the position that allows an organisation to built a structure. It helps enterprises to produce ethical employees meeting targets and allowing growth of the organisation. In this aspect, there is an evident need for an HR to obtain all qualities that can accomodate the organisation to meet respective aim. Thus, an HR needs to develop problem solving strategies and decision making procedures that allows to support employees within working development.  
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Problem solving is a part of responsibility for an HR. It is categorised as a primary base apart from scrutinizing resume and interviewing candidates. As opined by Dries et al. (2014, p.567)
Working ethics, rules and policies are guided by an HR. In this working environment, there can be issues and conflicts arising between employees. An HR should be acknowledging all attributes before deciding on a problem. Thus, effective strategies can help in acquiring solutions to problems. An assistance of Star Model can be helpful in portraying effective problem solving. If there are conflicts within individual employees, analysis should be done on acquiring basic assistance in respect to distribution of power. Thus, effective distribution of power can be sorted with departmentalization within enterprise. This departmentalization can be reached in accordance to specialisation. In view of Heijde and Van Der Heijden (2016, p.451)
This specialisation is again related to respective qualification of the employees. It is to be guided that perfection is to achieve an ethical organizational culture. Thus, problem solving is an essential attribute that can replace issues with solutions. 
Human resource policy as per STAR model reflects an agenda for human resource managers, in which an executive has to be consistent in communicating with employees. The fifth category of STAR Model reflecting people analyses problem solving methods. It emphasises the HR on knowing mindset and skills of individual. This helps in better solution to arrange a flexible influence in connecting to employees.
[bookmark: _Toc501720620]Decision making
The second parameter of STAR Model reflects in creating the decision making power of an organisation. There is an aim to decide about strategies of organisation and allowing set of employment to function. These strategies require essential structures to work upon. There is a solution to create a possible specialisation and allow providing a shape to the organisation. Adequate decision creates a space to specialise in reaching targets. This decision making resolves many issues within work culture and critically increases functioning within a work environment. Thus, it is mandatory to analyse that an HR is to set and maintain a set of employees with standard dimensions.
This is also involving recruitment structure. An organisation’s HR decides on appointment of a person (Finch and Fafinski 2014, p.16). Thus, it is to achieve a resource for an organisation. STAR model reflects and hint sin creating a model that allows adequate decisions on recruitment and short listing resume. This structure formation should always be strong enough to allow better functioning of the organisation. Management processes in selection of candidates can reflect in maintaining certain specification of the company. 
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An organisation needs to be a complete process that allows flow of idea within performers and organisers. An employee in an organisation builds in a place that forms the structure for that respective organization. A respective set of employees allows simple achievements and frames an organisation standard. An HR executive functions for selecting employees in forming a department. Problem solving and decision making are the other two criteria that is discussed in maintaining standard dimensions of an organisation.
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