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1. 
A job description is an written report wich include all the responsibilities and duties involved in a project or an position.  
This is the most relevant part on the recruitment and selection process.  
          On the writing of an job description,  this may contain : 
· The job title 
· The job location 
· The level of purpose job
· Name of person which are in the contact with the establishment 
· Main overall of job 
· Duties and Responsibilities of the job 
· Working conditions 
· The date of availability of job
On the content of an job description we may find good points and bad points. 
On the good points,  the job description should contain all essential information required for a good job description 
On the bad points the job description is not contain relevant and explicit information and instructions for the purposed job.
2. Person specification 
On the person specification the applicant should provide strong and relevant information about the experience requirements for the purposed job. An person specification need to fill the requirements of the job description,  providing strong evidence as knowledge, skills and experience for purposed job.
   As a skills requirements in the job description,  the person specification need to have knowledge of communication, planning and good team working. 
  The knowledge of the person specification should include the abilities,  certificates awarded,  handle statistics and critical thinking. 
  The experience topic on the person specification we should attach the previous jobs and periods. 
  The educational background of person specification can speak about the technical skills and professional qualifications.
  On the special requirements the purpose of the job description it can include the proposed programme of Works, driver license. 







Task 2
1 Preparing a CV for job description 

Anamaria Gabriela Racu	
EMAIL: 1605781@student.uwtsd.ac.uk
TELEPHONE NUMBER: 07388771807
Address: Northampton Abingdon way 
Number  101
 Personal Statement:
Efficient and experience Coffee Shop Manager capable of assessing customer needs,
Managing a team and preparing staff schedules. Good at multi-tasking as well as prioritizing 
Tasks and making sure that all targets are met or exceeded .Specialist in staff management in 
Bust and demanding work environments. 
Qualifications& training: 
University of Wales Trinity Saint David, Certificate of Higher education skills for  the workplace level  IV -2017/2018 
Food and Hygiene certificate –November 2017
Qualified in First Aid and CPR qualified – December 2013
Work Experience: 
Coffee Shop Manager – Moorgate January   2015- November 2015 
Coffee Shop Staff – Dorchester June 2016 – December 2017 
Hobbies and Interests:
Movie, music, dance and volleyball.
References: 
Available if request.





Task 3
1. Team working 
Teamwork is generally understood ad the willingness of a group of people to work together to archive a common task. To define a teamwork it might also be worth clarifying what it’s not, and thinking about the distinction between teams and team work.
Teamwork represent the most relevant for work effectively. For the progress of a team we need to identify the individual strengths and goals, focus on that a team is close to achieve the objectives of purpose job. 
With real teamwork we tend to see positive attitudes and behaviors such as:
Trust in colleagues to deliver what they promise 
· Willingness to help when they needed 
· Sharing of a common vision of the future 
· Co-operation of each other strengths 
· Positive attitude 
· Active listening 
· Open communication 
Stages of team development 
Using a STAR model, we combine the team stages.
The first step in creating the team stages is to create a team. On the second step we try to develop and increase the value of the team. After this step the team should be able to achieve a good communication and maintenance. Crossing to the third step the team should performing and achieving results. On the last step of the team stages model team need to sustaining performance and to achieve a high performance of team. 

Our high-performance team model, the “STAR Team Model,” has five main points, like
the traditional points of a star. The model outlines the elements required for a team
become a “star performer.”
HERE IS A BRIEF DEFINITION OF THE EACH OF THE “POINTS.”
1. Shared and Meaningful Purpose
The team’s task or reason for existing that is shared by all team members and, in some
way, motivates and inspires each
2. Specific and Challenging Goals
The measurable results the team agrees to produce that will satisfy an important
organizational need and demand extraordinary performance by team members
3. Clear Roles
A shared understanding by team members of how the responsibilities for specific 
functions and tasks will be distributed
4. Common and Collaborative Approach
Commonly understood plans and methods for accomplishing the team’s goals in ways
that facilitate participation, cooperation, and mutual support.
5. Complementary Skills
The right combination of knowledge,
ability, and experience required to
perform effectively.
The Facilitative Leader invests time to
develop shared agreements on all points
of the STAR to establish an operating
climate of trust, respect, and shared
responsibility that can mean the difference between success and failure,
and between high performance and performance that’s just so-so. (J Harris, 2013) 
2. PROBLEM SOLVING 

Our theory of social problem solving distinguishes between the concepts
of problem solving and solution implementation. These two processes
are conceptually different and require different sets of skills. Problem solving
refers to the process of finding solutions to specific problems, whereas solution
implementation refers to the process of currying out those solutions in the
actual problematic situations. Problem-solving skills are assumed to be general,
whereas solution-implementation skills are expected to vary across
situations depending on the type of problem and solution. Because they are
different, problem-solving skills and solution-implementation skills are not
THEORY.
always correlated. Hence, some individuals might possess poor problemsolving
skills but good solution-implementation skills or vice versa. Because
both sets of skills are required for effective functioning or social competence,
it is often necessary in problem-solving therapy to combine training in
problem-solving skills with training in other social and behavioral performance
skills to maximize positive outcomes (McFall, 1982). 
On the workplace we are meet with problems at all times.  To solve the problems in the Workplace the leader need to use a strategy to divide the attributes and to create an environment of good housekeeping and communication. 
When you actively engage in problem-solving,  the first step is to identify the specific problem that need to be solved.
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