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[bookmark: _Toc508561577]Introduction
Employability refers to the value based work for which the employee of an organization gets payment and in the continuum learns to properly do same type of work effectively (Tempone, 2012). The employability of these people ensures that they be valued while doing same type of work in varied spectrum. The term ‘Employability’ was first developed by Sumantra Goshal in 1997. He defined the term as a management philosophy explaining the competency of employees to perform required task by their employer organization. This assignment will deliver different discussions over few of the employability criteria, their purpose and explain some of the competencies requires by employees generally inside an organization. It will also give an example of curriculum vitae with respect to a specific job role. 
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Employees are provided their job to perform on specific task set by the employer. As employees performance is the basis for organizational success, it is required to recruit and select the most suitable employees. This is made effective using job specification and person specification in job advertisement so that applicant of required background will apply for the job. The activities and tasks associate to the post that is offered are communicated to them through job specification, while the person specification tends to point out the competencies such as skills, education and other abilities of the employee which can help them perform those tasks and activities (Saunders, 2010). While recruiting the selected candidate, these two criteria are a must to be made clear between the two parties. The following will be the discussion of the purposes of these two.
Job Specification
Job specification or requirement is the primary set of responsibilities the employer look for an employee to accomplish. Job applicant can have knowledge of the hierarchy and the role’s responsibility in general (Billie, 2018). The purpose for job specification is mainly to clearly describe the available positions required tasks and needed competencies to do these properly. The broader discussion is below:
· Communicating organizational goal- The recruiting organizations goals and objectives can be communicated to the applicants so that they can align their personal interest with company and evaluate for themselves if the company and they are fit for each other.
· Essential job functions- The essential roles that the offered position needs to fulfill is communicated by job specifications. The employee can be made knowledgeable about their specific tasks on daily basis and help them to perform tasks even without micro-management by supervisors.
· Training and development- With information on possible job prospect, employer can specify different training and development plans and needs for employees which can motivate applicants in varied ways.
· Compensation- Job specification can determine the minimum and maximum compensation criteria for a job role (Mary, 2018).
· Performance management- The required performance from the employee can be communicated through the job specifications and using this employee’s performance can be observed at the initial stage.
· Reward and recognition- Employees can be encouraged to take on more than their share of responsibility with possible reward and recognition opportunity. The recruiter can deliver the opportunity information to increase the applicants hunger for better reward from the job.
· Interview help- A well written job specification can help form theinterview question and focus it toward finding the best suited candidate for the role presented.
Person Specification
The employees required skill, education, training and experiences are all recorded for job applicants understanding in a personal specification list (Reedglobal.com, 2018). At times recruiting can fail and it in return costs loss for the organization. The person specification helps recruiters communicate desired traits they are looking for in a company. Alongside these the purposes for person specification is manifold and are delivered below:
· Job seekers can go through personal evaluation before applying for the job which makes possible that most applicants meet the primary criteria desired by the recruiters.
· It helps deviate essential and desirable traits of employees for the role which helps employers be explicit about their needs to match with requirement for the post.
· The job interview becomes for focused toward perfect match by these specifications mentioned earlier.
· It helps remove any bias,prejudice and personal favors on the ground of equal opportunity.
· The chosen candidate as selectedas per person specification will need little training to be effectively working for the organization.
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A Curriculum Vitae (CV) is an employee’s first impression to the employer depending on which employer may take interview of the candidate and recruit them into their organization. The CV encloses all skills and competencies of a job candidate in textual format (Saunders, 2010). Therefore it is essential to prove employability of the candidate through the CV. This can be done by tailoring the CV according to the Job requirements in job posting.
The following will be demonstration of a CV for a specific job role. The job role will be given first as the CV will be concentrated to match the requirements and skills.
Here is a job requirement for the post of ‘Customer Service Representative’,
	Job Advertisement
Customer Service Representative
The Customer Service Representativewill report to the Team leader of the Customer Service Department Directly.
Job Overview:A Customer Service Representative is extrovert, loves to talk to people and is able to provide solutions to customer’s problems. They will be the liaison for the company while ensuring to effectively responding to customers and providing them with company’s service and product information.
Job Specifications:
· Managing incoming calls from customers about query and complaints.
· Generate sales lead for the company.
· Help customers to solve problems regarding company matter effectively to gain customer satisfaction in favor of the company.
· Build loyal customer base for company through building trust with customers.
· Provide valid information to enquirers.
· Follow company guideline for customer communication.
· Identify customer need and report it to Team leader.
· Regular reporting to the Team leader.
· Taking initiatives to engage customers.
Person Specifications:
· A minimum of high school degree is a must.
· Proven record of customer service or client support experience.
· Active listening skill and phone handling capability.
· A multi-taker with effective stress-handling capability.
· Familiarity with standard CRM practice.
· Excellent Presentation and Communication skill.




The targeted CV for this job role is also exemplified below:
	
Mr. John Smith
Customer Service Profesional
Newport, Wales
000-000-0000
john.smith*@gmail.com

Career Summary
Enthusiastic and highly motivated to work in an interactive environment where my academic and inherent foundation can contribute to my organization. Eager to carry on duties that lead to progressive positions and impactful duties. With more than 7 years of professional experience, want to be of help to customer and colleagues. Have knowledge over conflict resolution regarding sensitive issues and want to provide skill based performance deliverance of highest quality.
Skills
· Customer Service
· Communication
· Problem solving
· Microsoft Office
· PowerPoint
· Computer OP setup
· Conflict Resolution
Employment History
1. Telesales Executive
Telesales Ltd.
From September 2009 to March 2011
Responsibilities included-
Responding to all customer query and complaints 
Keeping record of all conversations
Maintain customer order sheet, etc.
2. Customer Service Representative
Hotels and Hotels Ltd.
From April 2011 to Present
Responsibilities included-
Guest Enlisting
Maintaining all phone calls and keeping records.
Collecting guest appraisals 
Helping Guests to reach desired destination, etc.
Education
Newport College
BA in Arts and communication
2009. 
Professional Qualifications
English speaking training course with extensive curriculum on reading and writing on 2010.
Computer Skills
· 7 years knowledge of MS Word and Excel
· 5+ years experience with QuickBooks
· 2 years experience in CIS system 
· Typing Speed: 55 WPM
· Computer-trouble shooting experience 
Interests
Traveling, Music and Volunteer Translator
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The competencies of employees are valuable to not only themselves but to organizations also. It happens as their competencies help the organization achieve their target goals more accurately with less efforts and hardships (Tempone, 2012). The competencies of an ideal candidate in general organizational setting includes better communication, team work, analytical ability, decision making ability, computer literacy, etc in the following discussion two of these competencies will be described.
1. Team Working- Organizational tasks are often multi-faceted. The organization thus employees more thanone employee for achievement of goals for the company. The tasks are often bigger than one employee’s capability and so are divided into small portions interconnected to each other (Tempone, 2012).The synchronization of task is very important which can be contributed by employee’s team working ability.
Team work is a valuable competency to accomplish a task with maximum outcome. The competency if posses by the employees can also contribute to company culture where all employees can grow while working together (Hind, 2011). Also, the bond and trust among the team can help them undertake any task effectively regardless of its level of difficulty.
The team members of a team work oriented group know their most skilled competencies and divide the work accordingly. As this happens, the outcome becomes more accurate to the point. Also, as team working means shared view on subject matter, achieving objectives is easier in a team with people with team working capability (Hind, 2011). The environment of work also is contribute by this trait which helps motivate employees for better performance and strengthens their loyalty to the organization. In present organizations, team work is one of the most valued competencies required in an employee. As the employees are required to make use of company resources to obtain results, team work have been proven to be the most successful strategy.

2. Problem Solving- The every task in an organization comes with specific direction and employees complete the tasks with their knowledge and experience and deliver them in whole. But sometimes the whole task even after team work cannot complement the requirements or a task may be invalid because of varied external factors (Hind, 2011). The problems in an organizational setting arise vary often and therefore employees are expected to have problem solving ability to tackle any unfavorable situations whenever that happens.
The employees are required to do trouble shooting of ongoing tasks so that the problems can be identified in the first initiation. They need to keep tab of all problematic outcomes and report them to supervisors. They also need to discuss among themselves to rectify any mistakes and the ways the problem can be avoided next time. As management asks them to solve the problems they have to come forward with their possessed skill and collaborate to achieve the target result.
Employees can make sure that every activity of organization helps productivity and profit retaining and for further improvement of the process. The problem solving competency of any employee helps the organization to sustain in any strenuous situations and help it sustain its activity and revenue (Saunders, 2010). Thus, this skill in an employee is highly valued and expected by employers.
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Employment is a regular term in resent world of economy. The increased employment of population in a country ensures improved standard living condition and growth of country’s economy. Employability is the ability of individuals to carry on performing in a dynamic organizational environment. The possessed abilities and competencies of employees help the organization to achieve their long term goals effectively while ensuring company sustainability through increased productivity and profitability. The employability therefore helps to recruit suitable candidates for job positions in organizations to continue as being successful. The employability of a person helps them contribute in a vast arena while returning them with value ad recognition for their work and accomplishments. This assignment wanted to identify and explain the employability in context of jobs specifications and requirements of general organizations. As employees are needed to complement these requirements a CV example specifically directed for a specific job role was provided with extended job requirements for the position. The last part was to deliver employee competency description and importance in terms of an organizational setting.
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