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Introduction
Employability refers to the ability of an individual to attain a specific job based on the skill set possessed by the person. For the economic and overall growth of a country it is required to create businesses that have high skills and add value for the industry as a whole. Both the economy and the society grow with the maximum population participating in productivity. According to Cottrell (2015), people with the right skill set have a better chance of employability in the growing competitive job market. Right skill set refers to the appropriate combination of basic skills and technical knowhow. These skills cover a wide range of industries are can be specified as literacy, basic numerical ability, time management, communication, etc.
The assignment aims to define the purpose of job description and job specification. It will further give an example of how to build an ideal CV for increasing employability as a restaurant waitress. Moreover, two competencies – decision making and time management will be analysed with the help of personal experience and using the STAR model. 
 

Task 1: Recruitment and Selection Process
A successful selection and recruitment process lessens turnover. These procedures match with the perfect individual with the right skill sets. Background checks and interviews guarantee the utilization of a person who is dependable and fulfils the goals according to plan for giving quality services to the clients (Bozionelos et al., 2016). Hence recruitment and selection is the process of selecting the right person for the right job.
Purpose of Job Description: Job description involves collection of information relating to the specific job such as job title, location, duties, working condition, reporting authority and the working hazards involved. This is for the purpose of recording information for use as and when a vacancy emerges. As per Tymon (2013), the human resource management team is responsible for making the job description general or specific depending on the objectives of conducting analysis of job.
Job Description helps a manager determine the expected duties of an employee when hired. A general job description includes the job title, designation and location along with a statement of responsibilities of a candidate. As stated by Vanhercke et al. (2014), General Job description is used to find the basic requirements in a particular job. Thus the description may include the tasks but not the sub tasks or expected standard of performance, evaluation criteria or compensation breakdown. A general job description has certain benefits as well as disadvantages. Firstly this type of job description in not time consuming and provides the basic information for general candidates. However, it does not provide all the necessary information for experts to ensure applicability of employees. It is also difficult to extract the correct and specific information due to the limited amount of data (Jackson, 2015).
On the other hand, a specific job description includes information regarding the type of job, the expected performance and deliverable in detail. It additionally covers sub tasks, fundamental capacities and point by point work obligations. It includes enormous measure of points of interest, for example, what a worker needs to do, how it is to be done and what are the execution principles, and so on. According to Hogan, Chamorro‐Premuzic and Kaiser (2013), the primary advantage of specific job description is that it offers enough data to assess work execution and decide preparing necessities of representatives. It fills in as a reason for all other HR forms including enlistment and determination, execution examination, pay choice, etc
Purpose of Person Specification:  Person Specification is most imperative record for effective recruitment. It empowers the management to do various things. It enables the characterization the sort of individual needed and thus causes to compose an exact activity description (Ibarraran et al., 2014). It allows the evaluation of every applicant reasonably and impartially. Also, it empowers the organisation to think about competitors against each other and consequently make determinations in light of confirmation. The person specification used in enrolment and choice must contain reasonable, important, and legitimate criteria. Don't request capabilities unless they are fundamental as a required necessity for the activity (e.g. a specialist) or preferable to carry out the activity well. 
According to Benson, Morgan and Filippaios (2014), the fundamental criteria in a person specification are the prerequisites which all candidates need to have in the event that they are to be considered for the activity. The preferable criteria are the additional items which have the effect between the applicants and enable you to choose. Fundamental criteria are the basic requirements and the reason for dismissal. Desirable criteria are the additional items that may or may not be absolutely required. Since no one can be considered for the activity unless they have all the fundamental criteria, Excessive number of basic criteria should not be posted.  A standard of seven to ten is about right (Cai, 2013).
Task 2: Curriculum Vitae 
Following is my CV  applying for the position of restaurant waitress at the restaurant of South Place. The name of the restaurant is Chop House. South Place is an extravagant five-star hotel located in London, the first from restaurateurs, D&D London. Having been open since 2012, South Place has turned into an area loved by both local and international guests.
Curriculum Vitae
Name: Marlena Lungu
Contact Details:07701062999
Date of Birth:15/01/1993
Email ID:marlenalungu@yahoo.co.uk
Objective: I am writing to apply for the job of Restaurant waitress at Chop House as advertised on your website. With my extensive experience in the hospitality industry, I believe to be a valuable asset for you hotel. My work experience involves a range of responsibilities from a front desk concierge at Marriot to a tour guide and chalet manager. Through these various skills I have gained a wide range of skills that will allow me to work comfortably in different situations.
As a waitress I believe I must continue to grow personally as well as professionally in order to develop skills that will assist me in the chosen field of work. My experience will bring you more customers because i understand how to make people to feel good. I believe in leading through example and encouraging others to grow in order to reach their full potential.
My goal is to deliver your guests an excelent service experience.
I consider my biggest achievement is that I have learned to adapt to any situation through the varying jobs that I have held over the years.
Because i m very organised and i can instantly bring in my team positive changes for example in my previos job we had one day a targget of 500 cakes to sell in 5 hours, unfortunately for us was a rainy day, everyone was not very positive so we decide to serve next to cake a hot cup of tea , customers was very pleasant surprise and our sales team was succesfully exceded our target on time .I've been  passionate  about culinary since i was a kid and would love to be a part of the restaurant team at Chop House. I am hoping that this job will educate me and bring new experiences that will stay with me forever. 
Qualifications:
· RSA (Responsible Service of Alcohol) certification
· Certified to run/own a licensed business – Approved manager
· Commercial license
· CPR and First Aid Certified
Work Experience:
· Sept 2014 to present: Restaurant Manager at Richie’s Bar
Richie’s bar is a busy family restaurant situated in London. As the restaurant manager I am responsible for the finances, promotions, and over fifteen staff members. I have been part of the restaurant since its opening and it has flourished since then.
· Nov 2013 to August 2014: Bartender and Server at Little Creature brewery
The brewery is famous among the younger generation and is one of the busiest pubs in London. It has a seating capacity of over a thousand guests. This was a fast paced job and required you to be on your toes at all times with willingness to help in all areas of business.

 

Task 3: Competency Statements 

The STAR Model by Jay R. Galbraith 
According to Forrier, Verbruggen and De Cuyper (2015), the Star Model system for association configuration is the foundation on which an company bases its planning objectives. The Star Model is described in five categories:  first is Strategy who decide the course , in the words of Cottrel (2015) strategy is the equation for winning, cpompany's strategy , determines targets and aims to be accomplished. Second one is structure wich choose the area of basic leadership control, is divided in four areas: specialization, shape, distribution of energy, departmentalization. Third is procces who attend with the flux of information, they are the methods for reacting to data advances ( Kim Kim and Lee (2015). forth one is rewards and reward system which act on peoples motivatios to achieve their goals. the fifth is comprised of policies relating on people (human and approaches) which determine employees' skills.
Competency Statement: Decision Making
Employers search for various skills while hiring people, however basic leadership aptitudes are looked for by most organizations and for some, unique positions.Applicants who show the ability to distinguish all the alternatives options and compare them to have a favorable pozition over those hwo can't. I'ts important to show your employers that you able to forecast and determine the outcome of each alternative and choose the greatest.
The Decision-Making Process
According to Cai (2013), the various stages in decision-making are as follows:
· Identify the problem
· Creating a variety of reasonable,  arrangements or attitude
· Assessing the expenses and advantages, or upsides and downsides, related with every option 
· Choosing an answer or reaction 
· Executing the alternative picked 
· Evaluating the effect of the choice and altering the strategy as requested
 Decision making examples:
· Identifying a broken machine as the wellspring of disturbances in the creation procedure
· Facilitating a meeting to generate new ideas to create conceivable names for another item
· Polling staff to gage the effect of broadening retail hours
Competency Statement: Time Management
As per Kim, Kim and Lee (2015), time management suggest working proficiently, and bosses in each industry look for employers that can make good utilization of the time accessible to them at work Workers who manage their scopes well are more beneficial, more proficient.
They concentrate on the most critical and time sensitive assignments and farthest point the measure of time squandered on unnecessary obligations. Compelling time administration expects staff to investigate their workload, allocate needs, and keep up concentrate on beneficial undertakings (Jackson, 2015). Representatives who are superb time directors can dispense with diversions and enrol bolster from associates to help finish their objectives.In restaurants the reputation of local depinde of time management to ensure that service and food quality in served on  time. 
Time Management Skills entail: 
· Prioritizing
· Scheduling
· Making a To-Do List
· Resting
· Delegation
Examples of Time Management Skills
· Adapting wants to changing conditions 
· Allocating time for particular assignments 
· Analyzing forms and choosing the most straightforward approach to finish an errand 
· Asking for help when overpowered with requests 
· Assertiveness to state no to wrong requests that divert from focal obligations
 
Conclusion
Based on the above project it can be inferred that employability as a subject has evolved over the last few years. In addition to developing job descriptions for vacancies, businesses now largely focus on person specification. Further, skills and competences of a person tend to impact and decide his or her employment as an employee. It is noted that there exists a number of competencies that focused on and mastered by workers of the modern generation.
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