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Task 1
Job description
Consultants and HR professionals use job specifications and job descriptions as a basic building block for all functions of human resource management. This includes hiring and recruitment, salary ranges and performance evaluations (Armstrong, & Taylor, 2014). Job description is best described as a blue print for any job vacancy or position. It includes important responsibilities and duties expected from an employee. The basic work purpose that is expected from an employee to perform is explained in the job description.  Job description also helps in defining the accountability incurred in an organization and further helps in preventing any kind of overlapping up of duties and responsibilities. Job specification includes the qualifications required by an applicant for applying to a job opening (Breaugh, 2013). Job specification serves as a base for attracting all qualified candidates and discouraging the unqualified ones. Skills required for any particular job includes experience or education, abilities, personal traits and specialised training. Physical demands specific to a job profile includes the amount of standing, walking, talking, reaching lifting etc. Job specifications as well as job descriptions are used every day in all organizations. However, research has stated certain guidelines that are included for each of them (Covert, 2011). The main aim of this study includes examining precisely about the job specifications and job descriptions in a particular field in order to determine whether it is included in an organization or not. 
Person Specification
A person specification refers to the important requirements needed for a candidate in order to ensure that they perform in a particular role. Person specification includes details as under: 
· Experience and skills
· Personal attributes, qualities, and behaviours 
A person specification helps in knowing the knowledge, skills, qualities, and behaviour attributes needed for someone to suit a given role. It is used along with role description of a job for recruiting effective and efficient staffs. This is true in case of recruitment systems that are competency based. 
In most of the person specifications, the requirement list is divided into desirable criteria and essential criteria. All these criteria are used during interviewing and shortlisting process. Essential criteria are the necessary things required for any person to do job, while desirable criteria include a person’s ability towards doing a job after learning. Like: Knowledge related to industry specific is always desirable criteria since it is learnt from being on the job. For certain positions attracting many applicants, desirable criteria help in shortlisting and interviewing focussed list of candidates. 


Task 2 
Alireza Esmailtabar
Email: Alireza.Tabar2@gmail.com            
 Mobil: 077 11 12 15 60                
post cod: N14

Profile 
Hard-working, good team-player with wide managerial experience and training and leadership skills in the leisure sector, sports, martial arts etc. Friendly with good sense of humour, adaptable to other cultures. I am also a  dedicated Office Management professional and with good admin work, advisory skills, very capable with ability to deal sales, operations, recruitment and resourcing needs of an organisation Experienced in providing timely and up to date operational and administration input. I am hardworking, full of optimism through strategies and ideas, team player and inspired ability to work on own initiative.  I am enthusiastic and efficient with well-developed organisation skill and time management and problem solving abilities.  I have a keen attitude with the workplace where I enjoyed a challenge and as a versatile, adaptable individual.


Key skills 
IT skills, interpersonal skills, management, experience in sales and retailing, coaching martial arts.

Key skills 
IT skills, interpersonal skills, management, experience in sales and retailing, coaching martial arts.

Previous Experience    

1. Sales manager in Toyota car showroom                                                             2010_ 2013
2. Sales adviser in Toyota .CO (sales and finance)			                2007_ 2010
3. Hire car office manager 			 				   2011_ 2013
4. Iran khodro .CO   (sales and finance)                                                                   2006_ 2007
5. Work in Estate Agents   (Sales)                                                                             2004_ 2013 
6. Sports teacher                                                                                                         2006_ 2013
7. Organize world and country Martial arts festival, Seminar& Concert 	   2006_ present
8. Representative for International federation of martial arts in the UK          2014_ present

Recent Experience 
2. Sales adviser in Moss Bros 						   2015 _ present  
3. Sales assistant in Monsoon & Accessories (summer temp)                            2014 Sam temp

Education and Qualifications 
 
1. Barnet College (ESOL 2 & 3, IT and Math)                                                           2014
2. Diploma in computer 							    2003
3. Sails management course 							    2008-2009
3. International coaching (kickboxing)				                 2011
4. Coaching in kyokoshin                                                                                             2010
5. Ski trainer (Snow board and Alpine) 					    2006_ 2013
 
Languages: Farsi and English       
 Personal: Single
 


Task 3
From your personal experience and applying the STAR model, write a statement for each competency below 
Problem Solving 
Situation
This situation happened when I was working as an intern within the marketing team of a popular restaurant in London. The restaurant was lately not receiving sufficient foot-falls or customers and was concerned about its position in the market.
Task
[bookmark: _GoBack]As a part of the team, I was given the task to devise an approach to increase customers for the restaurant. My task was to understand the reasons for the sudden decline in customers, and report on best ways to increase footfalls. 
Action
I realised that the problem can be solved only by understanding the customer perspective. I decided to conduct a primary survey of the target customers in nearby localities. Together with a team of two more members, I personally created a survey questionnaire and listed down the key service elements to be rated by clients. I included questions to understand how customers rate the restaurant menu, the food taste, the variety of food, the service of front staff, and the preparation time, etc. Based on this, I conducted surveys and gathered data from around 40 customers in the area. 
Result
Analysis of the survey responses helped me understand that most people liked the service standards of the restaurant. However, a large majority of customers were not happy with the variety offered. I informed the management that the variety of food was quite narrow, and most customers like to try new dishes. This helped management to create a plan to add more menu, and include more dishes to suit local tastes. 
Decision Making
Situation
This was a situation where I was working part-time as a management intern in a retail business in London. 
Task
Within my job role, I was required to understand what motivates or demotivates the employees in a specific retail outlet. 
Action
The task was challenging because, it was tough to decide on the exact satisfaction or dissatisfaction factors just by observing the employees. In this situation, I took the decision to conduct a primary survey of all front office and back end employees of the outlet. However, I was not aware of what parameters to survey on, and what are the possible data gathering areas. I decided to take the help of secondary resources on this. I referred to several literatures on how organisations conduct employee satisfaction surveys. This helped me to understand that job satisfaction factors like, physical work environment, flexibility in work timings, sufficient remuneration, rewards and recognition, career opportunities etc. I decided to make use of a questionnaire to list down these points and gather employee opinion on each of these areas. Based on this, I conducted the surveys and gathered the required data
Result
Data gathering, and analysis helped me to understand that payment and other workplace factors were quite well handled, and employees seemed to be quite satisfied with them. However, a large number of employees were not happy with the long shift hours in the outlet. This was the reason for dissatisfaction in a majority of them. I could make the necessary recommendation before the management on revising shift hours for better employee satisfaction. 
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