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[bookmark: _Toc502757438]JOB DESCRIPTION 
A document that describes the duty, responsibility, reporting relationships, working condition and other job-related information. This is a very important document for both employer and employee. 

[bookmark: _Toc502757439]PERSON SPECIFICATION 
Job specification: It is based on job analysis. There are several ways it can be done. Previously it was done solely on the basis of experience of senior managers. Now there are more scientifically accurate methods like statistical analysis are used.
Both job description and person description are very important in recruitment and selection process. Collectively they are part of job analysis. 

[bookmark: _Toc502757440]JOB ANALYSIS
Job analysis is the way of determining the description of a job which roughly means responsibility and duties of a job among other things. It also specifies which type of person is suitable or needed for the job. Information for job analysis can be found in several ways such as interview (both structured and unstructured), questioner. In modern age new techniques involving statistics and information technology are increasingly in use.
Here purpose of job analysis would be described. It would give ample idea of the purpose of both job description and person specification.
1. Recruitment decision: The primary purpose of a job analysis is to determine what kind of person would be recruited. It also designates the duties and responsibility of the post the person would work in.
2. Legal compliance: To fulfil the requirements of law and regulatory bodies job analysis is very important. A well devised and specific job analysis is might be very important in legal situations. Any large company have to face a lot of complaints from disgruntled employees. A good job analysis night be helpful to illustrate to the legal authorities that the company is free from wrongdoings. 
3. Performance appraisal: Any particular job should have specific criterion for performance appraisal. A good job analysis should provide an idea of what an employee should and should not do while on the work place. A new employee must be made aware through job description of what might result in reward and what might bring punishment. 
4. Compensation: Compensation in any job is dependent on several factors. They include job difficulty, level of skill required by the job, persons experience, education level etc. All can be found in a good job analysis. So a good job analysis would make appraisal of employees much easier. 
5. Training: Most new employees must go through some training. Some require long term training and some require short term. Some more high value employee might require advanced training outside company facility. All this different needs can be ascertained from a properly done job analysis. 
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Curriculum Vita

Name:
Address:
Email:
Cellphone:

Personnel Statement: I am a team worker who loves to work in a challenging atmosphere. I believe in there is no tomorrow until you wake up in the morning safely so I do my duties time to time. Punctuality is a quality that I developed in myself from my childhood. I always set my goal before start any job because setting up a goal always makes my work easy and purposeful.


Educational qualification:
Master of Science (M.S.) in Civil Engineering
Passed: 2017
University name
Major: Construction and Infrastructure Systems Engineering

Bachelor of Science (B.S.) in Civil Engineering
Passed: 2013
University name



Job experience:
Assistant civil engineer
Balfour Beatty
Year: January 2016- ongoing.

Responsibility and achievements:
1. Involvement in Aberdeen Western Peripheral Route
2. Supervising a 4-person team for 8 months.
3. Shortened time of several tasks. 
4. Solved critical technical problems.  
5. Personally supervised a supplier that won the “Best supplier sward”.
6. Received training on latest software of the business. 


Trainee 
Balfour Beatty
Year: January 2013- December 2015

Responsibility:
1. Assisted in making financial plans for important projects. 
2. Coordinated with different department to cut cost.
3. Involvement in the implementation of new software.

Skills:
· Certification:
            Advanced Structural Engineering and Transport
            Imperial college London
            Year: 2015

Language:
Speaking and writing: German
Speaking: Japanese 
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[bookmark: _Toc502757444]DECISION MAKING

STAR model:
STAR means Situation, task, action, result. This analysis is used to gather the relevant information from a job interview. Here two competencies are analyzed using the STAR model

[bookmark: _Toc502757445]Problem Solving:
This problem is related to civil engineering. Problem solving is a integral part of civil engineering or any engineering job. Problems in civil engineering can both be large and small. They might be very cheap to solve. Sometimes they are very expensive and even fatal. 
Situation: 
We were building a 10 story residential building. The architectural design we were provided had some minor but deadly problem. Some of the columns load were calculated in a wrong way. So when we build the column as per instruction after a while we realized the problem. But by then already 2 stories were completed. We calculated if the building reaches 4 stories it might be a problem.
Task: 
Our task was to find a solution. We had to fashion a solution that would not require the 2 floors to be demolished.

Action:
 After much thought we decided to make some of the walls load bearing. Also, we decided to change some construction material.

Result: 
The walls helped bear the extra load of the building. Change in helped the buildings upper floors to be lighter. That increased some cost. Also, we had to limit the building to 8 floors. So, in short that was a very expensive problem to solve.
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Situation: 
A bridge was being made over a wide river. The initial plans did not include a rail line going over the bridge. But because of public demand the government felt pressured to include a bridge. So they asked the construction company to include the rail line. 

Task:
 The construction company had to include a rail line in an 8KM wide bridge. They would have to decide whether to widen the bridge that would require the design of the columns to change. Or they could include a second floor on the bridge on for the rail line to move.  

Action: 
They consulted engineers who worked in both type of projects. They estimated the cost of both project. They also had to keep in mind the longevity of both the options. They had to give a guarantee of at least a 100 year on the bridge. If there were any problem before then, they would have to bear enormous cost. After considering both options carefully, the construction company green lit the 2nf floor rail line.

Result: the bridge is still under construction. So, it is not possible to come to a definite conclusion. But experts agree that it was the right decision.
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