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The purpose of a job description is to highlight the roles that will be required from a person who applies to a job. When trying to define the purpose of a job description we find that “The job description is at the heart of any recruitment you undertake” (Recruitment and selection, 2009). This description may be a detailed list of jobs a person that is applying will need to be able to do successful. The other purposes of a job description are to explain how the job will affect the candidate’s personal development plan (PDP), objectives, goals, and target expectations for the job in question. 
There are few things that are generally included in a job description which include the following: job title, main duties, role, location, working condition, number of hours working, person the job holder will report too, date and issue. Furthermore, a job description will help a candidate to understand fully whether or not to go for a job. Additionally, it acts as an advertisement to have clear ideas put forward about the candidate they are looking for. The benefit of doing so will mean that the business will save time and money by filtering the type of applicants they receive thus making the selection process more streamlined, focused and efficient.
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Furthermore, from a job description something known as a personal specification is produced. A personal specification is “a breakdown of the attributes the employer is looking for and whether they should be essential or desirable” (Acas.org.uk, 2018) . These are key characteristics that will make them the ideal candidate to apply for the position. Examples may include, time management skills, good team working skills, or good listening skills etc. Based on this personal specification a person will apply if they know that they are capable of the required criteria. The information gathered from a personal specification will help employers with the short-listing process, additionally, it will allow the employers to treat each candidate fairly based on the information they have collated. In a personal specification there is usually included the quality and skills as well as the roles and responsibilities that individuals should have in order to be successful at the job they are applying for. It can be defined as “how your skills, qualities and experience match what they have asked for, in ways that are relevant to the job that you will be doing” (Cottrell, 2015).
Furthermore, the personal specification benefits both the job applicant as well as the company. It benefits the job applicant as they are told exactly what is required of them to apply for the job. And it is useful for the company as it helps them streamline and filter down the type of people they are looking for thus making the job application process easier and more efficient. From the employer’s side of view there are two sub section of traits they are looking for in a candidate. One of these are skills that are essential for the job, and the second type are skills that are desirable for the job. Skills that are desirable in candidates are not as important as skills that are essential however, they are nice to have and may even give certain candidates a better chance than others, especially in a job role that is heavily saturated with applicants and in turn heavily competitive.
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Ranga Chowdhury
Contact: 07931332430, E-mail: ranga_71@hotmail.co.uk
Personal profile:
I am friendly, caring with and a positive individual who is a very good team player, and is committed to the welfare of children. I also encourage children and promote the well-being of people and staff. I enjoy motivating children to help them achieve their full potential. I have excellent time management skills with a productive approach in the working environment. I have been working with children for the last 22 years. I was also responsible for the planning and execution of activities for children. In addition to this, I oversaw record keeping for the nursery I worked in. I regularly evaluated children and gave feedback to their parents on a day to day basis about their progress. Furthermore, my bilingual language skills help me to work with people from various backgrounds. I also worked as a volunteer as a support worker for elderly people. This has helped me develop my skills in understanding and managing vulnerable adults with safeguarding issues.
Qualifications/Training:
· 2017/18 – present – Currently studying for a Certificate of higher education in skills for the workplace (Level 4) at the University of Wales, Trinity St. David.
· 2008 -Froud centre, Manor Park - Elder abuse awareness training (EKTA Project)
· 2007 – Islington, Education Building - Behaviour management 
· 2006 - Islington, Education Building - Administrative duties
· 2005 - Islington, Education Building - Knowledge and understanding of curriculum 
· 2005 - Islington, Education Building - Equal opportunities
· 2005 – Certificate of unit credit towards national vocational qualification, early years care and education (Level 3) – at City and Guilds
· 2004 - Islington, Education Building -  SENCO (special educational needs co-ordinator)
Work History
Superdrug, Islington Angel (Sales Assistant – part time) 1988 – 1995
Mini Kardes Day Nursery, Islington (Nursery Officer) 1990 – 2011
Manor D.I.Y Supplies (Cashier – part time) 2011 – present 
Ekta project (volunteer rep for elderly vulnerable people) 2014 – present 
Hobbies and interests: 
During my spare time I also like to listen to music, read books and magazines, also I enjoy cooking and beauty therapy.
References: Available upon request.
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Team work – when my dad was admitted to the hospital earlier in the year, it was very shocking for the whole family. Everyone in our family was very upset, and confused. We could not quite understand how to overcome this situation, because most of our family are working full time as well as tending to their own families too as well as the fact that it was a sudden shock that we were not used to.
My thought of calling a family meeting arose from everyone’s lack of communicating properly. This meeting allowed us to evaluate our situation and come together to distribute and allocate times at which each family member could see my dad around their given working circumstance. By sharing out the duties amongst family members, this relieved us of the general hospital pressures.     
I have made a family group chat on my mobile device and sent a list with the days and the times each member of the family should be attending the visitation, which we agreed on. This made everything clearer overall in terms of sharing important information. Following these duties and the possible outcome of any emergency, this group chat allowed everyone to be well informed so that if necessary changes must be made to their timetable, everyone would know about it.
With this family team work plan and each of us allocated day and time worked really well, because we worked together, everyone now feels more involved, my dad also felt happy because at least one of us was around him all the time.
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Time management -  Getting back to education after a long period of time was very difficult for me and my family, to manage time with busy house work, children, job, and to study at the same time. I was not sure whether I made the right decision of getting back into education. 
[bookmark: _GoBack]The way I tried to manage my time during the process was by setting myself a plan list; noting down all the important things first then eliminating the things that weighed less importance. I have also spoken to everyone in my household as well as this I have explained the situation to each individual and they unanimously agreed that I needed this time to study. Everyone was very supportive, they all shared household responsibilities for example: school duties, looking after younger siblings while I am at the university, which helped me focus more on my studies, with less worry about my youngest child. Studying in the university for me is a very exciting and fun experience, something that I have always wanted to do which is study more at a higher level, because of my circumstance I could not carry out. Learning and understanding new things is something that I have constantly enjoyed as it stimulates our brain function by keeping it active. My motivation is mainly my family and the thought of being able to achieve my goals and ambitions in the near future, and the only way I am able to accomplish this is to further my education. 
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