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Task 1

Job Description

[bookmark: _GoBack]A job description describes the job and how it fits into the organization. A job description is very valuable for employer and employee to make sure everyone gets all the benefits from the beginning not wasting time and money. The description of a job must provide in detail a lot of information about the job. Every single information must be realistically defined and explained exactly what they are looking for just to minimise any misunderstandings and certain situations. Clarity is a must in the job description, so you can prepare yourself for the future interview and answer to all questions and demonstrate your knowledge in an appropriate manner. 
Great structure of job description will emphasise the future candidate to get real and organized in that specific department that you are applying for. Job description will give a chance to impress the future employer so for that you have to adapt, change, and be able to be responsible in any conditions or situation for everyone’s benefit. It must present specific job role with a good intention of finding someone constructively for the job. It must be an accurate information, consistent guidelines to anticipate the ability of the person to do that specific job. To make sure you get the right person for the job role first the job position must be advertised, monetarized and analysed from a good human research team, well-motivated to perform for their business or organization. The right title in a job description is a good based start and then the location, the duties, task the support that the company provides the quality of the job, the difficulty, the condition of work. The flexibility arrangements, the training that the company provides and the salary. All of this covers the most essential information about the specific job roles description and a clear detailed working requirement. Training, development and coaching are also important for your future job. Attracting the right candidates makes the job easier for everyone. 


A person specification

The person specification is derived from the job description. The factor included in the person specification will be the criteria against which you judge candidate’s sustainability. A person specification is the most able candidate to perform for the job, it is that person that has all the skills, knowledge, experience, education for that role that has been described in a job description plus more extra skills added (Waugh et al., 2014). A well organised selection and transparent recruitment will find a good team worker with professional attributes, honesty, patience and own initiative between own level of responsibility and a good sense of humour. Valuable participants are important and considerate for that specific job recruitment. A good employee can adapt and develop to meet the needs of the company. An accurate work force is encouraging a quality and diversity so for that the right applicant would not feel discriminate and it will give it best at work. A good job description will help the applicant to clarify the recruitments and provide a god person specification focusing on skills, knowledge aptitude and personal qualities for the best match on their job. All the attributes should not be inflated either just write down those necessary for effective job performance. A good candidate can transfer academic and personal skills to employment context to get the job. Collective creativity is much better for companies, with the help of today’s technology we can work together as a team even if we are far away (Hüttermann, Döring and Boerner, n.d.). 


Task 2

CV for a specific job role: Coffee Shop Manager

Name: Cristina Majer 
Address: 27 Waltham Drive, HA8 5PG, London, United Kingdom
Telephone: O7904125422

I am an outgoing, sociable and well-presented person with a passion for coffee. This job role is going to motivate me to deliver my best skills, knowledge and passion. I am attracted to this job and this organization because they use only natural organic products and they are sustainable. A business with organic products is still fragile in the UK, but with the right balance between good trained staff and educated customers about the importance of organic products and sustainability we can do it. Working for my coffee shop gave me excellent communication skills and trained my team in every sector of the business to make sure everyone develops and brings the best of themselves. Today technology is helping us to develop, communicate and solve any problems in no time. I am productive and ready to be the manager of this coffee shop, having good strategic plans for my team to create a mutual trust and respect between us. I do like what I am doing so I do it with passion and good leadership even if it is not an easy sector of work. Being outgoing and sociable can guarantee a good bonding team to succeed in business and have customer satisfaction. Problems are coming and going in any business, the actual deal is to detect the problems early, solve them and move on. Clients will be very impressed about our quality products, originality and our talented team. Any ideas and suggestions are welcomed from my staff or clients for a good development of the business. Being an open minded and positive person helped me so far to overcome any difficult situation, conflicts with professionalism. I can not wait to work with organic products, the right team and to create a relaxing atmosphere in the coffee shop. 
    This role as a manager in the coffee shop requires a lot of self-motivation to succeed and the ability to always be available for your team (Breaugh and Billings, 1988). Organized trainings to keep all team up to date, competent and confident. Create a system to make it easy to control the profit and the wastage of the shop. While I was working and meeting clients every day, I understood that everyone has different needs, opinions and goals in life.  

Skills and knowledge

· I am educated and have administrative experience. 
· Good knowledge of Microsoft Office Word, Excel, E-mail and good researching skills.
· Ability to communicate clearly with staff and clients where English may not be their first language.
· I can handle any challenging or tense inter personal situation and I will make sure my team promotes cooperation and commitment to achieve our goal.
· As a team member I gain a lot of experience in the coffee shop and to become a manager I had to accomplish even more targets and be responsible for all the team and cashflow. 
· Excellent telephone manners
· Supportive of junior staff members
· Driven and active person

Work experience

June 2015-Present
Job role: Waitress at Carlucios Italian Restaurant. 
During this time, I have:
· Improved my listening and communication skills.
· Gave support to clients and busy team.
· Assisting manager dealing with clients.
· Ability to work long hours and flexibility.
· Promoting and supporting the image of the company.

June 2004-2015
Job role: Manager in Amigo Coffee Shop.
Responsabilities:
· Efficient running of the coffee shop.
· Ensure customer satisfaction and product quality.
· Managing health and safety for the team
· Staff leadership and monitoring all cash handling

Education

February 2016-Present
 BA Leadership and Management Skills for the Workplace at Trinity Saint David University of Wales 

September 2006-2010 
Business and Management at Kensington and Chelsea College

2000-2004
Highschool graduate in Graphic Design 

References: Available on request
Hobbies and interests: Going out, listening to music, reading and watching documentaries.

















Task 3

Problem solving at the workplace is one of the vital facts for providing skilled and rained employees able to perform at their best without any potential barriers. All the barriers that you find in your organization needs to be removed through proper communication, proper planning, to resolve the problems, different techniques can be used just to avoid problems too. 
 For a situation to be solved you need a good strategy, passionate and trustful stuff, a lot of research to save time and money in the same time. I was working just weekends as a waitress and studying at University at that time. 
‘For a task that is changing continuously, the same action can be definitive at moment one and useless at moment two’ (Frensch and Funke, 1995). In that summer weekend was very busy and being short in staff, we had a few complains about their extended wait for the food. As a human being we all make mistakes, the important thing is that we agree that there is mistake, problem and then we can analyse rectify it all with good decisions and agreements from superior staff. 
A good leadership is an important skill, so you must not miss a chance to shine and basically act to solve problems. First, I was needed to apologize for the long wait and after they finished their meal my manager offered a complementary coffee and dessert.
There is a wide range of people and it is important to have a diversity of employees and give them equal opportunity at workplace. According to Harvard Business Review (Thomas, 2001), ‘Diversity involves creating environment that allows everyone to use their creativity, innovation, flexibility.’. Because of all your hard work and solving your problems with no additional cost or time you get rewards, a nice bonus or a promotion. 

Team working 

Any type of distraction or situation that I came across regarding the team working was manageable. At my last managing job every single person in my team presented their product to impress the future clients. I do work with a trustful team, we communicate a lot and focus on our tasks to make sure everything is done properly and on time. 
I need to build mutual respect between business, staff and clients when you work with a team at some projects you need to keep options opened and share information and knowledge always to have a high level of success. Some team members are having regular meetings to discuss their progress and stay in touch, and some of them are heavy problems completing their task, then others need to provide additional advice and support. 
That was the action that I was supposed to take to make sure all the work is done on time and that we have a happy client and rewarded staff. The project was a positive success with positive feedback from our manager. Everyone contributed through their best result without putting too much pressure on the rest of the team or abused the budget.
Before taking any conclusion, I needed to make sure I provide all data and research properly just to not lose any opportunities to help in the project. We analyse and discuss before acting to ensure the goal is met. I do consider that any team member needs to be treated fairly and respectful. Through the whole process and presentation, it was tough but at the end everyone has been rewarded and we successfully raised our turnover.
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