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1. Job description
Recruitment and selection process is one of the most important task for any organization. Every organization tries their best to recruit the right person for the right job. The purpose of job description is to list down the main duties and responsibilities that an employee in the organization needs to perform. The employee should be liable for their own responsibilities and needs to have specific set of skills to perform the daily duties mentioned in the job description. A job description may include various details depending on the organization. 
Some of the important contents mentioned in a job description are given below:
· Job Title- The title of the job is most important for understanding what type of job is available and the candidate can easily understand that by looking at the title. It will give idea to the applicant whether he or she is a right fit for the job (Chroncom.2017). For example, if a university is looking for a lecturer than the job title should clearly mention about that.
· Duties and responsibilities- The job description will clearly state the responsibilities and duties the candidate needs to perform. (Chroncom.2017). For example, the responsibilities of a university lecturer should mention that the lecturer needs to teach undergraduate students. The lecturer needs to carry out research and produce publication and many more.
· Qualifications-  Candidates need to have specific qualification to become the right fit for that position. If the applicant does not have the qualification then he or she won’t be able to apply for that job. For example, a university lecturer might need to have PHD degree to apply for the job as a lecturer. 
· Logistics-  Most job descriptions will include logistical details. Key information may include when the job will be available, the deadline for the applicants, the guideline for resume submission, and also company contact information will be provided for any queries the candidates might need to know. 

2. A Person Specification
A person specification is the skills, qualities and the experience that a job candidate must have to become the right fit for a job position (Businessdictionarycom, 2017). A person specification has similarities with the job description and both of them plays a vital role for the recruitment and selection process for organizations. It acts as a foundation for the recruiters and makes the selection process easier. The person specification makes it easier for shortlisting the qualified candidates for presentation, test and interview process. It clariﬁes the two types of personal qualiﬁcations of the employee that are important to the employer such as essential and desirable qualifications. (Reedglobalcom, 2017)
Some of the important contents mentioned in a person specification are given below:
· Skills and Abilities- It should contain the abilities that the organization expects from its clients (Soasacuk, 2017). For a university lecturer job, the candidate must have good skills in presentation. He or she should present lectures to the students in easier way which is understandable for everyone.
· Qualifications and Experience- It should contain specific qualification that the candidate needs to have and also the number of years of experience in the specific field (Soasacuk, 2017). For a lecturer position in a university, the university might look for a PHD degree holder for their vacant position and also might want the candidate to have at least 5 years of teaching experience, which should be clearly mentioned.
· Character and Personal Qualities- The organization might need an employee who has a decent character and is presentable everywhere. The employee might require personal quality such as being extrovert so that he or she can talk with everyone freely and give presentation in front of a crowd. 
· Other Ideal Qualities- Oher qualities might include the need for the individual to have skills in MS Excel and PowerPoint. Other qualities can be that the employee needs to be a calm person and the one who does not get angry easily. The individual might require t have a lot of patience and these qualities can be mentioned in a person specification. 
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Mohammed Jamal
Restaurant manager
Personal Summary
An enthusiastic person with drive, confirmation and a showed ability to ensure that a food business works successfully and beneficially. Having an ability of expanding guest satisfaction and productivity while keeping up lifted prerequisites of sustenance and advantage and moreover show a positive and in vogue photo of the business. Wide data of the neighborliness business, it's working practices, enlistment, pay, conditions of business and grouped assortment issues. By and by hunting down another and testing regulatory position, one which will make best usage of my present aptitudes and experience. 
Skills & Attributes
· I can be social and approachable in all situations whilst maintaining a professional attitude towards colleagues and customers
· IT skills & the dexterity to use Microsoft software’s such as Excel & Word
· Exceptional numerical skills
· Verbal & non-verbal communication skills including marketing, persuasion and conflict resolution
· Experience in sales
· Ability and experience in using the cash register
· Experience in communicating with customers over the phone
Education
South Camden Community school (1983-1988):
Gained GCSE qualifications
Work Experience & Employment History
1990-1998
Tandoori Raj, 65 Red Lion Street London WC1R 4NA
Job Role: General Manager 
Job Description:
· Working in a fast-paced environment, as well as adapting to limited amount of movement space
· Serving customers in a professional manner 
· Operating at the till, taking various payments 
· Helping customers find the most suitable type of foods and working quickly
· Dealing with hot food and maintaining stock levels




1998-2000
Hendon Spice, 65 Vivan Avenue NW3 4NT London
Job role: Manager
Job Description:
· Leadership skills were put into practice when interacting with staff
· Communicating with staff and customers
· Forming and improving positive bonds with team members
· Working for several hours and maintaining my composure
· Monitoring and reviewing staffs’ progress as well as improving their skills

1999-Current
Taste of Asia, 126 Kings Cross Road, WC1X 9DS
Job role: Manager
Job description: 
 
· Responsible for helping and serving customers and providing them with high quality service
· Carry out various roles such as cleaning cutlery, picking up phone calls, using cash register systems
· Communicating with various staff members and customers
· Work under pressure and maintain composure
· Meeting delivery times and deadlines, thus improving my geographic knowledge of London

Interests
· Extracurricular football
· Keeping up with current world affairs, along with trends in the stock markets.
· Travelling 
· Gym
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· Team work
Team work means working with a group of people to accomplish common goals and objectives. I had experience to work in a team where as a team we applied different strategies to reach our goals. 
STAR model is the situation, task, action, result model which was developed by Jay Galbraith in the 1960s (Super user, 2017). This model is used by recruiters to gather relevant information that are required and it is also consists of behavioral based interview questions. I used the STAR model to explain my competency below:
Situation: Few years ago, I was free during my summer break so I was looking for work to pass my free time. I joined a sales team and it was basically a 7 days event where there will be stalls consisting of different kind of product. The sales team consisted of 5 members which included 2 males including me and 3 other females.
Task: The task was mainly to sell different kind of products. As there were many other stalls so the competition was severe. The products included food items, gadgets, stationery items, clothing item and many more. The bestselling stall will also receive prize money from the event management team. They collected entry fee from all the stalls as well which will be used as the prize money. 
Action: During the first few days of the event, our sales was really low. The location of our stall was not ideal as it was far away from the main gate and it affected our sales. Our personal goal was to be the best-selling team and win the prize money. Then we came up with a strategy which changed everything. We were five members in the team and I came up with a strategy that one member can roam around other stalls as a customer and spread positive word of mouth among others. I took the role of doing that and it worked from the first day we tried. Another day another member roamed around as a customer and influenced others to buy from our stalls. Customer learned about the products that we were selling and also during lunch time we were selling biriyani and Chinese food and spreading positive word of mouth about the foods items and it gradually increased our sales.  Also, other four members in the team tried their level best to provide customers with the best service possible. 
Result: The result was where we wanted to be. We played our part as a team and learned this new experience. We became the bestselling stall in that event and we won the prize money for that and shared it equally among the team member. So, the strategy of playing the role of a customer and spreading positive word of mouth among others really helped us to increase our sales significantly and we were able to reach our goals easily at the end. 








· Problem Solving 
Problem solving means solving a problem from a difficult situation. It is about finding alternative ways to make up for that problem that occurred in the first place. I have used the STAR model to explain the situation in which I have solved a problem. 
Situation: I was a part of event management team and we were hosting an event of an FMCG company where their head of marketing was supposed to deliver a speech in front of thousands of students in a university about the FMCG industry of our country. The head of marketing Mr. John billings got stuck due to puncture of his car and he was self-driving the car. It was a 2 hours journey from his home and he got stuck in the middle of it. 
Task: My responsibility as an event organizer was to find alternative solution to the problem. Basically, I had to come up with strategies that will not reflect badly on the company and the situation with getting much difficult to handle for me. 
Action: The situation was difficult as the head of marketing would need time to fix the car tire and catch the event at the university. I decided to spoke with the company and requested them to send the assistant marketing manager who lives nearby the event and deliver the speech in place of Mr. Billings. The assistant manager confirmed me that he will come before the event starts and will save the day from getting ruined.
Result: The plan was great and it worked so well. The assistant manager came and delivered a great speech and the event went on smoothly. I was not expecting Mr. Billing to come to the event as he was stuck miles away but somehow, he fixed his car and came during the end of the event. He also delivered speech and answered questions asked by students. It was a good interactive session and the event ended successfully.
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