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One of the main responsibilities of HR department of any organization is to hire the best candidate for the organization. Here, recruitment and selection process plays an important role in hiring the best candidates for the organization. Recruitment is the process of disclosing an open position and seeking application from the potential candidates and conducting required test and interview and finally hiring the right one of the position (Tran, 2016). However, employability can be defined as the gathered skills of an individual required to get a desired job. The requirement of skills and knowledge differs based on the nature of the job. So, conducting relevant test and interview help an organization to point out best available candidate (Merrill, 2015). In the later section, I will show some aspect of recruitment and selection process.
[bookmark: _Toc501757403]Task One 
The HR department of an organization analyses the existing number of employee and then decides to hire the required number of employees to meet its need. In this case, the department write a job description and person specification to show the duties and responsibilities of the position and the required quality of the candidates (Ferns and Lilly, 2016). However, in the following section, I will show some purposes of writing job description and job specification.
[bookmark: _Toc501757404]Purposes of job description
Simply speaking, job description what a job actually is. Job description contains details of a job including roles, responsibilities, working condition, reporting relationship, salary, benefit package, position of the job, and the location of the job (Yorker, 2010). A detailed job description provides better information to the potential candidate and thus helps the company to attract application from the best candidate. Which facilitate the company to hire skilled and appropriate candidate for the job (Dunne, 2017). However, the basic or main purpose of a job description is to inform the candidate about the job. But the detail purposes of job description are given below.
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Figure: Job description purposes
The above graph divides the purposes of writing a job description into two parts. One is general purposes and another is specific purpose. The primary purposes of a job description includes the followings.
· Job title-Job description announces the open position of the company. Here, the company states the position of the job for which it is seeking application from the candidates (Tran, 2016).
· Job location-The second issue is that the company write job description to inform the candidates about the location of the job. So, this facilitates candidate from a particular location.
· Job summary- It provides an overview of the job. It contains the roles and responsibilities and other benefits available for the candidates (Ferns and Lilly, 2016).
· Hierarchy of job- Another purpose of job description is to inform the candidates their reporting relationship with both the senior and junior employee of the company.
Moreover, other purposes of writing a job description contain the followings.
· Rules and responsibilities- It provides a complete picture of the duties that an employee will have to perform if he or she is hired for the position (Merrill, 2015). So, it can helps the company to hire the best candidates having ability of perform those duties.
· Subtask- Another purpose of job description is to clear any subtask or sub-duties of the employee. This shows duties besides the main duties of the candidates.
· Describing the performance way- Again, it also specifies any technical or general knowledge required to perform the job (Dunne, 2017).
· Essential function- Moreover, the core function of the job can be described by writing a proper job description.
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Simply speaking, personal specification explains the required quality of the candidates (Wakefield, Ribchester and France, 2009). It provides a detailed picture of the candidates about the education, academic knowledge, skills, experience, extra-curricular activities, and other job-specific requirements. (Yorker, 2010) However, other purposes contain the followings.
· Qualifications- Person specification specifies the required quality of the candidates to do the job in a better way.
· Requirement of the job- Job specification specifies the general, technical, and behavioral knowledge require to perform the job by a person specification.
· Level of quality- The purpose of job specification is to specify the quality of the candidates such as entry level or top level for the position.
· Informing equality- Again, a person specification communicates the message that any candidates having the required knowledge have chance to get recruited.
· Assessing the candidates- Moreover, job specification also tells the candidates how they will be evaluated for final selection.
· Making recruitment transparent- By writing job specification, a company makes the recruitment process more vivid and transparent (Gravells, 2010). This enhance the image and reputation of the company.
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[bookmark: _Toc501757407]CV for the position of a Hotel Receptionist
Md Sanu Miah
Mobile: 07539277299
Email: sanum73@yahoo.co.uk

Personal profile & objective
To get myself recruited in such a large and reputed hotel in which I can develop my career and help the organization in achieving its goal. It is a deep passion from my childhood that I will serve as a receptionist in a reputed hotel. In order to serve the need of guest, I have all required quality. I have efficiency in communication, team work, working under pressure, and friendly attitude toward the guest and team mates. 
However, I think that I will be able to serve your hotel best as I have strong customer service sense, proper educational background, and problem solving ability. All other related information are given below.
Educational Qualifications
Diploma in Business 
London school of commerce and IT 
February 2017
Courses
· Hospitality management
· Travel and tourism sector
· Hotel management
Personal Information
Marital status: Married
Gender: Male
Birth date: 02/02/1973
Hobby and interest: I like to play cricket, football, and tennis. Again, I like to read novel, travel to a new location, and gossip with other people in my free time. 
Experiences
I have been working as a hotel receptionist in South Place hotel which is a five star hotel since December 2013. My key responsibilities as a hotel receptionist are given below.
Responsibilities
· Keeping record of customer entry and exit
· Showing greetings to the guest
· Handling customer complain and queries
· Categorizing customer based on their status and demand
· Ensuring a healthy environment for the guest
· Ensuring the safety condition
· Managing the staff of the hotel
· Providing option for food and beverage 
· Making bill through computer
· Maintaining the standard of the five star hotel
Key skill and ability
· Working experience in reputed five star hotel
· Speaking, hearing, and writing communication skills
· Ability to appear smartly before guest
· Strong customer service sense
· Adequate computer skills in required area
· Working ability with any team
· Working under pressure and unexpected situation
· Ability to manage and convince customer
Reference
South Place hotel
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STAR model is one of the widely used interview tools through which the interviewers try to know the background ability of the candidate in handling an unexpected or unique situation (Wakefield, Ribchester and France, 2009). STAR model deals with situation, task, action, and results. However, from my previous experience and applying the concept of STAR model, I have identified two competencies which are given below.
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Team work ability is the ability of a person to work within a work team. There are different types of work teams including functional and cross-functional teams (Baukens, 2017). However, as a team member in my workplace I have faced different situation which I can mention with the help of STAR model.
I have joined as a hotel receptionist in South Place hotel which is a luxurious five star hotel. The hotel was performing well during 2014. But during the month of December 2014, the hotel was experience a large decline in its sales and profit. Then I have called a meeting to discuss the reason behind this decline of sales and profit. Then I found that individual employees are not efficient in performing some situation. For example, catering food and beverage service. Then I formed two major work teams by specifying their roles and responsibilities. My task was diving the team into two section; one is for boarding facility and another is for food and beverage service. Then the teams started to work accordingly. The team which was assigned with accommodating task tackled the side. Whereas, the team with food and beverage service performed well. So, after two months, we saw that the sales and profit of the hotel were in surge again. So, this unique situation had compelled me to form a team and by doing so, I was able to recover the performance of the hotel. Hence, our desired objective was achieved.

[bookmark: _Toc501757411]Time management
As the case of previous scenario, I can use the STAR model to make a statement about my time management skill. Time management skill shows the ability of a person in handling time and completing the assigned task within specified period (Baukens, 2017). 
Later in 2015, the hotel that means south place hotel was facing another problem that customer satisfaction was in decline, because employee or staffs was not doing their task in due time. Again, there was overlapping of time schedule. So, none was compelled to complete their task in a specified time. By taking this situation in consideration, I called an emergency meeting to discuss the situation. After a long discussion, we decided that our hotel would provide some core facilities before the query from the guest. For example, we assigned fixed time for employee arrival, catering food and beverage to the guest room, and existence of employee. But other facilities would be also available on demand by the customer. So, when the employees were doing their assigned duties in due time. It bought satisfaction to the customer. Thus, we were able to increase customer satisfaction and complete our tsk in due time.
[bookmark: _Toc501757412]Conclusion
[bookmark: _GoBack]In conclusion, it can be mentioned that job description helps the company to inform the individual about the details of the job (Hind and Moss, 2011). Whereas, person specification helps an individual to know the requirement of the job and assessing its ability. So, these two issues ensure that right people are bought for the company (Hind and Moss, 2011). Again, writing a proper CV helps the employee to get desired job. Finally, STAR model in an important tools of analyzing the unique capacity of the employee in handling some uncommon situation. 
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