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Task 1 ( Job description and person specification)
In this task job description and person specification will be explained and their importance to human resource recruitment will be explained as well. 
Any kind of job analysis requires creation of job description (Arthur & Diane, 2006). Generally, all job descriptions are created by collecting important information related to job analysis. Job descriptions help in summarizing the findings up of job analysis and also highlight the important job elements. As per Brannick et al, (2007), job description is defined as “brief written work description”. As per Bratton & Gold, (2007) job descriptions helps in providing information related to job and entails to those people not performing their job. The aim is to provide a job overview to persons who are not familiar. Grant (1988) defines job description as any “blueprint” of a particular job. This includes the responsibilities and tasks performed in a job. Professionals as well as researchers agree that any job description consists of: summary, duties, tasks, identifiers and in general all kinds of job information (Brannick, et al. 2007). Cascio (1998) has broken down the entire content of job description as termed by Brannick et al. (2007), though both of them convey same kind of information.  As per him, there includes five elements of any job description. These are job procedures or activities, job title, physical environment, working condition, social environment and employment conditions. Main purpose of this is staff assisting (Cascio, 1998). Job description is used by the companies to inform all potential candidates about the job. This helps the candidates to know about the job and determine accordingly if they stand qualified for applying the job or not. Job descriptions are always used as a part of posting in order to recruit desired candidates for a particular position. As per Brannick et al. (2007) design of job descriptions is for novice and not for any job expert.
The importance of person specification is that it helps in allowing the recruiters for comparing the evidences of each candidate with respect to job requirements. Thus, information must be measurable and specific. Essential criteria required in person specification are the criteria that each applicant must possess before considering himself for the job. Desirable criteria include the extra criterion that differentiate between the candidates and allows the recruiter to select. The minimum requirements and basis for rejection are the essential criteria. The basis for selection or optional extras is the desirable criteria. Person specification entirely depends upon relevance on scope and nature of job as per the job description. These are important with respect to the comments made by the concerned manager. The main aim of person specification is identifying potential employees those are fit for a particular job profile. Any form of training offered by the employers needs to refer in person specification.


Task 2 My CV

KITEKA LUKIYINDA GYPSIE
34,Latimer House, Morning Lane, London E9 6HE.
Telephone: 0203 6329982                 Mobile: 07404231571
 Email: lukiyinda@hotmail.com       

Personal Profile: 
A reliable, trustworthy, creative individual with a positive approach to everyday life. 
Enjoys a challenge and is a quick learner with the ability to work well under pressure. Can work independently and alongside others in an excellent manner. Has the ability to multi task in a busy, fast paced environment without needing direct supervision. I am highly and self-motivated and can adapt and work under extreme pressure without giving up until completed. I am keen to take an offer for an admin assistant in a busy environment that will also offer me the personal and professional development for career progression.

Skills
· The ability to prioritise workload and meet deadlines
· Excellent spoken and written communication skills
· Can demonstrate leadership
· Organised
· The ability to deliver outstanding customer services.
· Making public presentation
· Effective negation skills

Education:
University of Wales
Trinity Saint David London:  June 2017 – June 2018 ( in Progress) Certificate of High Education Skills of the Workplace (cert HE ).
Hackney Community College        Sept 2015 – June 2016                                                            .  BTEC Level 1 Certificate – Introduction to Health and social care.
.   Sept 2014 – June 2015
  English Speaking with Other Languages Skills For Life – Level Certificate      Level 2 Reading.
.    Sept 2013 – July 2014                          
English Speaking with Other Languages Skills For Life – Level Certificate      Level 1 English, speaking and Listening.
Previous Jobs / Work Experience:
July 2013 – Current   Employed at Greenwich services plus as supervisor cleaner, and my company reserve the right to change the staff place of work to any other establishment at any time to meet of the needs of service.  As a team work I have ability to deal with staff, public in a professional manner and maintaining a good standard of cleaning throughout all office areas, including reception, workstation, kitchen, toilet and corridors.  I have experience of working with risk assessments and safe standards of work, excellent verbal communication skills and to ensure the premises are locked after cleaning duties.
Reporting any health and safety and welfare matter, to my line manager.
Interests
My interests include reading, meeting new people and music, as housewife I like cooking, Photography, gardening or good lifestyle.



Task 3
Two competences identified are decision making and Time management and the STAR framework has been used to give examples of experiences I have had using these skills and competences:
	
	Situation
	Task
	Action
	Results

	Decision Making
	In one of the group assignments in class, I was appointed the team leader and was responsible for task allocation to individual team members

	I was required to understand the task at hand, discuss with colleagues, and assign individual responsibility. The task was challenging because there was very less clarity on the expectations from the task. None of the team members seemed to be clear in the requirements. Second challenge was to understand how to allocate tasks
	I decided that we need take decisions on how requirements need to be gathered, and how the task allocation was to be done. To solve the first problem, I decided that I would arranged for a one-hour daily meeting amongst the team members. In this meeting, I encouraged all members to put meeting, I encouraged all members to put their doubts together and solve things through mutual discussions. Also, I realised that we needed guidance on things which we could not resolve mutually. I decided to have a weekly meeting held with our tutor, where we clarified all our doubts and took adequate feedback. Secondly, I also decided that I would allocate tasks based on best interest which members showed. I took an opinion poll, and allocated each one with the tasks they preferred.
	Within a very short time, we managed to have a good understanding of the requirements. Since each member was working on the area of his interest, the outcome turned out very well. All this helped us in timely completion and good grading for our task. 


	Time Management
	I was due to be delivering a class presentation within 5 days, and was extreme time pressure to complete this. 

	The task was challenging because, it was complex, and amidst other class assignment and regular class schedule, I was not sure if I could complete it on time
	I decided that we need take decisions on how requirements need to be gathered, and how the task allocation was to be done. To solve the first problem, I decided that I would arranged for a one-hour daily meeting amongst the team members. In this meeting, I encouraged all members to put meeting, I encouraged all members to put their doubts together and solve things through mutual discussions. Also, I realised that we needed guidance on things which we could not resolve mutually. I decided to have a weekly meeting held with our tutor, where we clarified all our doubts and took adequate feedback. Secondly, I also decided that I would allocate tasks based on best interest which members showed. I took an opinion poll, and allocated each one with the tasks they preferred
	Within a very short time, we managed to have a good understanding of the requirements. Since each member was working on the area of his interest, the outcome turned out very well. All this helped us in timely completion and good grading for our task. 
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