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JOB DESCRIPTION
 A document that describes the duty, responsibility, reporting relationships, working condition and other job-related information. This is a very important document for both employer and employee. 

[bookmark: _Toc502757523]PERSON SPECIFICATION
Job specification: It is based on job analysis. There are several ways it can be done. Previously it was done solely on the basis of experience of senior managers. Now there are more scientifically accurate methods like statistical analysis are used.
Both job description and person description are very important in recruitment and selection process. Collectively they are part of job analysis. 

[bookmark: _Toc502757524]JOB ANALYSIS
Job analysis is the way of determining the description of a job which roughly means responsibility and duties of a job among other things. It also specifies which type of person is suitable or needed for the job. Information for job analysis can be found in several ways such as interview (both structured and unstructured), questioner. In modern age new techniques involving statistics and information technology are increasingly in use.

Here purpose of job analysis would be described. It would give ample idea of the purpose of both job description and person specification.

1. Recruitment decision: The primary purpose of a job analysis is to determine what kind of person would be recruited. It also designates the duties and responsibility of the post the person would work in.
2. Legal compliance: To fulfil the requirements of law and regulatory bodies job analysis is very important. A well devised and specific job analysis is might be very important in legal situations. Any large company have to face a lot of complaints from disgruntled employees. A good job analysis night be helpful to illustrate to the legal authorities that the company is free from wrongdoings. 
3. Performance appraisal: Any particular job should have specific criterion for performance appraisal. A good job analysis should provide an idea of what an employee should and should not do while on the work place. A new employee must be made aware through job description of what might result in reward and what might bring punishment. 
4. Compensation: Compensation in any job is dependent on several factors. They include job difficulty, level of skill required by the job, persons experience, education level etc. All can be found in a good job analysis. So a good job analysis would make appraisal of employees much easier. 
5. Training: Most new employees must go through some training. Some require long term training and some require short term. Some more high value employee might require advanced training outside company facility. All these different needs can be ascertained from a properly done job analysis. 
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Curriculum Vita

Name:
Address:
Email:
Cellphone:

Personnel Statement: Learning something new is my hobby. Acquiring knowledge and study is the thing I love to do. But I never lose my focus by doing that. I always keep up to date of my field. Working hard and skill full is my tag line. Nothing can be done without smartness and hard work. They are complementary to each other. My goal is to be a successful person in my life and for that I am ready to work as hard as possible and as smart as can I be. 


Educational qualification:
Master of Science (M.S.) in Textile Engineering
Passed: 2017
University name:
Major: Apparel Manufacturing & Merchandising
Bachelor of Science (B.S.) in Textile Engineering
Passed: 2013
University name:


Job experience:
Assistant Merchandiser
Uniqlo Co. Ltd.
Year: January 2016- ongoing
Responsibility and achievements:
1. Collecting the PO (purchase order) from buyer.
2. Preparing an order plan, according to the right product, in the right place, at the right time, in the right quantities, at the right price, in the right promotion.
3. Breaking down the order sheet. Preparing the order costing and price quoting.
4. Setting up internal order list.
5. Monitoring the garments sample process according to the buyer requirement.
6. Collecting the all of garments fabric, accessories & trims.
7. Getting lab dips.
8. Ensuring buyer approval.
9. Following up every manufacturing step.
10. Maintenance of product quality.
11. Following up shipment process according to the buyer instructions.
12. Ensuring smooth shipment process
13. Maintenance merchandising files and updating time and action plan (TNA).
14. Supervising a 4-person team for 24 months
15. Shortened time of several tasks. 
16. Solved critical technical problems.  
17. Personally supervised a supplier that won the “Best supplier sward”.
18. Received training on latest quality ensuring. 


Trainee Merchandiser
Hennes & Mauritz AB
Year: January 2013- December 2015

Responsibility:
1. Assisted in making merchandising file and updating time and action plan (TNA)
2. Coordinated with different department .
3. Involvement in the implementation of quality standard.


Skills:
Certification:
Advanced Quality Control and Assurance 
North Carolina State University, USA
Year: 2015

Language:
Speaking and writing: French
Speaking: German 

Personal Information:


References:
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STAR means Situation, task, action, result. This analysis is used to gather the relevant information from a job interview. Here two competencies are analyzed using the STAR model
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Team working is very important part of most jobs in the modern world. there are very few job that do not require teamwork from time to time. Now we apply the STAR model
Situation:
This is a situation involving manufacturing operation in a textile factory. In the initial stages of an order we worked in a team with a marketing team which was designing winter clothing. The shade of the fabric was deep blue. Our lab dip had already been approved but before going for bulk production we figured out of the shortage of the fabric for the mass production. There was short lead time to accomplish the order and there was no time to get fabrics from our nominated supplier of china. It would cost more if we wanted to get the fabric by air. If we did so, it would have been tough to achieve nominal profit from that shipment.
Task:
Our task was to compromise on a solution to both keep the order profitable and make the marketing campaign a success. 
Action:
After brainstorming with the production and marketing team we thought of a solution. We would take the required amount of fabric from the inventory which was rejected somehow due to shade variation. But in this case the approved lab dip and fabric of our inventory were matched.
Result:
Our merchandising team had success to carry out the shipment perfectly. Our profit actually was better for this line than the previous season.
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This problem is related to apparel manufacturing. Problem solving is a integral part of any manufacturing job. Problems in manufacturing can both be large and small. They might be very cheap to solve. Sometimes they are very expensive and even fatal. 

Situation: Our marketing team got an order of a new style of garments. The given sample of fabric was hard to understand; especially the fabric construction. Out technical team usually solve this problem but in that case, they could not figure it out. If we let the order go, our business reputation might be deteriorated to that particular clothing giant. 
Task: our task was to find the fabric construction of the swatch.
Action: After much thought we decided to call some expert of this field who usually did consultancy. Our technical team and the experts at last came to a decision and they revealed the construction of that fabric.
Result: According to the solution we made some sample and got the approval to go for bulk production. We made a good profit on that shipment. 
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