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Employability is the process of a type of work in an organisation, which is creating work and some value. Employees do these works against being paid for it as well as they learn many things at the time of undertaking these works (Berntson & Erik, 2008). It can be ensured that in future, they will be increasing the capability to obtain job. Employability skills are a set of some achievements and some personal attributes which make more likely to every individual for achieving employment. In this report, it will be endeavoured to explain the purpose of a job description and some specification of an applicant for the specific position in a business organisation. Subsequently a CV for a specific job will be prepared to demonstrate an understanding of the importance of skills and knowledge for work. Finally, two competencies by applying the STAR model will be discussed in this assignment. 
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[bookmark: _Toc502929423]Explain the purpose of a job description
Job description means the overview of responsibilities in which a candidate will carry out after getting a specific job in a business organisation. At the time of getting the job for any position, business organisation provides a list of responsibilities at the time of advertisement that is called job description (Forrier & Anneleen, 2003). If applicants are able to meet these responsibilities effectively, they can apply for the position. There are some purposes of a job description that are given below:
	Collect Job-Related Data: Business organisation publish advertisement for the position in different ways to collect job-related data, which is their main purpose. For this reason, they can attract the candidates for the specific post. In addition, they can target, recruit and select the perfect applicant for the right position (Forrier & Anneleen, 2003).
	Clarify about the Job: Another purpose of a job description is to clarify the job and what kind of activities involved in the job that should be delivered after commencing the job. Job description helps the applicants in getting clear idea about the post (Chase & Robin, 2015). If the business organisation failed to provide clear job description, applicants will be unable to gather proper idea of their responsibilities.
	To Provide Clear view: A job description provides the recruiting staff a clear view about the type of candidates and the role of their work in the organisation once the candidate are selected for the given position (Ryu & Cheong-san, 2017). 
	Clarifies the Report: Through the job description, management authority can clarify how a human resource executive can report within the organisation.

A sample of job description for the position of Human Resource Executive is given below:
· Ability to work with the CEO/Directors of the company by providing some strategic plan as well as encourage the employee more effectively.
· Taking interview, hiring employees and dismiss the employees if necessary by following the human resource process.
· Hire the employees and give training directly. 
· Provide the proper education and training to the employees by maintaining the company policy.
· Monitor the overall progress of all employees and making a working environment in the organisation.
· Sometime altering administers or benefits, plans for health, plan for retirement etc.
· Work with the managers as well as coordinators with the employees directly.
· Connect the employees with the managers by cross functionally.
· Ability to solve any type of conflicts between the employees.
· Ensure the working environment that employees can do their work very comfort.  
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Person specification means the educational qualification, specific qualities, experiences, trainings, various skills which are required for a specific job for the applicants. This can help to recognise the appropriate candidate for the particular job (Archerand Davison, 2008). There are some purposes for a person specification that are given below-
	Analysing the Candidates: Job specification helps to analyse the candidate’s qualifications. The eligibility of the candidates for the particular position can be known from the job specification (Cranmer, 2006).
	Understand the Team: In a business organisation, recruitment team can easily identify the appropriate applicant by checking their qualifications, experiences, characteristics which are given in the job circular (Kubler and Forbes, 2005).  
	To Know the Details: Job specification provides the details information about the job responsibilities, various skills of candidates, conversational capability and many more. 
	Select Proper Candidate: By the job specification, recruitment team can select the most appropriate applicant for the particular position of the organisation (Ofsted, 2010). All the requirements are included in this specification, which a business organisation want to get from the candidates.
A sample person specification for the post of Human Resource Executive is given below:
· Have the quality to manage the time very effectively and provide direction.
· Must have some interpersonal skills to motivate the employees.
· Have the skill in multitasking.
· Excellent quality to do the work both independently and with collaboration.
· Minimum experience of 4 years in HR
· Minimum graduate but highly preferred post graduated applicant.
· High knowledge of computer specially MS Office application. 
· Have a strong skill to solve the entire analytical problem.
· Must have the experience on resolution process of conflict.
· Must have the strong sense of accountability & responsibility.
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1. [bookmark: _Toc502929426]Prepare a CV for a specific job role.

Personal details:
Mohammed Mansur Ahmed 
64 Gordon House, Glamis Road
London E1W 3ED
Mob: +44(0)7960270250
Email: mansur64@yahoo.co.uk

Seeking a position to achieve and enriching career in a well-established organisation where there is an accelerating career with highly inspiring environment and to face creative and challenging assignments with responsibility and sincerity.

Employment/ work experience record:
	Name of employer
	Position held, duties and responsibilities 

	Tariq Halal Meat Ltd
01/04/2014 
till to date 
	Human Resource Executive
· Coordinate office activities and operations to secure efficiency.
· Supervise administrative staff and divide responsibilities to ensure performance 
· Schedule all programs and remind in time
· Monitor daily attendance and ensure proper maintenance / update leave record
· Liaison with various personnel to update different information
· Submit timely reports and prepare presentations/proposals as assigned.
· Any other works assigned by management.

	Halal Food Authority

01/02/2007 to 
17/02/2014
	Auditor & Inspector
· Carry out initial feasibility assessment audits of slaughterhouses, cutting plants,  meat processors and all other food and non-food based plants that requires halal accreditation
· Customary renewal audit & inspection of clients who have already been approved for halal status
· Provide training to the newly employed auditors on the various issues of halal audit procedures
· Dealing with the queries about halal issues on the phone, via emails and face to face

	Bait al-Mal al-Islami

01/01/2005 to 31/01/2007
	Office Administrator 
· Opening the office premises, dealing with enquiries both over the phone and face to face, opening mail, attending the phone, arranging appointments
· Dealing with the press and other media, typing all correspondence relating to the activities of the company from manuscript drafts and verbal dictation
· Preparing and distributing information sheets/ brochures for the public, issuing invoices, maintaining petty-cash outflow
· File maintenance (manually and electronically), photocopying and faxing, maintaining photocopier, computer, printer, fax and franking machine to ensure smooth running of office
· Banking deposit and cash withdrawals and other day-to-day office duties.



Educational qualification: 
	2010 – 2013
	University of Westminster
MBA

	2009 – 2011
	Kingston University London
BBA



Skills & Computer Literacy: 

· Proficiency in four different languages in both oral & written form (English, Bengali, Hindi & Arabic)
· Good presentational skills in both oral & visual form.
· Good command over MS-word, MS-excel, MS-power point with swift typing skill.
· Good in developing interpersonal skills – open minded and insightful.
· Excellent Management capability.


Interests and Hobbies:
Gardening, reading newspaper and journal, travelling and meeting new people, playing football, badminton, cricket.

References: 
To be provided on request.
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Problem Solving:
Problem solving is one of the strategic ability for any employee. If they can solve any types of problem efficiently, it can help them to progress in a business organisation. Applying the STAR model, problem solving issue has been evaluated below:
[image: ]
Source: (Yorke and Knight, 2006).

	Situation: In a business organisation, different kinds of problems are created by the people. Based on the situation, if employees solve the problem, it can give them extra benefits (Yorke and Knight, 2006).
	Task: First of all, try to understand what kind of problem to be solved in the organisation, and then business organisation authority provides the motivation to the employees to perform their own task to solve the problem and try to increase their performance (Nixon, 2008).
	Action: When some problems are occurred in a business organisation, the most useful action for solving these problems is to generate an online page or create any campaign in targeting some potential consumers within a short distance. 
	Result: For the taking this action, business organisation can increase their position at least doubled during one month. 

Decision Making:
Decision-making is the process of making appropriate resolution about any kind of problem to be solved. It is also a method of recognising some substitute opportunities based on beliefs and endorsement. Applying the STAR model, decision-making issue has been evaluated below:
	Situation: At first try to understand the situation to make any decision. Based on the situation, people firstly provide the idea in details about the situation, then provide a context such as where and when they want to meet for decision-making (Kubler and Forbes, 2005).
	Task: At this step, business organisation provides the details of their challenges and their expectations from the employees after decision-making. In addition, for decision-making, there are some factors are needed and name of these factors and why these factors needed, provide all the details. 
	Action: In this step, set the specific action and take the decision to achieve the process. For decision-making, elaborate the overall process and the process of taking the decision. In addition, what kind of tools are needed for decision-making, provide the details in this step (Yorke and Knight, 2006).
	Result: At the final step, provide the result about decision-making. After analysing the overall situation, task, action process, the result is presented to the people of the business organisation. It is the outcome of the action process and meets the objectives of a plan (Kubler and Forbes, 2005). 
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After discussing the overall report, it should be stated that, employability is a set of some specific achievements and some personal attributes for the individuals to attain employment. It also helps to achieve the success in employee’s chosen occupations. It can be ensured that in future, they will be increasing the capability to acquire job. This report has provided some important topics of a specific job description as well as some specification of an applicant in preparing a CV for a specific position. There are different competencies like team working, problem solving, decision making and time management and from these competencies, finally in this report, have tried to evaluate problem solving and decision-making competency applying the STAR Model. 
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