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Employability

Task one 
1) A job description:
According to the www. HR Daily advisor Monday 4th November 2013 “the purpose is to ensure that you are hiring the right people to fill the right positions, job descriptions are core to accomplishing this goal.” Therefore, it is important that employers need to be able to create a well detailed job description that they can post so that they are able find the right candidates straight away. This also means that employee’s need to be able to fit the job description to prevent themselves from doing bad in the job. The article then goes onto say that excellent job descriptions are “communication tools” that allow both the employers and the candidates to clearly understand what the job consists of, this means what are the duties they will have to do and what responsibilities they must take up. This is also a chance for the employers to show the candidates what their company’s values are, this is also a chance for the employees or the candidates to see whether they hold the same vision as the company which will help them to be even more successful. So, the main purpose of the job description is to minimise the amount of people applying for the role as the candidate will be able to see what the job will consist of and what the requirements are to take up this job. The candidate then must take it upon themselves to decide whether they fit the description or not and then have the conscious decision of applying.  Therefore, the job description is very important when it comes to the recruitment and selection process. 

2) A person specification
According to SOAS university “the person specification is a description of the qualifications, skills, experience, knowledge and other attributes which a candidate must possess to perform the job duties.” So essentially this is linking to the job description however, it is focussing on more of the skills aspect and what skills the candidate must have to do well in this job rather than the what the actual duties are of the job. So, the job description outlines what tasks you will need to accomplish to be successful at this job and the person specification shows what skills are vital for success in the role. The article then goes to say that as an employer “you will use the person specification as a basis for your selection decisions at shortlisting, presentation/test and interview stages.”  There are many stages in which the person specification is important when it comes to shortlisting candidates for the role. For example, the employers are very likely to use the person specification in the interview stage, they might ask questions about what skills a candidate possess that makes them more favourable than the others also, during the interview stage they might have selection tests where the employers will test certain skills to see whether the candidate possess that skill. Another way an employer might use a person specification is when they advertise the role, they will highlight that these are the skills that you must possess which essentially helps in the recruiting process as it would help minimise the number of applicants.
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Task Two

CV for the position of Sales Assistant 
Anwar Miah
07939434535 • anwarmiah73@hotmail.com
Personal statement
I believe that I am very enthusiastic and very friendly which means that customers are always more than happy to approach me. From my previous experience in being a sales assistant I would always ensure that clients and customers receive the best customer service and they leave the store satisfied with the products they bought and the person who sold it to them. As I have stated before I already have experience in this role, and I have the necessary experience and the knowledge about how to greet and serve a customer as well as assisting with any queries, replenishing stock, stock taking and just keeping the store at ambitious standards. I have excellent communication and listening skills which means that I can aid customers without any difficulty. I love working with my fellow colleagues in teams however, I am also very good at working by myself. I am very good at problem solving and thinking on my feet which is a skill essential in this field as you never know what problems may occur. I can confidently deal with any problems that come my way however I will not hesitate to ask for help if need be, I am able to use my initiative to get out of situations. The reason why I believe that I will be an amazing candidate is due to the experience that I have acquired from my previous work experience and my interest in being a people person and helping them in general. My career aim is to work at a hospital where communication to your patients is key and vital therefore I know that the more experience I get from this job means the easier it will be in my future career.
Work Experience
Property Sales Assistant/ Sales Advisor, Genesis Housing association 
10/1990 - 10/1990
 Responsibilities & Achievements 
This was much more formal in comparison to my other work experience, this consisted of me shadowing members of my supervisor's team to see how the company worked, also I could shadow a property listing and I learnt how to persuade people to buy houses and when buying or renting a house what people look for. This really developed my customer service skills as I could communicate with them on a formal level and I helped my supervisor sell the house to the couple.
Sales Assistant, Superdrug
 06/1990 - 07/1990
 Responsibilities & Achievements
 As I was a sales assistant there was a variety of things that my supervisor had me do, This ranged from assisting customers with the location and general information about the products, to stock taking and stacking shelves.
The first thing that I was told to do was to learn about customer service, so this included how to talk to customers, how to handle different situations for example if a customer had the inaccurate information about a certain product on sale and what my response would be... This also included greeting the customers on the shop floor and helping with any general enquiries for example information about the products and the location within the store.
The next part of my job consisted of me doing stock taking, this is when you look at how much of a 
product you have and if there is a shortage you order more to the store, you also must report damaged items. These skills really help with getting to know the foundation of the store as you are exposed to all the items at the back and the quantity.
The third task that I had to do was stack shelves, this is when you would look through the store and if something has been misplaced then you would fix it and take it to the correct place, also you learn that the shop floor needs to be tidy and look appealing to the customers.
Qualifications
1986 – 1991   Sir Williams Collins School		7 GCSE’s including English and maths 
2017	         University of Wales Trinity St Davis	 certificate for higher education and placement of work 

Hobbies: I like to play snooker, badminton, I like going to the gym. I enjoy reading upon current affairs.

References: Available on request

Task Three
The two competencies that I have selected is Team work and time management.
Teamwork: One way where teamwork can be used Is when students would work together to complete a task. For example, in the recent weeks we were given a group activity where the teacher gave students four pictures which were completely different to each other. We were given the task to create a story from the four pictures. The situation in this case was that we as a group had to work together to complete the task which was make out a story from the picture. The action was that we were discussing amongst us, and many of us came up with different thoughts and ideas to which the group had to come to an agreement on which story best fitted with the pictures. The result was that our group was successful in creating a story that best suited the pictures. We were able to this due to our communications and understanding each other’s ideas. This is important when it comes to team work as without communication a group will not be successful in completing a task. Also, understanding one another is vital as it means that everyone in the group is welcomed and they are participating as much as everyone else.
Time management: Time management is key skill when looking at employability. Deadlines help put someone’s time management skills to the test, as one must complete a task by a certain date. T	his means that they must divide their time equally making sure that they A) have time to do the task they have been assigned and B) They must make sure that their other day to day tasks are also complete. This is a situation that I have been in for my education there have been times where I have had to complete deadlines. The task was that I had four modules due in for my university and very little time to do it, this shows that I had bad time-management as I haven’t planned my work to the best of my and that means that I have a lot more work to do in a short amount of time. However, I was still able to meet the deadlines as I had found a balance between my day to day activities and my school work. The action in this case is that I had to make sure that I completed all the modules that were due. The result is that I was able to complete all the work necessary and I met the deadlines even with little time. This means that I improved on my time-management skills as I found the correct balance between everything.
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