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[bookmark: _Toc502753640]Introduction
This assignment will be divided in three parts. Task 1 will explain the importance and purposes of a job description and a person specification. The second task will show an example of a CV made for a specific job. The last part will discuss team working and problem solving by applying the STAR model and some of my experiences. 


 




















[bookmark: _Toc502753641]Task 1
When an organisation is in process of hiring new workers, they provide a job description and a person specification in order to hire the perfect candidate.
3.1 [bookmark: _Toc502753642]Job description
A job description explains what the role is all about. In a job description, the job seeker will be able to find what the tasks and responsibilities of the role are, so they know what they will have to do. This document can also contain what the working conditions are. It can explain the kind of staff they will be working with or what environment they will find in the specific organisation. Another information that a job description contain is the skills needed for that role, the salary range, the goals of the position, the experience needed, the job location and the time the worker will have to spend working.  The purpose of a job description is to inform the different characteristics of the job to the person that is looking for that specific job. This description will be really useful and will accelerate an interview as the candidate would not have to ask questions about the role of the position, as the job description already describe it. For example, if a person is applying for a retail sales assistant job, the candidate will arrive at the interview knowing what skills should he or she emphasize more, in order to let the employer know how effective he would be in the role. The candidate will also know what to add to their skills to acquire the job. (Wolf, 2017).
3.2 [bookmark: _Toc502753643]Person specification
A person specification is a template that defines what the job seekers should have in order to meet the characteristics of the perfect candidate. A person specification specifies what qualifications, skills, knowledge, experience and qualities an individual applying for the vacancy should have. They then classify this as essential or desirable, so the job seeker will be able to know what they must have. A person specification makes an interview easier, it enables job seekers to evaluate themselves before deciding in taking that job, and it ensures the criteria needed is only for the job. This means that it doesn’t discriminate against anyone (race, religion, age, gender, etc.), it only focusses in their abilities. A person specification also makes clear what criteria are essential and which one is desirable, so the employer knows exactly what he needs. If some criteria are essential, the job seeker should be able to prove that he or she has it by applying experiences or any qualification they can use. If some criteria are desirable, the candidate should try and meet those criteria for more possibilities of acquiring that job.  Finally, a person specification helps an employer in testing anyone the same way, without bias. For example, if the role of retail sales assistant provides a person specification, the interviewer will have to base on the criteria needed instead of the person. If for example, a relative of the employer is taking that interview, that person will be examined the same way as an unknown person based only on the criteria they have. (Reed global, 2017).
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This is my CV for the role of sales assistant in Zara Shop.
EMILI FELIZ GONZALEZ
MOBILE: 07710419237
EMAIL: EMI_GONZALEZ01@HOTMAIL.COM

Education History 
December 2017 – December 2018: ACEPACE Training - National Diploma in Dental Nursing.
June 2017 - August 2018: University of Wales Trinity Saint David - Certificate in Skills for the Workplace. 
· Modules include: Personal development for the employment - Smart technology for the workplace - Working in teams - Communication skills - Project planning - Employability skills - Problem solving - Researching and analysing data
September 2016 - June 2017: Westminster Kingsway College - BTEC Level 2, Health and Social Care.
· Modules included: Health and social care - English - Mathematics
September 2015 - July 2016: City of Westminster College - ESOL Skills for Life, Entry 3
· Modules included: English - Mathematics - I.T
September 2009 - June 2014: IES Alameda de Osuna (Madrid, Spain), Secondary School (ESO)
· Modules included: Mathematics - English - Social sciences, geography and history - Natural sciences - P.E. - Plastic and visual education - Education for citizenship and human rights - Civics and ethical education - Physics and chemistry - Spanish language and literature – Music - Technology - I.T - French - Latin - Biology and geology - Classical culture
Qualifications:
· I have my GCSE qualifications
· I have an award in employability skills entry 3
· I have a health and social care qualification (Level 2)
Work experience
· [bookmark: _Hlk502683541]September 2017 – November 2017: MITIE Cleaning Services 

Employed as a cleaner (Part Time): cleaning tables, floors and kitchens. Making sure everything was organised. This allowed me to learn how to work in a team, as well as being organised and responsible of my actions. 

· February 2016 – February 2016: Lloyd’s Pharmacy 

Employed as a trainee for my college work experience programme (two weeks). Making sure the selves were clean and full of products. Providing the pharmacist medical products for the prescriptions. In charge of giving the complete prescription to the customers. This allowed me to gain teamwork skills. Learned to be more confident.
Interests
· I have a strong desire to travel the world and explore new things
· I enjoy learning through experience and I'm always eager to learn new things
· Reading and writing
Qualities
· I am a person who is responsible and confident
· I take pride in everything and I work the best of my abilities
· I am always keen to learn new things and expand on the knowledge I already have
Skills 
· I am charismatic, enthusiastic and polite which means that I am easily approachable and communicate in a respectable manner with customers as well as co-workers
· I am excellent at organizing which will be useful when organising and keep the order in the shop
· Computer skills: Ms Word; Ms Excel; Ms Power Point
· Languages: Oral and written in both Spanish and English.


References available on request
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[bookmark: _Toc502753646]5.1 Team working
Team working means a group form by two or more people that work together to accomplish a goal. Team working is about communication, cooperation and support between all team members. This competency is the one that I use the most. Team working can be used in a job as well as in your house. With teamwork, tasks are completed faster and better as every individual has a unique form of thinking and resolving things. 
One example of an experience where I use team working was when I had to clean my aunt’s house after a birthday party. It was a Saturday night, the party ended, and the house was dirty. My aunt needed help to clean it as the house is big. I volunteered to help her, and I got my brother and three cousins to help us. We separated the work. One of us cleaned the toilet. Another person was in charge of organising the bedrooms. One of my cousins and I were cleaning the kitchen, and between us, I was in charge of washing the dishes and he was in charge of picking up the rubbish and clean the floor. Finally, the other two people were cleaning the dining room where the party happened.  At the end, we help our aunt clean the house in less than an hour as a result of our teamwork. (The open university, 2017).
[bookmark: _Toc502753647]5.1 Problem-solving
A person with problem-solving skills is a person that finds easy how to come up with an idea to resolve a problem. Is a skill that most jobs require. As well as teamwork, problem-solving can be used anywhere. This skill benefits a lot of things. In a job, it will benefit the company as you will know how to get ideas for any problem and resolve them. In everyday life, people face problems that need to be resolved. This skill makes problems easier.
One example of an experience where I use problem-solving skills was when I stain my leather jacket with melted chocolate. I was with my friend in a shopping centre when we decided to eat some pancakes and waffles with hot chocolate. I was busy talking with my friends that I did not notice that my jacket was next to my chocolate waffle, leaving then a stain on the sleeve. Because is leather, I could not put it in the washing machine, so I first asked my mum what should I do. She had no Idea, so I did some internet research about how to clean a stain in a leather jacket. I tried some of the ideas I found but I couldn’t take it off. Finally, I decided to take the jacket to a laundry shop. I went to pick up the jacket the next day. At the end, the stain disappeared, and my jacket was cleaner than ever.
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