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Task 1
The Purpose of:
· A Job Description
· A Person Specification
Jobs are vital for our lives, without a job we cannot achieve our goals and dreams. Each employee, in the organization in which he works, performs a set of tasks, resulting the achievement of the established objectives.
The Job Description and Person Specification it will be on top of every recruitment and selection procedures. These are two of the most important features used by employers to find the perfect person for the job (Pergamon,2005, p37).

A Job Description
The job description is based on the conclusions of the post analysis, including information on all the elements that characterize the post, as well as the list of main tasks, responsibilities and condition of the job (Pergamon,2005, p37).
To give the employee more responsibility and initiative, it is necessary to establish a certain framework in which they respond to their actions and developing the initiative. Employees of an organization are very sensitive to the interest others have towards their work. They want to know why they do and how they must do one thing. Putting employees in the position of knowing what they are doing, what they do and how to do it is one of the job descriptions.
When describing a post, it is followed by two aspects: the manager's reaction and the reaction of the employees.
· Manager response. The manager believes that to work well, each employee must know and understand how work should be done. He appreciates that any action is also a personal creation, requiring a moral and financial reward, and for this it is necessary to know the usefulness of his own work.
· Employee reaction. Employees may be interested in curiosity or desire to act, indifferent or dissatisfied with the manager's intentions to describe the positions they occupy.
Most employees are afraid of the consequences that would result from job descriptions. They fear that such a description can limit their initiative, creativity and flexibility that they have until that time, that they can be controlled more easily and can be accused of failing or not achieving the desired performance.

A Person Specification 
The employee or person specification is derived from job description and reveals the skills, knowledge and qualities more suitable for the job. Interviews and selection tests should also collect from the person specification and be designed to elicit more evidence on candidates against the criteria. The person specification it can be used to write your advertisement for the position.
The selection criteria must be fair, specific, justifiable, non-discriminatory, measurable and objective. Unfair criteria on a person specification it may fail to find the most suitable candidate for the job (Bassetlaw,2006).
The most common formats for developing a person specification are Munro Fraser’s five-fold grading (1954) and Rodger’s seven-point plan (1952) (Pergamon,2005, p39).
Today’s most of specifications are build, based on these two previous models with some small adjustments and improvements including skills, knowledge, experience, educational qualifications and special requirements such as shift work or a valid driving license. Two of the most crucial facts in order to became the most suitable candidate for the post.
The Key Steps in the Recruitment Process are:
· Process Planning
· Recruitment Legislation Framework
· Drafting the Job Description and Person Specification
· Authorisation to Recruit
· Advertising
· Application Packs
· Short-listing Candidates
· Selection Processes
· Offers of Employment
· Induction (Bassetlaw,2006).
      
Conclusion:

 Total responsibility for recruitment lies with managers. Therefore, it is very important that all managers involved in the recruitment and selection process are trained and well informed of their obligations. Inappropriate recruitment processes can be expensive for the employer. Managers should follow the processes of this guide, and always use the associated approved documentation. Help and assistance is available from Human Resources throughout the process and managers are encouraged to liaise with H Resources at an early stage in the process.

















Name: Sorin Gilmeanu
Email: Gilmeanu_sorin@yahoo.com
Phone: 07478682499
Reliable and efficient, ready to work under pressure, taking the best decisions in critical situations based on my previous experience in recycling and waste industry. Persuasive person and good managing knowledge.  Good IT skills and speaking fluent Italian language. Willing to work with big team or individual. 
Education/Training:  
2017/2018         University of Wales                 Level 4 Certificate of Higher Education in 
                                                                                                 Skills For the Workplace           
2017- 	            NPORS	 Training Centre	     Wheel loader license 
2015-                           NPORS                            Grab Machine (Material Handler) wheels and tracks
2014-                 Sigma Training Centre                   Forklift and Bale clamp counterbalance license
[bookmark: _Hlk502405015]2014-2019            Intercity Training Ltd.                 First Aid Training course passed
2014-                      UK ASL training Ltd.               Asbestos training course passed
2013-                   Intercity Training Ltd.                 Traffic Marshall Training course qualification 
2013-2018           Intercity Training Ltd.                  Fire Marshall training course qualification
2013-                   Intercity Training Ltd.                    Banks Man Training course qualification
2013-2018         CBH Scheme Training Ltd.      Construction Skills Certification Scheme (CSCS card)

Work Experience:
2013-2017 – 			Mc Grath Group Waste. 		Traffic coordinator, 
involves good knowledge about the recycling and waste industry, good management of the lorries or boats who come to load different types of recycled materials or to tip different type of rubbish in a complex and very busy yard. 
2006-2010- 			Sc Sigur Sistem S.R.L. 			IT Shop and Service
Hobbies:
· Football, Music, Movies, Traveling
References: available on request
Task 3
1.Problem solving
Situation
I have developed excellent critical thinking skills and I learn how to keep my temper and take the best decisions under pressure through my full time job as an traffic controller McGrath Waste Ltd. In this role me and my other three colleagues we are responsible for everything involves traffic management in a very busy recycling and waste site. 
Task
This job involves good maintaining of the traffic, we are four traffic controllers and we need make sure all the lorries are treated fair and are tipping or loading fast and safe in the same time. Everything in our yard needs to be done properly, fast and safe (according to health and safety rules). All the lorries who come and go into our yard we treat them as our client and we do our best to help them and in the same time to do our task in the most professional way. 
Action
Being four traffic controllers in very big waste and recycling yard we need to communicate through some radio controllers. Miscommunication can be a big problem in a team of four people. The communication its vital for us so we can manage properly and to accomplish our daily tasks. Two weeks ago we had a problem, all our radio controlled system was off because of a technical issue. The bad news it was the radio controller maintenance team come only next day and we were in the middle of the day in one of the busiest day of the week. Fortunately, me and my colleagues we had developed a back-up plan to cater for unexpected situations like this one. Since voice communication was off, we invented our own visual-sign language and helped by the whistle to get attention and communicate.
Result
As a result, there was no disruption and our manager applaud our actions in responding to the situation promptly and efficiently. We manage to keep the traffic safe, lorries to tip and load on time, and we didn’t let a technical problem to stop us to do our task in most professional way and think critically under pressure, resulting saving the whole day and never reveal to clients or competitors about our intern problems. This can make you weak in business industry!

2.Time management
Situation
Since I come back to school it was a challenge for me to manage my time and split between my daily work tasks, family, friends and university. This challenge helps me to improve my management time skills. In my situation as a mature student Time management means working and study efficiently. According to Doyle (2017) employees who manage their time well are more productive, more efficient, and more likely to meet deadlines 
Task
So as a new student and full-time employee I need to manage my time and split between these 2 most important roles. To complete my student duties, to upload my assessments on time, to attend every class and every student meetings who’s helping me to improve my knowledge and also to accomplish my job responsibilities as a full-time employee.
Action
In order to deal with all this task and without bad consequences I decide to organise my time, space and mind for study and other daily tasks. For this I did some researching about me to find out the hours when I m more productive, to be aware of how much time it takes when I study or when I am at work, traveling time, when I need rest, to develop my own to-do-list and set the priority list. I also need to look for time patterns that suits me. I was able to build my personalised schedule and strictly follow it. (Cottrell,2003, p.73-84)
Result
After I organise my time and schedule all my daily tasks and activities, I work and study more efficiently. Thanks to my time management skills, now I can accomplish my job responsibilities and goals, my student tasks and relax or have some time off with my friends and family. Everything is how you plan and organise all this without any consequences and half measures. 
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