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A job description is a statement or personal account of the responsibilities and duties of the employee. It highlights what the employee needs to fulfil whilst working as well as what the specific job requires. For example, the skills needed for the job or the qualifications needed to be able to get the job. Within the recruitment process the job description is very important to analyse as it upholds the most important information regarding the job, therefore before an interview it is important that a potential employee reads through the description so that they know what their job is about and what the company and employers expect from them. The job description is a summary and explanation of what the employee needs to do, therefore if at an interview the employee does not know the job description they are very unlikely to get that job as the employer needs someone who understands their role and duties. The job description also informs the other about their responsibilities and what they are in charge of when working. When applying for a job, it is important to read the job description to know what is needed in order to receive the role, for example reassuring that you have everything in the requirements of the job description such as the acceptable qualifications and experiences and also the evidence to prove them such as certificates from qualifications which employees may ask a copy for and references from your previous work place to assure that you have the experience needed for the role. 
This links to the process of creating a CV, which is also known as a ‘person specification’. This is the list of knowledge, experiences, qualifications, achievements, hobbies and etc. that you need to highlight to show employees so that they can judge whether you are suitable for the job role or not. It is important that a CV is created before applying for a job as “you will use the person specification as a basis for your selection decisions at shortlisting, presentation/test and interview stages” (www.soas.ac.uk), which means that this is how the employee will recognise you as well as how they will decide at each process whether to take you on or not. If not all then most applications for jobs require a CV, therefore creating a well-built person specification is crucial to reassure you get the job as well as work towards specific experiences and qualifications needed for that job so that you can put it on the CV. It is also important that you can talk about your skills as well as highlight them on the CV as the employees will ask how the skills can be used to perform the specific role. It is important to not lie about the qualifications gained or the experiences achieved as the employee will as for proof, whether it be certificates or the use of reference from a previous employer, or they may even ask for a full explanation and description of the previous role and skills received from the job and if the CV is false then they may pick up on it and disqualify you from the job or withdraw the application.







Curriculum Vitae


Name: Ruhena Sardar

Address:  29 Sexton Court
                   9 Newport Avenue
                   London, E14 2DU

Telephone:  020 7068 0276
Mobile:  079140793974
Email: ruhena.s@hotmail.co.uk

Profile: 
I am a hardworking individual and developed my communication skills through school, college and my work experience. I have experience working in a school and in an office environment. I am a dedicated person who follows instructions responsibly. I have learned how to follow directions and instructions when working at the Parker Pen Company. I am confident in approaching people who are in need of help from my experience of working at the care home and in the school, where presentational skills were also needed.

Education and qualifications:

Seaford Head Community College- Sussex- 1995-1996
· N.V.Q. Childcare level 2 
· Job Focused ESOL- level 1
· Travel and Tourism- Pass
· Food technology- Pass
· 9 GCSEs
· First aid

Work Experience:
Seaford Care Home- 1994
· Taking care and helping out the elderly
· Taking them out on outings
· Assisting them
· Serving them (feeding, tidying, etc.)


Parker Pen Company- Newhaven-1995
· Packing pens
· Putting pens together 
· Fixing the pens

Peacehaven Infant School- 1998-1999
· Helping children with their classwork
· Organising play activities 
· Responsible for health and safety 
· Photocopying and filing

Hobbies and Interests:
I like socialising with friends and family by going on trips and doing different activities; therefore like to think that I am spontaneous and like to try new things. I love travelling and exploring the world and experiencing different lifestyles. I cook at home for my family and really enjoy it; I also try to cook a lot of different types of dishes by learning from books and online. I have an interest in swimming and also like to take my family along with me as it is a form of fun exercise to do together.


















I have previously worked at Parker Pen factory where I had to sit in the factory and put together pens, pack them in boxes nicely and neatly and then send them off. There were other workers around me too however everyone had their own roles and responsibilities as well as their own targets of amounts of pens that needed to be packed and ready to send off. We were given a certain amount of pens and packages therefore it was crucial that nothing was wasted or damaged and that everything was done right and at a specific standard. 
This required me to be able to manage time; therefore time management was very crucial. There were always daily targets of how many should be completed per day and how many should be sent off per hour therefore this required me to be able to put the pen parts together, package them securely with good looking presentation and then do the next without making a mess, damaging or wasting any parts. This was challenging at first as there were many that needed to be done however I needed to do them well and securely as well as package them nicely as they were being sent off to stores and being served to customers and if the pens did not work or had missing parts or if the packing was not presented well or secured then we would receive complaints and therefore would mean I had not done my job role right. When I had applied for the job the main skill needed was time management.
As I began to adapt to the role I realised that I had made myself a routine and strategy to perform to the best of my ability. This strategy was to lay out all the parts in certain orders or in certain piles so that I knew which part of the pen was where and could put the parts together at ease without scavenging for the parts or creating a mess and also that the packages were laid out correctly and that I knew how to fold the package and secure it properly. This also prevented me from losing or misplacing parts someplace else, or damaging the parts whilst searching through them for the correct ones, this also assured that all the parts were being put into the pen to make sure they functioned right for the customers.
Overall, creating my own strategy was successful and helped me to perform my role right as I could keep up with the time and had reached the hourly and daily targets of pens that needed to be sent off. Other colleagues were also very pleased as they has also asked me about my strategy and new colleagues had asked me for advice whenever they felt overwhelmed by the numbers and time. The employer had also approved of my strategy and ability to manage time as I had passed the probation stage and had good feedback on my work. Therefore, I was confident to use this company as a reference on my CV for future employers as I knew that the skills and abilities which I had written in my CV about Parker Pens and about time management could be proven by my reference. 


I had also worked at Peacehaven Infant School, where I had to take care of children and support them throughout the day with their activities and reassure that they were safe. These were young children who were aged 4-7 years, which meant that I had to control their behaviour and also make on the spot decisions as I could not waste time and focus on making decisions when I had to focus on the safety of the children. 
This required me to be able to multitask as well as make appropriate decisions for the betterment of the children as I had responsibility of another’s child. Whether it was about their health or happiness I had to make decisions I thought were right for per child as well as all of them at the same time. I also had to listen to what the teacher of the class needed and balance out my own responsibilities and duties at the same time of the teacher’s share of responsibilities. Being a teaching assistant meant that I had to think rationally but that also meant not making decision too quickly and that I reassure they were beneficial for the children. On the spot decision making was done during times like when we had planned and prepared for an outdoor activity but the weather turned bad so therefore I had to think about how to make the outdoor activity happen inside instead by finding out which rooms were available and what equipment could be used indoors. Children’s behaviour was also a hard decision making process as when children were aggressive to one another I had to make a decision on how to remove the negativity from each other and how to make them stop or what punishments I had to give such as time out or naughty corner. 
A way in which I had made these decisions is by doing research outside of work as well as creating tables and notes to myself on what available options there were on certain decisions or note down what I had learnt in a previous decision making process so that I could remember the next time the problem happened. I had also learnt that some decisions were not only mine to make so therefore had run over some decisions with the important people and people in lead such as the class teacher or head teacher or whoever else was above me or had more experience than me. Therefore, decision making is a process which is very important and it is also a process which we need to think rationally about as it may not only affect me but could affect others. It is a skill that everyone should be able to have as problems do arise and we should be able to make quick or well decisions to fix that problem. Putting this in my CV benefitted me in the long run as employers knew they could trust me with decision making processes, my sources of evidence were my employers, parents of the children and also the school itself as they kept me on and admired the work I did with the children. The children also liked me which shows that any decision I made did not affect the relationship I had with people in the school. 
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