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[bookmark: _Toc490519774]Introduction:
For employment personal development is mandatory and this require formulation of a personal development plan. A personal development plan is the act of creating a plan incorporating the issues like awareness, values, norms, goal setting and knowledge with the intension of own Such development plans are typically stage by stage process and this helps and individual to achieve own goals of personal development for becoming competent for employment. This assignment will demonstrate different issues of personal development plan for making an individual competent for employment. Stages of plan development and process of implementing the plan will also be described in this assignment.
rning objectives and use this plan.















Task 1
Section A 
Purpose of job description
 A job description is the most important in the recruitment and selection of people. The purpose of a job description represent the responsibilities and the conditions of the purposed job and must to involve the exactly job specifications.
1.1 Writing a job descriptions
On the recruitment and selection process, writing a job description should include:
· A job title
· Location of  job (areas) 
· The grade of job (if necessary )
· The overall purpose of job 
· Title of person to whom the job holder reports 
· Title of all employees which report to the job holder  
· All duties and responsibilities of the post, counted in order of priority by percentage weighting 
· Other significant information such as special working conditions 
· The date of  issue
1.2 Content of a job description
A job description must contain good points, bad points and recommendations. 
1.3 Good points
On the good points a job descriptions should be detailed and need to cover all essential information of a good job description
1.4 Bad points
On the bad points a job descriptions it’s not explaining the relevant information, as the job title which can be little too impressive for the purposed role.
1.5 Duties and responsibilities 
The duties and responsibilities can be in a random order and need to be prioritized.
   Some of the duties can be vague and not relevant; on the other hand, some duties can be on a very high level.
At the end of the list, we can find the  occasional duties.
Section B
Purpose of a person specification

The purposes of a person specification represent the key point on the selection process.
  A fair selection process for a person specification needs to provide strong evidence.
As a person specification its need to follow the job description tasks and to have knowledge and experiences required in the job description. 
   The person specification is derived from the job descriptions.
The most common person specification needs to include the following information:
· Skills 
      The skills required its can be about the communication, team working and planning.
· Knowledge
On the knowledge requirement can be about the ability of work with computers, writing reports and handle statistics.
· Experience
On the experience of a person specification it’s can be about the previous types of jobs and other relevant interests. 
· Educational
The educational requirement can include the qualifications, technical skills, professional qualifications. 
· Special requirements
On the special requirements, the person specification should include a shift of work, special qualifications as a valid driver license, and physical demands of the job.
  Once the person specification is drawn up, this information is usually divided into ESENTIAL and DESIRABLE.
· On the essential factor, the candidate must to possess to perform the job, the skills and qualifications represent the main things used for shortlisting.
· The desirable factor is those that may allow the candidate to develop and perform in the job.

Putting together, the person specification must contain:
· Directly related specific to job description 
· Ability based in order with the requirements of job 
· Must to be realistic and measurable 
· Clearly defined and agreed by everyone involved in the purposed process 
· Justifiable in the task required in job description.
The recruitment and selection process into a person specification must be equally to all candidates. 
  Same with the job description, on the person specification we can have good points and bad points;
2.1 Good points
     The good points can include a lot of detail which can cover the main categories such as skills, knowledges experiences, qualifications and special requirements.
2.2 Bad points
    On the bad points the person specification can include over qualifications for the purposed role. 





 


Task 2 preparing a CV
Dumitru Adrian Ivan
Email: 1605757@student.uwtsd.ac.uk
Telephone number: 07587527680
Personal statement:
I have good skills in Site Management activities, working in team and organizational of people resources.
I think this job is fitting for me, is a job which I like and is an opportunity for me to develop myself.
Qualifications & training:
University of Wales Trinity Saint David, Certificate of Higher education skills for the workplace level IV – 2017/2018
Certificate of NVQ level 5 awarded construction building supervisor – December 2017
First Aid and safety Advisor certificate – October 2017
Certificate of achievement on basic writing and reading
IT skills certificate based on power point, access, Excel and AutoCAD – July 2012
Entrepreneurial certificate Skills - June 2012
Work experience:
London Bridge Station development May 2015 – November 2015, Position - Skilled Worker
Tomasandphillips Construction
January 2016 – December 2017, Position Site Advisor Manager
Hobbies and interests
Arcade games, football game, movies and music.
References:
Available if request.




Task 3 
1 Team working
a. Introduction
A team is formed when some people gather for achieving a specific objective and they cooperate with each other for achieving group objectives. Team work is the best solution for solving any problem and also different tasks of organizations can be done more effectively when many people work together.
Fig. 1 Star model
[image: ]


  The STAR team model brings together teamwork theories with some of the main principles of the happy manager.
Focusing on individual strengths particularly when in the pursuit of goals that are meaningful to make a difference is a crucial building block for being happier.
Group dynamic technique is very useful when people want to make different plan and here the group dynamic is very effective for creating creative ideas. There are many group dynamic theories and Tuckman’s Theory is the most used and effective theory.
Tuckman’s Theory is divided in five stages:
1. Forming:
On this step the members of team start to know each other, after a while they start to cooperate for the success of the team
2. Storming:
This is the longest step on group dynamics where the team start to share they own idea and performing on their tasks.
3. Norming:
At the Norming step the team lieder ensure discipline and good relationships
Between members of group 
4. Performing:
Proper participation of all team members is important for achieving team objective more successfully and effectively (Chong, 2014). 
5. Adjourning
At the Adjourning stage, the team activities continue until they have success.
After objective is successfully the team in broken.

2.1 
2.   Time management
[bookmark: _GoBack]Time management or time division refers to a set of principles, practices, skills and systems used to control the amount of time spent to perform specific activities to increase efficiency or productivity. Time nowadays is one of the main stressors and one way or the other can be very damaging, causing hypertension or premature aging. Time management involves a set of rules that need to be respected: establishing a daily routine, capitalizing moments in which you feel full of energy and setting breaks for low energy moments, meeting deadlines, solving important issues, omitting unimportant issues, setting up clustered timeframes for project completion, grouping similar activities, addressing a situation as a whole, without you lose in detail, allocating a longer time than initially estimated for each task, for unexpected situations. A good time management begins with the creation of a journal of activities where self-discipline plays a very important role in time efficiency. The setting of objectives and the ability to quantify this is also important in a good organization of time. This branch allows us to give direction to our actions by giving us the opportunity to self-assess us, but also to reach our goal, a target where motivation is also important.
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