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Employability 
Task 1
Job Description:
A Job Description is a written document that clearly states the responsibilities, duties, the qualifications needed, etc. for a specific job. A business would produce this document, to inform the applicant about the work environment, equipment needed and what they are used for, skills and knowledge needed including the type of communication between other employees and the manager. A positive factor about a job description is that it acts as a filter for the business, allowing them to interview people who feel confident that they can live up to the expectations and carry out their daily activities and tasks. However, a negative factor is job descriptions be not being flexible. This description may not specify how the applicant could use their skills to make an effective impact on the business; for example, creative thinking, or helping other employees with their tasks.
Person Specification:
A Person Specification is used as tool which allows the business to explain to the applicant what they admire in an ideal employee for the job. This could include pass grades in a specific subject, creative thinking, team work, as well as past experiences in other workplaces, etc.  the person specification allows the recruiting process to be organised and simple, as people who feel they are suited to the job description, and have similar achievements in the specification would be confident in applying for the job. A positive factor about a person specification is it allows all applicants to have equal opportunities, and judge themselves on if they have the desired traits. However, a negative factor about the specification is the applicants may not be able to fulfil all the desired traits. For example, they have suitable grades for specific subjects, but they do not work well in teams. 
Example: River ford Organic farm
 I feel that the job is suitable for my skills as I have experience in a sales assistant job where I had to organise meetings for the manager, control the stock of products, communicate with customers to solve any queries they may have and organise documents in a systematic order allowing the manager and other employees to find it when it is most needed. I am good at organising documents and folders which are suited to the way the manager will be able to find the information. I use social media, which would allow me to be alert about local event to help boost the businesses popularity, by using social media, we can alert the local public about any fairs, or sales the business may be having. In addition, it will allow us to connect with the other branches and publicly announce any changes or instalments to the business that may be taking place. For the person specification states that it would be beneficial for the sales assistant to have a driving licence, thus I would be suitable for this part of the person specification as I have a full, clean driving licence which presents how I am an experienced and responsible driver, allowing me to travel freely through Britain.  I have had experience with using technology and software’s like Microsoft spread sheet and word. This would be effective because I will be able to use my knowledge to type up letters and emails to communicate with other branches as well as record information such as the products available or pricing of the boxes etc. by having this skill allows me to be confident with my writing and allows me to get task done efficiently, because I would be aware of the tone, structure and language I may have to write in based on the person I am writing to (e.g. customer, other branches, manager etc.) 
Task 2
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Personal Profile:
I am an active, confident and a compassionate person. I am also an open-minded person, who is very eager to learn new skills and to experience new opportunities allowing me to be flexible towards the role that I will need to work in because I am a quick learner and I can use my personal skills to help cater to the business in a beneficial way. I feel that I have good communication skills; this includes changing attitudes, tone and language when communicating with a specific person this could either be a customer, employee, or manager etc. As well as this I can speak 3 different languages (including; Bengali, English and Hindi) this means that if a person who is unable to speak fluently in English but can speak Bengali or Hindi I would be able to support them and help solve any issues they may have. Furthermore, I can work under pressure and multi task, allowing me to carry out daily asks effectively and efficiently before deadlines. As I am also a compassionate and helpful person I would gladly help other employees to help complete their tasks to a maximum standard, which presents how I am a team worker.
Education:
(1993 - 1998) Clapton Girls Technology College – 6 GCSEs completed with A – C grade 
(2017 - 2018) University of Wales – Skills for the Workplace
Work Experience:
(2012-2014) Bombay Emporium – Position held – Sales Assistant 
(2011-2013) Randal Cremer Primary School – Position held – Voluntary 
(1997-2000) Pound Stretchers – Position held – Sales Assistant 
(1996-1997) All Occasions - Position held – Sales Assistant 
(1996-1997) Carnival Cards – Position held – Sales Assistant 
Interests:
· Reading 
· Cooking 
· Exploring other cultures
· Drawing
· Baking

References: 
Available upon request
Task 3
Team working:
Whilst working in a local pound store called Pound stretchers I worked as a sales assistant; where I had to organise meetings and documents, ensure deliveries are arriving on time, and help other employees who may be struggling to complete their tasks. whilst working there, there were many tasks that needed to be completed before deadlines which included a large amount of team work, this means using other employees to complete tasks in a systematic order to allow the business to run efficiently which would be beneficial for the business as well as customers. The types of tasks that needed to be complete was organising paperwork, stacking shelves, serving customers as well as tidying and cleaning the shop etc. The process my team followed when stacking shelves was one employee would scan the object ensuring that t is found on the store system and the other employee would put it on the shelf in an organised manner. Another teamwork task that was often completed was organising paper work. Each member would be allocated a topic of paperwork. This may be delivery, products or customer information, and the employee would need to put the papers in date order, whilst ensuing that it follows a system where the papers would be able to find. This type of team work allowed the business to work effectively and efficiently, as tasks was being completed to the maximum effort and at a steady pace.

[bookmark: _GoBack]Problem Solving:
Another business where I worked was called Bombay Emporium which is an Indian clothing store, and I also worked as a sale assistant which included solving issues between employees, ensuring deliveries arrive on time, making sure the store is presentable for customers as well as solving any queries that the customers may have (e.g. finding outfits, contact information, or damaged products etc.) Problem solving is one of the major factors which affected the way the clothing store was run as conflict within a business can have a negative impact on how the business develops. the types of problems in the pound store was; conflict between employees, delivers not arriving on timer, and customers disagreements etc. when it came to solving issues between the employees who may have an on-going conflict was organise meetings with the team manager allowing the employees to discuss the issues that they may have. This would be a chance for the employees to discuss how the conflict may have begun, reasons that encourage the conflict and potential solutions. Some of the solutions may be working in different areas of the business or choosing to only communicate when it is most important. This allows both employees to be heard and prevent conflict from continuing. Other problems that had to be solved were when delivery arrives late which has an impact on the number of products available in store. to solve these issues are to locate the delivery and see if there is a faster route for the delivery to arrives, and the place the available products on offer, this would allow the business to still make profit even if it is at a lower price and please customers by reducing the price even though specific items are unavailable.
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This section clearly states what the applicant must be able to do when involved with this job. For example, ‘create a regular publishing schedule’ meaning they should be focused on their work daily and be organised enough to make sure they follow their own schedule. 
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