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Introduction

The employers nowadays are very cautious while selecting candidates from the recruitment pool and keenly observe whether the candidates possess the correct employability skills. As such, it is imperative that the management is well aware of the various employability skills and can ensure that only candidates with the requisite skills are hired. This in turn requires the HR function to carefully design the job description and diligently analyze the CV’s (Rice, 2013). This report will explore the main aspects involved with employability. 

Purpose of Job Description and Person Specification

A job description refers to an important document which contains information regarding the main responsibilities and duties associated with a particular job role. In other words, it contains information regarding the tasks that will have to be performed by the incumbent once on the job. Thus, the main purpose of a job description is to communicate to the prospective candidates all information pertinent to a particular job role (Mader-Clark, 2013). For example, a Job description includes the job title, job summary, main duties and responsibilities, working hours, job location, line management responsibility etc. The provision of all this information will assist the candidates in taking a sound decision regarding whether they want to apply for the job or not. Facilitating this is also a purpose of the job description. Moreover, a major purpose of the job description is to assist the HR Function in designing the recruitment process (Baukens, 2017). For example, a job description emphasizing on negotiation skills, interpersonal skills might prompt the management to put greater weight on focus group discussions while evaluating the candidates during the recruitment stage. All in All, the job description fulfills several important purposes in the recruitment process of an organization and thus should be developed with immense care after thorough job analysis (Mader-Clark, 2013). 

A person specification is a document which lists and describes all the major skills, attributes, knowledge, educational qualification, specialized trainings, experience etc. that need to be possessed by the candidates to be qualified for a particular job role (McGuire, 2014). In other words, the main purpose of a person specification is to inform candidates regarding the main qualifications that are being sought by the employer for a particular position. This results in benefit for both the employer and the prospective employee. The prospective employee can make a judgment regarding his/her suitability for the position and decide to apply/not apply on its basis. At the same time, this reduces the number of candidates applying for a position and thereby enables the HR to do their job better and at a reduced cost (Overtoom, 2015).  Another major purpose of the person specification is to facilitate strong “Job-Person” fit. This is achieved because the qualifications listed in the person specification are developed keeping in mind what is required for a job role. Since any candidate who doesn’t satisfy these specifications is not hired, the firm ensures strong person-job fit. Moreover, a person specification also assists the HR function of an organization in designing the recruitment tests (written, interview questions, focus group discussion topic etc.). This is because these questions are aimed at assessing the extent to which the candidates possess the skills and attributes listed in the person specification. A person specification is usually an extension of the job description and is developed after the job description is done (McGuire, 2014).  

CV for the position of an Accountant

A CV or Curriculum vitae is a document used by individuals to communicate key information regarding themselves such as their educational qualification, special skills, traits, experience etc. to employers in order to impress them and so as to obtain a job. A CV is one of the most important documents used in the recruitment process since it is used by the HR function screen out employees. As such, prospective candidates should exercise due attention whilst developing their CV’s and should tailor it according to the post being applied for instead of simply preparing a generic CV and using it for all applications (Overtoom, 2015). A sample CV has been developed below for the position of an Accountant at a private limited company. The position is an entry level position. 



Larry Simpson
Contact Address: 17/6/1 Kingston, London, KT-1
Cell phone: 07911 178541, E-mail: Larry_simpson@gmail.com

Career Objectives
Looking forward to a challenging career in the field of accountancy in a reputed organization where I can apply my academic knowledge and skills and showcase my abilities so as to get the opportunity to have personal and professional growth.
Educational Qualification
	
Bachelor  of Business Administration (BBA)
From 2012 to 2016
	
CGPA 3.53 (out of 4)
Major in Accounting and Finance 
School of Business
University Of East London
Key Subjects:
Financial Accounting, Managerial Accounting, Cost Accounting, Business Taxation, Capital Investment Decision, Corporate Finance, Portfolio Management, Financial Statement Analysis & Valuation etc. 

	
A-Levels
Session: 2009-2011


	
All “A+” Grades
Accounting, Economics, Mathematics, Business Studies
London Tutorial College


	O-Levels 
Session: 2007-2009
	All “A+” Grades
Accounting, Economics, Mathematics, Business Studies, Physics, Chemistry, English, Commerce
London Tutorial College




Extra-curricular activities
Vice President of “EUL-Finance Club” from November 2015 to October 2016
Worked as a General Member in “EUL Career Club-” from November 2012 to February 2014
Member of University Debate Club
Trainings
Passed Level 2 of CFA
Pursuing ACCA degree

Computer Skills
· [bookmark: _GoBack]Highly skilled in MS excel operations such as financial modeling, forecasting, stata application
· Good working efficiency in MS Word, MS Power point and Internet Browsing.
· Competent in using accounting software
Language skills
Efficient in reading, writing and speaking English	
Attributes
Confident, Challenge Seeker, Enthusiastic and Energetic, Hardworking, Committed,
Interests
Reading books, travelling, music etc.
Personal Information
Father’s Name: 	Barry Simpson
Mothers Name: 	Martha Wayne 
Date of Birth: 	02/07/1995
SSN No:		TT 07 45 47 V

References
1. Professor Dr. Michael Brings						
School of Business 
University of East London
Cell: +07911 457986
Email: Michael.Brings@gmail.comProfessor Dr. West Samming
School of Business 
University of East London
Cell: +07911 7469242 
Email: Samming.West@gmail.com







The above two page CV is developed for the position of an entry level accountant in a leading private limited company. The CV clearly shows that it has been developed keeping in mind such a position. Firstly, the educational qualifications are listed at the very beginning of the CV and this will enable the HR to quickly evaluate whether the candidate meets the required educational qualifications (Baukens, 2017). Moreover, the key subjects are all relevant to the accountant position. The extra-curricular activities performed by the job seeker is then showcased. This is important since it will communicate to the employers that the candidate not only has a sound background in terms of education but also had extra-curricular interests. Moreover, the extra-curricular activity shows that the candidate participated in the finance club and this should be positively received by the HR (Overtoom, 2015). The next section of the CV shows that the candidate is pursuing specialized degrees related to the field of finance and accountancy. This is important since it shows the key strengths of the candidate which is professional certification. The other sections of the CV communicate the proficiency of the candidate in terms of language ability, computer literacy etc. Some basic personal information is added at the bottom portion of the CV. Finally, the CV concludes with two references who can be reached by the employers to authenticate the information provided by the candidate. The furbishing of such references instills confidence among the recruiters (Rice, 2013). 

Competency as per STAR model

I have always tried to acquire and hone key competencies that enhance my credibility to employers and increases my employability. Two key competencies of myself are described below using the STAR model. STAR basically stands for situation, task, action and results. The two skills explained are team working and decision making. 

· Team Working: 

	Situation
	The situation involved me working in a team with 3 of my friends to prepare a group presentation for one of the courses that we were taking. The presentation carried significant mark and thus was very crucial.  

	Tasks
	The preparation and delivery of the presentation entailed many tasks. We had to generate a business idea and then develop a full business plan for it including objectives, products, financials, marketing plan etc. However, some problems arose in the process of performing these tasks. Firstly, there was conflict amongst us team members regarding the business ideas. We came up with multiple ideas and no one was willing to forfeit their idea. Secondly, one of the team members was “free riding” and this created discontent amongst us others. Finally, we were lagging behind in time and the whole work was becoming very uncoordinated. 

	Action
	In order to ensure that the team functions in a proper manner, I initiated various steps. Firstly, we sat down together and freely discussed all of our thoughts regarding the conflict amongst ourselves. This resulted in a fruitful two way communications and all many underlying issues were identified and solved. Secondly, one of us was appointed as the “Devil’s advocate” and then we did a thorough evaluation of all the ideas to arrive at the most feasible one (Quick, 2015). Thirdly, we segregated specific responsibilities for each member and set up specific deliverables with deadline. This resulted in greater accountability and removed the “free rider” problem. Finally, we spent time after class to socialize with each other and enhance team bonding.

	Result
	Due to these actions, the trust amongst the team members greatly increased. There was a clear understanding of the duties of each team member and this increased the functionality of the team. Above all, we were able to prepare and deliver a well-received presentation through our team working. 




· Decision Making: 

	Situation
	I was confused about which brand’s laptop to purchase. The laptop would have been used to prepare all my academic reports and presentations. Moreover, it would also be used for recreational purposes. Thus, really wanted to take the correct decision. 

	Tasks
	The tasks involved in this situation were evaluating all the different brands of laptops and choosing the one which is most appropriate for me. However, the problem arose since different brands had different features. For example, Apple’s laptop had great specifications but was not cost effective. In contrast, Acer laptops were not that stylish but had moderate specifications. 

	Action
	In order to take the best decision, I applied the ‘Simple Multi-Attribute rating technique” to aid my decision making. Firstly, I developed a list of attributes that the laptop brands must fulfill such as specification, design, warranty, after sales service, cost etc. Secondly, I made a shortlist of all the brands that satisfy these attributes. Thirdly, I rated these brands on a scale of 1-5 based on their ability to satisfy the attributes. Fourthly, I assigned weights to the attributes reflecting their importance to me. Fifthly, I multiplied by the weights of an attribute by the ratings obtained by the brands against the attributes to calculate a weighted average rating. Finally, I added up the ratings to get each brands total weighted average rating (Saunders, 2011).

	Result
	I took the decision to purchase a “Dell” brand laptop since it obtained the highest rating amongst all the brands I shortlisted. This signified that this laptop was able to best satisfy the attributes I was looking for in a laptop. All in all, I was able to exhibit how to take a decision in a structured manner  



Conclusion

In conclusion, it can be said that the HR function of all organisations should conduct their recruitment process in a manner which allows them to ensure that any employee hired possess all the requisite employability skills. 
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