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Task One | Job description and person specification 
The Purpose of a job description is to breakdown the specific tasks that the person applying for the role may be responsible during their time of employment. The job description usually is titled with the actual job role which may also tell the reader the location of the workplace and the salary that the person is expected to receive. From a corporate point of view i.e from the internal perspective of the company the job description is also an advertisement that serves the purpose of drawing attention to candidates that there is a vacant position available (Page.M, online – accessed 10th December). Page on the same website makes an in important point when stating that the JD or Job description is a reference point for both management AND prospective employee. 
In certain environments there may be a grade or the level that job entails may carry a descriptor that allows the applicant to understand where they fit into an organisation chart. Sometimes this will include a mention of the persons they will report to in a departmental sense or as an actual title of who their manager may be. 
A job description allows the employer to set the expectation for the employee that they wish to have working within the role advertised. The role is usually advertised with a duration or a description of the type of engagement i.e. Permanent, Temporary or otherwise. 
It will also have some description of the scale of the working hours i.e. full-time or part-time. In London candidates may see the words “London weighting” which is most likely with regards to companies that recruit inside and outside of London and have a weighted salary in respect of the living costs in particular urban areas such as London. The London weighing for a salary is usually higher than that of a job based in the Home Counties or outside of the M25. 
The Person specification may include elements of the above however the main difference is here within there will be a description of the personal characteristics of the person desired. 
This can be in regards to skills needed, skills wanted and skills to be obtained during the course of the role. Often this is represented within titles such as “Necessary skills” and “Desired skills”. 
Necessary by definition are those that are vital to be able to do the job well. These usually focus on technical skills such as IT, Numeracy, Literacy and so on. These essential skills as they are sometimes known are sometimes the easiest to measure as applicants will come to a job with records of technical qualifications that they have acquired in past employment or in the field of education that are valuable within their industry such as CIPD skills. 
Sometimes the essential or desired traits are not at all skills but are measures of interest in the chosen field. This may be a measure of how suitable the applicant is for vocational roles that usually are “jobs for life” or roles that offer progression within a particular vertical. 
Psychological profiling may also be used in person specifications. For example descriptions about what an employee should do in a team working scenario or in a scenario where the employee is to be working solo on a project. 
A lot of workplaces use this method allow the candidate to self-assess their ability to fit into the culture of a workplace environment. This ensures that there is an understanding of the level of interaction and social skills needed to thrive and be successful within the workplace. 

[bookmark: _GoBack]Task Three | STAR MODEL (Situation, Task, Action, Result - STAR)
TEAM WORKING 
In a recent situation in which I had to run a stall for a community market sale I worked with my daughter to set up a cake stall. We worked together to decide the cakes that we wanted to sell. The we had to work independently on particular tasks in order to make the deadline as we had found out about the situation quite late. 
We divided the tasks up – Marketing and market research was up to my daughter. She prepared a survey to be conducted via tablet. The marketing was also her task. She produced flyers to spread the word and to give to customers that visited our stall or those that walked up to the stall but did not buy. 
I was responsible for the production of the items to be sold. I agreed the items with my daughter. We had to work quickly and within a budget so we decided that I would bake particular types of cakes and breads. 
The recipes were all vegan and gluten free and the research for these ingredients was performed by my daughter. I held the budget so I did the shopping for the ingredients and kept a record of the items bought. 
The result was that we made our money back and also built a database of people that we could send content to and grow some online following. 
PROBLEM SOLVING
In this situation I had to find a solution to a case of bad management of funds and it resulted in a situation that meant when the funds were needed there were not enough funds to allocate to the task. I was only alerted to this situation when I was asked to be part of the team and look after the ushers. 
The Church needed to put together an event, it was a gospel concert and the concert needed funds to be allocated towards the ushering and crowd control. The money was not there upfront to pay the staff that were needed so a decision had to be made to make a gamble on whether the ticket sales would cover the costs of the staff. 
The first task with the budget holder to free up budget that being allocated to unnecessary items such as uniforms for the ushers. Instead I called around the staff members and got the ushers to agree to wearing similar type of clothing in order to make them look uniform and part of a team. 
This saved a considerable amount of money that was going to go towards items of clothing that would have been used once by the church. I also took a decision to limit the amount of Ushers. I felt that there were too many. 
The result was that some Ushers were to be used for following events as they were not able to work this event. Also the budget stretched just fine. 
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	Experience

	1/1/2007 to 1/1/2012
	Caterlink 
	Mill lane, London

	Catering manager
Administrative tasks such as ordering stock from wholesalers.
Supervising staff whilst carrying out cooking tasks, ensuring that they adhere to the safety rules of the kitchen. 
Organizing work schedules for staff.

	1/9/2000 to 1/9/2007
	Shepherds bush old peoples home
	Shepherds bush, London

	care Assistant
Tending to each client’s individual needs
Attending to the general well-being of clients and staff in the home.
Organizing social events for the clients. 

	8/1/1998 to 1/8/2000
	Post office  
	Acton, London

	kitchen staff/cook 
Cooking and selling breakfast to the posting staff, taking into account the food intake of each member of staff, e.g. allergies. 
Book-keeping and accounting of weekly sales. 
Maintaining the highest hygiene standards in the kitchen, by ensuring kitchen was clean and hazard free at all times. 

	
	
	

	

	Education
	Type
	Subject
	Date
	Result

	O Level
	ACCESS AND MAINTAIN THE USE OF INFORMATION TECHNOLOGY
	11/2004
	3

	O Level
	ASSIST EFFECTIVE INFORMATION TECHNOLOGY WORKING PRACTICES
	11/2004
	3

	O  Level
	COOKERY FOR THE CATERING INDUSTRY PART I
	06/1982
	3

	O Level
	ENSURE YOUR OWN ACTIONS REDUCE RISKS TO HEALTH AND SAFETY
	11/2004
	3

	O Level
	ENTER AND FIND DATA USING INFORMATION TECHNOLOGY
	11/2004
	3



	Other UK
	BASIC HEALTH AND SAFETY IN THE WORKPLACE
	 02/2000
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