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[bookmark: _Toc502948252]Introduction
Employability skills are essential in organization and skill has possibility to compete the task with effective manner. Employability skills have to be played in effective manner so that it can be made a place in competitive market as well. The personal skills help to enrich the CV where it is prerequisite of the getting better place in the organization. In this report, it is going to show that the purpose of the job description and person specification in the process of recruitment and selection. Then the part of the report will be showed the CV with the specific job role where personal skills on the CV will be demonstrated. Finally two skills of employees will be applied in star model. 
[bookmark: _Toc502948253]Task 1
Recruitment is the effective process of taking the proper person based on the organisational job position requirement as well. Recruitment is the essential for the organizational performance as it helps to select the proper person (Costen, 2012). Recruitment has been done with following few steps such as define job role where Job analysis, Job description and Person specification are included. 
[bookmark: _Toc502948254]Explain the purpose of the Job Description in recruitment and selection process
To start a job description, job analysis is essential for conducting that helps to write job description. Job description has described the job to the potential candidate and this also helps to understand the process of recruitment with getting the clear guideline about the process involving to job. This is also included communication between employees and employer about the effective performance in job. This is the summary of job analysis findings where it determines the authority about the employees (Management Study Guide, 2018). Basically job description is based on the job finding detail level. This is contained the general purpose of the job such as title of the post, name of the position, location to service and others. Job Description is also described the employees duties and responsibility included the job information and kind where is also included the expectation of the service delivery. Job description has two type of purpose as following- 
[image: Job Description Purpose]
Figure: Job Description
Source: (Management Study Guide, 2018)
General Purpose of Job Description- This is included the general and basic information about the job specification. Here, the information about the employees’ duties are included and here is not mentioned the sub task, standard of work and evaluating the job as well (Management Study Guide, 2018). The main advantage of the job description is taking longer time and rapidly getting information to authority where HR manager does not give much more effort. The disadvantage of this is unable to provide job context and sub tasks. 
Specific Purpose of Job Description- The specific purpose of job description is mention about the full job responsibility and duty information where this is also added to the sub task, job standard and function of the job. This is contained the huge information about the job details and employees duties and responsibilities as well. The main advantage of specific purpose in job description is to offer applying the information to performance of the job and employees development program. The disadvantage of the job description is to managerial limitation in decision making process. This is taking long time and consumes the HRM effort. 


[bookmark: _Toc502948255]Explain the purpose of the A Person specification in recruitment and selection process
Person specification is also known as the job profile where this is included the desirable and necessary criteria in the process of recruitment and selection process. The specifications are constructed with the set of competencies that is essential for the job performance (Reedglobal. 2018). The skill frameworks for the job or person specifications suitable where this has to be included the role and responsibility of the employees. The purposes of a person speciﬁcation are:
· It ensures the interview process more clearly and criteria to reﬁned that makes easier. 
· The potential candidates are evaluate themselves before applying for the post and treat themselves as fit or unfit for the job. 
· It is also identified the personal qualiﬁcations where these are essential for employer desire and employees’ criteria.
· Ensures the equal opportunity based on the policy and recruitment process by avoiding discrimination based on the age, sex, race, ethnicity and others (Reedglobal. 2018). 
· It ensures the treatment all the employees equally by taking test by eradicating the bias, prejudice and personal interest in recruitment process. 
These all are the purpose of the Person specification in the process of selecting the employees in organization. 
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[bookmark: _Toc490419576][bookmark: _Toc502948257]Job Advertisement 
There are various processes to recruitment process such as giving particular agent, third party and others and every organisation has published the Job Advertisement (Omar, et al, 2012). The writer has covered the job advertisement for the Security Officer post with the curricula vita and cover photo. The job advertisement is as following-
[image: ]
Figure: Job Advertisement, 
Source: http://jobs.pphe.com/Jobs/Apply.aspx?i=c7910188-c0ad-4e85-a59b-4324dbd7eed9&t=3

[bookmark: _Toc490419577][bookmark: _Toc502948258]CV preparing for a specific advertised job role 
According to the above job advertisement, a CV is made for the Security officer as following- 
                           Firon
7EF, London, UK
Tel: 0000000000, Mobile 0000000000
E-mail: Irene.Kauzeni@uwtsd.ac.uk




PROFILE
Experienced in the working with the security issue in the organization and can handle the problem related to the security. Motivated to the work and made good relation with colleague and employees in internal and external department in the organization. I myself am hard worker, conscious and other special skills that are related to my job responsibility as well. I have worked in this field more than five years. 
CAREER HISTORY 
Junior Security Officer – Industrial and multination Company Jan 2013 – Present 
Have successfully conduct the role and responsibility of the post from Jan 2013 to present with employees inter department and other department with effective mange. I also get reward for my duty and responsibility as well. 
EDUCATION AND TRAINING 
· High school Diploma – Little Flower High School, 2007

· Elementary – St. Augustan High School, 2003

· Training for Security guard training programs
On-the-job training and state-mandated training programs 
· Special training in Especially for armed guards
Arms training school 
INTERESTS 
Eager to learn, travelling, problem solving relate to the security issues and others. 
REFERENCE 
This will be given later. 


[bookmark: _Toc490419578][bookmark: _Toc502948259]Cover letter of the CV
Dear Park Plaza London Waterloo,
I am writing this letter to you based on the advertised published recently for the post of the security officer. I am eager for the post and take the opportunity with “Park Plaza London Waterloo” and I find myself that I am skilled in this qualification and have required education and professional skill for the position of the Security officer in your company as well. 
I am an energetic person who ensure to provide the best security and ensure safety to the organization and employees that helps to create the value increasing. 
The resume has enclosed that is contain the details about me and my background information as well according to the position. As you see, I have taken the professional course on the armed guards and security issues that are the requirement for the organization. 
I can ensure that I can give better service and become a part of your organization by giving my higher effort that helps to gain the goal of the organization. 
Thank you
Your faithful,
Firon


[bookmark: _Toc502948260]Important skills and knowledge for work properly and focus on the CV
The writer is applied for the security officer that is more challenging job where there are many responsibilities as well. There are few skills that help to conduct the duty and obey the job role as well. I ensure the safety the guest, new comer and employees as well as visitor and take proper necessity step for better service and fulfill the criteria as I learn from the training session as well. I also support the hindering the unwanted and criminal activity by checking in my duty area through my team member. Helps to come forward in case of emergency situation and keep clam like as professional. I also recorded the activity about the all incident with time manner that ensures security better. I am also experienced in my professional life as well and have experience in identifying security and safety risks. I have the SIA license holder and passionate about exceeding guest. 
[bookmark: _Toc502948261]Task 3
Team Work- Team work is the great experience for the workplace where this is ensures the better security for the organization. Security is the task that is effective to be work with team. Team work competence is better that is developed for the engaging the workplace for more than five years. In the time of give better security in any organization it is needed to arrange the meeting for consoling the role and responsibility of the team member. As junior officer, the writer also has the experience about the team managing as a team leader and getting better result (West, 2012). STAR model also followed in Team working for ensuring security as well where strategy has been made strategy has made for better security and then the team member has been structured. Then the process has been started for security. The team member get reward based on following role and responsibility. Finally the people have managed for better performance. 
[image: Image result for STAR model]
Figure: STAR Model for Team work
Source: (Kates and Galbraith, 2010)
Problem Solving- For organisation, there are various problems have been faced and as a team leader the writer has solved the problem as well. There are many incidents occurred in the organization related to the security and the writer has experienced to solve the problem. This is the important competence for the employees who are eager to be a security officer. The writer has experienced for problem solving in the organization where it has given more and extra advantage in the workplace (Gander and Hrebicek, 2011). As a security officer, there are many large and small problems have to be solved regularly as well. For this solving problem, the professional skill can be increased that will be effective to new job placement and better service. For problem solving the writer is also followed the star model. The problem has stopped and focused the way of stopping. Then the writer generates the idea about the solving problem and takes Act effective for this. Finally review and revise the problem solving issue for further outcome as well. 
[image: Image result for STAR model for problem solving]
Figure: STAR Model for Problem Solving 
Source: (Kates and Galbraith, 2010)
[bookmark: _Toc502948262]Conclusion
Conduct this, it is understood that employees’ skills are essential for job role and responsibility. The employee has to be review and revise the job advertisement before applying any post for job. The employee also developed the skill related to the professional life from various ways. The competences are also essential for the job where the employees get more opportunity. 
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Security Officer

Country: UK

City: London

Hotel/Office/Restaurant: Park Plaza London Waterloo
Department: Security

Type of employment: Full-time

Level: Team member

Date posted: 29/06/2017

Closing date: 26/12/2017

Love providing great service and being part of uplifting moments? Take the next step in your Security
career with us as a Security Officer at Park Plaza London Waterloo. Park Plaza is the ideal location
for you to develop your skills as a Security Officer and shine in a collaborative team environment.

Description of the Company:

At Park Plaza we love to celebrate the individual. We believe every one of our team members has a
contribution to make and personal touch to share with our guests and colleagues. We're always striving
for excellence and know that if we invest in our team members, they’ll invest in us. For an engaging
work environment where the little things are celebrated along with the major milestones, you've come
to the right place.

Main role and objectives:

At Park Plaza we believe the safety of our guests and team members is paramount. As Security Officer
at Park Plaza London Waterloo you will have a key position in ensuring that the people who choose
to stay at and work in our hotels are safe, secure and comfortable.

Your responsibilities:

e Ensure the safety and security of all hotel guests, team members and visitors, their belongings
and all hotel assets at all times through taking a proactive and customer focussed approach to
Security

e Support in the deterrence of unwanted and criminal activity by being a visible presence in the
lobby during peak periods, interacting with guests in an inspiring way

e Assist in any emergency situations, such as evacuations, remaining calm and professional at all
times

e Report and record all incidents and accidents in a timely and clear manner, ensuring they are
communicated to the relevant people

What we are looking for:

« Previous experience within a Security role is essential, preferably with experience of patrolling and
identifying security and safety risks
e Acurrent SIA license holder
e Someone who is passionate about exceeding guest expectations
* Someone who is great at creating and maintaining positive and productive working relationships
across the business, communicating effectively in a range of situations
Park Plaza isn't just a great place to work - it's a great place to take your career to the next level! We
love seeing our team members fulfil their potential and always work together to achieve more with our
learning & development offering, enhanced training and competitive salary and benefits.

You will be invited to an “Inspiring Stay” in your hotel, so that you can live the experience and you will
also benefit from our Employee and Friends & Family rates available in all Park Plaza and Carlson
Rezidor hotels worldwide!

From the everyday uplifting moments to huge achievements and everything in between, we're there
every step of the way. Park Plaza. Be part of it.
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