
Skills for the Workplace
Module Assignment Submission 

Student Name:	Victor Owusu
Student Number:	1605429
Module No:	EMPL4007
Module Title:	Employability 


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Introduction	3
Job description	4
Person specification	5
Curriculum vitae	6
Problem solving	9
Time management	10
Star model time management process (thebalance, 2017)	11
Conclusion	11
Bibliography	12





[bookmark: _Toc456901515]
[bookmark: _Toc500630232]Introduction

This report will be focused on employability & job analysis. Employability (cambridge dictionary, 2017) refers the quality and aptitude that support anyone to be employed.
An employer always wants a skilful recut for his organization. In today’s competitive world employability skill is must for a job seeker. Employability depends on three main thinks knowledge, aptitude & attitudes. Employability skill means the convenient skill that is needed by an individual to make them “employable”. Understanding skill, knowledge, confidence, proper research & practical life experience is very important to get a good job. An employee need to have a clear idea about the job sector e wants to join. Job description and a person specification is a mandatory step in a recruit process. In order to get a job an employee must needs to specify his quality, ability and experience sector so that an employer can show his interest on him.
By developing self-skill an employee can represent himself properly throughout the world. Like other employee I also needs to develop my self-confidence so that I can match up with new challenges and give my best to serve my organization. (skills4studycampus, 2017)
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Job description is a written statement of an organization which describes all the duties and responsibilities which are involving in that specific job. (collinsdictionary, 2017)
It’s a clear indication from a company to his employee about their task and company’s expectations and demand. it helps an employee to get better knowledge over that organization. Normally job description emphasis on job related data & information. On the other hand, it also helps to endorse that specific job sector. (recruitloop, 2015)
· Job description defines
· General task of job sector
· Obligation of a position
· Rules & regulation 
· Qualification & skill
· Roles of an employee
· Workplace environment
· Provide clear vision 
· Employability skill 
· Salary range 
· Location
· Machines


· How to write a job description (indeed, 2017)

Job title 
· Job specification
· Avoid internal indigo
· Concise job title

Responsibilities & duties
· Mention core responsibilities
· Focusing regular activity
· Relationship between different sector 
Qualifications & skill 
· Soft skill
· Hard skill
Job summary
· Attention taking summery
· Grab your employee
· Exact job location  
Salary
· [bookmark: _Toc456901517]Salary range for that job
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Person specification (reedglobal, 2013)describes a person’s characteristics or attributes. It helps to understand what type of recut that organization is looking for. Now a day every company want the best skilful person for their organization. A person specification helps them to gather all types of personal attributes and helps to find the best suitable for their workplace.
· A person specification focused on (Monster, 2017)
· Qualification
· Family background
· Educational background
· Soft skill, hard skill
· Physical attributes (good vision)
· Language skill
· characteristics
· Achievements

· What should a person specification include? (knowhownonprofit, 2017)
· What types of soft skill & hard skill you have
· Specific educational background & results 
· You have to focused on that types of experience which requires on that sector also 
·  Personal attainments 
· Purpose of personal specification (reedglobal, 2017)
· It makes interviewer process more easy
· Job seekers can easily judge themselves 
· It clarifies what types of skill employer is looking for
· It helps to select the best recut from same qualified numbers
· It helps to remove unfairness & ensue an impartial competition
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Curriculum vitae is a description which is about someone’s education, qualifications, soft skill, hard skill, previous experience, personal interest & achievements that he/she send to the employer then he/she is looking for a job. 

· Social worker CV 
                                                                                                 
[image: ]                                                   mr. abcdefghijkj	
E-mail ID: xxxxxxxxxx@gmail.com
Contact Number: +88 01911550644
Address: abc 27/3c road 1 block-C. 

  				
Career Statement: 
To learn and develop competencies through the utilization of the existing academic and professional skill-sets to contribute to the recruiter’s growth, to add value to the organization by demonstrating diligence, teamwork and leadership.


Academic Records welfare of the organization.
· Certificate in HE Skills for the workplace

University of wales Trinity Saint David


· A Level

…….. College
             Completion year: ….

· O Level

ABC High School- Dhaka
             Completion year: …..



Personal Information
· 
· Father's Name      : Mr. XXX
· Occupation              : Accountant 

· Mother's Name      : Mrs. XXX
· Occupation               : teacher 
· 
· Date of Birth           : ………
· Nationality             : British Citizen   
· Hobbies      	: Listening Music, Watching Movies, Participating Business                    competition. 
· Hight                       :……

Extra-Curricular activities: 

Got 1st price in class project (Inter school Business fair) in 2010 & secured 2nd position in class project (Inter school Business fair) in 2011.
Now worked as a member of UOW Marketing club
Now worked as a member of UON Social service club
 	Precepting socio camp 2017


It skill
MS Word
MS Excel
MS Access 
Video editing 
MS Power-point 

Communication Skill
  
French, Hindi & English proficiency 

Professional experience & roles 

· DITF-16 …… company
· Collaborate with other company to build a fund for African Kids
· …… blood donator limited 
· Downer collects 
· Help patients to collect blood more easily
· West Bromwich community care
· Support community worker
· Notice their problem and represent it to the authority
· Help them to find sufficient help when they need 
· Middle view care trust 
· Care workers
· Help worker to improve their standard of living 
· create awareness among themselves on many social problems
 


Certification
  
I the undersigned certify that to the best of knowledge and belief, this curriculum vitae (CV) correctly describes me, my qualifications and experiences relevant to the proposed assignment. I understand that my wilful misstatement may lead to my disqualification dismissal, if employed.

______________                  
 Mr. ………
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Problem solving refers the process of finding solutions to complex situation. (gdrc.org, 2017)Problem solving refers identify the problem, regulate the reason of that problem, selecting alternative & evaluate the outcome.
Problem solving process  (asq.org, 2017)
· Define the problem
· Problem analysis
· Generate alternatives
· Analysis the solution
· Evaluate the possible solution
· Implement 
Star model problem solving process (conormeagher, 2011)
Star (situation, task, action, result)
· Situation 

A newly launched local business company had no marketing plan. They have to launch a website and social platform for their organization.  

· Task

They have to make a website for their company. They have to create a strategy to draw traffic for their website. They also have to offer a channel or system for consumers to communicate with them. They also have to create a Facebook page for there organization. They also have to promote their page. 

· Action

Create a Facebook page, make a website, use Facebook ads and boost my page. 

· Result 

It increases our selling ratio. Facebook page also help us to grab more consumers. It also helps to spread our business networking. Online website and Facebook make out profit double within very short time.     

[bookmark: _Toc500630237]Time management

Time management refers how one can control and use time effectively and find out the best possible outcome on that period. (mindtools, 2015)

How anyone can manage time  
· Set your goal
· Prioritize appropriately
· Work hard
· Plan in advance
· Divide time professionally
· Be confident 
[bookmark: _Toc500630238]Star model time management process (thebalance, 2017)

· Situation

We have got a very good dealer. But we have to convince him by give a proper information presentation about our product. But one of our member stuck on traffic & he is the main presenter of our team.
   
· Task 
On that situation we have to manage our dealer to change the presentation time.
And we also have to make sure that we cannot lose that business deal. We have to manage that time & try to find an alternative solution.


· Action
First, I have to speak to my boss and explain that situation properly. Secondly, we have to talk to the organizer. Next, we have to talk to the next group and try to realize our situation and offer them to go & present their offer on our time slot. 

· Result 
As a result, our member can come & join our group. We can have the possibility to present our product information and the dealer can be benefited if he chose us. 
[bookmark: _Toc500630239]Conclusion

Throughout this entire report we are focused on employability skill & how we can manage it properly. Job description and job specification are also focused on there. We can realize the purpose and effectiveness of them. How to represent in a CV is very important to get a job. To get a business deal time management is very important. We also can understand process by which we can solve a problem. At the very end we explain some practical life situation and way to handle those. (careerswales, 2017)
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