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Introduction:
This assignment is created based on the employability of a candidates and how to demonstrate the right kind of skills in the right place. The assignment is divided by three tasks. The first task discussed about the purpose of the job description and person specification. The second task was completely based on an appropriate CV and the last task discussed about the competencies. The right kind of competencies helps to get the selection process easier. Using the STAR model, the author reflected his own experiences in the last section of the assignment. 




Task One:


Purpose of Job Description:
The only purpose of the job description is for hiring and selecting right kind of people (Mary Kennedy, 2015). One of the most common dysfunction in the work place is the wrong people in the wrong place. Famous consultancy firm Gallop (2015) found that only 26% of the American managers are engaged and vast amount of managers are not engaged in the work place. Most of the time is has been blamed that wrong hiring is the main culprit for the employee not engaged in the work place. A cleared well-defined job description is the stepping-stone for the right kind of hiring. A smart and precise job description can help to hire right people for the right job. 

In the recent years, technological breakthrough changed the conventional system of hiring and recruitment process. Now people can apply job from the home and don’t need to drop CV to the certain company. As a result job market became very competitive and recruitment and selection process became very complex. Often one people provide multi-level skills in the work place and finding the right talent became very rare. Often IT specialist became the CEO and don’t need to hire extra people to manage and run the business. 

Only precise and narrow job description can solve the complexity of the hiring system (Mary Kennedy, 2015). A well-crafted job description is the communication tools between employer and candidates to understand the criteria of the job, such as core competencies, values, educational background and professional experiences.  One of the important things in the selection and hiring system missed in the job description and that is organizational values and goals need to be clearly mentioned. It helps candidates to follow behavioral accountability and commitment to achieve organizational goals. Some organization has distinct organizational culture and it is very important to describe the cultural differences in the job description. Otherwise one employee might be cannot suit as a result potential employee might quite the job. High employee turn over hurt organization very badly for overall organizational growth. A well-defined and crafted job description can prevent the lot of problem in the hiring and selection process. Thereby it is very important to a smart job description to attract right kind of the people. 


Purpose of The Person Specification:
The person specification is criteria for applying for the job. If any one cannot fulfill the job criteria then he will be unable to progress the application. The person specification consists of the knowledge, skills, attributes and core competencies required for the job. The person specification actually produced form job description and it is one of the foundations for the hiring process. The person specification also used as a based of selection decision such as, presentation, test, mock test and interview process. During the interview, when question ask to the candidates it is also derives from the person specification. It would be foolish to ask IT specialist about the history. An IT specialist does need to know about the history and he never performs anything related about the history. The person specification helps tremendously in the recruitment process. Some of the purpose and benefits of the person specification are following:

1. Making easy interview processes. 
2. The candidate can examine and assess the suitability of the job. 
3. The desirability and essential can be identified before selection process.
4. The person specification became a communication method between the recruiter and job seeker.
5. It helps set priorities and prevents common human error such as bias, racism, prejudice and personal interest. 

The person specification also makes easy the training and development process because the employee knows already about the new people skills and abilities. The applicant or job seeker also knows the culture and norm of the organization before joining to the work place.






















Task Two



Introduction:

In this part of the assignment, a CV has been created in order to apply for the Chop House Restaurant Manager in City of London (LHS0087). The author has been chose this advertisement because the author has similar kind of experience and skills. The author has been working since 2010 in the Indian restaurant called Bengal Butler as an assistant manager. The above job advertisement is completely compatible with the author skills, knowledge and professional work experience. A vibrant and dynamic CV is following: 



















Mosammet Asma Begum
23 Atkinson Road
E12 3LR
Mobile:07588599977
Email: Primanhuha03@gmail.com

Personal Statement:
I am an energetic and self-motivated student and I have strong commitment to do excellent. My academic achievement and professional experience makes me ideal candidate for Chop House Restaurant Manager in City of London. I am very passionate and committed to work in the catering industry because during my student life I work many years in the restaurant. My strong desire to work in the restaurant industry and my transformational leadership style will bring new dimension in the restaurant. 

Educational Background:
University of East London
(January 2014-2017). 
BA Honor’s Degree, (Higher Merit).
Major Module: Strategic Management, Change Management, teamwork and competencies development, Business communication and planning, strategy into actions. 
Newham Sixth Form College
(September 2012-204).
A-level
Leyton Sixth Form College
	(September 2010-2012).
	GSSE’s

Employment History:
Assistant Manager at Bengal Butler Indian Restaurant.
(From February 2013 to Present).
Key Responsibilities: Managing Staff, hiring and recruiting staff, employee management, cash handling, preparing payroll, planning, budgeting, solving employee conflict, managing training and development program and marketing. 

Scass Ltd
Support Worker (2010 – 213)
Ensuring a firm, caring, consistent, well-ordered environment is maintained at all times. Actively promote and participate in care planning, developing risk assessments, behavior management and to attend regular team meetings. Accompanying children and young people on recreational activities and demonstrating positive role modeling. Promoting the social and emotional wellbeing and development of children and young people and to consistently strive to further develop these skills. 

J F Kennedy School                                             
Midday Supervisor (2010)              
· General duties: promoting and safeguarding welfare of children, dealing with minor injuries, updating first aid records and reporting accidents to teachers. Maintaining confidentiality of school matters and preventing disclosure of confidential and sensitive information.
· Classroom supervision: Checking dinner Rota/packed lunches before leaving the classroom. Supervising of toilet/hygiene arrangements, ensuring that the toilet areas are used sensibly and organizing games or activities in the classroom 
· Playground supervision: Supervising children on the playground/grass ensuring a spread of staff over the whole area. Encourage children to play together and remain vigilant for children who may need help or support to make friends and socialise                                                  

Key Skills:
· Computer literate / Microsoft Office Applications / 
· Health and Safety trained (including CPR and First Aid)
· Problem-Solving/Reasoning/Creativity

Hobby and Interest:
Travelling, Swimming, yoga, socializing/Meeting new people, Reading/Music     

References:
 	References are available on request. 






























Task Three



Two Competencies- Teamwork And Decision Making:
Teamwork: 
A team is a group of people work together to achieve common goals. Now a day’s teamwork is very essential for organization good outcome. At a time work place was based on strict hierarchy and structured but now a days structured and hierarchy broken down and team based work place became extreme popular. In the knowledge economy, work place became more cooperative and getting extra-ordinary result (Scarnati 2001). According to Haris and Haris (1999) stated that teamwork is a collaborative process to work together in order to achieve common goals. Recently teamwork became the part and parcel of the successful work place (Hunter, Fisher and Macrosson 1998, Johnson and Johnson 1999, Haris and Haris 2001 and Parker 1999). The heart of teamwork is to work together in a flexible way and increasing social interdependence rather individual works (Luca and Tarricone, 2011). Teamwork is a important competencies and using the STAR model, the author reflecting his own experience in the below:

Teamwork example by STAR method:
Situation:
As I am working as an assistant manager in Bengal butler Indian restaurant, I am running a successful team from the last six years. In December 2017 in the Christmas time restaurant became extreme busy and we faced shortage of staff crises.  

Task:
Though staff crises we decided that we would continue our work in full swing and do our best all together. We allocated our task to all the members of our team and help each other while we finish certain task. 

Action:
I was in the shop floor to manage and look after customer during the Christmas time. We work extra hard and inspire my all team member for go the extra mile. Each day I bought some food and sweet for all the staff and help each other to achieve our target. 

Result:
Although we have shortage of staff but we achieved our target successfully and our net annual turn over was higher then last five years. The shareholder gave us some extra bonus and tips for the extra mile we did in the restaurant. 

Decision Making example by STAR method:
Situation:
As an assistant manager of a successful small business in London I am one of the important member of the decision making team. The big decision was about the banqueting night in the thirty first-night celebration in our restaurant.  

Task:
The shareholder at first doesn’t want to take the risk about the banqueting night offer. Because it was a big risk to offer per person 100 pound for the food and drink and getting such customer in our restaurant. As an assistant manager I influenced all the people who didn’t want to do such an expensive banqueting night and make them all in favor me to do banqueting night in the thirty first night. 

Action:
I try to convince all the naysayers that there are some positive result then negative results. After long hard work and informal communication decision was made in favor of me and banqueting decision was made.  

Result:
Decisions are destiny. We often cannot grab the opportunity just because of wrong decision. In our restaurant we surpass our target in the banqueting night and restaurant was full booked. My decision became ultimately successful and I became praised by all the shareholders as well as my teammates. 

Conclusion:
This assignment is based on the employability and discussed about the processes of recruitment. Often wrong people in the wrong places are the biggest block for the organizational growth. This assignment talks about the right kind of selection process, job description, an appropriate CV and the core competencies in order to perform optimum level. 
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