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This Assignment is the result of the information I have received in the employability module and which has been used to be able to implement it on a personal level in the professional area. It is broken into several sections and the result is relevant to possess all the potential tools for a satisfactory useful job research.
[bookmark: _Toc502833723]CHAPTER 2
[bookmark: _Toc502833724]A Job description


According to the explanation of (lse, 2017), I can relate the job description as a tool designed to have a good understanding of everything that implies the job and all the responsibilities and qualifications involved. A description of the work has multiple uses for me, such as giving me a clear idea about the level of involvement and the specification of the job offer. It is also very necessary that in the job description there is an exact salary.
Once I have reviewed a job description that interests me, I should ask myself the following question, what kind of person should I be? For an employer at the time of hiring the first thing he thinks is that the candidate must be a clear person in accordance with (Caramela, 2017) seeks to know my character and my trait to prosper in the business, beyond my experience work or my studies.
I think that, however, not all businesses perform property job descriptions because many do not really specify what is going to be done in the job. Many descriptions are in a general area, so I think I should always do a gathering of information about the business and ask several questions such as what are the duties. What skills are necessary to succeed with these duties: manual, office, skill, leadership? What kind of knowledge: machinery, software, languages? What kind of characters? Is it necessary to be kind, flexible, and careful?
What levels of engagement are there? Who will the worker report and what supervision will he have?
For me the three most effective ways to get information is, asking some ex-employee, because they manage a lot of information about the company, asking the work team or the manager who is in charge of supervision.
[bookmark: _Toc502833725]2.1 What is Contain?

In agreement with (Ucl, 2017) for a job description to be concise and clear, it must contain:
1. The job title (which must be sex and age neutral)
2. The location of the job 
3. Main purpose of the job.
4. Evaluation of the post
5. Main duties and responsibilities
6. Any special working conditions 
7. The post to whom the postholder is in charge
8. Any posts reporting to the post holder
[bookmark: _Toc502833726]2.2 The language 

[bookmark: _GoBack]1. The use of slang or abbreviations should not be included.
2. It must be a clear and legible document.
3. The document should avoid ambiguity and be as clear as possible.
4. You should avoid offensive or contemptuous words
5. The salary must specify the exact amount
6. If possible, the work schedule should also appear in the document
[bookmark: _Toc502833727]CHAPTER 3 
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The person specification is useful to me according to (soas, 2017) because it helps me that the interview I'm going to do will not be very long. It helps me make it easier. It's very useful for me because I can evaluate myself before applying for the position in which I want to work. It helps me to understand what qualifications I will need. It teaches me that non-discriminatory equality policies keep the company and if I am selected for an interview the whole process is more organized and much faster. Is very useful for me because this will serve as a useful tool when selecting the candidate since it is designed to obtain more information about me and the candidates and also in the interviews, it is the basis of the pre-selection, presentation, and test phases.
However, many companies forget to write the necessary experience, the job and this leads to interviews in vain, in other interviews I have written that it is necessary the document of the mandatory title and when I have arrived, I have not been asked for it. Many companies should be more organized at the time of preparing a process of recruitment and selection of employees from my point of view.
	
[bookmark: _Toc502833729]3.1 What is contain?

In agreement with (Khriss, 2017) for a person specification need to contain
1. Technical, communicative, organizational and creative skills to give detailed         information.
2. Any qualifications required on paper
3. How much time of experience they need and roles that I am going to play
4. Personality type if it's right for the company
5. [bookmark: _Toc456901517]Any preferred work achievement ex: volunteer
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	Placido Owono Bokesa	
5 Kirklees Road, Thornton Heath
Croydon CR76HP
07554366376
Powono@gmail.com

Personal Profile
I would incline for work as a bus driver because I think it is a very well-paid job, it is a job that can be done in the long term regardless of age, I also believe that with the new certificate I carry out at the university I can climb more positions instantly in the offices. I have planned to have it attending a practical and theoretical driver training course where I can learn many more things about the laws of circulation.	
Relevant Skills 
I am a person very committed to my work, proof of it I am currently studying at the university, and I want to compliment my future work with my studies, until now it is something I do satisfactorily. I can guarantee you a good customer service because I worked as a sales assistant in a clothing store where many people frequented, I had to deal with more than thirty people a day this made me have this good aptitude and know how to deal with clients.In my previous job as a driver I gain the skill and the knowledge of defensive driving, so I get people safely and instantly to where they need to go on time, also I have a good time-management because I sleep at last seven hours a day and the result is I pay more attention to the road.
Personal Skills
I am a punctual person I have never had a touch of attention in my previous jobs because I am late, I am a trustworthy person I have never opened a file in any position, and I consider myself an honest person thanks to it my friends trust me a lot.
Work Experience
Passenger Driver-D Ramon car services 2009                                                                                                       
As a passenger driver, my responsibility was to pick up customers at point A and take them to Point B of their election, having to deal with traffic congestion, speed to make the passenger to their destination, baggage collection and baggage unloading, areas to park the car.
       Duties
· Provide a reliable and safe transportation service to all passengers
· communicate rates and services in advance.
· Responsible for ensuring that passengers are safe and comfortable.
· Responsible for checking the conditions of the car
· Help passengers with questions about their trip.
· Deal with abusive, aggressive or rebellious passengers.
· Keep the interior of the car clean
· Report delays and accidents to my boss
· Verify the mechanical conditions of the car
· 
Education and Qualifications
A Levels: Maths (B) English (C) Don Juan I 2008 – 2010 GCSE: Maths (A) English (B) 
Technology (B) Science (C) Brianda de Mendoza 2010 – 2012
HNC IT Brianda de Mendoza 2013-2016
Professional 
Private Car License (PCO)
Car License +10 years
Passenger Carrying Vehicle (PCV)


Referees:								
Dr Medwin Hughes 
Vice-Chancellor
University of Wales Trinity Saint David 
College Road
Carmarthen 
SA31 3EP 
(01267) 676767

Referees:
Mr Ramon  
Ceo car service
Car services D Ramon
AV Goya
Madrid 
28801
(0034)631576465
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Time Management
My Situation in the example I am going to give was to work in a group, to prepare a project about a small business that we had to relocate and expand in the Kennington area, in agreement with (Levin, 2007) to get a very good score in the work, first of all, we must think strategically, think before acting instead of leaving things for the last moment. The group and I acted in this way, we first had an agreement about what business we were going to work with beforehand.
The first Task to do as a group was to do a work in PowerPoint to perform it within a maximum time of three weeks. We decided to create a plan because if you do not make a plan in advance and you handle it as a habit (Levin, 2007) will catch you by surprise. We divide the work into the number of members in the group and designate a specific area to work each other within two week time and reveal us what we had. We personally tried to do it this way, but there was always a problem with some member of the group.
The most challenging Action within the group was to gather once a week. That is why we chose to create a What Sapp group to share ideas, opinions, receive and send messages, discuss how we manage the project. We make the most of the time for things to be done within the allocated time. I particularly believe that the idea that gives us (Levin, 2007) of taking time as the central axis and a series of steps to be undertaken with will and commitment, you will always achieve your objectives towards all the activities. It helped me a lot.
	Working in a group for the first time gave a very negative Result but we found the answer separating the group into three parts and this enabled us to do the work on time, perform it and we believe that we did a good assignment.
Team Work
I am going to give an example of my Situation in a teamwork three years ago with my current partner. We work in two thousand and five in a small internet connection business. I found her in this business and we had to accommodate both unitedly to our relationship and work seven days a week for eight hours together. In conjunction with (Maggin, 2003) as an individual if you have a problem you have limited answers to the problem and my partner had a lot of difficulties that she had to assume by herself, but with my collaboration, we could have various types of solutions and solve many daily problems.
Essentially, our Tasks were to charge customers for the calls made and the connections to the internet, we also made charges of balance to telephone numbers and at the end of the day, we had to transfer money to the different telephony providers with whom we worked. As explained (Maggin, 2003) as a member of a group when making decisions to solve a problem we must conduct by rules, match about possible discussions and if a solution is not reached by discussing any site is reached as a group. I have to reply that by not knowing all these features many times we caused lack of communication and collaboration because neither of us committed a role within the group
having enough understanding that the business did not operate well only with the activities that we offered to the clients, we had to improve the Situation and the focus of the business, I came up with the idea of ​​selling electronic devices that we bought at a lower price and we sold to the client at a medium price with the opportunity of granting them a reward for each purchase as (Maginn, 2003) shows out that making ideas to the group is a great achievement and above all bringing quantities of ideas instead of qualities ideas is a good start , the members of a group must be creative with their ideas if the group gets stuck, takes a break, thinks and generates ideas. I must say that without having knowledge of these instructions bringing the idea of ​​developing the centre of the business made the business prosper a year and a half more
As a Result of the above stated collaborating, knowing your role, bringing ideas, involving in the business, offering solid decisions trusting each one as a member of a group are on track to approach many goals and objectives as a group.
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