
MODULE CODE: EMPL4007_LON
STUDENT NAME: NAHID SULTANA
STUDENT ID: 1605705
TUTOR NAME: MARY MARCH


Employability


Contents
Introduction	1
Task 1: Purposes of Job description and person specification	2
Task 2: Preparing a CV for a particular role	4
Task 3: Statement about the two selected competencies using the STAR model	7
Conclusion	9
References	10

[bookmark: _Toc500193881]
Introduction
Job description and person specification are the two most important document used in the recruitment process and these two documents serve some very important purposes for the organization. A good CV is another important tool in the recruitment and selection process which must highlight the required skills, knowledge and expertise of the candidate for the job. Then there are various competencies which are required to perform any specific role in an organization and the two important competencies are discussed in this report using the STAR model (Employability, 2015).
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The job description is the document which gives the applicants a clear idea about the job and person specification helps them to understand whether they have the characteristics and expertise to fit for the job. To develop a successful and efficient recruitment and selection process, job description and person specification must be designed very carefully (Overtoom, 2013).
Job description usually contains the tile of the job, job objective, details about the roles and responsibilities, list of the major tasks and activities and so on. Job description serves various purposes for the organization. The main purpose of the job description is to provide the probable applicants about the overall purpose and objectives of the job and the expected role to be performed by the selected candidate into the context of the particular organization. So, the job description is really important to create an interest among the most suitable candidates for the job and for that reasons, the job description contains the main tasks and functions of the vacant position. Only providing the job title is not enough while recruiting employees for the vacant positions. The candidates will want to know further information about the job before applying for any position. The employees can understand the duties and responsibilities expected of them being selected for the job and make their decision to apply for the position accordingly if those suit their own preferences. A clear and well-designed job description will be helpful to communicate the expectations of the employer to the employee and then the job description is also used as a tool for performance management. The job description is the document containing the job identification and introduction about the duties, responsibilities, and functions of the job. It can reduce the inappropriate candidates from applying for the job and in this way the recruitment process becomes more efficient (Employability, 2015).
After knowing about the job, it becomes necessary for the candidates to assess whether they have the essential qualities and skills to perform the roles and responsibilities of the job. Person specification has to be worked alongside with the job description and it is the document usually contains the expected qualifications, skills, expertise, experience or any other attribute which the candidates must have to perform the roles and responsibilities of the job. So, the purpose of person specification is to help the recruitment process to be more effective and sort the ideal candidates from the inappropriate candidates for the job. A good person specification should be derived from the particular job and work as a foundation for the recruitment and selection process. The job seekers can also be highly benefitted from this document. Before applying for a vacant position, they will be able to assess their own qualities and get the solid idea regarding the two types of qualifications required for the job which are the essential characteristics and the desired characteristics. All of the candidates will be judged by the recruiter and interviewer against the same set of priorities when the organization designs appropriate person specification and the selection process gets more refined and easier. Person specification can work as a great tool to communicate the ethical and equal organizational environment as the candidates will get to know what the criteria are to get selected for the job. Person specification also serves the purposes to remove the biases, personal interest or prejudice from the recruitment and selection process. 
Therefore, both job description and person specification are essential tools to make the recruitment and selection process more effective and efficient to select the most appropriate and skilled employee for the particular job from the pool of candidates (Gravells, 2010).
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The CV of an applicant is the first and most important document which goes to the attention of the recruiter and the recruiter uses CVs to sort out the potential candidates from the less attractive ones. So, the CV should be prepared very carefully so that the recruiter can find the applicant attractive and suitable for the particular position (Grant, 2013).
Here, a CV is presented for the role of a Finance Manager in a particular company. A finance manager must have a sound academic background to perform his job duties and on top of that, some particular skills and attributes are expected from a finance manager. The CV includes the description of the necessary skills and attributes necessary to perform the role of Financial Manager in a company. It also shows the experience of the applicant in the relevant field which is very important to work as a Financial Manager. Lastly, the CV also includes educational background of the applicant and all of these are important to get a clear idea about the skills and knowledge of the applicant for the particular position (Baukens, 2017).


	


Career Objectives
Looking forward to a challenging and interesting career in a reputed organization where I can develop my leadership skills, acquire practical business knowledge and get the opportunity to have personal and professional growth.
Attributes
	· Problem Solving Skills
· Confident
· Hardworking
· Self-driven 
· Team player
	· Analytical Skills
· Enthusiastic and Energetic
· Committed
· Goal oriented
· Good communication abilities.



Skills
· Competent in using MS Excel for Forecasting, Trend Analysis, Loan Amortization Schedule, Efficient Portfolio, Financial Valuation Modeling, Capital Budgeting etc.
Work Experience
· Working as a Finance Executive in “Tesco” from November 2016 to present.
· Worked as a Financial Analyst Specialist in “Xmas Tree” from December 2014 to September 2016.

Educational Qualification
· Completed Level II of Certified Financial Analyst (CFA).
· Master’s in Business Administration from the University of Wales with specialization in Finance.
· Bachelor of Business Administration from the University of Wales. 





[bookmark: _Toc500193398][bookmark: _Toc500193884]Task 3: Statement about the two selected competencies using the STAR model
There are various tools used to select a candidate as an employee. The most vital element tool is the interview as in this session the employers face the candidates and can ask whatever they want to know. The interview can be of various types. Besides the traditional interview, now interviewers focus on the STAR model. STAR model implies the technique to have some idea from the candidates regarding the situation they faced and what they did at that time. Here two statements have been given that I faced in the interview session.
 Team working:
Situation: As I was sent to a team in my organization with a common target and a shared activity, I made myself absorbed in the tasks with full attention. But after working for a few days it seems that the outcome of the team is not at the satisfactory level. The team leader alleges all of the members including me that we are not very much co-operative and the team working is very haphazard. We were ordered to fix it up soon (Finesilver, 2015).
Task: We, the team members, called for a meeting and identified the lacking that we made. The identified problem was the cultural diversity, less organizational commitment and poor communication between us. So, we promised to fulfill these tasks like increasing organizational commitment, share cultural diversity and increase effective communication soon.   
Action: We started sharing our different cultures through the presentation, traveling and going through the materials related to the different cultural backgrounds etc. We tried to increase organizational commitment by pitching shared activity. We started building up an informal relationship out of the workplace and using various social networking media to increase the communication skill between us (Frayling, 2014).
Result: We found the result changed according to our desire level after accomplishing the skills through performing the tasks. Our team made the highest number of sale volume in the last year and everyone was satisfied with (Overtoom, 2013).
Problem-solving:
Situation: I was given the post of leader of a sales manager. Things were going well but just after a few days, I found that the employees are becoming irregular day by day and there have arisen the tendency to turnover in other departments. This affected the organization heavily. I started identifying the problem behind this (Sostrin, 2015).
Task: I appointed an advisor in this case who after conducting a research gave me a report showing the reason behind this issue. And the problem was the lack of motivation. Here I decided to make the employees satisfied with their desired needs (Longman, 2015).
Action: I identified which type of motivation the employees required most and the result was financial. I managed various financial related motivations like a bonus, free transportation facility, etc. I also declared that the highest scored employees will be rewarded financially (Robertson, 2011).
Result: The actions brought the desired result as the employees were found to engage themselves much in the tasks more attentively than before and there was almost 0% turnover within the last six months. Employees worked hard and the outcome they generated was more than expectable (Baukens, 2017).
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The report has been prepared on basis of employability which refers to the qualification that the employers want from the employees. The report basically deals with three tasks. The first one is the job description and person specification which states about the manner of the job and the person that the company requires. The next one is the CV which is a document that conveys the information regarding the candidate. And the final one is a part of interview session that deals with the competencies on basis of the STAR model (Grant, 2013).
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