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The purpose of job description is to properly describe the job within the organisation. According to Armstrong (2016), through job description, an organisation provides the job duties and responsibilities of the designated person. The managers, usually the HR managers, develop the job description related tasks. According to Stredwick (2013), job description is being developed at the recruitment stage, before putting the vacancy advertisement in the newspaper. An HR manager mainly develops the job description with three purpose – To define a job within the organisation, attracting the suitable applicants for the job and Communicating with the employees and the candidates. Most of the organisations want to employ the right person for the right job. Because after joining the job many organisations faced that employees aren’t happy with the job. To avoid such complexities, a good job description can help. Kurz and Bartram (2002) mentioned that a job description starts with explaining the job name, the roles and responsibilities, the skills requirements, the extent of working environment, and salary for the job. Another aspect of job description is to provide a base for communication with the organisation. Because it keeps the formalities between the organisation and the employees. A good job description also provides a career path for candidates which is very important to find the right person for the right position. 
The person specification of a job is also important in the recruitment and selection process. According to Armstrong (2016), it is the list of required qualifications, skills and abilities, related experience, job-related knowledge and other selection criteria which are important for performing the job responsibilities. For instance, when Tesco recruits new sales manager, their person specification section consists of strong academic background, in-depth knowledge, decision-making skills, long experience in the sales etc. The person having all the skills is considered as the best person for the job. According to Baker (2016), another aspect of the person specification is that it can help the organisation in the interview process to find the best candidate. Additionally, the applicant can conduct self-analysis based on the person specification to assess their level of the required skills. Considering the legal perspective, person specification can help to establish an equal work opportunity. In UK, there is a specific law which ensures the equal work opportunity and every company in that country follow the rules. By analysing the skills and knowledge of the candidates or the applicants, the HR manager can select the best employee for a specific position. 
In the following table, an example of person specification is being provided. Each of the specification can be essential or desirable. The essential qualification is must for being selected for the position. The desired qualifications can distinguish one candidate from another candidate. 
Company name: Tesco Plc, UK.
Job title: Store manager, London branch.
	Criteria
	Essential
	Desirable

	Educational Qualifications

	Masters and Bachelor degree in Business administration.  
	Professional degree in sales, marketing, business administration. 

	Skills/competencies


	· Quick decision making
· Problem solving
· Leadership skill
· Negotiation
· Time-management
· Resilience
· Communication skill
	Researching & information finding
Public speaking
Team-working
Conflict management skills

	Knowledge



	Candidates must have knowledge about processing sales, order, handling customers, inventory management and staff scheduling skills. 
	Additionally, customer service skills, marketing research skills, reporting skill will be considered for the position. 

	Previous experience



	Candidate must have at least 5 years’ experience in similar position in UK. 
	

	Personal qualities



	Good communication skill is very important in business. Self-motivation skills are also essential. 
	If the candidates have any additional skills to mention then they can list here. 
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CV Cover letter 
………………………………………………………………………………………………………
Address of the applicant:
London, UK.
Contact no, E-mail address
1 January 2017
Mr. X
Head of HRD,
Tesco PLC.
London, UK.

Dear Mr X,
I am writing this application for the vacant position that you announced in your job advertisement on your website. I also found the advertisement in different newspaper where you publicly published.  
I would like to inform you that I have been working as the store manager of XXX Stores, UK limited for past five years where I was to manage the daily activities of the store.   The experience here helped me to understand the pros and cons of retail sales and retail store operation which I can apply in your organisation. 
I would like to also inform you that the skills such as academic knowledge, in-depth retailing knowledge, decision-making skills, communication skill, and human management skills are particularly important for this position (Proctor, 2014). Over the years, I have been able to acquire also these skills so that I can perform better than others.
For the position that you announced a vacant position, I would like to offer myself for that position. I have attached my CV containing details about the bio-data, my skills and knowledge, qualifications & training, experience, hobbies. 
Sincerely, 
*Name of the applicant. 
CV of the Applicant
Applicant
Home Address: London, UK.
Contact: Telephone: xxxxxxxx, Mobile: xxxxx, Email: xxx@mail.com
……………………………………………………………………....................................................
Career Statement
I want to build a position in the sales of reputed retailers in UK in order to apply the personal skills, knowledge and abilities to perform certain activities. 
Qualifications & training
I achieved my Bachelor degree from X College, London in business administration in 2010 and my Masters’ degree from the same college in business administration. My concentration was in Marketing. 
Additionally, I received a training in sales for 2 months from Professional Institute, a London based training centre. I learned various basics and advanced techniques in training from that training which has enabled me to establish a career in marketing and sales.  
Skills and achievements
Though the years, I have developed and nurtured different skills which have helped me to build a career in the marketing sector. The different skills are as follows- 
Decision-making skills: The decision making skill can help myself to decide on the right matter in the rights time. According to Christensen (2017), this is a key managerial skill which can help me to take the right decision in critical moments.
Communication skills: It requires an extensive level of communication for the position of store manager. Andrews and Shimp (2017) mentioned that communication skill can help to effectively communicate with the customers, the staffs, the supervisor, the suppliers and others in different situation.  
Sales and marketing skills: These skills can help me to sell the product to the customer effectively while fulfilling the monthly targets (Osterwalder et al., 2014). I have developed customer persuasions skills, motivation skills, marketing strategy development skills, and other technical skills which will help to make regular and increased sales.
Negotiation skills: according to Menkel-Meadow and Schneider (2014), negotiation skills can help me to produce an effective solution in the negotiation situation such as customers about prices, suppliers about their fees, employees about their salary, management about their interest etc.
Problem-solving skills: In the regular sales activities, different expected and unexpected problems arises which make the sales duty more challenging. I have developed this skill to produce a solution in regarding the expected and unexpected problems (Osterwalder et al., 2014). 
Experience
I have been working as the store manager of XXX Stores, UK limited for past five years. In this organization, I learned various issues regarding effective sales. Before that, I worked as a sales trainee officer in YYY Stores Limited in Chelsea where I earned various aspect of sales. Through my experiences, I learned mainly the sales in regular store product which customers regularly buy for daily basis.   
References
*Available on Request. 
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In this section, my competency regarding the two important skills - Team working and Time management will be discussed. According to Cook (2009), to assess the competencies, STAR model (situation, task, actions, and result) is being applied. In job interviews, interviewer often asks questions about personal competencies. To face such question, STAR model can help myself to develop structured answers regarding my competencies. 
	Competence/Skill
	Team working

	Situation
	During the course, I and some of my classmates were tasked to visit a retail store to conduct a survey to collect some data regarding their marketing activities. It was a team of 5 members to collect information on number of daily sales, amount of sales, number of employees, market competitions, and promotional activity. Influenced by Cook (2009, lack of experience in such activities it was becoming very challenging at first but I reserved my full confidence that if we stick to our plan and work as the team then we will successfully complete the task. 

	Task
	Our primary task was to collect the retail store's information regarding their activities. It involved collecting information on number of daily sales, amount of sales, and number of employees. Additionally, we also developed questions regarding the market competitions and promotional activity. According to Cook (2009), it helped me to understand the activity of the retail store and its performance. As a part of the course, it was a task which I must complete to achieve a good grade. 

	Action
	It wasn’t an easy task because it required various permissions, questionnaire preparations, time scheduling, meeting up with the store manager, asking questions which might be confidential etc. 
However, we made a plan to conduct the survey efficiently which will give us some confidence in how the survey will go. My team leader gave me the task to develop questionnaire which was a key part of the whole effort. There was actually two questionnaire which will for manager and employees. I interviewed 4 employees from a total of 20 employees. 

	Result
	After conducting the survey, our team collected most of the information which was being listed in the questionnaire. We successfully collected all the information that we needed to assess the performance of the retail store. Team leader gave me and one of my team member to assess the performance of the retail store based on the collected information. By assessing the report, our course teacher gave us the highest grade on that task.






	Competence/Skill
	Time Management

	Situation
	According to Cottrell, (2013), it is another important skill which can help me to schedule the time efficiently to perform something within the given time. During the course, it was necessary to develop a study-routine which will help me concentrate on study. However, by developing a time schedule, it can also help me to allocate time for other courses and different activities. 


	Task
	As the course duration was 1 year, I developed a study plan to schedule the lessons of the course. It was necessary to plan the time according to the class progress. According to Tomlinson (2014), I found that, in the course outline, some lessons can be finished without the class-lectures. I identified those type of lessons and put them in schedule at first. My plan was to complete the course along with the class lectures but to be ahead. 


	Action
	My focus was that I will be prepared a little bit before the class lecture and as a result, I developed the time schedule in the first month of the course. It was necessary to make adjustment about the time during the course period. I used MS word, MS Excel, Google Calendar etc. application which can help me to schedule the time. Additionally, these applications can also remind me of the time (Tomlinson, 2014). 

	Result
	I found that during the course lecture, it was easy for me to understand the lessons because I made a time schedule and studied them before the class work. 
As a result, I always asked questions to the Teacher about different side of the lecture topics. 
Sometimes, while studying, I found that some topics are really critical to understand. I made questions on which I didn’t understand in the preparation and asked them in the class lecture. Eventually, I achieved a very good grade and learned a lot of things from that course.
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