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[bookmark: _Toc502594599]Introduction
In the rapid changing business environment, employability has been an integrated part of the career planning from the perspective of the people and from the view point of the organisation, it has been a crucial part of the human resource management department. It involves possessing a set of knowledge, expertise, experience, traits and skills for managing the employment. In this report, diverse features of the employability like job description, person specification, CV writing, teamwork and business decision making process are delineated consequently.



[bookmark: _Toc502594600]Task 1: Purposes of Job Description and Person Specification in Recruitment and Selection Process: 
Job description and person specification are two integrated parts of the job analysis which involves recognising, articulating, scrutinising and communicating the duties and responsibilities of the job and the requirements to perform that particular job in an explanatory manner (Marsh, 2012).  

[bookmark: _Toc502594601]1.1 The purpose of the Job Description: 
In the modern business environment, the preparation and development of the job description have been very common phenomena. According to MacLeod and Clarke (2009), the job description is performed due to the specific and systematic analysis of the duties, responsibilities, roles and regulations related to a specific job. 
With the help of the job description, the job title is determined at first, which specifies the designation that the recruited person will have and the role he/she will play (Crawford, et al., 2010). The placement of the job is also clarified with the job description in which it is specified that where and in which environment the job will need to be performed. Another purpose of job description is to provide an overview regarding the job that is performed which is known as job summary. 
Hind and Moss (2012) think that, the main purpose of the job description is to delineate and communicated the duties and responsibilities associated with the job performance. It involves the detailed and explained statements of the duties and tasks which will be performed, the responsibilities that the persons have to bear, the roles he/she will play in a given task, the authority to whom the recruited people required to report about the job performance, the rules and regulations for performing the tasks.
So, the job description is precisely the job requirement that specifies what to do and how to do. The roles and regulations related to the job is specified through the job description so that there would be no misunderstanding among the related parties within the business environment in the question of job related duties and responsibilities (Harter, et al., 2012). The objectives of the job description are also to determine the personal qualification of the particular job in order to perform the assigned tasks effectively and efficiently.   
[bookmark: _Toc502594602]1.2 The purpose of the Person Specification: 
The person specification comprises the statement of the educational credentials, personal traits, related skills and experience, technical and professional expertise and mastery, implicit and explicit qualities, physical and mental conditions, required communication and networking skills that an intended person should have who will be recruited, in order to perform the job duties and responsibilities accordingly (Cottrell, 2013). 
[bookmark: _Hlk502593631]According to Pritchard (2008), the main purpose of the person specification or job specification is to articulate the above factors related to the person by whom the tasks will be performed. The level of theoretical knowledge is specified in the educational qualifications, the personal attributes and traits which are required to perform the job are mentioned in the job specification as well. The professional and technical skills for the required job is also another main component of the job specification (Marsh, 2012). For instance, Chartered Accountancy in the department of the accounting and finance. The real-life experience in the related field is considered very significant as well along with the duration and pervious work environment. 
With all these specifications, its objective is also to signify the other qualities of the persons to be hired that would be potential benefit to the organisation. The physical and emotional qualities are also taken into account for a given task. Crawford, et al. (2010) state that, the communication, networking, management, leadership and strategic qualities of the intended person are also specified through the job specifications. So, the purposes of the person specification are to determine and articulate the qualities, skills and expertise of the person to perform the assigned tasks properly.     


[bookmark: _Toc502594603]Task 2: Preparing the CV for the position of an Accountant: 
[bookmark: _Hlk502593661]The Curriculum Vitae (CV) provides a detailed insight into a specific person’s skills, knowledge, experience and expertise required to accomplish the dispensed tasks (MacLeod and Clarke, 2009). According to Van Emden (2016), the basic components of the CV are personal information, contact information, education level, technical and professional skills and the level of experience for required job. It should be prepared based on the job description and person specification. In this case, the CV is prepared for the position of an accountant in Iron Group, London which requires a summary of the job description and job specification. 

[bookmark: _Toc502594604]2.1 Job description and person specification: 
The tasks of the accountant in Iron Group involve managing the revenue and expenditure, preparing the budget and financial statements, supporting the financial management in auditing and reporting, setting and maintaining the accounting systems and policies, maintaining professional relationships with related financial outsiders including banks, auditors and lawyers.
The potential accountant in Iron Group should have the specific traits and qualities which are required to perform the tasks. It includes the working experience as an accountant of an expanding company, improved and advanced level of communication and presentation skills, capability of working in a multi-dimension business environment, ability of handling multitasks at the same time, excellent skills in Microsoft Office applications (Iron Group, 2017).

[bookmark: _Toc502594605]2.2 Job specific CV for the position of Accountant:  
For the above job description and job specification, a CV is prepared accordingly from the perspective of a hypothetical person named John Anderson.  


Michael Bagayan
Mb251980@hotmail.co.uk
07860659008
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Personal Statement
Expert in accounting and finance with an experience of 5 years in the field of business and commerce, looking for an opportunity in arena of dynamic and challenging business environment with a scope of implementing the experience, professional and technical expertise in order to improve the financial performance of the organisation. 

Key Skills
Technical Skills: 
Have a proficient knowledge and skills in Microsoft Office, specifically advance level skills in MS Excel, Access, Power Point and Word. Excellent skill in Enterprise Resource Planning (ERP) software as well as other statistical application like Stata and SPSS. 

Professional Degree: 
Diploma in Business 

Education: 
LONDON SCHOOL OF COMMERCE AND IT 
LEVEL 3 
FEBRUARY 201






Experience
MINI CAB DRIVER 
PRIVATE HIGHER VEHICLE 
UBER WESTERN GATEWAY LONDON
Preparing the statements of revenue, expense, budgeting, cashflows and financial position for an organisation.

Assistant Catering 
Smithfield café ltd  
September  2005 – jan’13
Working in a chain retailer which is a multidimensional organisation with complex supply chain management systems of numerous products.  

Interests
Have personal interest in global financial market and its mechanism. Interests during relaxation time include reading books, traveling, playing football.  


[bookmark: _Toc502594606]
Task 3: Preparing and explaining statement for competencies: 
STAR model stands for Situation, Task, Activity and Result model through which the competencies of teamwork and decision making is analysed below as per the requirements (Hillage and Pollard, 2011). 

[bookmark: _Toc502594607]3.1 Teamwork: 
[bookmark: _Hlk502052738]Teamwork comprises the collective effort or action to accomplish the shared goals of the team members. According to Yorke (2006), through the teamwork, larger and complex project based activities are performed which is more effective for an organisation that performs dynamic business activities. 
Situation: It involve setting up the real-life scenario. A hypothetical scenario can be like- ABC Restaurant, a mid-level catering and restaurant service provider wants to know the preference of the customers regarding the food, pricing and quality expectations.    
Task: A team of 4 members are required to perform the research to analyse the preference and expectation of the customers regarding the food, pricing and quality, prepare and present the result to the management for making better business decisions.
[bookmark: _Hlk502592037]Activity: The activities include the collection of primary data directly from the potential customers by all of the team members, disseminating and processing the information in MS Excel, perform the descriptive analysis including mean, median, mode, standard deviation, ranges, quartile, percentile and correlation coefficient (Levin, 2004).   
Result: The findings from the research analysis should be prepared through various statistical tools and techniques and presented to the policy makers for making related decision. Seely (2013) postulates that, the performance of the team is also measured, analysed and compared with the benchmark by the performance appraisal authority to find effectiveness and efficiencies of the teamwork. Then the feedback and compensation will be provided to the team members according to the team performance. 

[bookmark: _Toc502594608]3.2 Decision Making: 
In a dynamic business environment, decision making is the integrated process of identifying the problem statements, measuring and analysing the causes, designing and developing the alternative solutions to the problem and investigate each of them, selecting the best alternative which is aligned with the organisational competencies and strategies, implementing the solution and monitoring the performance on regular basis, taking corrective decisions when requires (Fugate, et al., 2014). 
Situation: A hypothetical scenario about decision making would be like- ABC Limited, a multinational home appliance manufacturing company, is facing a very slow growth net profit for last three years. The management is anxious about this scenario and requires a solution to this business problem.  
Task: The management wants to identify the causes behind the above business problems along with the alternative solutions to these problems. Therefore, the structured and systematic way of business decision making should be followed by the responsible party to develop, present and implement the business decision regarding the respective business problem (Macey and Schneider, 2012).  
Activity: The causes of reducing the growth of the net profit should be identified and their significance should be measured. The net profit can be shrunk due to the reduction of the sales volume which can be regarded as the primary reason. According to Crawford, et al. (2010) the sales volume would be affected by the internal factors like increased costing, inefficiencies in the production process, increased level of defective products, increased level of pricing, deterioration of the quality and due to the external factors like increased competition, globalisation effect, the economy, political and legal factors, social and environmental factors, technological advancement (MacLeod and Clarke, 2009).
[bookmark: _Hlk502593806]Result: The root of profit reduction is the decreased amount of sales volume but increased amount of selling and administrative costs, financial cost and tax also as well as the accounting policy affect the net profit. According to the study of Cottrell (2013), the alternative solutions include penetrating into the new geographical areas and introducing new products, improve the quality without increasing the pricing, acquiring the organisational efficiencies throughout the manufacturing process. These business decisions should be implemented, monitored and feedback should be provided accordingly. Seely (2013) thinks that, the business decision making process can be more effective if such systemic and structured ways are followed perfectly.  

[bookmark: _Toc502594609]Conclusion: 
The employability comprises the capability of the people to gain the employment by having the required qualities, expertise, experiences, skills and competencies, retain and maintain the employment by enhancing the current level of expertise and skills, manage the new employment when necessary. The job analysis includes the job description and person specification which is the integrated part of the recruitment and selection process in which CV plays vital role in making initial impression about the persons to be recruited.   
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