
Task 1

The most fundamental purpose of a job description is mainly to summarise the key roles and responsibilities that is made up of a particular job. By providing individuals with a detailed description of what a particular role entails they allow people to see if they can carry out duties the job requires of them.  Ideally to prevent individuals from not performing well, a job description should be delivered. This is because often people find that they are in the wrong job. A detailed-written job description can be the initial step in avoiding this from occurring in the first place. One must be able to propose a clear job description that can be posted in the search for the right applicants for the role.
‘With new technology and an improving job market, you’ll soon find yourself facing a buyers’ market of applicants who will have many more jobs and offers to consider’. This makes writing precise and effective job descriptions a critical factor for placing an organization on a different league apart to their competition. This results in appealing the finest candidates, and using those job descriptions allows the right candidates to be picked for the job. “Well-written and effectively-developed job descriptions are communication tools that allow both employees and candidates to clearly understand the expectations of the role, its essential duties, the competences [and] responsibilities, along with the required educational credentials and experience.” Kennedy explained.

By creating job descriptions companies can highlight their objectives and standards, this will then help filter out individuals who do not share the same ideas. Focusing on fundamental values in a job description aids to safeguard behavioral liability and escalate commitment to the job. This not only helps companies grow in a positive manner but also allows candidates to find their perfect job role which suits their skills set and fulfill their ambitions. Thus leading to job satisfaction which is a key factor most people consider look for when looking for jobs. 
Within a recruitment process it is also essential to have a person specification. There are a number of reasons as to why recruiters provide this. One of the main reasons is to make the interviewing process more reﬁned therefore making it easier and efficient. It outlines what they expect from candidates and what kind of skills they require or is desired for the role. This gives the recruiters the opportunity to be very clear and explicit about the way the candidates to be and also be compatible with the criteria they have provided. It is important to note that all job specifications must coincide with all Employment statutes provided.  Again this benefits both parties as it shows individuals what they need to do and makes it easier for recruiters to filter out the best candidates for the role advertised.  Moreover, applicants are able to evaluate themselves before applying and recognise how they will ﬁt in with the role and the company; thereby allowing them to match themselves according to suitability rather than just skills.

Furthermore, a person specification links equal opportunities guidelines within the recruitment culture of a business. The law on employment is very clear about discrimination. A person speciﬁcation makes sure that recruiters are considering candidates on their abilities related to the role. As well as this, a person specification ensures that companies test all of their candidates against the equal list of priorities established way in advance. The purpose of this is to eradicate biasness, prejudices and personal interest, all of which is crucial for recruiting successfully.
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Education:
2015 – 2018

Institute of Chartered Accountants in England and Wales (ICAEW)



ACA, Accounting and Finance
2011 - 2015                  
University of Wales Trinity Saint David
BSc (Hons) Business, First Class Honours 
2007 - 2009

Denford High School 
GCE A Level Mathematics (A), Economics (A), Computing (A)
GCE AS Level: Psychology (B), Critical Thinking (B)
2002 - 2007

Thomas Buxton Junior School

   
GCSE: Mathematics (A*), Science - Double Award (A*, A*), English Literature (A), Business Studies & Economics (A), Geography (A), Religious Studies (A), English (B)
GNVQ: Information & Communication Technology (Distinction)

Employment History:                          
10/2015 – Current

Senior Business Associate, Deloitte LLP

· Audit, Banking and Capital Markets Group
07/2011 – 04/2014

Business Information Analyst, Credit Suisse (UK) Ltd
· Conduct investigations into Retrocessions paid by fund managers which are then assigned to appropriate P&L accounts
· Maintain the Retrocession Register and allocate funds to various securities which are invested by clients
· Prepare payments of referral and advisory fees to different entities within Credit Suisse, in addition to making third party payments 
· Contribute to senior projects and attend meetings in order to discuss the team’s tasks and the Book of Work for the year
· Praised by Head of EMEA Management Accounting for helping to bring the balance of £1 million of unallocated revenue down to zero
· Prepared instructions for daily tasks required and conducted training of a new employee which joined the team
· Build a network of contacts and relationships of clients in order to extract appropriate investment information for allocation purposes
06-08/2011 

Professional Services Rotation, Deloitte LLP

· Gained hands-on experience in providing assurance and advisory services to various clients 
· Demonstrated strong interpersonal and team-working skills, proving essential from working in a constant client facing environment
· Developed knowledge of the complexities of UK tax regulation and gained an insight into the role of Partners within the organisation
· Advanced experience in Excel was a foundation in being able to add value to projects, and in some cases, change entire processes to improve efficiency
07-08/2008, 08-09/2009
Management Information Finance Assistant, Credit Suisse (UK) Ltd
                     
· Gained an insight into the Investment Bank and the functions of Private Banking
· Strong skill-set and enthusiasm had created quite an impression and consequently was offered a job after a week
· Involved with helping team members deal with queries, assist in projects and was introduced to Retrocession payments
· Re-called the following summer to not only offer services to a wider team, but also to learn innovated programmes and be more involved with the complex processes of the allocation of Retrocession   
                                                                                                 
Achievements, Skills and Interests:
Languages 

English (fluent), Bengali (fluent), Hindi (basic), and can read in Arabic   

IT Skills 


Microsoft Office Suite
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Task 3
Team work is a very important competency in any organisation. In order for employees to successfully work within a team they will need to be able to assess the situation as a team. This needs to be done by identifying what the issue at hand is. Once the situation can be understood by the team they will then have to figure out ways to solve the issue/issues they are facing. This will need to be done by implementing strategies that works well for the team. From my experience I have found that once a problem has been highlighted, subsequently discussed within a team and when the team has come up with a strategy to resolve that issue has been outlined it must be actioned. The way in which the team work to action the objectives to solve the issue determines how well one works within a team. I have done this previously by delegating tasks to each member of the team, setting deadlines to achieve them by a certain date, ensuring that there is communication throughout. This was done through meetings as well as communicating via email or phone, updating each other on what has been done and what still needs to be done. Ultimately, if everyone works hard and does what is required of them to get the job done this will result in success and overcoming the problems face. This is what we did and we successfully completed our tasks and overcame all the hurdles we faced. We learnt that team work is fundamental in any line work and communication plays a key role in achieving this.
Another competency that I learnt a lot from in my personal experience was time management. This was exemplified when we had an audit at work. This meant that all stock had to be counted correctly within a 3 day period. Anything sold had to be recounted and stock levels had to be adjusted according to the sales made. This meant that it was difficult to count items within the three day notice provided as it was very busy on the shop floor every day. I had to figure out ways to manage my time well in order to get the job done in time for the audit. I then set myself objectives ensuring that each product group was located near each other which allowed me to take on a systematic approach thus making it easier and quicker to count. I made note of all the number of items on each aisle and placed numbers next to the item that was counted. This meant that where members of staff saw someone buy a product they were able to adjust the numbers I had counted initially. By giving myself enough time through the three days before the audit I was able to complete all the aisles I was in charge of. This resulting in excellent audit results for our store. I learnt that this was only done through being to manage my time well around my shifts.  
http://www.worldcat.org/title/writing-job-descriptions/oclc/37976577
https://hrdailyadvisor.blr.com/2013/11/04/what-is-the-purpose-of-a-job-description/
