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[bookmark: _Toc500114786]Introduction: 
Knowledge is an inevitable requirement for getting a job (Pritchard, 2008). Academic certification allows a person to be employed in work and employability continues its skill developing activities for learning of the fresh graduates. In particular, keeping advance in some course, student get the job easier in accordance with the labour market demand (Peate, 2013). Moreover, employability has the ability to improve the self-awareness like improving the skills that employer wants from the graduates and postgraduates students. Moreover these, a professional curriculum vitae replicates the skills and expertise in the different region (Ahmad, Zainal and Rahmat, 2012).	 
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Human resource department of every organisation has core function like employee recruitment and selections where this process starts from the vacant position identifying then forming the job description and person specifications (Miller, Biggart and Newton, 2013). Below a common following method described; 
[bookmark: _Toc500114788]Job Description: 
The job description of an organization performs some role that’s an elaboration of job roles and responsibility where selected candidates will perform that selective responsibility in the organizational hierarchy (Al-Kassem, 2017). Though some organization follows the automated process system in the job recruitment. It’s the responsibility of the human resource manager to identify the exact role and responsibility area in accordance with the job vacant. Adequately describing the job purpose, reduces the question about the job position. 
The main purpose of job description is reflecting the ability of post holder and competency in the quick presentation of the company. Though hiring the right people by reducing the cost of hiring, an appropriate person can find himself for the job by matching the quality and job responsibly. Another purpose of the job description is to identify the social person who has Competency in showing positive, dedicated client oriented behaviour for the organisation and ensuring a better relationship with the co-worker, clients and related stakeholders. Candidates need proper sorting out personal and professional development skills for consistency with job descriptions. Besides these, a job description vita reflects the skills and expertise in the different region (Rosalie Marsh., 2012).   
Organization seeks energetic and good performer for the organisation so that Candidates must have desires to continuous improvement and meeting the job requirement. Job description assists to know the working area. Giving the candidate about working environment, the job description is used. 
Job description not only reflecting the ability of post holder but also clarifies whom the candidate will need to inform about the daily work. In addition, it makes clear to the interested candidates about the initial working responsibility for the post. Hence, the human resource manager can help in targeting the right and efficient employee for the vacant post. 

[bookmark: _Toc500114789]Person Specification:  This involves relating the required skills and qualifications, skills and requirement for the job position (Arnold and Boggs, 2016). The person specification is the extension of the job specification. Several purposes of person specifications are given below;
The main purpose of person specification is Shortlisting and best category becomes easier for the human resource department. Moreover, recruitment and selections of an employee elicit more about the employee. 
Another purpose of person specification is to make it justifiable and specific and measurable (Skill), for the job seekers and interview panels. For easier identifying the qualified and experienced employee who can perform the job role effectively and person specification must be detailed and producing exactly what actually organisation need. It’s the responsibility of the human resource manager to identify the exact qualifications and skills area identifying in accordance with the job vacant (Rosalie Marsh., 2012). Making convenient in priority list making which removes the discriminatory, biased to acquire the path of recruitment and selections process. After person specification and job description, recruitment and selection board follow the shortlisting approach who take the person who meets the job advertisement criteria.  
Person specification has an integral part with the job description. Hence recruiter able to makes right fit for evaluating the performance (Seely, 2013). Because candidate can identify the best idea about the working place on paper. Human resource manager tries to meet all criteria by opening the job post for all group for long-term hiring up the candidates.  
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Job Position: Retail Sales Manager
Division: Retail service
Reporting to: Divisional Manager
A curriculum vitae (CV) has been developed below for retail sales assistant job role of renowned retail service providers. 
Curriculum Vitae of Mr ABC

Person Name: Muhammed Shuna Miah
Permanent Address: 75 Gally Road, London. S24 6LW
Phone: 012354765
Email: caferoyal75@gmail.com

Personal statement:
As a fresh business graduate from the University of Wales, looking for developing skills on the sales area since I have Competency in showing positive, dedicated client oriented behaviour in the retail and customer service management and ensuring a better relationship with the co-worker, clients and related stakeholders. 
My perseverance always seeks to be energetic and good performer while working on sales team so that I follow my desires to continuous improvement and filling the target requirement. Hopeful enough that my previous working role will add value to your job post. 
Educational Qualification 
Trinity Saint David University  
Graduation Year: 2017
Major course: BA (Hons) in Marketing 
Lambeth College
O level and A level
 

Key Skills gained: 
· Achieved the ability to efficient customer dealing and sale reporting to the divisional operation and competency in the quick presentation of the company.
· Informing the line manager for any defect product, ensuring the prescribed standard for security and financial performance.
· Helping the Retail manager in operational budget of the operation.
· Have proficiency in IT skills like MS Office and financial report making, sales budget analysis, visual presentation etc. 
· Routine wise checking the catalogue and standard and filling about the product attendance in assistance with the service manager.
· Developing the innovative sales strategy and efficient procurement to the home service.  
Key Interest Area to Develop: Procurement Operation, International Marketing and Corporate governance and financial modelling etc. 
Hobbies & Interests
I like travelling with friends on mountains and beach. Finding the interesting and exploring the nature.  I love to making new friends and communicating with different people. I have a keen interest in programming languages and loves coding as passion. As an analytical thinker, loves making fun and solving the problem so, I love to take challenges. 

References & Contact
I would be happy to supply this information on request. 
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Organization prefers the sociable person who has Competency in showing interpersonal skills, dedicated to commutative behaviour for the organization and ensuring a better relationship with the co-worker, clients and related patrons (Cottrell, 2010). To get a job, a person has to be competent in different skills, as I worked for two organizations, organization preferring team working ability and decision making skills from the employee. Below these skills important in the labour market in accordance with the STAR model applying;
[bookmark: _Toc500114792]Team working skills: In every job position, team working skills are listed because after recruitment, a person has to work with coworker and management level executives too (Haasler, 2013). Interview ask about team working experience is a common interview board questions. Like,
· How much you struggled when communicating with the team leader in a project?
· Tell a situation you handled in team working?
[bookmark: _Toc500114793]The STAR Method: As, STAR Method stands for Situation, Task, Action and Result, My personal experience about the team working described below using the competency based interview method STAR to formulate the answer. 
Situation: Choosing the best region for establishing the new chain store. 
Task:  Our team assigned the project. In addition, I occupied myself team leader role while conducting the project. After a warm meeting with the team member, I disseminated the task to every member. Collecting the background information like demographic information, competitors list, people buying behaviour etc. from North ham shire, west minister and Bristol etc.
Action:  I devised seven days working plan for every member.  Two members were assigned to prepare the visual representation and report based on the data.  For collecting the secondary data, three persons were assigned. I have monitored every one task as I have to achieve the milestone in time. Not only monitoring and distributing the work was I task, I prepare a SWOT analysis model and furthermore analyzed the external environment about the project suitability.
Result: Within 21 days, my team successfully completed the project and we find Bristol will be a profitable place for opening a new chain shop in the city because of lots of working people, residents and students are living there. Top management accepted our project proposal. 

[bookmark: _Toc500114794]Problem-solving skills: To judge the experience of the employee, interview board ask questions about past experience. Asking problem-solving skills is a behavioural question. Hence candidate has to deal that type question correctly.  STAR Model method applying below to give an exact answer to problem-solving skills questions.
[bookmark: _Toc500114795]The STAR Model: My personal experience about problem-solving skills described below using the competency based interview method STAR to formulate the answer. 
Situation: Tell about your problem-solving approach to solving local procurement strategy as sales manager. 
Task:  the region where I positioned as sales manager, organisations strategy was not adaptive in the local. Hence, I took the initiative to form responsive local procurement strategy. After revolving the market and observing the customer buying pattern, I have found that most people are habituated on online order services.
Actions: Keeping these findings, I have taken action by developing a push / pull method of procurement which is popularly known as proactive and reactive approach to product supply chain. Following the proactive approach, a website has been developed for online ordering. The promotional strategy also took for reaching the local customer. 
Result: My problem-solving skill was highly praised by the top management. Finally, these skills ensure 30% increased sales within three months. Personally sales over £15,000 since starting position through website order. 
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In sum, Organization prefers some employability skills dedicated to amiable behavior for the organization and ensuring a better relationship with the co-worker, clients and related patrons (Andrews and Russell, 2012). Candidates need proper sorting out personal and professional development skills by a proficiency test. Besides these, a professional curriculum vita reflects the skills and expertise in the different region (Levin, 2009). Achieving some skills will keep advance in the job sector, student gets the job easier in accordance with the labour market demand. Moreover, employability has the capability to improve the self-awareness like improving the skills that employer wants from the graduates and postgraduates students (Dowling, Festing and Engle, 2017).  
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