UNIVERSITY OF WALES TRINITY SAINT DAVID LONDON

	Student name:

Strudent number:

Module number:

Module title:

Lecture Name:
	Manuela Ilona Avram

1605625

EMPL4007

Employability

Shâo-Lan 


Employability
Table of Contents

1INTRODUCTION

TASK 1
1
1. Purpose of job description and a person specification
1
TASK 2
3
2. Curriculum Vitae of candidate for the post of Bank loan officer in HSBC Bank
3
TASK 3
5
3. Competencies required to evaluate candidates
5
CONCLUSION
7
REFERENCES
8


INTRODUCTION


In the present assigment, competition has increased in between the companies due to which employer pays more attention on employment skills. Therefore in order to compete with their competitors the employers need to hire and promote skilled and qualified candidate through which they can successfully survive in competitive environment (Strycharczyk and Clough,  2014). In this assignment employer offered a Job role of bank loan officer in HSBC Bank and provided necessary job details in order to invite qualified and skilled candidates to apply for the job they offered in their bank.

TASK 1

1. Purpose of job description and a person specification


The employer need skilled and qualified candidate for the post of Bank Loan Officer they offered in HSBC bank so that they can achieve their desired goals and objectives with the effective contribution made by them. For this employer should communicate to the candidate regarding job details as well as person specification so that the candidate can easily know that they are capable of doing such roles and responsibilities associated with the job of Bank Loan (Stokes, 2015). If the candidates show their interest to apply for job then they should required to upload Curriculum Vitae either on the email id or bank's website (Rao,  2010). Here is the purpose of:
A Job description: The job of Bank Sales Officer requires necessary skills and capabilities to perform following tasks related to the given Job:

· Contact companies or people to ask whether they need a loan or not. And the customers shows their interest to take loan then should provide necessary details regarding interest, term of loan etc.

· Meet with loan applicants in order to collect details personal information and answer queries regarding bank loan (Gravells, 2010).

· Communicate about different types of loans and the terms of each to applicant.

· Need to collect and verify financial information such as income level of applicant.

· Evaluate the applicants relating to their capabilities of repaying loan amount.

· Approve loan after collecting and verifying complete information of applicants.

· Loan officers has responsibility of answering queries regarding information of loan and guiding customers through the application process.

In order to provide information regarding offered job for post of loan officer the bank needs to communicate with the candidate through making advertisement in public which contains all details regarding job and company (Kemp  and Davidson,  2010). Here is such advertisement:

	                                                              Vacancy

	HSBC bank recruiting for post of Bank loan officer

Post- Loan officer

Qualification- Minimum 1 year experience in the retail sector

The chosen candidates will be called for interview.

The candidates should apply for job through email or HSBS website.

Last Date to apply- 29th December, 2017

Address: Welwyn Garden City, UK

Email: hrm.hsbc@ymail.com
Contact: 2265875636


A Person Specification:

· Sales and marketing: The applied candidate must have knowledge about principles and methods for promoting as well as selling products and services which includes marketing strategy or product demonstration etc.
· Managerial skills: It is important for applied candidate to have managerial skills related  managing files containing details of loan applicant, healthy relationship with customers and focus on meeting desired expectations(Jing,and et. al, 2010).
· Critical thinking: The applies candidates should have ability to identify strength and weaknesses of alternative solution, conclusions to problems.

· Better communication: The candidates should have good communication skills in order to build sustainable working relationships.

· Candidate should have knowledge of handling private and confidential information.

· Should be competent in managing office systems, processes and procedures.

· Should be friendly with an approachable working attitude and should also multilingual in Spanish, Romanian and English.

TASK 2

2. Curriculum Vitae of candidate for the post of Bank loan officer in HSBC Bank


There are necessary information and qualification for Bank loan officer in order to increase sales and turnover of company. Therefore candidate must prepared a Curriculum Vitae in which they mentioned all educational qualification details along with the strengths and personal details so that the employer able to know about them and decide whether they are eligible for job or not (Brooks,  Waters and Pimlott‐Wilson, 2012). Here is the Curriculum Vitae of candidate:

Manuela Ilona Avram
Ylo4yuby@yahoo.com
07459704714
Personal Profile
Highly motivated individual possesses over 4 years working skills and experience  in Europe within the Finance and banking  sector. Providing varied administrative and client/customer sales support are communicative with exceptional interpersonal skills, is proficient in the use of Micro Office packages, knowledgeable of maintaining office filing systems, diary and reception area as well as adhering to practices and procedures when handling client information. Actively seeking an opportunity to utilise existing skills as well as develop new ones.  

Key Skills

I have the ambition to learn, to develop myself as much as possible, ready to take any challenge presented and see it through to success. Whilst I worked in the bank, I also developed my transferable skills, such as: team work, research skills, verbal and nonverbal communication, problem solving and analytical skills, which are required to work in the bank sector. I have good communication skills to help my clients to make the right decision, in the same time I helping the bank to have more happy and thanksfull clients and good reputation. I am a conscientious and inquisitive person, with an outgoing and bubbly personality. I have mediating skills: in the bank i had to know how to interact with the customers/clients. I also had to know how to handle situation when clients were making complains about different aspects of their relation with the bank I worked for. As Bank Clerk, I developed an understanding of how to take responsabilityand it enhanced my communication and interpesonal skills. Having the oportunity of dealing with clients has taughtme how to deal with customer satisfaction. I also understood that you need to have an excellent presentation in order to attract clients and to convince them to trust you and more importantly, the bank I work for. I am trustworthy, competent and friendly person, and my clients were aware of this, giving the fact i was handling their private and confidential information. I needed all of these skills in order to do an excellent jos as a Bank Clerk.  
Employment History
Office Clerk, Volksbank (Romania)









Sept 2006 – May 2010

· Compile client documents and  present to banking senior manager to complete verification 

· Maintain filing system , company diary, assist in making and sending photo copies , faxes 

· Relaying and conveying messages and phone calls 

· Ensure a keen eye for attention to detail when Inputting  client information onto the data base

· Good understanding of general office practices and procedures example  data protection 

· Provide overall ad hoc support to the team as and when required 

Car Insurance Representative, Groupama Insurance (Ploiesti – Romania)




May 2008 – May 2009

· Provide direct customer service care and support when negotiating possible contracts

· Advise clients on contract renewal and promotional products  

· Make price comparisons to ensure client receives best deal to meets their requirements 

· Data input client information on computerised system ensuring keen eye for accuracy and attention to detail 

· Always check in with the client to ensure the services being offered meet their expectations, requirements  and standards

· Ad hoc duties include providing client enquiry support regarding financial products examples loans, mortgages

Education/Training History

University of Wales Trinity Saint David London                                                                                         

Jun 2017 – Present 

Edinborough College











Jan 2016 – Sept 2017

ESOL Entry level 1 & 2 

Administrative and Services School Group








Aug 1998 – Jun 2002

High School Graduate Diploma (baccalaureate Degree Romana)

TASK 3

3. Competencies required to evaluate candidates


Competencies refers to necessary qualities and skills that the candidates must have in order to get a job in company. Therefore, HSBC needs to hire candidates for job of Loan Officer on the basis of their competencies. Here are some of the competencies required in candidates:
Team work: It refers to combined efforts made by different individuals in order to achieve common goals and objectives and it can be more effective when they apply STAR model to get maximum possible result (Deeley, 2014). If the individuals carrying different skills and capabilities meet together to achieve common purpose then the result will be effective in the end.
Effective team work at workplace happens through applying STAR model:

· Strengths: It is required to identify the strengths and capabilities of individuals in group which helps a leader to utilise them to achieve desired group goals. A leader needs to delegate the roles and responsibilities according to the skills and knowledge of group members.
· Team work: When individuals having different skills and knowledge join hands and building a relationship to work together in order to achieve their  common goals then the result are highly effective. 
· Align: It should required for leader to align roles and responsibilities according to the skills and capabilities of team members which help them in focusing on achieving desired targets in effective and efficient manner.
· Results: Individuals carrying different and unique skills come together to achieve common meaningful goals to achieve effective result (Durrani and Tariq,  2012). When each member of group identifies his/her strengths and contribute more to achieve common goals then the effective and positive result will be get in the end.
Decision-making: 


Decision making skills also need to required in candidate to get appropriate job. In order to handing complex situations in effective and efficient manner, it should necessarily required for candidate to take right decision at right time to get positive outcome for company. Therefore the candidate should have decision making skills so that they can take effective decision anywhere and at anytime without wasting of time.
STAR model applied on Decision-making Process:
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                                                     Figure 1. STAR Model, 2017
· Situation: As the situations arises in working environment is changes frequently which may affect the performance of company. Therefore it should required for candidate to have decision-making skills which helps in implementing corrective measures in order to handling complex situation at right time so that it cannot affect the performance of individual as well as company.
· Task: In order to achieve desired goals and objectives of company. It is necessarily required to allocate task to staff members according to their skills and capabilities so that they can perform and contribute more towards organisational goals. Therefore taking effective decision relating to allocate task to appropriate staff members will get positive result at the end.
· Action: The Candidates should have capability to perform effectively at anytime and anywhere in order to grab opportunities and convert into best possible outcomes which directly enhance the performance of company. Therefore In order to tackle complex situation the members should required to conduct formal or informal meetings in order to discuss relevant issues and problems that affect the performance of company and thereafter taking corrective actions and measures in order to resolving relevant issues and problems. 
· Result: Improving in the morale and satisfied members always perform better and contribute more to the performance of company and it can be possible only when they communicate and coordinate with each other in effective way (Dhar, 2012)). Therefore skills of motivating to their staff members at workplace and also influencing people towards purchasing bank products helps in getting positive result. Therefore the candidates must be self motivate so that they can motivate customers to show their willingness to take loan from HSBC bank.

Exemple from my experience:


At my last job in a similar compasny I had to make 1.000 credit cards in one week. The target was guite difficult to achieve. Toghether with my team, I made the decision to convince all the clients of the bank to accept a credit card. Our decision was to stay over the program for 2 hours each, so we can email cards offer to our clients. Because  we worked in  team, we managed to send mails in two days, and in four days we managed to the target of 1.000 given cards. Work team and good making decision helped us to complet the target during the given time. My skills helped me very much in  this project. 
CONCLUSION


As per the above mentioned report it has been concluded that employer need to recruit and promote skilled and qualified candidates in order to improve the performance of HSBC bank. It is important for the employer to communicate job details to the public through implement various methods such as advertisement so that the candidates show their interest in applying for the job through sending their Curriculum Vitae on their email id. The candidates must have competent qualities and skills such as work in group, problem solving skills etc. so that they can able to contribute more in achieving company's goals and objectives.
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