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EMPLOYABILITY

On my assessment I will follow 3 tasks and I will try to explain as well as I can what job description, person specification is and talk about two skills that I find most important in a person review and that I think that will make the employers to see them better than other candidates. I will present as well my personal CV and I will give examples of my own experience at my workplace. 
I will start with the first step that I will talk about and is describing the purpose of a job description and a person specification.

Job description

According to the Collins English Dictionary, a job description is a ‘’written account of all the duties and responsibilities involved in a particular job or position.’’ As we can see, the position of a job description is a high one because it contains all the information that we need while we are looking for a job or try to apply for one. So, in the further lines I will try to explain better the importance of a job description and why it is quite helpful for us, in a word, the purpose of a job description.

The purpose of a job description is to help the employer and its candidate in the same time. It will help the employer to show exactly what he wants from a candidate while he is posting a position. Writing down all the duties that he is expecting from a candidate to do within his job will help the employer to save a lot of time and this is the first thing that the employer will like about the job description. Another purpose of a job description for the employer is to ensure him that he is hiring the right person to fill out the right position and this is the main core of a good job description. 
On the other hand, as I said, the purpose of a job description is made to help the candidate as well. So the main purpose of a job description for the candidate is to show him exactly the duties of a job and to help him to match his specifications with those ones that the job description contains. In the same time will help him to save time while he is looking for a job and focus more on the match of his skills and experiences with the job duties ones. As an example I will say that is more easy for a person to see exactly what an employer is looking for and find out which of his skills will match with that job description and if he thinks that he does not have enough experience and knowledge of that job, to look for another one while he will find the right one where all his skills and experience will match perfectly with the employer’s  expectations. 



Person specifications 

A person specifications will be that person’s notebook with all the information about him such as education, previous experience and some personal details. Looking at the meaning of this thing, we will find out that this has a big purpose for the employer and is like an important part of his toolbox. The person specifications will help the employer to communicate the exact traits he finds desirable in his ideal candidate. 
The person specifications have five important purposes and these purposes are:
· to make the process of interviewing more easier and refined, 
· to help the job seekers to asses themselves before applying and understand how they will fit in with the role and the business, 
· will clarify the types of personal specifications important to the employer which are called essential and desirable. Will show the matching between employers needs and candidate specifications,
· It helps to communicate equal opportunities policies within the recruitment culture of a business. The law is very clear about discrimination. A person speciﬁcation ensures you are assessing a candidate on their abilities related to the role,
· It means you test all of your candidates against the same list of priorities set out in advance. This helps remove bias, prejudice and personal interest, all of which can be problematic for recruiting successfully.

I think that the person specifications have an important role as well while we are trying to apply for a job because the employer will see exactly what we have knowledge of and our previous experience and education as well so if he will find what he is looking for while he is reading our description we will be very close to the next step followed by the applying, the interview.
The second task will be my personal CV. 









PERSONAL CV

Personal Details
Name: Larisa Lavinia Gherman
Address: flat 203- Vekaria Court, 42 Alric Avenue, NW10 8RA
Date of birth: 02.07.1996
Phone number: 07566202270
Education: Baccalaureat Diploma 
Occupation: Warehouse operator	
Looking for: Team leader job- I am looking to be a team leader in my present workplace and I am always try to pay attention to the ones that we have now to make sure that I will do my best if I will get the job.

Skills
1. I am always happy to talk with my superiors about the existential problems in our workplace and try to solve them. Once I was not very happy about one of my team member because she did not take her job as she should and she was talking to someone almost for one hour. I was angry on her first, but I knew that the best way to solve this is to talk to one of our managers. I went to manager and ask him if I can complain about something and he was really happy to help me. He promise me that he will talk to her and he did it in the next minutes. It was not very comfortable but it was the only think that I could do at that time and then I felt good that I could solve a small problem in our workplace even it was not the bigger one. 

2. About my computer knowledge, I like to learn every time how to use different applications and do different things on computer to best perform what I already know. In my workplace I ask every time my team leader or manager to show my how to do different task on computer such as printing different documents or looking for articles from our stock and next time when I need to do that I just seat in front of computer and do this by myself if the team leader or manager are to busy or do another thing. 

3. Another skill that represents me is organisation. I like to be organised and I am always trying not to mix the things up. For example, in my job in a warehouse I am working with a lot of barcodes and my way to remember all of them when I go to the printer to pick my ones is to write them on a paper and I know that in this way I will not make a mistake and I will pick always the right ones.

4. I like as well to convince people to do what I want and what I think that is good. Ones, my manager asked me to train one of our team members and after I finished another manager came and say that that person should do the things in another way which is easier in the first days but I did not agree because I knew that the way that I have learned her was an easy way as well and most of all, it was the one that give the best results so I convinced my manager that she can do the things in the ways I have learned her because she will not have any problem. 

5. While I was working on my first month, I was experiencing the team player skill at the workplace. We have had a competition which is an yearly one and its purpose is to find the most clear and organised department and give rewards to the team. All our members successfully exceed our job and get the second place. 



















The last task and a very important one is my opinion about two skills that I find the most important on a CV. The skills that I have chosen and I will talk about are time management and problem solving.

TIME MANAGEMENT

One of the most important skills that a person should own is time management. Best managers, best teachers, best workers, best doctors and even best students are called the best because of their efficiency of using time management. It is important to see that your job is done, but is important to know that the way how you worked to complete the task was the easier and most efficient way. So, the time management can be defined as doing the right things at the right time and keeping to organize your work every time. 
I think that to have a good time management, people should follow some small but important steps. The steps to be followed to achieve a good time management are:
· Effective planning- this step is the one that is telling us that we need to plan our day in advance and making a to do list which can help us a lot. If we are following a to do list doing the tasks exactly in the order how we wrote it, it is very clear that we will finish earlier and we will not be exhausted when the list will be all done. All important things should be done first followed by the ones that are not so important. It seems to be a simple thing to plan a day of work in advance and it is, the only think that we need to do it is motivation and the motivation should come from thinking about how well will we do our work by having a good time management.
· Setting goals and objectives- I like a lot this step because it is very clear. If we do not have a goal or an objective to working for, we do not have nothing. We will not have motivation and we will not feel that we have to work for something. Imagine if a captain of a ship will lose his way in a see, it will be a disaster. So, do not lose your motivation and try to set goals and objectives that can be achievable and you will feel closer to own the skill that you are looking for- time management.
· Setting deadlines- Yes. Think about what your task is and how much time you want to spend on doing it. Try to not lose time and set a date when you want your task to be done.
· Spending the right time on right activity- What I understand from this step is that you can not spend time to wait for snow in a summer day because it is not the time to snow. On the other hand, the exactly thing that the step is talking about is that you can not spend a day on a thing that you can do in one hour. 
I think that time management is a very good skill and that if we can manage to have it would be easier to work and to be more appreciate by your boss.

PROBLEM SOLVING

I think that problem solving is the most important skill that a person should have. Every day, every company, workplace and manager is dealing with different problems that sometime come from anywhere and the worst thing is that we can not go forward with  a problem on our shoulder. So, to avoid this, every single employer is looking for those persons who will solve his problems and will give him time to breath and keep his calm instead of thinking to different ways of solving a problem. 
To solve a problem we need to know it first and then to analyse it and understand how complex it can be. After we know those things we can start to think how to solve it in best ways possible. 
At my workplace, there are people that are doing put away and people that are doing picking. I used to do only put away because my managers find me doing this very well and fast but they never asked me if I can do picks as well. After few months I found it quite heavy and boring doing only put away and I started to have backpain. I thought that I should ask more colleagues what their opinion is about doing the same thing for the whole day and what they think about doing both put away and picks in same day like half and half time. I just did it in few days and find out that they have the same opinion like mine of doing half shift one thing and half the other one. I knew that the next thing that I have to do is to talk to our managers and ask them if we can try this for few days and if they will not find this helpful, we will just come back on doing the old things. Fortunately they were happy to listen to our opinion and they asked us to start doing things in this way. After just one week they could see a difference and we could say that we are not so tired after our shift so the problem that I thought that is only mine was everyone’s else and it could be solved in a good way and now everyone is happy and grateful. I am happy that I could contribute to solve a problem in our workplace and I know that this can be a good point in the future. 

In conclusion, this is my assignment and I think that I have followed all the instructions and I tried my best to explain as well as I could the tasks and give the best examples of my experience. 
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