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[bookmark: _Toc500257735][bookmark: _Toc500494943]Introduction:
People are the main part of an organization. Without people, an organization can’t survive. The efficiency and the quality of people make the fate of an organization. So, choice of right people to fit on a right position is the basic factor of the management. Hiring is a strategic part HR department. Recruitment and selection actually the core parts for an organization. Recruitment is the systematic process of finding the best and selection is the process of making the best. But for employee perspective, these things are dependent on some other factors. Among them “Job Description” and “A Person Specification” are the most important factors. For employability issue, more factors will arise for one to get a better job. But now a day with the current situation of job market, candidates are working under a competitive environment which makes them to realize about their job description and job performance. This report will analyze the overall view of job description and person’s specifications towards a specific job as well as how to make a CV (Curriculum Vitae) for a specific post and the competencies for the employers.
[bookmark: _Toc500494944]Job Description: 
In the task analysis tool, which is known as the main tool, job description and task specification are included. In fact, this is a process when the manager tries to gather, make and synchronize the available information. The availability of the assignment is a written form which explaining the objective, scope, responsibilities and overall description of the task. If anyone wants to be a marketing executive in an organization, he/she has to have the job title, job designation and many more criteria should be fulfilled. Without the better job description, no employees can be identified in the organization. Some organizations may be flat, some will be narrow on their job description. Team work, decision making etc. are the main focus of some organizations. So, description can be structured and sometimes it can be unstructured. Job description actually emphasizes on the scope of the job. What the job is actually consist in. What an employee has to do for the job. The internal and external feedback and communication of the job that is actually stand as a definition of job description. Job description are the performance tool that will create an opportunity to see whether the employee is good or bad. Whether the employee has any potentiality or not. Job description actually needed after the selection process. According to Bratton & Gold, they argued whether the job description is needed for an employee, the task is totally dependent on the independent variable of HR and evaluation is needed in daily basis when task performance is required. The job description is actually a signed document that show the overall aspects of the employee and the performance appraisal of the employee. (Kennedy, 1987). Job description should be general and it should emphasize on the specific and external communication from the HR division. HR division should be aware of the job and thus they should recruit the best marketing executive in a structured way.
[bookmark: _Toc500494945]Person Specification: 
A job description is written and specification is also written. It actually a structured form whether a candidate has some extra specific things or not. It actually depends on the skill set of the person. As a marketing executive, an employee should be aware of sales, SEO and many other tools to know the customers as well as to increase sales. Technical knowledge is now a burning question for every employee. According to the FW Human Resource Director, March 2012, job description is categorized by the salary. A person should have the following details of a specific job like what to do, what will be the beneficial and technical out know. Specifications actually measures performance. And performance basically measured by a scale. As a marketing executive, some performance factors are needed to the organizations. As this is the sage of globalization, the organizations are now become more aware of recruiting the best choice. So, marketing executives have to know some potential skills including soft and hard skills. Skills are very much needed now a day as organizations look for the best.









[bookmark: _Toc500494946]CV for the Post of Marketing Executive: 
	
NAME: Helen Acheampong
Address:     N8 9PJ
Contact No: 07713 886421
E-mail: crystalciti@gmail.co.uk
LinkedIn:www.linkedin.com/in/HelenAch


	

PHOTO


[bookmark: _Toc500494947][bookmark: _Toc500257739]Objectives:

· To apply what I learnt in my course associates in Marketing.
· To apply any positions that will fit my qualifications.
· To keep up with the cutting edge of technologies.
· To use my skills in the best possible way for achieving the company’s goals.
· To enhance my professional skills in a dynamic and stable workplace.
· Open to new ideas.
· To have more experiences.
· Willing to work under pressure.



[bookmark: _Toc500494948][bookmark: _Toc500257740]Personal Details:

· Name		             Helen Acheampong
· Date of Birth		 20 / 01/ 1984	
· Place of Birth	             Lagos
· Gender		             Female		           			        
· Marital Status	             Married
· Citizenship		 British
· Religion		             Christian
· Occupation		 Marketing Executive
                         
                                        
[bookmark: _Toc500494949][bookmark: _Toc500257741]Educational Qualifications:

             University: University of Wales Trinity Saint David
             Course: Certificate of Higher Education in Skills for the Workplace
             Passing Year: Continue 
             

[bookmark: _Toc500494950][bookmark: _Toc500257742]Computer Skills:

· Microsoft Office Word
· Microsoft PowerPoint
· Microsoft Office Excel 
· Internet and Web Applications
· IBM SPSS

[bookmark: _Toc500494951][bookmark: _Toc500257743]Linguistic Proficiency:

· English (Fluent in reading, writing, and speaking)
· Akan (Native language as well as excellent in reading, writing and speaking)


[bookmark: _Toc500494952][bookmark: _Toc500257744]Work Experience (s):

Experience: 4 years
Company Name: Anapicks
Company Location: London, United Kingdom
Department: Marketing
Position Held: Junior Marketing Executive
Responsibilities: Know the customer’s choice/preference through various social site and make a communication with them about future products/services of Anapicks.
[bookmark: _GoBack]From: 4th May 2014
To: Continue
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Reference 01:
Name: Konye Duke
Designation: CMO
Organization: Anapicks
Address: London, United Kingdom
Mobile No: 07877 883463














I have declared that all the information mentioned above is true and fair.

                                                                                                                         


SIGNATURE:


[bookmark: _Toc500494954]Team Working:
Competency actually refers to a broader term. According to Klett, competency is increasing day by day to the organizations. It is actually emphasizing how some personnel can meet up with a team and how he/she handle the task according to the team performance. It is basically needed for the organization when market research and some other stuffs are trying to be sorted out. Without the possibility of the team work, management can’t identify the potential and technical knowhow of the organization. Management sometimes make a greater thing for increasing a good number of team member. Team working is a good habit in the organization. Mutual respect, internal communication can be found in the team work. By working in a part of a group, it is necessary to focus on others. (van Emden & Becker, 2010). Without focusing others, the team task will not be fulfilled. So, by doing the same a manager/supervisor should give the extra care to his/her employees/team members.  By doing a task in a team, the overall process of the task will be nice and smooth. According to Seely, small issues like barriers in the job, lack of understanding can be solved by a good team meeting. (Seely, 2005). Team working is referred to a common practice in the organizations. The way organizations are working now, is totally team work based. In the telecommunication industry, all the system gradation and all other technical stuffs are operated by a technical team. Why the technical team? Because they are the best possible solutions to get the job done. Whether customers are good or bad, teams are always introducing the best possible solution to their customers. In the modern era, after sales services in every sector are needed. The online shops, telecommunication service, products, every sector needs the best after sale service. For doing this, organizations are now recruiting the team leaders for these types of jobs.
[bookmark: _Toc500494955]Decision Making:
Big portions of employees and managers are taking their decisions based on some external and internal factors. Managers can’t individually think the decision-making process and it will be a great problem for managers to solve problems without the help of others. In addition, there are many needs for different types of decision making processes and it’s depending on the nature of the team’s purpose, number of the members and its developmental stage. Interpersonal and intrapersonal communication effect a lot in the decision-making process. If the company is centralized, the decision will be made by the governing body. The opposite will be occurring on the facts of decentralized management. So, decision making process can be different and vary from organization to organization. When team members are united and motivated, they become more productive and active on the task. Now, productive team decisions are the key to success. When one employee does it in one way, others will edit it and make it perfect. In decision making procedure, things are similar. Depending on the job position and nature, it may vary from management to management. But the core theory of decision making has changed. Marketing executive can’t make a strategic decision of his/her position. This decision is processed by the main management or the HR team. But to lead a good marketing team, as a marketing executive, one should have some basic decision-making tools. How to analyze the market, target customers feedback etc research show the best outcome for the team. And for the best possible outcome, a team leader can take a strategic decision which enables and performs a better team work. Team decision making can be a problematic one for the Marketing executive as it will be totally dependent on the senior and the HR.
Importance of Decision Making is given below-
1.	To utilize the better resources.
2.	Facing problems and challenges in the organization.
3.	Analyze the market and business growth.
4.	Achieving goals.
5.	To increase efficiency.
6.	Creating innovation.
7.	To motivate employees.
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