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Employability



Introduction:
This assignment is produced based on the employability and to demonstrate the skills and experiences for working effectively. The assignment has three task and first task started with the purpose of job description and person specification. The task two started with preparing CV within specific role that indicated knowledge and understanding for the posted job. The third task is about the competencies for the better work. The author chooses two important competencies - teamwork and problem solving. Using STAR model the author reflected his own experiences of this two competencies.  




Task One


Job description:
The sole purpose of the job description is to select and hire right people to fit in the right position (Mary Kennedy, 2015). Most of the times people don’t want to do bad performance in the work place and often-bad performance happen just because of the wrong place of the right kind of the people. A smart cleared job description can shoot the trouble or prevent the wrong hire in the first attempt. A well-crafted job description helps to find the right candidates for the right job. 

The job market digitalization and continuous technological breakthrough changed the traditional hiring and recruitment system. The extreme competitions in the job market push people for the multi-level skill development. One people can do various level task. For example, one IT specialist can be a good business leader and don’t need to hire CEO for the sole purpose of the top-level task. Google Chairman Sundar Pichai was hired as IT specialist and now he is the CEO of Google Corporation. Writing précised job descriptions can solve the complexity of the hiring and recruitment. 

According to Mary Kennedy (2015) stated that precise and narrow job description is the communication tools between the employer and job candidate to clearly understand the job roles, essentials task, core competencies, educational background and experiences. It is often very important to describe the values and goals of the organization in the job description. Upon describing the values and goals of the organization in the job description helps candidate behavioral accountability and helps to build commitment to the companies mission and vision. The inclusion of the values of the organization in the job description helps candidates to know not only the behavioral competencies rather the culture of the organization. A smart well-documented job description is not fixed rather it is evolving every time. An updated and vibrant job description is the right tools to attract right kind of the people for the organization. 


Person Specification:
The person specification is the outline of the criteria candidates should hold in order to apply for the job. The person specification includes skills, knowledge, experiences and other important attributes that help candidates to perform the task in the work place. The person specification generally derives from job description the person specification is the foundation of the hiring, selection and recruitment process. The person specification also is used as the based of the selection decision, such as short-listing, presentation, and test and interview process. The question when asks in the interview also derives from the person specification. For example, an IT specialist can only be asked for the IT related questions and it is only be wasted if some one ask him about politics and history. Because this is not the thing he needs while he perform the task. Often selection test have to face by the candidates in the recruitment time and based on person specification and job description exam questionnaire has been developed. The person specification helps the selection and recruitment process tremendously and some of the important purposes of the person specification are following:

1. The person specification helps to make easier interview process.
2. Before applying for the job, the candidates can assess the suitability and understand the job roles.
3. The person specification ensured the personal qualification-desirability and essential. This two things help employer what they wants and what employee’s desire. 
4. The person specification works as a communication tools between employer and job candidates. The employee can understand the culture and behavioral code of the organization. If candidates don’t like the culture he can rejects in the initial steps.
5. The person specification test all candidates with the same list of priorities and that helps prevent bias, nepotism, prejudice, racial discrimination and own interest in the recruitment process. 

The person specifications easier the training and development process because the employer already know what qualification and experience already have the candidate. The candidates also know the desire task and culture of the work place. 
















Task Two



Introduction:
In this section of the assignment a CV has been produced in order to apply for the job of HR operation assistant (LS00881) London business school, England. The author chooses this job advertisement to apply for the job because the author has similar experience working for the Sainsbury PLC as an HR administration Assistant. In the advertisement, job description and person specification requirement are complete compatible with the author education and work experiences. The author strong educational background and experiences make ideal candidate for the above job. A CV of the author for the posted job is following:
















Sabina Yasmin
24 Atkinson Road
London, E16 3lR
Mobile: 07588599987
Email: Sabina.yasmin@live.co.uk

Personal Statement:
I am a vibrant and highly motivated student and I have strong desire to excellent. My academic background combined with many years of experiences makes me ideal candidate for HR operation assistant in London Business School. I am truly passionate and dedicated to work in the human resource operation assistant and I see myself as a catalyst for change in the certain areas to take the business school next level and achieve it desire goals. 

Education:
University of Westminster
(September 2014-2017).
Bachelor of Business Administration, (Merit).
Core modules: Recruitment and Selection; Developing Competency Frameworks; Competency-based Interviewing, Negotiation; Facilitated Decision Making; Organizational Diagnostics; Teamwork; Developing Business Communications.

Tower Hamlets College
(September 2011-2013).
A-level

Tower Hamlets College Sixth Form
(September 2010-2011)
GCSE”s.

Employment History:
Administration Assistant Sainsbury UK.
(From February 2014 to October 2017).
Key Responsibilities: Help and HR team across the all areas, organize and monitor data, preparing payroll, Case handling and managing absent and sickness absent. 

Customer Service Supervisor, Sainsbury 
(September 2010–September 2015)

· Establishing work schedules and procedures and coordinating activities with other work units or departments.
· Monitoring the staff performance.

Digital Marketing Manager, Quest International, UK.
(April 2008 – March 2010)

· Generating and leading online customers to the company's webpage
· Advertising on Google, Yahoo and other search engines.
· Selling products online on company's behalf.

Key Skills:
Language Skills

· English, Arabic and Persian typesetting.
· Fluent in English and native in Persian.

IT Skills

· Management of Internet Networks.
· Proficiency in working with Microsoft Office tools.
· Knowledge and experience of Internet Marketing, SEO and PPC

Other Skills

· Leadership and ability to bring people together from different disciplines and getting them to work together.
· Ability to work on my own initiative, setting my own priorities and working to meet deadlines.
· Ability to multitask and drive different aspects of the business simultaneously.
· Research and analysis skills

Hobbies and Interests:
Martial Arts. Business Studies, Personal Development, Psychology, Philosophy, Literature, Poetry, Iranian traditional music

List of References:
	References are available upon request.






Task Three

In this section of the assignment two competencies has been chosen out of five. The two important competencies are teamwork and problem solving. The author has studied teamwork and problem solving modules during the study of the University of the Westminster in his Bachelor Degree. The author is currently working also as an Administrative Assistant in Sainsbury UK. The both educational background and work experience proved that author has capability and competencies to work in a team and solving difficult problem. Two competencies using STAR model has been following: 


Two Competencies-Teamwork And Problem Solving:

Teamwork:
Teamwork is a process to work together in order to achieve similar goals. Teamwork is now crucial for the any business to work cooperatively despite personal conflict. According to Scarnati (2001) stated that teamwork is a cooperative process to achieve extra ordinary result. Harris and Harris (1999) also stated that teamwork is a collaborative process to work achieves common goals where each team member has mutual relationship and respect. Now a day’s teamwork is the integral part of the successful business (Hunter, Fisher and Macrosson 1997, Johnson and Johnson 1995, Harris and Harris 1996, Parker 1990). All the team members must be flexible enough to work together and social interdependence rather then individual works (Luca and Tarricone, 2001). Using the STAR model the author has been discussed his own experience of the teamwork as follows:




Teamwork Using STAR Method:
	Situation:
As a colleague of Sainsbury I was the part of the Sainsbury GATSBY charity works. We formed a team and I was the team leader of that team in September 2017. David Sainsbury established the GATSBY charity foundation for the purpose of plant research, neuroscience research, science and engineering education and educational development in Africa.  I was excited and very dynamic to meet out target. At last we exceed out target and became champion out of 14 teams. 

	Task:
We were five people team and we have big Sainsbury working nearly 500 people together. Our task was collect money by selling T-shirt with GATSBY logo. 

	Action:
At the first time we face resistance and jokes from our colleague. Few of my colleagues became disappointed and plan to leave the charity work. I called them one day morning and brainstorm for the problem. We get an idea to work individually to all colleagues for the charity purpose and educate and well inform people for the purpose of the charity. As a result we got lot of positive response. 

	Result:
As a superstore of Sainsbury nearly 500 people work together and we have 15 teams for the GATSBY charity. Our team became champion in terms of the amount of the money we collected from the all employee. At we have been awarded for the great job and we were been excited. 

Problem Solving:
Problem solving is a process to find solution for a complex matter (Mayer 1992). In our everyday life we solve lot of problems. Problems are the integral part of our everyday personal and organizational life. When we found there is a gap between where are we now and where we want to go if we don’t know then it is a problem. Most of the time problem solving skills has been developed from the everyday experience. The author will provide one of the examples of his own life experience of problem solving and these are following:

Problem Solving Using STAR Method:
	Situation:
Work place conflict is the part and parcel of our life. Most of the conflict happens just because of our individual differences. In the summer vacation 2017, our Sainsbury HR manager was in holiday and some of our colleague conflict became violent level. Some our senior colleague got together in order to solve the problem. 

	Task:
As conflict became very complex my sole task was to collect correct information without bias and prejudice. Because wrong information will lead wrong decision and wrong decision will have negative consequences in the work place. 

	Action:
After collecting the right information, we evaluate the situation and brainstorm for getting the idea how to solve the existing problem. In that moment I provided the new idea that some colleague who are victim send them holiday and called them back after three weeks. When situation became relax we can solve the problem. 

	Result:
After three weeks holiday we collected all the information heard both side of the people who engaged in conflicts. We educate people and show them the consequences of the conflict in personal and professional life. As a result both side agreed to solve the problem and make promised by them that they will work together in the future. 

Conclusion:
This assignment is all about the employability and the understanding the process of application, job description and person specification. One of the most dysfunction in the workplace is wrong people in the wrong place. This assignment emphasize on the right selection and hiring process in the work place. At last two important competencies has been discussed for understanding right competencies for the right job. 
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