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[bookmark: _Toc502917982]Task 1
Recruiting people for a job is a great responsibility. in one way it determines the fate of the company. It determines in what direction the company is going to run in the future be that a loss or profit. Only the right people can bring out the best for a company and for choosing the right person needs a right path to be embraced. 

In order to get the most desired candidates for the job, a proper job description and person specification is a must. If a person gets to know what he/she needs to have in themselves to be on the job only then can you get the right person standing before you for the job? And if you get a person having all you demand the job only then can you get a fruitful future for the company. Therefore, a job description and person specification hold utmost importance in the recruitment process I am going to discuss its importance below.   
[bookmark: _Toc502917983]Job Description

First, we need to know what a job description actually is. It is simply an account of the employee's responsibility. It is a way of giving an interested candidate the overview of the job they are going to apply for. It is an informative piece of data that consists of the job descriptions, the responsibilities of that position and the salary (Mader, 2013). Sometimes a job description is comprised of a brief description of the competencies allowing the applicants to know about the job features and the type of job that needs to be done. `
For a more specific job, the job description contains the functions and a detailed list of fields where the applicant need to be expert to apply for the job. This prevents the entry of any undesired candidates for a particular job. This not only avoids such candidates but also saves a lot of time of the interviewers. A job description therefore helps an applicant to understand the company they are likely to work with, their way of working their location, designation and lastly the demand for the desired position (Taylor, 2010)
[image: ]
Fig. Key points of Job Description
General Purpose of Job Description:
The general-purpose job descriptions are to let the applicants know the current situation of the company, to know about the job requirements and the qualities required to apply for the job. This enables to reduce the gap between the employees and his employers. It also tells the applicants about the goals of the company and what might be achieved in the future from this job position such as the path of promotion and its conditions.
Specific Purpose of Job Description:
A specific purpose of this job is to let the applicant know about the job requirement and the functions of the job descriptions. It also enables the interviewers to get the appropriate candidates for the job. A job description makes a recruitment system much simpler and directs the interviewers towards the right person (Elearn, 2008).
[bookmark: _Toc502917984]Person Specification

[bookmark: _GoBack]The person specification is the pillar of a recruitment procedure. It could be a portrayal of the capabilities, abilities, experience, data and elective characteristics that a competitor should have to play out the obligation obligations. The specification should be gotten from the expected set of job responsibilities and structures the motivation for the accomplishment technique. The person specification used as a basis for the choice choices at shortlisting, presentation/test and interview stages. Interview queries and choice tests ought to additionally derive from the person specification and be designed to elicit additional proof on candidates against the factors. It ought to even be accustomed write a poster for the position (Reed, 2013).
The two most widely known formats for developing a person specification are Rodger’s seven-point plan (1952) & Munro Faster’s five-fold grading (1954) 
Rodger’s seven-point plan:
· Physical make-up
· Attainments
· General intelligence
· Special aptitudes
· Interests
· Character
· Situations 
Faster’s five-fold grading:
· Impact on others
· Educations of developed knowledge
· Native abilities
· Motivation
· Adjustments or emotional balance
The use of a Person Speciﬁcation are:
· It makes the interviewing process more reﬁned and thus simpler.
· Job searchers can evaluate themselves before applying and decide however they'll ﬁt in with the role and your business. This allows them to fit themselves consistent with suitableness but not simply skills.
· It clariﬁes the 2 styles of personal qualiﬁcations vital to the employer: essential and desirable. This allows the leader to be specific in what they require and the way the candidate matches this criterion.
· It benefits to identify equal opportunities policies among the achievement culture of a business. The law is unimaginably certain in regards to segregation. an individual speciﬁcation guarantees you're evaluating an applicant on their abilities related with the part. 
· It proposes that to check every one of the hopefuls against the indistinguishable rundown of needs started before. This helps take away bias, preference, and private intrigue, which may all be dangerous for enlisting with progress.

Thus, a job description and a person specification are a major criteria for any recruitment process. Because without knowing the requirements and the fundamentals of a job, anyone could walk in for an interview. It enables an applicant to choose a perfect job to apply according to his or her qualification and also enables the employees to set a margin for the people who can apply for the job.
 It is a standard way of communicating and letting the people know about the job and a general requirement of the job. It saves time and also improvises the recruitment process to a great extent.
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Rajnikant Parmar
18A Mitcham Road
London- SW17 9NA
E-Mail: rajnikant_prmr1980@yahoo.co.in
Mobile No: 07550613441
Certified Accountant
Personal statement


Profile
A highly motivated currently studying Certificate course in Higher Education for Workplace. Seeking an entry level opportunity in finance and accounting. Having ability to manage the accounting taxation, book-keeping and preparing financial statement which is beneficial for company to minimize their tax and maximize the net profit with practical and theoretical knowledge. Ability to apply innovative solution to complex accounting situation and safeguarding the company assets to achieve desired goals.
Core skills

· Having knowledge in whole aspect of financial accounting
· Confident correspondent with client and professionals
· Established track record in classifying financial development opportunities
· Valuable information of all major accounting systems
· Thrives in a stressful work situation
· Flexible, easy-going and eager to go the extra mile
· Knowledge of all parts of monetary bookkeeping 
· Flexible, versatile and willing to go the additional mile
· Thrives in a high weight workplace
· Meticulous and careful way to deal with bookkeeping
· Confident communicator with customer and experts 
· Proven track record in distinguishing monetary development opportunities
· Strong knowledge of all significant accounts frameworks 

 Employment history

Stock Manager – Super Spares QP Ltd
(Aug 2014 – Present)
Responsibilities:
· Manage and maintain the company’s product inventory
· Manage and control stock counting and stock inventory accuracy checks
· Minimize overstocks and managing regular stock cleanse
· Receiving and dispatching shipments
· Interactive with senior administration in regards to their choices and proposing customized financial strategies
· Dealing with non-stock parts return to the suppliers
· Preparing month-end Product review reports.
· Helping to recognize and correct accounting 


Sales Assistant –  Super Spares QP Ltd
(Nov2006 – July2014)
Responsibilities:
· Greeting and provide help and advice to customer to find products
· Preparing sales invoices
· Dispatching and receiving deliveries
· Placing order, selling and managing stock
· Dealing with non- stock parts return to the suppliers
· Taking orders from customers both from face to face and over the phone


Education Qualification

· Presently studying Certificate in Higher Education for Workplace from University of Wales Saint Trinity David
· HSC (Higher Secondary Certificate with Science) with Mathematics, Science and English from Gujarat Secondary Education Board, India in 2000.
· SSC (Secondary School Certificate) from Gujarat Secondary Education Board, India in 1997.

References

Available upon request.
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[bookmark: _Toc502917987]Competencies:
Star model is a job interview technique. Here the interviewer asks the candidates situation based questions and how they dealt with that situation and judges whether those skills will be beneficial for their firm or not. They try to analyze the candidates and their way of thinking in certain situations of crisis. This helps them to understand the candidates and make a better decision in choosing the right person for the job (Cook, 2009). There are many competencies judged by this star model. Some of the most common core competencies are:
· Team-work
· Responsibilities
· Commitment to career
· Commercial knowledge
· Decision making
· Communication
· Leadership skill
· Time-management
Below I am going to discuss one of the most important competencies that are the team working. Here I will discuss all the four aspects of the star model that is situation, task, action, and result. 
[bookmark: _Toc502917988]Team Working: 

Situation: In one case we were to complete a presentation and present it to a group of 30 people, proposing about an assignment work in university. All the presentations were ready but one member of my group Angie got stuck on a bus. Thus, it became impossible to so the presentation on time.
Task: Being the team leader it was my responsibility to save my team from the situation so that it would not have any bad impact on our presentation and make sure that we didn’t lose the opportunity. 
Activity: While he was stuck me along with my other team members decided to distract them by engaging them in other relevant discussions about the presentation. And that is exactly what we did, and we frankly told them about Angie’s situation and meanwhile, we discussed all the important factors of the assignment which very well attracted them. They were pleased to see how we support our team instead of blaming each other at such situations and were really impressed on us.
Result: Angie could not make it up to the meeting on time but yet our teamwork worked out to be really well. Thus, before Angie arrived we discussed all the points related to the assignment and once she arrived she presented the presentation really well and the clients without any doubt enjoyed what we had prepared.
[bookmark: _Toc502917989]Problem Solving

Situation: In one case there was some problem with the product we delivered to our respected customer. We received the complaint regarding that and were blamed not to respond to that complain well.
Task: I had to talk to the client immediately and apologize for the delay and the problem with the product. Then I found out the problem with the product and why that problem aroused.
Activity: At first, I apologized to the customer keeping in mind that “customers are always right” (Juran, Joseph M 1998) Next, I went through the product to check the problem in the product and immediately send it to the processing unit. I found out why that problem in the product aroused and found out that it was due to a faulty material received from our supplier. Then I had sent a new product checking it completely by myself and sent a sorry note along with the product.
Result: The result was outstanding. The customer was delighted by our product and was pleased by the way we apologized to them. They were happy by our behavior and promised to purchase from us again.
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