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1. A Job description 

According to (Reed Global.com) the purpose of a job description is so that the person applying for the job is clear and the employer is also clear about the job that the employee will be doing if they apply for a job that is advertised and successfully secure the position. The responsibilities are described in the description so that the employee will know and understand the duties that they will be doing and are involved in that particular job. 

From an employer’s point of view a job description clarifies understanding, and or any misconceptions if any arise at any later date once an employee has been appointed. The description of the job forms part of the contract, which the employee would have agreed to at the point of accepting the job offer and signing a contract. 

From an employee’s point of view the job description is a constant reminder as to the role that they must fulfil in order to be able to sustain the fulfilment of the role and meet the expectations of the role clearly set out in the description and the contract. The employee can also refer back to the job description if they are not sure about a task that they may be asked to do. 

The employer would expect the job to be fulfilled to its full potential in order that the employee would have been able to complete all the descriptions of the job by then and the role will become a normal pattern of activity at work for the employee. 

The job description outlines all the main duties that the employer would expect from the new employee regardless of the employees race, gender, age, religion or sexual orientation. The job description must be objective so that it does not offend a person in any way shape or form. 

2. A person specification 

According to (Heathfield, S. 07/07/2017)The purpose of a person specification is so that the information about the position is accurate and clear. The person specification also works alongside the job description.  It is like a tool box for employers or recruiters.   

 The ﬁrst step is to advertise the role with clear and accurate information about the position available. Something to work alongside the job description is the ‘person speciﬁcation'. The person speciﬁcation is an important part of the recruiter’s toolbox. It allows the company to communicate the exact traits they ﬁnd desirable in their ideal candidates: such as education, previous work experience and any extra traits that are needed in the role.

3. Other purposes of a person speciﬁcations are:

The process of interview is much more easier and refined. The  jobseekers own
assessment of themselves will enable them to understand and apply for the right 
suitable position within the business.  Although the job seeker may be skilled at doing the job, in spite of this, they may not be suited. 
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This is where the job specification will break this description clearly down for them. The information for the job seeker is also explicitly explained by the 2 types of qualification and eligibility criteria. The employer will state the desirable and the essential qualifications. The jobseeker can easily establish their match and if they are a suited candidate.

4. Employers must Prevent Discriminative Job Adverts  

According to (Gov.uk) A person speciﬁcation should always seek a person that is able to do the job and helps the equal opportunities policy be communicated within the law in which it is governed by. It will not discriminate and will remove bias, personal interest and prejudice. It clearly ensures the assessment of a candidate purely based on the suitability of the criteria of the role.  

The priorities that are set out in the list apply to every individual candidate from an equal and unbiased angle. The organisation of the chosen candidate is much more smoother for training as you will aware already of the candidates ability to perform. This also allows you to make things more brief rather than a long period of training and induction if you make essential for example: computer skills at a certain standard level and the candidate fits that criteria. 

5. Competencies Task

· Problem solving 

Whilst leading a telephony team customer and partner complaints indicated a performance dip since taking in additional work from Canterbury.

I found by speaking to junior staff, partners and looking at customer feedback that correct processes were not being followed and staff were seeking to meet target clearance times without resource or account for customer need.

Corners were cut and customer queries were not being dealt with fully if at all.   I notified senior management that I would be looking at this and a dip in performance was likely for a couple of weeks. 

I tackled behaviours on the team and put a support plan in place for the Team Leader.   

I moved resource to support the team due to increased workloads, and held discussions on customer service and how to provide a service that did not duplicate effort or force additional contact to re-focus away from target chasing. 

I set a recovery period of 2 weeks and put quality checks in place. Staff requested rota changes, team meetings and coaching all of which were put in place to support a permanent rise in standards. 

Performance improved within 2 weeks of the above action.  Partners and customers noticed the improvements and staff continue to put the customer first.  
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I monitored improvements for 6 months at monthly intervals until the improvement was embedded.

I was recently asked to support a move of work into another area experiencing the same dip in performance to take advantage of the good practices learned.

· Team working 

I was informed in our weekly management team that Hackney office was missing targets on telephony at the “Missed 3 hour and 1 hour call back time. This was increased by a third.
I explained as a regional resource officer that we would be required to allocate resource to help clear arrears. I involved the team and wanted to hold a meeting with them and explained what to allocate in terms of resource to the telephony team. 
My colleagues were apprehensive and worried at first as many had not done telephony work before. To alleviate their fears I explained that they could sit in with experienced staff to mentor them for the day to give them a greater understanding of the work. 
I personally took responsibility of all the main technical advice issues that my colleagues had.
I asked them to attend a meeting with the telephony manager with our teams proposed plan after I had my colleagues on board. My colleagues returned to the section more assured and competent to answer calls.
I initially asked three colleagues to listen to my calls via a 2 way earphone system. As they were already experts in the actual subject, it became easy for them to answer the calls. I did monitor this throughout the day. When volume of arrears work decreased I then spoke to my colleagues and I requested that I allocate that resource back to day to day work.
I continually highlighted to colleagues on an ongoing basisthe results of their hard endeavours. Call volumes and repeat callers started to reduce. When it was at a manageable level all staff carried on with decision making on their section and some even wanted to offer more support on the telephone section again and when ever required.
A direct result was arrears were cleared within a 7 day period and day to day calls became manageable. All colleagues involved nominated staff for reward and recognition. This boosted the moral of the sections.
6. Writing a CV with Skills and Qualifications (ONLY)

According to (Smith, J. Gillett, R) there are 30 type of things employers do not want to see on your CV.									Page 3
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Personal Profile

I have been working in recruitment most of my working life and I have built up a firm understanding of cliental from all different backgrounds. I can build very quickly, relationships with any organisation including its CEO due to my outwardly and friendly professional nature.  I am passionate and competitive especially when I engage in dialogue with company and organization representatives to secure my candidates a permanent position. My track record speaks volumes and I value the people I work with. I am a dedicated competent reliable person who seeks to serve in a resilient manner.  I have 2 decades of experience of working in the recruitment environment from training the hardest to help, preparing them for the working world and the cliental that are qualified.  Certificate and Work Experience in Dealing with difficult people. Proficient in Microsoft office packages including Word & Outlook – skills built through creating reports, databases and providing feedback to stakeholders.

Recent Employment History

Decision Maker: DWP government & Public Sector. Sept 2013- Date
· Provide excellent, proficient communication service to vulnerable customers
· providing front line advice and guidance for long-term sick and unemployed
Manager for a call centre: DWP government & Public Sector. June 2007- Oct 2009
· Managing team of 12 call agents
· Managing in house call centre system
Employment adviser: Willesden Job centre plus Jan 2003 to June 2007
· Interview long-term unemployed candidates and engage in life skills
· Managed and worked closely with a team of consultants
· Refer to employment programmes to support the development of vulnerable candidates
· Prepare jobs fair events and manage process with stake holders
· Responsible for matching the right candidate to client vacancies
· Managing multiple vacancies and filling roles from entry level up to senior executive level
· Built long terms relationships and managed large-scale recruitment drives for different employers

Education & Training

Business Management Level 4 Qualification in Skills for the Work Place
National Diploma in Arts
Diploma in Training and Recruitment
5 GCSE
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