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Recruitment and selection are one of the most significant aspects of any organisation. Depending on the recruitment and selection process, the companies can avail better employees from a different background. The process of recruitment and selection depends on some specific activities. The activities are as followed:
[bookmark: _Toc501204322]Purpose of Job Description
The job description is an essential process of recruitment and selection. With the help of job description, the candidates can understand the needs of the organisation, and the organisations can also specify their requirements for the specific position. Based on the job description, the job position can be addressed well. Apart from that, the recruiters can determine the work process and the timing of work. The candidates who are willing to be a part of the specific organisation, they can understand the working process and the responsibilities that they have to perform while being an employee of that organisation (Brucker, and Schlie, 2015). The common purposes of a job description are as followed:
Job post overview: the job post overview provides a clear statement where the work process and the requirements are mentioned that candidates can understand the organisation's needs.
Tasks and responsibilities: the responsibilities are also a significant aspect of a job description that can clarify the duties that the employees have to take while working in the organisation.
The purpose of The Royal Marsden NHS Foundation Trust:
Post: according to the job post, the company wants to enhance their patient care through recruiting employees. The new overview of the job post is to make employees responsible for their works like a front house, administrative jobs, and care assistance duty. The customer service is also a significant aspect of their job post. With the help of customer service, the employees will be aware of the needs and ways of treatment that the customers want.
Responsibilities: there are some key responsibilities that the candidates should undertake while working in the organisation. The responsibilities are divided into some key segments (Glasius, 2010).
General responsibilities:
Undertake official duties that include Xerox, faxing and data entry.
Attempt meetings to develop the organisation.
Maintain official documents and equipment.
House Keeping and customer service:
According to the job description, the purpose of the post is to ensure the candidates have to undertake some essential jobs like,
Maintain hygiene within the workplace.
Meet the attendance of the customers
Inform the patient’s arrival and dispatch to the customers and company as well (Runeson, and Frykholm, 2013).
Clerical:
Update about patient’s condition to the doctors.
Confirm patient’s appointments.
Take blood to the blood lab.
[bookmark: _Toc501204323]Purpose of Person Specification
The person specification is a practice through which the recruiter provides the information that they are willing to have from the employees. While the recruiters are posting job advertisements, they give the person specification. Person specification has some key aspects that are described below:
Description of the requirements: with the help of person specification, the recruiters provides their wishes about the candidate’s qualification, appearances, and experiences. With the help of this practices, the employer can get to know about the employee’s previous experiences and their academic background. The knowledge of requirements can provide an understanding of how the employee will perform in the workplace. 
Interview information: with the help of person specification, the recruiters deliver a general knowledge of the interview process and the questions that they will ask at the time of interview (Dunkel, and Chaudron, 2013).
The purpose of The Royal Marsden NHS Foundation Trust:
The use of the job specification of the company is to gather information about the candidates. The specifications are as followed:
Physical:
The candidate must appear smart
The health condition should be good and healthy.
Must have a good record of health condition
Experience:
Should have experience at least 1year as healthcare personnel
Should have NVQ in health and social care Level 1
Understanding with the patients while working in the organisation
Special aptitudes:
Should have excellent interpersonal communication skills
Should be skilled with organisational skills
Should be self-motivated
Should have teamwork skills
Should be answerable to the patients
From the above discussions, it is noticed that the job specification and person specification have a significant influence on the recruitment and selection process. Through the job specification and employee specification, the organisations can recruit the best employees to improve the organisational activities (Richardson, and Johnston, 2015).
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Date:	30/12/2017	
	
Name: _Florina Anghel_____________
Contact No. __07919318499________
Mail ID: ___anghelflorina92@gmail.com__________
Address: _19 Fellowship close ,Dagenham,rm82fy____________

Personal Statement
I am a great learner. I want to learn from my work experience. Career motivation is to grow my career in the healthcare organisation and become successful in this industry. 
Educational Qualification
· Qualification 1
· Qualification 2
· Qualification 3
Work experience
· Worked as a healthcare support provider for 1 year in (Company)
· Was an intern health carer for (Company)
Personal information
· Name:Miss Florina Anghel
· Address:19 Fellowship Close, Dgenham, RM82FY
· Date of Birth:21/08/1992
· [bookmark: _GoBack]Contact No.:0791931849
Special Skills
· I can make better communication with people.
· Good Learner
· I can understand and analyse any situation.
· I can work as a team.
· I can handle any critical situation with critical thinking.
· Meet deadlines.
Statement
The above statements are all true, and the documentation for each activity will be provided if asked. I can assure my best performance if I can get a chance.
Signature of candidate: _______Anghel .F___		


[bookmark: _Toc501204326]Part 3
The following competencies will be analysed through the STAR model. The competences are:
[bookmark: _Toc501204327]Team working skills
Situation:
Every employee in an organisation needs to have the ability of working with a group or team. The teamwork process helps each employee's to identify their skills and competencies compare to others. According to these, every organisation has their own rules and regulations for teamwork practice. While working as a team in the previous organisation, the most critical situation was when a major objective has to be achieved within a specific deadline. With the help of teamwork, the aim is completed within the given timescale.
Task:
Cooperation is one of the most critical skills that are necessary while doing the teamwork. By cooperating each other, the employees can easily share their plans or ideas while they are working in a team. Through sharing new plans or ideas, all team members can make their project successful, which helps the organisation to achieve their goals and objects. An employee can earn respect from other team members by cooperating them during the work. The skill of cooperation makes a person more valuable in the workplace. Along with that, it also beneficial for the team members to create a good relationship between them (Searle, 2010).
Action:
One of the crucial factors of teamwork is listening to skill. An employee needs to listen to others so that he or she can understand their plans or viewpoints. The listening skill helps each person to notify the fault of other person and provides the solution that suits most. The bonding of team members also become secure through the use of listening skill.
Result:
Every member of the team has their responsibilities while working in a team. In the organisation, team leader of a group divided the given work among the employees which they need to complete within time. The workers need to accept all the responsibilities and need to fulfil it. It will help them to achieve any higher post or leadership inside the workplace. According to these, quality work of the responsible employees also brings success for the organisation (Costen, 2012).
[bookmark: _Toc501204328]Problem-solving skill
Situation:
Every employee needs to calm themselves while they are facing any problem in their workplace. If the employees started to do panic, it would be difficult for them to solve the work issues or any other issues. Stable mental situation helps the workers to choose the right solution of the particular problem.
Task: 
With the help of problem-solving skills, an employee can achieve his ultimate goals. With the help of problem-solving skills, the team can perform better in the workplace as every employee will help each other while working in a group. Understanding of the issues can provide a better understanding of how to solve them.
Action
Every person needs to step during their work. Laziness affects the work and team also. It is a disadvantage of the lazy workers, and they do not understand the given work or unable to find out any issue.
Result:
There are some various reasons happen inside the workplace where the employees need to be open-minded. The reasons are such as
· The actual issues can be different from the problems that a person is thinking.
· Every person needs to take the risk while they are working in an organisation. Confidence in everything may be wrong inside the workplace.
· Sometimes, employees try to resolve any issue to provide a better quality of work. But it may be wrong at any particular time so that they have to choose a different way to do the job properly (Berber, and Kocic Vugdelija, 2012).
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