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Employability skills are the skills that are required for a person to be employed in any organisation (Adirondack, 2012). They go beyond the qualification, skills and experience that employees are looking for in an employer. Employers that have employability skills are able to get employment on time and this plays an important role in their career progression. This report will discuss the purpose of a job description and person specification. The report will analyse the skills that are required and develop a CV for a restaurant manager. The report will analyse competencies and personal experience that related to the position of the restaurant manager.
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[bookmark: _Toc502253320]The purpose of a job description
The main goal of a job description is to outline the duties and responsibilities of an individual employee. Job description is about collecting and recording the job related data for example job title, job location, and job summary, job duties, reporting and working conditions. The job description covers the sub tasks, essential function and detailed job duties (Cole, 2010). The job description describes the requirement of a job and this ensures that the individual that is applying for that particular job is qualified and that he has the right skills and experience required for the job. It enables the job applicants to make up their mind whether to apply for the job and this makes their decision making easier (Dessler, 2011). It enables employees to narrow down on unqualified applicants and ensures that only qualified employees are called for interviews and this saves time and cost of recruitment and selection. Job description shows the overall duties of the applicants and what is expected from them. This ensures that they are able to work within the job description and ensures that there is no duplication of duties in the workplace. The job description shows what is expected from employees and the target that they are required to achieve. It guides employees and ensures that they are working within their scope and reduces conflicts in the work place. Job description ensures that there is accountability and that individuals are able to work within their mandate.  It ensures that work is completed on time and it describes the organisation where an employee is working. It contains information outlining the purpose of the job and ensures that the right employees are hired to fill in the right position.  
[bookmark: _Toc502253321]The purpose of a person specification 
A person specification contains a brief description of the applicant, interests, qualifications and qualities that the applicant show has to qualify for a specific job. It shows the skills, experience and the knowledge and other attributes that a candidate must possess to perform certain specific job duties. The person specification is derived from the job description (Handy, 2008). A job specification is a document that shows that summary of work to be performed, primary duties and the minimum qualifications that are required to perform a particular work. Job specification describes that qualities and qualifications that are required for an applicant to poses (Itzin and Newmand, 2005). It ensures that the right employee is hired to fill in the right job in a company. It enables the applicants to make the right decision regarding whether to apply for the job and this saves them time and improves the decision making. It enables the company to narrow down on the number of applicants that have applied for a job. It helps candidates to analyse whether they are eligible and qualified to apply for a particular and it helps the recruiting team to understand the qualities that the person that they are recruiting should possess. It gives detailed information about any job and this includes job responsibilities and technical skills. It helps in selecting the most appropriate and suitable candidate for a particular job. It makes the recruitment and selection process easy and saves time in the recruitment process.  In general it ensures that the employees that are employed are highly qualified and have the qualifications required for the job.
TASK 2
Terab Ali 
                                              Email address: alitez@hotmail.co.uk 

Person specification:
 I have 18 years experience working in restaurants. I have a passion for my job and I am able to create rapport by creating relationship with guests and work with the senior management to maximize opportunities that exist in the industry. I have been able to achieve the targets that I am given at the workplace. I was able to develop a system that monitors customers feedback and booking at  restaurant. I have the ability to work in a flexible environment. I am calm and I am able to make appropriate decisions at the same time I am focused and self-motivated. I was able to increase the customer base and improve the performance of the Viceroy restaurant by an average of 20%.
Core qualification
· Approved food and safety certification (CIEH)
· 2017/18 UNIVERSITY OF WALES Trinity Saint David  Level 4 Certificate 
Work Experience 
2013 to present- Working as a Self Employed Minicab Driver 
2010 to 2013- Chef at Elachi indian takeaway.
· Training and monitoring employees 
· Allocating employees duties and responsibilities 
· Ensuring that the takeaway achieves its goals and objectives
1992 to 2010 CHEF/Assistance manager at The Viceroy Restaurant 
· Monitoring the performance of employees 
· Customer care and engagement
· Ensuring that employees are allocated with the right duties and responsibilities
· Ensuring that customers are provided with quality services and that they are satisfied with the services.
Hobbies and interests 
Watching football, playing snooker and pool, physical exercise and martial art.
References : Available on request.
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TASK 3
The following competencies are discussed in relation to the STAR model a format that is used by the interviewers to gather all the relevant information about a job and the job requirements. It ensures that the right candidate is hired for the right job. 
Team working
As a Chef I had to make sure my team of staff were ready for the evening . The restaurant had 70 covers, my first job as I walk into the restaurant meet the manager find out how many bookings we for the evening. I then meet my team of kitchen staff brief them on what we need to do and get ready for the evening. Every individual is given their tasks to prepare the food and only help fellow college's when they are free not when they have items to prepare them self's, that way things would run smoothly. Waiting staff's would be called in and they would get s briefing on how we are going to work together as a team to prevent any mistakes. One waiter would stay in the kitchen to over look the orders before they are taken to the table. This is a business where team work plays a great deal. With out team work and organisations it is not possible to run a restaurant, experience also plays a vital role.
Problem solving 
Working as a Assistance manager in a restaurant a situation arouse where a customer took a takeaway for a party earlier in the evening, later on he came back with a plastic bag and complained that he found rolled up brown in his curry instead of chicken. As I looked in the bag there was only one container of curry, so asked what happened with the rest of the food? He replied I binned it. I looked at it and said look it’s not possible for only one container of curry to be made of rolled up brown paper as you more of the same item. He got aggressive “ DO YOU THINK I’M LYING?!!” I demand a refund and if you don’t I’m going take this to health and safety and the police. So you better give me the refund otherwise I’ll get this place shut down, I’ll go to the news papers after that not body's going to come here any more. I tried my very best to calm him down and reason with him but he didn't want to listen. Eventually I said Ok phone the police and let them deal with it. “NO You call the police” he replied. So asked one of my team to call the police.
When the police came both of us told each other's side of the story. The police looked at the container of curry and asked can we have a look in your kitchen? Of course you can I replied. After looking around they came back to us, I presented the officers with the receipt of the order. They took a look and asked the customer come clean and admit it before it's too late. “there’s nothing to be clean about officer's they tried to kills us with that” said the customer. Listen we've had a look around and that’s not possible what your saying on top of that your receipt shows you ordered several chicken dishes and only one contains rolled up brown paper which seems like the back they put the takeaway in, so you better come clean before you get arrested for false accusations. At this point the customer admits wrongdoing. The officer's asked if we would like to press charge? We refused but did ask for him to be banned for life. 
This type of incidents happen on a very very small percentage but it just shows that you can never be to sure, that’s why You should always be alert and be calm on what ever you are doing.
Conclusion 
Employability skills are the valuable skills that are required for a person to get employed. They are skills that employees look for employees and they go beyond the qualification, experience and skills. Generally the following are the employability skills that employers expect employees to possess and this includes communication, teamwork, self-management skills, learning, technological skills, planning and organizing. The report has described job description as a statement that describes the requirements of a job and job specification describes the qualities, qualifications of the applicant. The report has also described the core competencies that are required in the workplace in relation to the STAR model.
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