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Introduction
Irrespective of the role or the type and scope of the business organisation, an individual must have some basic understanding of skills and knowledge in order for working effectively in their own roles (Cottrell, 2003). This paper focuses on the various aspects that are of utmost significance in the recruitment and selection of employees. In the first task, the paper discusses the purposes and significance of job description and person specification within recruitment and selection processes. The second task of the paper incorporates a CV for the role of a retail manager which demonstrates an understanding of the significance of role-specific skills and knowledge. In the third and final task of the paper, two vital competencies are analysed using the STAR model and personal experience.


[bookmark: _Toc521682477]TASK 1 
[bookmark: _Toc521682478]Purpose of Job Description within the Recruitment and Selection Processes
Job description, an indispensable part of the recruitment and selection process, can be referred to as the formal document which incorporates all the responsibilities and duties to be performed in a particular job (Cottrell, 2003). A job description is usually prepared after properly examining the tasks and sequence of tasks involved in a job. Organisations need to be very careful while formulating job descriptions due to their extreme significance in the selection and recruitment process. In the recruitment and selection process, the first and foremost goal of every organisation is to select the right person for the right position (Marsh, 2012). Job description helps the organisations in achieving this goal too large extents. When an individual isn’t performing well in their job, it is not mainly because they intend to do so; rather they are in the wrong job. Recruiters develop the job description as the first step in preventing the selection of wrong employees thus helping both applicants and recruiters in their own ways. Another key objective of a job description is to convey the organisation’s expectations from the prospective employees (Hind and Moss, 2011). In many scenarios, organisations are faced with applicants who are considering more than one job and offer simultaneously. Job description, in this regard, helps organisations in attracting the best candidates. Through job description, recruiters provide the applicants with the details of the job so that they can assess whether they are suitable for the position themselves (Seely, 2005). Apart from this, employees are communicated about their prospective standing in the organisation structure.  In addition, it supports the recruitment team throughout the whole selection process. For instance, a major portion of the questions asked in an interview is formed based on the job description. While forming a legally binding contract of employment, the job description is of huge assistance. 
[bookmark: _Toc521682479]Purpose of Person Specification within Recruitment and Selection Processes
Person specification can be defined as the list of skills and attributes required of a job applicant in order for completing the tasks in a particular job position (Pritchards, 2008). A person specification usually incorporates the educational requirements, necessary training and experience in particular fields and other personal attributes as well. Development of person specification is usually derived from the job description which is why it is also a key component in the foundation of the recruitment process. The person specification is as much important as job description if not more in the recruitment and selection process. Faced with the high number of applicants for a job, a person specification is a great tool for filtering the right candidates for the position (Pritchards, 2008). With the help of person specification, job seekers can match their own skills and attributes with the requirement thus assessing their suitability and worthiness for the position even before applying for the job which makes the recruitment process a lot easier and efficient. Most of the job specifications nowadays incorporate two types of personal qualifications viz. essential and desirable through which recruiters can be explicit about their requirements (Seely, 2005). One vital role that a person specification plays in the recruitment and selection process is the conveyance of the equal opportunities policies within the recruitment culture of a business by making it clear that employees will be recruited based on their skills and abilities in alignment with the roles. The interviewing process is made more refined and streamlined from the very beginning of the process by the presence of a job specification (Mercer, 2006). Finally, if the selection and recruitment decisions are questioned later at a future period, person specification can be used to justify the selection decisions using objective criteria.
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Nadira Akhter
nadira.akhter@gmail.com
01606242424
15, Scouser Drive, Liverpool, Mersyside



PERSONAL STATEMENT
I am an extremely driven store manager with an experience of over 5 years in retail management. I am motivated by challenging goals and always try to achieve high standards and organizational targets by working collaboratively with the team members. I have adequate experience in customer service, stock control, goods in, goods out, recruitment, training, disciplinary and staffing issues, and health and safety


KEY SKILLS
Technical Skills
· Spreadsheet
· Word Processing
· Database
Employability Skills
· Interpersonal Communication
· Team Working
· Problem Solving
· Planning and Organising
· Time Management
· Conflict Management

Certificates
· Occupational Health & Safety Certificate



EDUCATION

· University of Wales
BBA (Hons) Management Studies
 
· Corpus Christi RC High School
A Level Business Studies, Economic, General Studies (AAA)
GCSE Math, English, Science (AAB)



EMPLOYMENT

Store Manager 
Morrisons Retails, Carmarthen, UK
July, 2016 - Present
	
Achievements
· Regional store manager award in 5 months.
· Employee of the month 4 months in a row 
· Managing the flag ship store in the 
Assistant Store Manager 
Asda Retails, Cardiff, UK
January, 2014 - March, 2016	

 Achievements
· Employee of the month for 14 months.
· Charge of training for all 22 members of staff in customer services 
· Best assistant manager of the region award

Sales Assistant 
Asda Retails, Cardiff, UK
January, 2013 - December, 2013	

Achievements 
· Employee of the month thrice in a row.
· Best salesman of the region award.


PERSONAL INTERESTS

Shopping | Travelling | Reading | Dancing | Table Tennis | Music 


REFERENCES
References are available on request. 
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In any recruitment process, certain skills and capabilities of employees are focused on in order for assessing the suitability of the candidates for the position. Among many tools used in the process, the STAR (Situation, Task, Action and Result) model is a popular technique used in job interviews to gather all the related information about a particular skill of the candidate (Hind and Moss, 2011). In the discussions below, two vital competencies are analysed using the STAR model and personal experience.
[bookmark: _Toc521682483]Problem Solving
Irrespective of the role one plays in an organisation, they are bound to face some problems on almost a daily basis although complexities of the problems may vary to large extents which makes problem-solving one of the most vital competencies required of almost every candidate in the recruitment and selection process. Problem-solving can be referred to as the effectiveness and efficiency at which an individual is able to analyse the facets of a problem and come out with different alternatives and choose and implement the best alternative to solve the problem (Hind and Moss, 2011). Although the process problem solving can vary depending on the gravity of the problem, there are usually four steps that are followed in solving a problem which includes defining the problem, developing alternatives, assessing and choosing alternative and finally implementing solutions (Levin, 2004). Based on my own experience, the STAR model is applied to my problem-solving competency.
Situation (S): My college administration were facing a huge problem as the advertising revenue for our college newspaper was gradually falling and a significant portion of long-term advertisers was reluctant to renew the contracts. 
Task (T): My task and goal were to develop ideas, tools and strategies to be implemented so that the advertising revenue increases by more than 15% in comparison with that of the previous year.
Action (A): I, along with my team members, developed and designed a new promotional packet alongside the rate sheet in which the benefits of circulation in our newspaper was compared with other ad media in the locality. 
The result (R): We signed 12 new contracts which resulted in an increase in the advertising revenue of approximately 20% in comparison with that of the previous year.
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Time management is one of the most vital skills that are of utmost significance in playing one’s role effectively and efficiently. Time management can be referred to as the extent to which an individual is able to complete the assigned tasks within the given time. It also refers to one’s ability to allocate time appropriately for different tasks considering the urgency and significance of the tasks (Cottrell, 2003). There are various strategies that can be followed for effective time management which could include but not limited to planning and organising the tasks, prioritising tasks, automating repetitive tasks, minimising interruptions and such (Marsh, 2012). Based on my own experience, the STAR model is applied to my time management competency.
Situation (S): One time in my last job, one of my co-workers had to leave the office urgently for some family emergency and a super important project he was working on was left unfinished without a manager.  
Task (T): My supervisor asked me to take on the project. However, I was asked to complete the project within days which usually requires weeks.
Action (A): I requested and cut my weekly goals in that week so that I could focus and spend more time on the special project. I delegated some of my weekly goals to my team members while less urgent tasks were delayed.
The result (R): As I had an optimum focus on the special project, I was able to complete it within the given time that is too with extreme accuracy. I was assigned to several such projects afterwards.
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Organisations need to be very careful while formulating job descriptions due to their extreme significance in the selection and recruitment process. The person specification is as much important as job description if not more in the recruitment and selection process as they both are great tools for selecting the right candidates for the right positions. Finally, individuals should be careful of demonstrating an understanding of the significance of role-specific skills and knowledge while preparing their CV for specific roles.
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