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Human resource management is one of the most primal departments of any company. The most important responsibility of the HRM department is recruiting employee. On the other hand, in this era of technology number of worthy candidate for a single position is growing in a geometric way. At such moment the companies also the employees have to have some specific abilities and qualities which can justify them properly in this competitive world. In this assignment, the importance of necessary skills and a model CV of an employee will be focused. Also, the basic criteria for publishing a job will be highlighted.
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Job Description
Job description is the most primal thing of the overall recruitment process. A job description serves the purpose of both of the entity including employer and employee (Mader-Clark, 2013). From a company’s perception, it reveals
· The company is lacking for a specific/multiple quality/number of people.
· The company is looking for the competent candidate to fill the blanks of the organization.
Also, it creates concern for the employees’ perspective
· Get the opportunity to enroll him/her.
· How much he is compatible for the position. 
Purpose of the Job Description:
Employees get to know about the requirements properly. For example, if a company just announces that they are going to hire employees and ask the candidate to drop their CV, there might be thousands of CV dropped for 3-4 vacant positions. These immeasurable things happen for the lack of proper job description. Maybe, the company needs 3 graphic designers. But among the 1000 applicants there are only 100-150 graphic designers and 20-30 professional graphic designers. So, if the company gave a proper job description containing the requirements properly along the position; it would be much better and easier for both of the employee and the employer to find the proper job and candidate. 
So, the purpose of the job description has to be stated from both of the perspective. It meets all the requirements for both of the sides and serves the purpose. 
A person specification:
The purpose of the person specification derives from the purpose of the job description. It is very important from the overall organizational context (Wiley series 4 exam review 2013, 2013). Just like the job description, person specification also depends upon from both of the side.


Purpose of person specification
· Company’s perspective
Company hires candidates, so primal importance covers all the surroundings from the company’s perspective. Let’s focus on the following job description:
	“FAMOUS ELECRTIC COMPANY “MALTOS” IS LOOKING FOR 5 DYNAMIC & HARD WORKING PEOPLE.”
“INTERESTED CANDIDATES ARE REQUSTED TO DROP THEIR CV BEFORE; 20TH JUNE, 2015”


After going through the job description all the job seekers will drop their CV with a cover letter without even knowing the requirements of the company. Whereas the company’s actual requirements are:
· 2 content writers
· 2 graphic designers
· 1 web developer
· They have to work full time for the company.
But for the absence of person specification, the company has to go through the thousands of CV to find out who are the actual candidate fulfilling their primary requirements. Then the company will arrange interview session with the employee. Where the recruitment was very urgent for the company, but for the lack of person specification now they need a huge time to complete their recruitment process. It surely makes a big hustle for the company.  
· Employees’ Perspective
Employees are the people for whom the job descriptions are given. The life of job seekers isn’t easy. They have to go through a lot of job posts and look into requirements. They have to make a cover letter first according to the requirements and company details. Then they need to make a proper CV. And lastly, they need to clarify why they are best fit for the job. All these they need to do, only to qualify for the first stage. So, if the person specification is not cleared properly, surely they will suffer a lot for getting the job they worth. 
So, the purpose of the person specification is needed to make the employee clear about why they will apply for the post and to justify themselves worthy for the job. 
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Whenever a candidate thinks that he is perfectly fit for the job, he might write a letter to the company just to prove his competence for the job. Once, this process was accepted, but as the time passes the process becomes more difficult than earlier. So, a complete CV undoubtedly takes a candidate minimum 10 steps ahead than other competitor. 
Purpose of a CV:
In this competitive era of market the CV carries about 90% of the total value in the overall recruitment process. Whenever we go through any job post/job offer, we will surely find that the company asks the candidate to drop their CV. A proper CV implies the quality of the applicant and reveals why the candidate is worthier than other existing competitors. The job offer may contain one of the requirements that the applicant has to be a good writer. But, the company can gain the idea how much creative/productive writer the applicant is while they will go through the CV. Because, A CV is the combination or collection of all the information of the candidate in an organized way. So, the CV of the candidate will work as a proof that how much the applicant is adapted with the proper writing skill. 
So, basically purpose of the CV is to provide a strong idea and overview about the applicant. Also, it proclaims how much the applicant meets the requirements with his skills.
Here is an example of a CV where the applicant is looking seeking for the position of marketing analyst of renowned company of “Apple”. His full description of CV along with his individual portfolio is provided below. 








Individual Portfolio

To,
Mr. X
HR Manager (Marketing)
Apple Company
Dear Sir, the requirements I provide what you want in your advertisement. 

Documentation of Individual Portfolio
Director,
HRM, Apple Company

JOB POSTION:            Marketing Analyst
JOB LOCATION:        USA, Washington DC
JOB SALARY:            40000$-50000$ (Negotiable)
JOB NATURE:            Permanent 
Requirements:
BBA (Graduate on Marketing) from reputed university of USA
Standard result and CGPA
Minimum 3 years of experience
Microsoft office, Adobe Photoshop, Adobe illustrator
Age limit: Up to 28


Curriculum Vitae

Career Objective: 
I am a very enthusiast and hard working person, eager to learn newer things and implement them through perseverance. Want to engage myself in a corporate career pursue on Building. Also, make sure to do something positive, for the next generation of the country.

Educational Background:

· August 2013 to March 2014
Master’s in Marketing
X University

· August 2011 to March 2013
Diploma in Marketing
Ross School of Business

· December 2009 to June 2011
Bachelor of Law
University X

· January 2009 to December 2009
Bachelor of Commerce
Y University of Commerce

· June 2007 to December 2008
A’ Level






Experience:

Designation: Assistant Marketing Manager
Duration: January 2011 to January 2014
Organization: Qrius Digital 

Duties and Responsibilities:
· Group working
· Making interesting content
· Work for customer insight 
· Preparing presentation for the office
· Developing marketing strategy 
· Assisting marketing manager

Skills:
Language:   English and Arabic
Computer:  Microsoft office (Advanced)  
                     Adobe Photoshop (Advanced)
                     Adobe Illustrator (basic)
Educational Interest: Business strategy and office legislation
                                     Marketing theories and journals

External Skills:
· Quick learner
· Good thinker
· Fast decision making ability
· Ability to fulfill the visions.





[bookmark: _Toc501002105]TASK-3
Team Working:
Nowadays the requirement that most of the companies looking for is the team management. Team management not only refers with one point that managing the team. It also includes various sides and qualities. 
To be team man there few objectives (Agile Project Management, 2013), they are stated below:
· Cooperate the team
· Participating in the task
· Be proper speaker rather than a silencer
· Helps the team to reach decision rather than illogical speaking. 
· Lead the team if needed
· Guide others in the right direction as much as possible
· Ultimately help in every possible way to reach the team goal
To work for any company the most mandatory skill which is considered currently that is team working ability. This is such an ability that is required by all companies but very rare to be found (Aguinis, 2013). Whenever we go through any company’s overall analysis we can easily find its necessity. For an example, Apple is one of the most renowned mobile brands in the existing world market. If we look at the organizational structure of Apple; we will find that the overall activities of Apple are divided between so many different departments of working, like marketing, sales, finance etc. These individual working departments are also divided into several functions too. Each of the individual functions are given a set goal to achieve within a limited barrier of time. So, a proper team management skill is very much necessary to conduct the company’s mission (Markel, 2013). 
That’s why team management skill is considered as one of the major competence of the employee’s individual skill.  




Time Management:
To work on the corporate field one of the major criteria is the “responsibility”, but the overall responsibility is divided into few several individual skills. The most significant feature or quality that defines “responsibility” is the “time management” skill (Williams and Reid, 2011).
Time management skill is undoubtedly the most major criteria to justify an employee. When a company publishes a job circular, there may be 3 openings but minimum 500 candidates apply for the post. At least, 50 of them are very much compatible for those positions, but the company can provide job to at max 3 people as per the opening. But there were minimum 10 people who could do the same task as per the requirements. But after getting into the job, the company has to justify that their choice isn’t wrong. So, it has to justify the employee based on different criteria. Among all the criteria the most significant part is the “time management”. Time management doesn’t include only finishing the work in time (Kennedy, 2013). It also includes the quality of the work, how much the work will help to complete the overall group task.  
Basically, time management refers to finish a task properly, meeting all the requirements of the task within the given barrier of time. So, time management is a mixture of quality work and managing time. Time management is considered as one of the major criteria to get rewarded by the company. If a company can encourage the employees to learn time management skills properly, the company will surely to be a prosperous one. That’s why, time management is called one of the major criteria for the employees to gain for the betterment for both company and himself (Bateman and Snell, 2013)

[bookmark: _Toc501002106]Conclusion
Recruiting employee is one of the most primary concerns for any company. Recruiting of employees is getting tougher day by day. Also, the employees are facing various difficulties to find a proper job according to their skills and adaptability. So, the company has to follow some specific rules while publishing any job circular also the candidates need to apply according to their compatibility. 
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