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Introduction
Definition; what is a job description
Is an information documentation to provide a job aplicants the scope, duties ,   task,responsabilities of the role for each they and working conditions related to the job listing a nd coversing the selection process for a role in a organization through the process of the job analisis.
Why is important
Job description is important part of the job application process as give right information and an idea of what the job involves.A well written job description is avital in ensuring that the applicants recived for the position closely match the need of the role it self to understanding of the job requirements in accordance to Hr departments and external recruiters to streamline the section process and recive a high concentration of candidates who are siutabile for further selection.

What main are uses of a job Description
In addition they are many benefits to an effective job description ;
-to provide the employee to required of them role
-to recive enough detail to give help the candidat if are suitable for position 
-to give support the recruitment team during selection 
-to permite employee to determine their role or give a goal overviev about the job is
-to be good informing a legally binding contract of emolument
-to support set goals and target for employee upon joining
-to have a good evolution for job performance of the employee
-to support formulate training and developments plans
What is typically includes in
Job description should clearly identify the purpose and give overviev of what is role as the key task to be performed and the main accountabilities of what the job is
The document will olso countain a brief background and overviev organisation as well as the name or role of the recruiters the succesfil candidate will be reporting to

In addition the recruiters can olso find explination of kind of candidate the organization is looking for.This include an professional experience and achiventents skill set educational background and theyr qualifications aswell as any desired personality.
The job description will olso include information practical as where the jobs based whether it’s full or part-time and other cases the intended salary.
The key points that normally included I a job descriptions ;
-title and summary of the role 
-list of responsabilities and dities
-profesional experience
-level eduction and desired qualification
-skills required for the job role 
-certificates to needed licences and registrations 
-the perspective the employee will directly report to
-reporting of subordonates to them
-physical requirments 
-condition of employment 
-enviroment of work
The typical structure of job descriptions
A job descriptions should follow standard informations and accurate format that clearly define all needs of the positions 
· Job title
· Location
· Departament
· Reports
· Purpose to job
· Duties and responsabilities
· Essential critieria
· Team company overviev
· Accountable to
· Applicants information 
· Job summary.
The title should be clear to give an good visibility.Job description have to give and confirm names of jobs reports.And to give help to keep the documents on dates.
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Team work
Definition 
Is a process of working in collaboratealy whit an group of peoples to acheve a goal.Team work is a impotrtant part of bussines ,as it is important for colleague to work together thinking their best in a al circumstantes,Team work means peoples they try to cooperate using their individuals skills and finding constructive feedback,and cut any personal conflicte between individual.
Importance of Team work
In the work place the company offers a chance to learn and see how can to work I a team.The intresting and important of team work is vital to have a success in a future I a company.
In a work place team work have opportunity to become familiary any person to see all ability in the company a staff and to learn how to work together.And to understand the stregths and weaknesses for each team members and one importances benefits in a team work in a work places is,team leaders and members become a part of team but and dividing up tasks for help most of they to be qualified peope.
Efficiently team
To work I a part of group tems descouvering systems to allow them complete task efficiently and quikly.Each team members develop own abilities and team can work together effectively .
Support any each others
In a work places is a challenges for all members a team,they can be strong team to support mechanism for staff members  team work can help ech others inprove their performance on work group toward improving their professional development.

Decision making
In a personal or organisational level decision neede to help and implemented,to commited to the person
ally decision and able to descover merits.
Is a lot of numbers of problems can to prevent effective make decision ,include.
1. Not enough information to make a decision
When is not enough information ,we can feel like are making a decision without ani reason.
To take time together is necesari data to can be informabout our decision even if timescale is very tight ,if is necessary to provide our information gathing and identifying which information will be Important To As.
2. Much information
The contradictory problem but surprinsingly often having so more contradictory information that is imposibe to finded.For resolved a problem have getting all people together to make a decision what information is really important and how can including on information gatting stop.
3. Many people 
Making decision is difficult,everuone are their values and consens to views.important is to know where is these views are and how can be they important.and may be is important to take responsibility to making a decision.to have importance sometime any decision is important to taked is better of none.
4. Attachment emotional
Sometime peoples are very attached to status quo.Decision involve the prospect to change so many people find difficult.
5. None emotional attachment
It difficult sometime to make a decision if you just do not care one the other ;a structured decision making process can help identify a true processe on consecvecces on particular decision .
[bookmark: _GoBack]Different techniques to making decision have been discovered ranging simple rules on thrumb ,to difficult proceduresand extremely,methods used of any depends.on the time to made a decision and how big and complex it is.

