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Employability in a business organisation, without main power (team) a business will not succeed. The assignment sheds light on recruitment process  n a  business organisation. Focusing on Job Description , Person Specification. Preparing a CV for a specific Job role as part recruitment process need in order to get the specific person (candidate) according to the job description. And for the last part , after recruiting we go the to the decision making on various aspect of employment or other aspect the organisation as team leader and another summary to demonstration the importance of the team working applying the STAR model theories.



A job description is a document that summaries the main details about the job.

The main purpose of any job description is to outline the main duties and responsibilities that are involved in a particular job. Additional information is often requested in order that one document can fulfill the needs of several processes, such as recruitment and selection appraisal; job evaluation and training.

A personal specification is a document that lists the essential and which desirable qualifications, skills and attributes of the required person.
The person specification is a description of the qualifications, skills, experience, knowledge and other attributes (selection criteria), which a candidate must possess to perform the job duties.
The specification should be derived from the job description and form the foundation for the recruitment process.

EXAMPLE OF CV FRO SUPERVISOR / ASSISTANT MANAGER AT A RETAIL BRANCH 
PERSONAL PROFILE

As an experienced Customers Service Assistant/ Security Officer I have gained a high level of customer service skills along with excellent networking abilities. I am a proactive individual and believe that I have what it takes to make your company achieve its many goals.  I am an enthusiastic individual with the capacity to work well as a team and also individually, I have the boldness and vision to initiate ideas as well as solving problems by implementing innovative approaches.
 I have gained excellent communication skills due to years working in various public sectors which have provided me with extensive experience to deal with a variety of customers. 
I value being approachable with an open mind which has helped me grow giving me the ability to think on my feet and become more confident. 

STRENGTHS

Deliver  excellent Customer Service 
Willing to learn new skills and take up further training
Work well as a team and individually 
Effective verbal, listening and communication skills
Confident and clearly spoken 
Able to work under-pressure in a quick paced fast moving environment
Able to deal with difficult situations with discretion and diplomacy
Good knowledge of computer software packages 

WORK EXPERIENCE

2007- 2016  St Pancras International for Network Rail 

Customer Service Assistant/Security Officer
Managing the operation of deliveries within the station
Securing and patrolling the station on an hourly basis
Assisting customers with mobility and informative information when requested
Liaising with Retailers and other train operators  within the station 
Exceeding customers’ expectations by making sure all needs are  met
Reception duties 
Up skilling in Control room operations
Monitoring CCTV
Making announcement 


2005-2007             Avis Car Rentals
                              
Customer Service Agent
Administration duties
Taking vehicle rental bookings
Liaising with other  Avis  Rental stations
Delivering and collecting rental cars from various locations
Setting up customer accounts  and invoices using Microsoft Excel
Handling personal documents









2002-2004             USC Clothes ltd

Sales Assistant
Managing and replenishing stock deliveries
Responsible for visual design of shop window and store display
Customer Service and sales promotion activities such as marking down prices/ special offers
Promoting opportunities for addition/ link sales
Demonstrating product knowledge and trend awareness


1999-2002             JD Sports
                              
Assistant Supervisor
Offering products and services to customers
Dealing with all customer queries efficiently
Building relationships with all customers
Offering the best customer support and advice
Basic administration work 
Ensuring sound product knowledge
Communicating and delegating all sales plans
 Delegating key holder for cashing up and handling refunds and exchanges
 Till training new employees and reporting daily invoices and any inquires to manager

EDUCATION AND TRAINING
             
2008                     Jigsaw Railway safety Scheme Training
              Customer and staff safety around the station and hazard awareness
2006                    Avis Customer care call handling (NVQ)
2002-2004          Anglia polytechnic university (APU) University
                     BA (HON) Communication studies
2000-2002         City of Westminster College
                             BTEC NATIONAL DIPLOMA IN Performing Arts
INTERESTS 

 I am a family oriented individual who enjoy socializing. I enjoy martial arts and have participated in many competitions. I am also starting to look into property development for the future as  I would like to have a portfolio of properties as an investment for my family. During my free time I read a lot of historical and political genres of books to stimulate and further my knowledge. 


REFERENCES Will be available on request 

 







	Decision Making
Decision making is very crucial in every aspect of life either individual, group, organization some decision are difficult to make,
In a work place when you’re dealing with customers or colleagues because every one has their opinions and there own way of dealing with situations in order to make a good decision that will benefit the work place.
Here is an example of a situation on when I had to make a decision.

Whilst working as a receptionist for a large printing company, I noticed another work colleague being abusive and violent to a member of the team on the shop floor. The member of team was very upset and stressed at the way she was approached and spoken to.

The decision I had to make at that moment was weather or not to get my self-involved and speak to the work colleague who was being abusive and violent to anther member of staff that her action was inappropriate and distressing.

Before I could make my decision I had to consider the needs of the work colleague who was being bullied and harassed. I also considered the anti-bullying and violent police that the printing store requires its staff to 
Follow and oblige to.

Having carefully looked at the options, I decided to intervene and speak to my colleague who was being violent and abusive.

I approached her and asked to speak to her in the office where no other person was present. I remained calm and told her that I saw the way you had violently spoken and harassed the other colleague, and that I found your 
Behavior very disturbing and unprofessional .I then told her if I were to witness such behavior again I would report her to the company manger.

She immediately apologized for her behavior and she told me that she would not repeat that behavior again.
She said she would go and apologize to her colleague.

Following this situation, I learnt that it is important to intervene when you see a problem at work that is upsetting in order to calm and help make the right decision for a positive out come that will benefit the work place and the colleagues to work in a good environment.
 

	Team working 
Teamwork. To be a good team member you need to know how to communicate effectively among your team members. An Important teamwork skill is to be able to define problems among team members….
Listening. …
Reliable. …
Understanding. …
Respect. …




There are numerous type of team work theories. So many question are there for us to know answer for, like to the following question: 
· How does role of the leader vary when team grows?
· How a team can develop 
· Where a leader can place emphasis need to develop the team as leader ?
· The need in place to help team work in the context and also surrounding? 

To answer this this questions team will need to adapt a theories which help to implement  the need for the team on decision making. The STAR team model helps to provides the clear understanding to the stage , situation and surrounding of the teamwork STAR theory. Its help to determine what the leader of the team will need focus on: 
· S. Strengths (the team has to have their strong part or point which help to the development of the team)
· T. Teamwork ( a good or strong team work helps any organization to reach it target) 
· A. Alignment ( a perfect balance is required in a strong teamwork)
· R. Results ( a great result is required after a great or strong team effort)

A good team leadership is about helping a good conditions to allow its team member to flourish, allows fresh ideas, bringing people to work together which allow the performance of the team to flow. When a good leader create a good balance in a team its bring a perfect balance and bring out the best of every body individuals effort to bring its one teamwork. The STAR  teamwork theories bring together all individual efforts and strength to a achieve a great result with some of the main principles of the happy manager. Happier teamwork focusing on individuals strength particularly on pursuit of a great result or goals for the organization. STAR theories model also focus on what going on the outside of the teamwork, the team also need to be aligned to surrounding factors outside the team, for the team effective they also must focus on the environment within (surrounding) also must be considered.
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In conclusion, it can be observed that employability is most important part of a business, recruiting the correct person for the job helps to reach business target or goals, because the individual efforts, strength, skills is essential in team work ,collection of the good individual bring out the best in teamwork in a ( company or business ).  We need a good recruitment system for long run of a business, because good team brings out the best for the business especially for its customers either for product or service.  A good team consist of good individual to create a strong team work all start by recruiting good individual with a good individual strength. 
Reference:

Team building Exercises ( The happy Manager)
 
Business plans , john murray,(2016)
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