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TASK 1.1 THE PURPOSE OF JOB DESCRIPTION

According to Youssef (2012), a job description is a document that identifies the characteristics of the job to be performed in terms of the tasks, duties and responsibilities that an employee must fulfil. It also includes the scope and working conditions related to the job. In an article by mbaskool.com (2017), it described job description as an informative documentation of the scope, duties, tasks, responsibilities and working conditions related to the job listing in the organisation through the process of job analysis.
The main purpose of job description is to set out the requirements, essential functions and duties of a position. 
A good job description helps a prospective employee to know what is expected of him the performance he needs to show in a specific job role. It helps the employee or jobseeker to understand the clear scope of the position and job that they are required to fill.
Job description plays an important role in developing the person specification. It can also be sent to applicants who require further information concerning the role they are applying for and it can also be used by the human resource manager as a basis for advertising. An accurate job description gives a clear picture of what the job entails on a daily basis. It also helps the company to save money and time.
A good job description should contain the following components,
· The job title
· A summary statement or overall purpose of the job
· The title of the person to whom the employee should report to
· The title or position of any employees who are meant to report to the jobholder
· The main duties and responsibilities of the employee, it should also detail any supervisory functions to be carried out by the employee
· The salary range for the position
· The location and areas of business
· The date of issue


TASK 1:2 THE PURPOSE OF PERSON SPECIFICATION

According to the Business Dictionary (2017), person specification are the skills that a job candidate must have in order to complete the task of a position offered by the company. In an article publication, the SOAS University of London (2017), described the person specification as a description of the skills, experience, qualification, knowledge and other attributes that a candidate should possess to perform the job duties. 
The person specification is usually developed from an analysis of the job description and forms the basis for the recruitment process. It helps the recruiter to make decisions about the shortlisting, presentation/test and interview. It should also be used to write up the advertisement for the job. A good person specification helps to sift the applicants who are being evaluated for job openings thereby helping to generate a high-quality pool of applicants. It also serves as a resource to the human resources manager filling a position to determine the types of selection tools that should be used when hiring. Another purpose of person specification is that it makes the interviewing process a lot smoother and easier. It helps the potential job holder to assess themselves before applying and understand whether they will fit in with the role. The person specification helps to clarify the two types of personal qualifications that are important to the employer, which are; essential and desirable. The essential personal qualifications are those criteria that a candidate must possess to perform the job for example skills and qualification are mostly essential and will most definitely be used for shortlisting candidates. Desirables are those factors that would allow a candidate to perform better in the role. A good person specification should contain the following criteria, 


skills like communication, team working, and time management amongst others. Experience, for example former employment and personal interests, educational qualifications and special requirements like shift work, valid driving licence and so on.                                                                                                                                    




















TASK 2: A CV FOR THE ROLE OF AN OFFICE ASSISTANT IN A LAW FIRM
                                   GRACE IHENACHO
                      07949352878 grace.ihenacho@yahoo.co.uk
PROFILE                                                                                                                                                            
I am a highly motivated and efficient worker. I have experience of working in high level legal environment. I also have a good knowledge of legal protocols and administrative procedures combined with a meticulous eye for details. I am proactive and able to learn quickly. I am proficient in Microsoft Office packages.
EDUCATION
2017-2018                       University of Wales Trinity Saint David         Level 4 Certificate of Higher Education Skills for the Workplace
1988                                  High School                                                 7 GCSE including Maths and English                                                                         
                                                                                                                   
                                                                                                               
WORK EXPERIENCE
 2015 to Date:                                                                        Support Worker (Yvonne Lewis Group)
· Liaising and communicating with key agencies and service providers in the local community. 
· Maintaining and writing records on each individual in accordance to the company policies.
· I have good awareness of the procedures for taking appropriate auctioning case of an emergency.
· I ensure that any matters relating to health and safety are communicated appropriately and actioned where necessary.
2007-2014:                                                           Customer Service Assistant (Lidl Gmbh, Hackney)
· I dealt with customers queries and provided an exceptional level of customer service with a friendly smile.
· Face to face customer service.
2007:                                                       Receptionist (Worldwide Miracle Outreach, Canada Water)
· Arranging meetings for the Senior Pastor.
· Receive and respond to all types of calls and queries from congregation and visitors.
· Typing, filling and photocopying documents.
· Organising leaders’ diaries for all appointments and events.
· See to the smooth running of the office.
I love reading books and novels, travelling and dogs.
References are available on request.

 


TASK 3: MY COMPETENCE STATEMENT
TIME MANAGEMENT
In my last role as a customer assistant with Lidl, I discovered that my store manager never had enough time to finish some of his daily tasks. This caused staff to stay behind late into the night after the shop had closed. This had a negative effect on the staff. The problem was that he had to do all the administrative work and also oversee the running of the store. This resulted in missed deadlines, out of date products not being removed on time amongst other issues.
I had been looking for an opportunity to show that I was capable of taking on more responsibility. I volunteered to help him with the administrative side of the store, like replying to emails, ordering stocks, filing papers and other paperwork that needed to be done. He agreed to give a try for four weeks and see how it goes.
Over the next three weeks, I went into the staff office when the shop floor was not busy, to file papers, reply to emails and sort out the paperwork.
By the end of the fourth week, my manager’s workload had reduced drastically, he was able to attend to other matters in the store and staff were able to go home on time. He was also able to manage the store better and my colleagues were happy.

DECISION MAKING
My current role at my church is that of the Head of Protocol having taken over from the former Head who had resigned.
My first task was to organise the team for a forthcoming national conference. I had little time to achieve success as we had only three weeks to the conference. There were over eighty guests in addition to the church members expected at the conference. The main task was to make sure that the guest were being taken care of and to also maintain security. 
I had only fourteen protocol members to cover the event. That only meant that I needed more hands. I had to make the decision to ask for volunteers from the congregation. I selected a few people that I knew where capable of doing the job without much training. I had to schedule the rota and postings. I divided the team into three groups. One group consisted of the drivers who would also make that the guests were comfortably settled in their hotels. Another group was to take care of security both inside and outside the church including the carpark ensuring a peaceful atmosphere throughout the conference period. The last group took care of refreshments for the guests at the end of the day.
Making the decision to take on more hands actually enabled us to have a successful conference. It also gave me time to monitor the activities of the team properly and also attend to the needs of my Senior Pastor.
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