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[bookmark: _Toc502876747]Task 1:	Recruitment Process
[bookmark: _Toc502876748]1.1	Job Description
The key purpose of the job description is to ensure that the organisation is able to hire the right individuals for vacant positions (Bratton & Gold, 2012). In many cases, poor employee performance can be linked to individuals being placed in jobs for which they are not suited (Newell, 2005). A well written job description can prevent this from happening since the human resource department can use this to ensure that suitable candidates are applying for the job (Newell, 2005). 
Well-crafted job descriptions are even more important as job markets improve and companies may face increasing competition for qualified candidates. Hence, well written job descriptions are important tools for setting the company apart from competitors and for attracting suitable candidates (Rees & Rumbles, 2010). Furthermore, effectively designed job descriptions are also important communication tools that allow the company and the candidates to clearly understand the requirements and expectations of a role along with the required competencies, qualifications and experience (Dandaro, et al., 2017). An effective job description should also encompass the values of an organisations rather than just the actual work required; for example, the job description can emphasise a collaborative culture or a learning culture (Armstrong, 2009). 
Finally, it should be noted that job descriptions are not static. Most organisational roles evolve and change over time as an organisation’s internal and external operating environment changes (Armstrong, 2009). It is the responsibility of the human resource department to ensure that job descriptions reflect such changes and are kept updated in order to remain relevant to the company.


[bookmark: _Toc502876749]1.2	Person Specification
The person specification is a critical document in the recruitment process and it performs a number of important functions for the organisation. Firstly, it allows the company to exactly define the kind of individual required for a role; secondly, it enables candidate assessments to be made in a fair and objective manner; and, thirdly, the person specification allows comparisons to be made between candidates and selections to be made on objective evidence (Rees & Rumbles, 2010). Effective person specifications have three key attributes; they are specific and measurable; evaluation criteria are relevant, fair and justifiable; and, there is a balance between essential criteria and desirable criteria (Newell, 2005). 
In order to effectively compare between different candidates, the job requirements should be specific and measurable (Newell, 2005). There should be specific requirements; for example, “a knowledge of database management” or “an ability to meet deadlines.” Moreover, evaluation criterial should be fair and justifiable; for example, qualifications should make allowance for equivalent qualifications which could have been obtained in a foreign country (Dandaro, et al., 2017). Finally, the requirements should be classified clearly as essential or desirable. Essential requirements are critical to the job while desirable ones are not critical but may be required by a company in terms of its values (Bratton & Gold, 2012). 
[bookmark: _Toc502876750]Task 2:		Competencies
[bookmark: _Toc502876751]2.1	Team Work
Situation
I work with Tesco as an assistant store manager. In this role, I have to lead and manage a team of workers at my Tesco Local store. As such, I have to have an understanding of team management and ensure that all my team members are working efficiently and productively. This implies that I have to be competent in working with my colleagues and I also have to ensure that they are motivated to perform well. 


Task
More specifically, one of key roles is to ensure that employees in different departments work with each other to ensure that the store has sufficient stock of different items. Tesco expects stock-outs to be minimal since lack of products on shelf can lead to customer dis-satisfaction. The store has one or two employees working in different sections or departments including; bakery; fruit and vegetables; chilled food; frozen food; beverages; and, groceries. I need to ensure that there is good communication between the different sections and myself so that I am aware of inventory levels and can order products on time. 
Action 
To ensure good communication and teamwork, I hold weekly meetings with the entire team. During these meetings, we analyse the demand for different products and decide the inventory levels that are requires for the coming week. These meetings also provide team members to provide any feedback or raise any concerns. I encourage active participation in these meetings so that the employees feel appreciated and are better motivated to work efficiently. During my shift, I regularly co-ordinate and communicate with different section members. I use Tesco’s inventory management system to monitor stock levels and encourage team members to take the initiative in managing their section’s inventory. 
Result
The overall stock-out levels in my store are below the required minimum. This shows that we are meeting Tesco’s expectation as a store. Moreover, my team is cohesive and highly motivated. This means that we can provide better customer service. Moreover, reducing the level of stock-outs also means that the customer dis-satisfaction is reduced. On an overall basis, effective team working has enabled me to develop my own career and competencies.  


[bookmark: _Toc502876752]2.2	Time Management
Situation
I completed a MSc in Supply Chain Management while working full time at Tesco and maintaining a family. The situation was challenging from a time management perspective. I had to balance my studies, work and personal life. This required a effective time management so that I could achieve academic, personal and career goals. 
Task
One of my biggest time management period was completing a fifteen-thousand-word dissertation on Tesco’s Supply Chain Management. This required very detailed research into Tesco’s methods and procedures along with staff interviews and detailed literature reviews. While completing this, I had to carry on working at Tesco and look after my family. I had about four months to compete the dissertation and my time management would be critical in achieving my goals. 
Action 
I began by reading books and articles on time management so that I could identify techniques that I could use to balance my academic, professional and personal life. In particular, I began by keeping a record of my daily activities and the time that I spend on them. This allowed me to segregate my daily routine and manage different activities. I spend time every morning planning my day and then try to ensure that I follow the routine. 
Result
Learning and applying time management techniques enabled me to ensure that I completed my dissertation and graduated with my degree. I also received good reviews from the manager at my Tesco store. Thus, time management enable me to achieve career goals. Managing work, studies and family life has enabled me to develop good time management skills which will be an asset in my future career and personal life. 
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PROFESSIONAL PROFILE:
I am able to obtain inspiring position in Management or Business Administration fields that would best utilize my expertise. The position should have some opportunities for an aggressive and dedicated person with the leadership abilities.
Skills        Communication
· Time Management
· Ability to Work Under Pressure
· Decision Making
· Conflict Resolution
· Leadership
· Self-m Creativity
· motivation 
· Adaptability 
· Teamwork (Severt, 2017)
Education:
Masters of Business Administration, Cardiff Metropolitan University, Cardiff. 2011 – 2012      
Bachelor of Business Administration, South Bank University, London 2008 – 2010 
 
WORK EXPERIENCES:

Deputy Manager, Tesco Express, 67-69 Tower Bridge Road, Southwark, London, SE1 4TN. 
May 2010 – till now
Job responsibilities:
 Stock and Admin assistance routine, KPI sales, payroll, waste, shrink budget and targets. waste cycle, Price integrity routines and Importance about POS. Planogram and promotion change according to plan, supporting attendance, understand emotional cycle of change. Managing people with emotional intelligence. Communicate with staff and managers about update, issues and share ideas. Coaching and organizing people to develop their performance and capabilities. Legal training and update record and viewpoint. Legal and contact maintenance for any breakdown or technical fault. deal with direct delivery, check-in, collection, audit and refund. carry out audits for payroll, health and shrink, store standards and restriction. Dealing with customer complaints and store standard CMS procedure work. weekly payroll and audits. Deal with incidents and crisis management procedures. daily and weekly routine. Opening and closing procedures. Investigative procedures, incident report writing, and customer service Processed paper work regarding stock and sales to send accounts Liaised with suppliers to place order, received deliveries, audited and replenished stock. Created store displays and handled promotions on special occasion. Review products and reduction. Trained new employees, requiring excellent managerial skills Accountable for ensuring monthly and quarterly sales target are met. Deal with problem solve and making decisions. Through knowledge of stock control procedure.
Team Leader, G4S, London, UK, July 2011- April 2012
Job responsibilities:
Supervise Guards, to ensure the clients are pleased with the implementation of work postulated, To report several grievances from the guards or the clients to the manager in office Conserve daily log observing the things proceeding every day. To certify that the staff are happy with the company & properties are well protected. Face to face client apportioning and also concentrating calls as well as reacting to their query, preservation track of any external and exiting vehicle and also visitors, updating police for any kind of emergency condition, CCTV monitoring & To communicate with co-officer during the duty, if available, prevents unauthorized visitors from entering premises, or damaging any property, Controlled as both retail and static sector of security services (Brewer, 2017).
Interests
Convincing curiosity in current affairs and Trade news. Routine reader of Financial Times. Like to travel – have journeyed expansively across Europe, Middle East, South Asia and USA. Enjoy Cricket, regularly visit the local leisure centre.
Reference: 
Available on request.
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