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[bookmark: _Toc500024469]Introduction
Employees need to have a wide variety of skills for being successful and to continue performing well from their job position. Jobs in different industries of the UK call for different skills and competencies. Employees now have to have a clear and specific knowledge about which skills they should possess to be successful in their career and to be the valuable human assets to the companies. One way to point out an employee’s skill and competency needs is to understand the job descriptions and the person specifications of the jobs that they are looking for. A properly written job description will be able to give applicants an insight into the duties, responsibilities, and position of the job on the organisational hierarchy. A person specification for a particular job, on the other hand, provides an idea about skills, knowledge, experiences, and other human attributes that are required for performing those duties and responsibilities (Dessler, 2015).
This report aims at explaining the purposes of the job description and person specification and how they help employees in identifying their skill needs. The discussion followed by preparing curriculum vitae (CV) for the job position of a marketing assistant to show how the skills and knowledge help employees work effectively and efficiently. This essay will enable readers to know about different job competencies that contemporary employees should have to perform well. It shows that team working and problem-solving have become two critical competencies for the employees of this modern arena. These two competencies have been discussed at the end of the essay.

[bookmark: _Toc500024470]Task 1: Purposes of Job Description and Person Specification
Job description and person specification are the two integral components of a job analysis process. Many of the recruitment programmes run by the companies in the UK go in vain because they failed to articulate their actual employee requirement through the job description and person specification (Desimone and Werner, 2012). Therefore, it is a good idea for human resource managers to invest some time in designing job description and person specification and in understanding their purposes at the beginning of a recruitment process.
1.1 [bookmark: _Toc500024471]Purpose of a Job Description
A job description is a primary tool used by candidates of a particular job to get the necessary job-related data and by employers to inform candidates about the main purposes, duties, and responsibilities of that particular job position. One of the purposes of writing a job description is to give an introduction to the job including the job title and location. It answers the question that why the job actually exists. It helps HR managers in targeting and attracting potential candidates for the right position. It gives the candidates an idea about what they need to deliver, if selected, for the company from their position. For example, if a company is going to hire a food and beverage assistant, the purpose of the job might ask the candidates who can serve foods by fulfilling hygiene regulation (Strath.ac.uk, 2017).
In addition, a job description gives a view of the organisational hierarchy and the position of the job on that particular hierarchy. It helps the candidates know about their reporting manager and to whom they will remain responsible for their performance. It communicates to the employees about their role within the organisation and allows them to decide if they are actually competent for the job. This helps in finding the perfect candidates for the companies and reduces the cost of the interview for them. Finally, a job description helps a company and its HR department in creating the job advertisement and the relevant questions for the interview. HR managers create the advertisement for attracting interested candidates and set the questions that are required to ask for assessing whether the candidates will be able to satisfy company needs by analysing the key points of the job description. This process is shown in the following figure.








Figure 1: The Process from Job Description to Job Interview
Source: (Author)

1.2 [bookmark: _Toc500024472]Purpose of a Person Specification
A person specification is a written statement about the required qualities, educational qualification, desired experience and the necessary skill set composed of physical, interpersonal, and technical skill that will satisfy the organisational needs and help the candidates flourish their career (McGuire, 2014). In order to make a recruitment process effective, an experienced HR team goes within the process of identifying the needs, analysing the job description, and creating a person specification by putting together all of these.
The main purpose of a person specification is to give a detailed idea about the required skills and expertise for the job. It enables the interviewers to select the perfect candidate in an objective and transparent way. It defines the eligibility for the job and helps candidates analyse, based on the skill requirements and the job description, whether they are the appropriate group of people the company is looking for a position. It explains the human requirements for that particular job position. Another purpose of a person specification is to articulate specific selection criteria for the job that will be applicable for all of the candidates irrespective of any age, gender, race, and belief. Finally, a person specification helps an organisation cut its recruitment cost by helping in shortlisting and in conducting the interview programme (Soas.ac.uk, 2017).

[bookmark: _Toc500024473]Task 2: Preparing a CV for the Job of a Marketing Assistant


Personal Statement
A recent business economics graduate with an honours degree from University of Wales Trinity Saint David, looking to gain employment with an organization that offers me a consistently positive atmosphere to learn and implement new technologies for the betterment of the organization, use my skills in the best possible way for achieving the organization’s goals and solve problems in an effective as well as creative manner in a challenging position.
Education
University of Wales Trinity Saint David
(2012-2015)
BSc. (Honours) in Business Economics

Key Skills Gained:
· A competency in managing work burden with sound conceptualisation and analytics.
· An advanced efficiency in dealing with problems and the ability to come up with interesting solutions.
· An efficiency in different software packages like Microsoft Office Excel, Access, Word, and PowerPoint.

Edward Harris Secondary School, London, England, UK
(2010-2012)
A – levels:
· Business Studies – A
· Economics – B
· Mathematics – A

Holland Park School
(2004-2010)
10 GSCEs, grade A–C including Business Studies and Maths

Work Experience

Treat Marketing-Manchester
(April 2016-Present)

Key Roles Played:
· Helped the company in conducting several market surveys and customer research.
· Improved an advanced negotiation skill in dealing with suppliers.
· Received performance bonus of worth £8000 for individual performance.

Paston Marketing-Manchester
(July 2015-March 2016)

Key Roles Played:
· Contributed to the company as a part of a team that conducted different phone call surveys
· Helped in coordinating survey reports and analysed to find ways to enhance performance

Interests
I have an interest in graphic designing. I have worked as a member of different business clubs during my college days. While working as a member of those clubs contributed to those clubs’ graphic content designing. I have the expertise to design products by using Adobe Illustrator which meets my interest and I want to use it in my professional life as well.
References
References are available on request.


A marketing assistant helps the marketing managers of a company to achieve company’s sales growth and earning a profit. Marketing assistants also play an important role in developing sales strategies for achieving company goal. The above CV well meets the needs of a marketing assistant. The CV has shown that the candidate possesses a wide range of skills that he has developed in his college and university level. The candidate's prior experience of working in different marketing agencies also will be able to add value to a company that is seeking a skilled marketing assistant. The candidate also has the capability to run several market research and surveys to find out market gaps and create potential market segments and eventually ensuring a consistent sales growth.

[bookmark: _Toc500024474]Task 3: Two Job Competencies: Team Working and Problem Solving
Each and every job available to the people of the UK asks for different competencies as articulated by their job description and person specification. Although competencies vary for different job positions, all the jobs need some common competencies. Two of these common competencies are employees’ ability to work in a team and their capability to deal with any arisen problem. In a competency-based interview, the interviewees are asked some behavioural and situational questions to make the interviewers able to assess the condition of the candidates in these two competencies. Interviewees can use the following STAR model to shine in competency-based interviews. It suggests answering an interview question by setting a situation (S) where a task (T) was to be completed and what actions (A) were taken to get the desired result (R) (Conormeagher.com, 2017).
[image: ]
Figure 2: STAR Model to Handle Interview
Source: (Enterprisealive.co.uk, 2017)

[bookmark: _Toc500024475]3.1 Team Working
A few days back, I have applied for a post of a sales manager where I needed to work in a team of sales managers of different regions. For assessing my team working competency, interviewers asked me to tell them a story where I had shown a better performance by working in a team. I could not tell them a pleasant story then. But now I can deal with this question by using the STAR model. A probable answer to the question can be given by the following statement.
When I was at my college, I had to prepare some group reports. It was a challenge to manage all the group members and distribute a task among them (situation). In most other groups of our class, a problem was that members had conflicts regarding their assigned part. I was the group leader of my team. I had to assign the task to my groupmates by breaking down the complete work (task). What I did in dividing tasks that I sat with all of my group members and by taking everyone’s consent we divide into some equal parts and assign the members their parts. If anyone had a problem regarding his or her part, we assured him or her that we all will help in completing that part (action). This democratic way of managing a team worked for me and our group always got the highest mark in the class (result).
[bookmark: _Toc500024476]3.2 Problem Solving
I have a very recent experience to deal with a question that was asked to know my competency in problem-solving. My interviewer asked me to tell them about a time when I had solved a problem with a tight time schedule. I told them that it was one of my experience when I along with my four friends participated in a business case competition. We were given a case to solve and prepare our presentation within two hours. Unfortunately, just before one hour to pitch our presentation our PowerPoint slide crashed (situation). Being the group leader, it was my responsibility to find an alternative and protect my group members’ effort from going in vain (task). I instantly asked one of the team members to buy 10 hard drawing papers and I talked with one of the event organisers and asked him to change the running order. It was my luck that I managed to convince him and bought some time for my team. Then we, all four members, sit together and started to draw our sides on the drawing paper. We drew some images rather than writing too much information on our paper to look our hand-drawn slides attractive (action). My plan with the help of my groupmates worked at that time and successfully completed our presentation. Very fortunately, judges appreciated our response to the problem and our group managed to be the second runner-up of the competition (result).

[bookmark: _Toc500024477]Conclusion
Although the rate of unemployment is decreasing in the UK, getting the desired jobs are still a big challenge not only for fresh graduates but also for experienced employees. In order to make oneself competent for his or her desired job, developing necessary skills and competencies is critical. Individuals should have the capability to satisfy their employer’s needs and grab their desired position by offering some special skills. A good understanding of a job description and a person specification are good ways to sort out necessary skills that an individual should possess to be the best candidate for a job. Identifying the appropriate skills by analysing job description and person specification, and then a prompt effort to develop those skills, and finally, offering them to the potential employers through a well written CV is the only way that can make an individual the most competent candidate and can ensure the highest level of employability for a country’s human resources.
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Job Description
(Key points: job title, summary, location, person to report, duties and responsibilities)





Job Advertisement
(By analysisng th key points of the job description)


Job Interview
(Job releted questions are set by analysing key points in the job description)
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