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[bookmark: _Toc512369370]Introduction
The term ‘Employability Skill’ can be defined as the competencies and knowledge that are linked to individual efficiency at the workplace. The main purpose of the report is to understand the aspects related to the employability skills. The purpose of job description and person specification will be discussed in the report. A CV will be developed in the second segment of the report. The CV will focus on the employability skills and competencies as required by the selected job advertisement. In the next segment of the report, a competency statement will be developed on teamwork and time management by using STAR model. 
[bookmark: _Toc512369371]

Task One
[bookmark: _Toc512369372]The Purpose of the Job Description
Job description can be defined as a document which helps to describe the general duties, responsibilities and activities of any job position in any job circular (Adler, 2013). This may also include the related necessary other information which will help the potential applicants to understand the duties and responsibilities of the job post. Moreover, job description can be an effective way to attract the most potential and efficient employees and also helps to provide information about the organization (Aguinis, 2012). Job description helps the potential applicants to understand the daily duties, basic responsibilities and exact information about the job post as well as helps to describe the accountability process of the potential employee to the related parties (Cottrelll, 2010).
A job description basically includes the job title, location, duties and purpose of the job, title of the related authority to report, key activities of the job and related post which helps to provide a clear concept of the job to the potential applicant to assess the proper job environment and other related facilities and liabilities of the required post (Hind and Moss, 2011).
However. An effective job description should be easily reachable to the desired potential applicants of the post so that the applicants can understand the key duties and requirement of the job post which will help them to understand what the organization is expecting from the potential employees as well as will help to understand what he or she can give to the organization (Marsh, 2012). So it can be said that, a proper and accurate job description is very effective for both the organization and for the potential applicants too.
[bookmark: _Toc512369373]The Purpose of the Person Specification
Person specification can be defined as a description of the desired potential employees which helps to find out the most efficient employee for the position as well as helps to provide a clear concept what kind of employees the organization is looking for (Van Emden and Becker, 2010). Person specification includes the requirements of related skills, experiences, educational and other knowledge that will be needed to carry the post. Person specification is derived from the job description which helps the organization to make the basic criteria required for the post.
Person specification helps to make the interview process easier and effective as the applicants are selected for the interview according to some specific criteria as well as it helps the job applicants to assess themselves if they are capable for the post or not (Armstrong, 2012). Moreover, for both employee and employer both parties, person specification is an effective method as it determine the essential qualities and desired qualities of the potential job applicants (Banfield and Kay, 2012).
Person specification includes the same list of priorities which prevent biasness and ensures to make a primary selection to attract the most appropriate candidate (Berman et al. 2012). Person specification also ensures the most potential applicants to be interviewed which helps to give more time in interview process and to find the most efficient employee for the organization (Bratton and Gold, 2012). On the other hand, the potential applicants also can assess their own skills and knowledge for the post and related duties which helps them to apply for the most appropriate job according to their skills and knowledge.
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Task Two
Mr. Daisis Biembongo
Address: 
Phone Number: 
Email: 


	Personal Statement:

	I am a career oriented person with soft and hard skills and aim towards to develop my professional career in managing human resources within the healthcare sector. I find it interesting and challenging to manage human resources and drive the organisational efforts to achieve the long term value maximisation goal of the orgnisations. 



Career Objective:
In response to the job advertisement of Gracewell Healthcare Ltd for the post of ‘HR Administrator’ published on the website of Carehome on 25 August, 2017, I would like to apply for the post as I feel that my career objective best matches with the job description of the post. 
I have both theoretical and practical knowledge of managing human resources within an organisation with an aim of achieving value maximisation goal of the organisation. By demonstrating interpersonal and communication skill, I would be able to drive the organisational efforts to achieve organisational goals. 


Education Background:
1. O Levels 
2. A Levels
3. NVQ course in hairdressing
Aberdeen College
4. Courses for Employee Relationship and Workplace Safety
Bromley College
5. Bachelor of Business Administration in Human Resource Management (HRM)
University of Wales 
Work Experience:
	Job Title
	Employment Period
	Responsibilities

	Employee Relationship Assistant, Pine Parks Care Home, London.
	4 months (Part Time)
	Understand employee behaviour and assess employee performance in relation to the organisational objectives. 

	Workplace Safety Manager, Bromley Saints.
	3 months (Contractual)
	Assess the need for work environment improvement and determine workplace safety measurements. 

	HR Assistant, Highbury New Park Day Care Centre, Islington. 
	1 year (Contractual)
	Conduct healthcare staff recruitment and selection, make rotas for working, determine employee rewards and motivation and perform employee training and development activities. 





Skills and Competencies:
· Computer literacy: Microsoft Office Suite, SPSS, Eviews and Tally ERP.
· Problem solving and negotiator
· Employee induction and development skill
· Regulatory Compliance: Knowledge on the regulations on workplace environment, employee relation, labour laws and Company Act. 
· Perform voluntary activities for Barnardo’s to raise funds and create healthcare awareness. 
Relevance of Experience, Skills and Competencies to ‘HR Administrator’:
The ‘HR Administrator’ post requires both soft and hard skills to manage human resources with a view to achieving organisational goals. In this case, my academic background and interpersonal skills will facilitate me to perform the HR role in the most effective way. The ‘HR Administrator’ also requires to perform a coordinator role so that through employee training and development, departmental needs can be fulfilled. In this case, previous job experiences on managing employees and making rotas for the employees will enable me to understand the HR roles in the new work environment. Again, according to the job description, the ‘HR Administrator’ is required to perform human resource management activities by complying regulatory, statutory and internal organisational requirements. The knowledge on regulatory requirements along with the Labour Law and Company Law will facilitate me to perform the HR roles by complying with the regulatory requirements. 
Personal Interests:
· Writing movie reviews
· Analysing international political environment 
· Interest on football and cricket
References:
1. Paul Allis Cook
Area Manager, Bromley Saints. 
Email: @bromleysaints.org.uk
2. Harris Janardan
HR Manager, New Park Day Care Centre.
Email: hjkkk@npdcc.org.uk
[bookmark: _Toc512369375]Task Three
[bookmark: _Toc512369376]Team Working
STAR Model (situation, task, action and result) focuses on structured approach of answering behavioural-based interview questions. 
Situation: I had performed as a volunteer for Barnardo’s, a charity firm working to protect the most vulnerable children group in the UK. My role was to perform as a team leader and ensure collaborative team goal of collecting funds. 
Task: I was engaged in fund raising activities and I needed to lead a 5-member team with the goal of collecting specific fund within a specific time. I had to manage volunteers from different cultural and educational background and achieve team goals of collecting funds of voluntary activities for Barnardo’s. 
Action: As a team leader, I had focused on collaborative effort by ensuring coordination among the team members. In order to ensure team collaboration, I had focused on specific roles and responsibility distribution, which had helped me to clarify specific team role to the team members. As a result, any sort of miscommunication has been eliminated. 
Result: As mutual understanding and communication had been eliminated, we had been able to achieve our team goals within the given time. Mutual understanding between the team members had helped us to cover maximum number of donors and achieve our fund collection goals. 
[bookmark: _Toc512369377]Time Management
Situation: While performing as a team leader of the fund collection team of Barnardo’s, I had been given a situation where a fixed amount of funds needed to be collected within a specific time. I needed to focus on proper time management aspect, so that the task could be completed within the given time and resource allocation. 
Task: I needed to focus on task achievement within the given time. For this reason, I had to follow time management strategy to achieve the given goal. I needed to allocate roles and responsibilities to the team members, conduct supervision and monitoring activities and evaluate team performance to understand the extent to which the team members had been able to perform their roles within the given time. 
Action: At first, I developed a Gantt chart where specific time had been allocated to each team activity. As a result, I had been in better position to evaluate team performance against the given time. By using Gantt chart, I had been able to evaluate each team activity after the allocated time. 
Result: The use of Gantt chart had helped me to ensure effective time management strategy over the project activity. As a result, in comparing to the last year activity, I had been able to complete the fund raising activity 1 week before the allocated time. 
[bookmark: _Toc512369378]
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Job Reference: WOKADM
Description

Are you looking for an exciting opportunity the be the Home Administrator at our brand new
care home opening in Woking?

Our Gracewell Home in West End, Woking is a purpose built state of the art 60 bed
home due to open in early 2018. We are looking for an experienced HR
Administrator to come and join our team in October.

Job Overview for HR Administrator

The HR Administrator will manage all administrative aspects of the home in support
of the Home Manager and ensure good co-ordination between departments to
maintain efficient and effective operations. The HR Administrator will maintain
complete and accurate paper and digital records to satisfy all regulatory, statutory
and internal company requirements.

The HR Administrator will ensure that relationships with all external contacts (e.g.
residents’ families, 3rd party funders, regulatory / statutory authorities) are managed
effectively and courteously. The HR Administrator will provide HR administrative
support and will also be responsible for payroll and associated documentation.
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The Person:

« Computer literate - able to demonstrate strong skills in Excel, Word and to be
able to learn other applications

« Experience of working to deadlines, working alone and as part of a team
« Demonstration of effective interpersonal skills and working with others
« Self-motivated individual that shows initiative

« Experience in data, numbers and reporting detail

« Demonstration of problem-solving, decision making and resolution skills

« Effectively manage multiple priorities

Experience of HR administration, Payroll and Bookkeeping.
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Job Title: HR Administrator ~ Add to My Job Folder

APPLY FOR THIS JOB

Job Setting: Care Home / Nursing Home

Job Role: Human Resources / HR / Recruitment

Date Posted: 25 Aug 2017

Job Location: Woking, Surrey

Company: Gracewell Healthcare Ltd - Careers

View all jobs posted by Gracewell Healthcare Ltd - Careers
Salary: £22,000 - £25,000 per annum Plus Benefits

Hours: Full Time

Contact Name: Nicola Potter




