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Within recruitment and selection processes, explain the purpose of
1. A Job Description


A Job Description
The principal objective of a job description is to give the person seeking employment an insight into what the job involves and the main responsibilities. A crucial component of a job description is describing the skills and competencies that are necessary to be successful in the job. Most job descriptions tend to be as brief as possible so there is not too much information to take in and therefore only significant details relating to the job are put forward. A job description generally includes a job title, main duties, work relationships, qualifications and expertise needed, salary range and effective date. 
According to Torrington, 2011, Human Resource Management, job descriptions are normally created by undertaking a job analysis, which includes investigating the tasks that are required to perform the job. The analysis takes into consideration the areas of talent and knowledge that are necessary for the job. Most jobs usually include several rolls and consequently the employee must know every aspect of the job that they are applying for.  
Many job descriptions will reinforce the fact that previous work experience in the same industry is highly recommended to be a successful candidate. The number of hours required to work per week and their shift schedule should be displayed on the job description and this makes sure that the possible candidates are satisfied with working these hours before they go in for an interview which overall saves time because if they are unaware and then they turn up to an interview and cannot work the hours required, it wastes the time of the interviewer and the candidate.









Within recruitment and selection processes, explain the purpose of
2. A Person Specification


A Person Specification
The employers certainly have expectations of their upcoming employees and because of this they will include what they expect of them in the person specification since it is a key part of their job role to have a certain behaviour and manner. Different workplaces have different environments of working and colleagues will act differently towards one another, so employers must ensure that candidates are suitable for the role and therefore they include key words that describe an individual’s personality so that the candidate knows if they are suited to working in that sort of environment. The majority of employers look for a team player and someone who is trustworthy, so these two key words are very common in the keywords list for most person specifications.
A person specification will result in the interviewing process being shorter and easier for the interviewer because candidates have already understood and read about what is expected of them and they will have realised whether they have the right personality and attitude for the job that they are applying for. Employers benefit massively from person specifications because it narrows down the number of applicants and ensures that the candidates who apply are not wasting their time. A person specification includes details about personality and qualifications, but it also may have something to do with location if the job requires you to commute to work easily at irregular hours. A person specification helps to promote the equal opportunities policies and ensures that employers assess their candidates purely based on their abilities in regard to the job role. Furthermore, all candidates will be tested upon the same set of rules and regulations which removes any sort of prejudice and bias.
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Applying for Beauty Therapist position
Rabia Miah
07540322077
Rabia.miah81@yahoo.co.uk
Personal Statement: 
I consider myself a beauty enthusiast; it is every woman’s dream to look and feel good. Taking care of skin and nails are two things I am very passionate about. From a very young age, I have always been intrigued with glamour. I am naturally creative, ambitious and driven for success. Coming from an Asian background, the desire for fashion has given me a good knowledge of the makeup industry. I can carry out a variety of treatments on customers to help them look and feel the best they can. I like to listen and understand my customer before I give any advice on any treatment. I am an excellent communicator who can relate well with people at all levels and I am able to work well as a part of a team. I am comfortable working in a fast paced, hands-on work environment and consider no job as to be too big. Throughout the years I have learnt many techniques and gained tips from working with lots of people from diverse backgrounds and this has given me the confidence and ability to communicate with anybody. I always arrive on time and keep on top of my work, so I do not have to rush or stress. 
Key Skills:
· Full UK driving license
· Multilingual as I speak fluently in English, Bengali and Hindi
Employment History:
· Gharana Home Care as a Care Assistant (1998-2001)
· Victoria Primary School as a Dinner Supervisor (2002-2009)
· Joytun Indian Cuisine as a Managing Director (2010-2013)
· Allied Healthcare as a Care Assistant (2013-Present)
· Self Employed Beautician (2014-Present)
Education:
· GCSEs: Sir Christopher Hatton Academy (1993-1998)
· Threading and Manicurist nail technician with ‘Beauty to You’ (2014)
· NVQ level 2 in makeup with ‘Sarah Artistry’ (2017)
· University of Wales Trinity Saint David: Studying ‘Skills for the Workplace’ (2017-Present)
References:
References are available on request.
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Team Working:
Working as a managing director for Joytun Indian Cuisine, my job was to organise events and deal with the customers and the staff, including paperwork for the business. 
Once I came across a young girl who had run away from home and she was standing outside of the restaurant. I decided to go up to her and ask her where her parents were, but she would not respond to any of my questions. As it was cold I told her to come inside the restaurant and after speaking to her for a while she finally confessed that her parents were unaware of her location. I immediately called the police and informed them of the situation and after ten minutes they arrived to tell me that the young girl is known to the police for running away from home. In the end, they took her back home safely to her family.
Every three months we would have live entertainment, which was generally a musical show by an Elvis tribute artist who I had booked for the day. I advertised on social media as well as posting leaflets door to door in the local area, so I could sell as many tickets as possible. I managed a team of 10 staff, ensuring that they all had roles and responsibilities to carry out on the day. On one occasion, we had been overbooked and since the deposits had already been taken we had to rearrange the furniture in the restaurant to suit a larger capacity of people. This event was a successful result for the business as all customers were satisfied with the food and the entertainment.  

Decision Making:
I currently work for Allied Healthcare and I have many clients who I visit on a regular day-to-day basis. All my clients have different health problems including dementia, old age and many more. 
One of my regular clients suffers from Huntington’s disease and I support her by doing her personal care as well as ensuring she takes her medication. One morning when I went to visit her, I noticed that she had several red patches on her back. I called the doctor straight away, so this could be dealt with as soon as possible. A few hours later, the doctor came to see the client and he prescribed a cream which would help with the irritated skin. I went to the pharmacy to get the cream for her and then I applied to the cream on her for the next week and it helped severely. I also informed the family of the client because I believe that they had a right to know. I documented everything on the care plan and let my manager know that I had dealt with the situation. Recently I have noticed that her skin is looking a lot better than what it used to look like.
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