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[bookmark: _Toc500367712]Introduction 
Employability is an important issue for every capable individual in every society. Employability refers a set of personal attributes, skills, and achievements that create a person competent to be successful in their desire occupation (Singh, 2010). Every organisation wants to collect capable individual who can render effective services to the development of the organisation. As a result, the organisation needs to formulate a clear job description and person specification. In addition, the individual should develop a well-structured CV that describes the qualifications, abilities and other issues that influence employers. This report will focus on the job description, person specification; prepare a CV and individual competencies. 


[bookmark: _Toc500367713]Task 1: Purpose of job description and person specification
Job description is a set of responsibilities, duties, and roles for a specific job position in an organisation that must be performed by an employee (Dessler, 2011). Job description is part of job analysis. In job description, the management of an organisation carefully scrutinize the job and develop what duties and responsibilities an employee must perform. Job description differs from different jobs. For instance, in an organisation, there are various functions such as marketing, human resource, operations, finance, and accounting etc. The job description will differ on the basis of function.  For example, accounting function’s job description may be included record day to day transactions in the ledger, prepare cost of production, producing profit and loss and financial statements, prepare a report and send to the top management for decision making etc. (Pryce and Ross, 2010).
The organisation develops a job description for several purposes such as it helps the management determine various types of job duties and responsibilities involved for a particular job, as a result, the employees can understand what roles they need to be performed. Job description helps management to eliminate duplication of effort so that workers of different departments will not engage in same tasks. Another essential purpose of the job description is evaluating the performance of employees. Every organisation wants to know the performance of their employees so that job description provided the standards of performance (Singh, 2010). Job description also determines the relations with the working conditions i.e. assistant HR executive may need to work in the factory so that placement right staff in the right working condition becomes easy. 
Person specification refers identifying the attributes, skills, knowledge, experience, and qualification of an individual for a specific job (Dale, 2013). In other words, person specification is mainly determining required skills that an individual should have to apply for a job. For example, for the post of human resource manager in an organisation, the person specification may be included BBA/MBA degree major in management or human resource management, 5 years’ experience to work in similar job position in other organisations, good communication and people management skills, self-motivated, embrace challenges and high degree of confidentiality, ability adjust to changing situation etc. (Heathfield, 2017). The person specification is differing based on the job and job description. In a same organisational function, person specification may be different. For instance, the person specification of HR manager and the person specification of junior HR executive may differ. 
Person specification has several purposes such as it helps the management of organisations to determine the required qualification for a certain job within the organisation so that the necessary knowledge can be gathered. There are some job duties i.e. hiring new workers that require experience which is determined by person specification. Person specification clarifies necessary skills and attributes that a job candidate should have so that unnecessary application for a job can be avoided (Brown, 2013). Person specification helps in developing training activities. The training programme need of an employee is developed based on the person specification. Person specification aids in evaluating the performance of workers compared to the job responsibilities. 
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Curriculum Vitae or CV is a document where the details of individual such as name, address, education, skills, experience, awards, publication, and references are included (Doyle, 2017). CV is used for applying for a certain job by an individual. CV is the first impression in the recruitment and selection. So, it is necessary to prepare a CV very carefully by an individual for getting better attention of the organisation’s selection team. 
I am interested to develop my career in the human resource management field. Here I have presented a CV for that I am prepared for applying in the HR manager post in a renowned company of Wales. The CV includes the personal information such as full name, contact address, home address; the detail education qualification from college grade to graduation level, detail work experience in different companies, core skills and attributes and most important career objectives of mine. I am very confident that my CV will impress the selection team of the company. 
	CV of Babul Kamaly
101 Park Street, Brecon, Wale, UK.
Email: bkamaly2017@gmail.com

Personal profile
I believe I am capable to take any type of challenge and I am able to adjust with any circumstance very quickly and comfortably. I am self-motivated, hardworking, and honest and always love to think positively. 
Career objectives
Looking forward to creating a sustainable career in the human resource management field where I would get vast opportunity to develop skills and talents for the organisation that render long-term growth in the human capital. 

Work Experience
Senior HR executive at Aldi. from 15 March 2015 to 15 November 2017. The following job roles had been performed:
· Prepare selection methods to hire employees for various departments.
· Prepare training needs of workers and develop training programme.
· Evaluate the performance of employees and prepare a report for the top management.
· Calculate the demand and supply of workforce for the company.
Assistant HR executive at Pret A Manger from 10 February 2013 to 7 March 2015. The following job roles had been performed:
· Maintain attendance of staffs.
· Collect CV from candidates and conduct short screening of CV.
· Manage email, newsletter delivers HR notice to the employees.
· Develop work schedule of stores.
Education
· Master of Business Administration
Specialisation:  Human Resource Management
University of Wales
CGPA: 3.20 out of 4.00 scale
· Bachelor of Business Administration
Specialisation: Management
University of Wales
CGPA: 3.00 out of 4.00 scale
· Higher Secondary School Certificate
Chatswood High School
Grade: A
Professional certificate
PGD HRM certificate from Cardiff University.
Language
Written and speaking communication skill in Welsh, English, Scottish, and French.
Skills
· Expert in operating Microsoft Office 2013.
· Expert in operating Microsoft Project.
· Intern, web browsing, email.
Strengths
· Work under pressure
· Good interpersonal communication skill.
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STAR model has developed by Jay Gilberth that gives a framework for illustrating information in accordance with core selection criteria (Brown, 2013). STAR model has four dimensions such as situation, task, action, and result. To determine the decision making and team working competencies of an employee, STAR model can be used by organizations. 
Decision making is an important competency that an employee should have to respond with different situations. Decision making is not the responsibility of manager or leader only rather every employee may require decision making in different circumstance (Zaidi, 2012). I had participated in the selection process for the post of HR manager in an organisation. Using STAR model I am going to describe the experience. The situation, the selection gave me a situation to judge my decision making competency. The situation was that I am an HR manager for the company. The company is facing the problem of high employee turnover. This is a very complex situation for the organisation because high employee turnover reduces the performance of the organisation. Task, as a manager I had to take an effective decision that reduces the employee turnover of the company. Under this situation, at first, I analysed the job description and person specification of the company. Then I checked the HR policies and procedures of the company. I did these tasks to find out the reasons what made the employees dissatisfy that encouraged them to quit the workplace. Action, after analysing the situation I founded that the compensation structures of the company were poor. So, I took the decision to restructure the compensation structure according to the job positions, duties and responsibilities. The outcome of the action was significant. New compensation structure increased the motivation of employees and it had reduced employee turnover. 
Team working is another important competency of an employee while working in a team of an organisation (Ziadi, 2012). I had participated in the selection process for the post of HR manager in an organisation. The situation, I had played the role of HR team leader in that organisation. As a leader, I had observed the team members did not cooperate each other and reluctant to perform their given tasks properly. Task, as a leader of the team, my responsibility was directed the team members towards the team objectives. As a team leader I was responsible to motivate and utilize the skills of team members and towards them to accomplish the team objectives. Action, I had taken some action such as share the team objectives and individual responsibilities clearly with the team members and encouraged them to accomplish the team objectives. I closely monitored the activity of each team member and develop a friendly environment where each member collaborates each other. The result, the outcome of my action was tremendous. After implementing the actions, the team member was cooperative to each other, they were more responsible in their tasks, as a result, the team had successful to accomplish the team objectives and team members were very proud for their success. 
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Conclusion
The business environment is becoming harder every day. The employment condition is continuously growing tough. Individual needs to develop their own employability skills attributes to make them productive with the changing needs of the business environment. To hire suitable workforce for the organisation, it is essential for the manager carefully conduct the job description and person specification. However, individual should develop attractive CV for the career in the desired organisation and desired jobs. 
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