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Employment, employability, recruitment, and selection are some related terms. These are frequently used in business organisation. Employability refers to the extent of knowledge, skills, expertise, and experience that an individual has gathered and which may help the person to get a desired jobs (Tran, 2016). That means, it refers to the knowledge to get a desired job. Some of the basic employability skills are communication, teamwork, ethical behavior, IT knowledge, and critical thinking (Merrill, 2015). Throughout the following sections, I will explain related issues about employability.
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Recruitment refers to the process of opening a job circular, identifying the best candidates through different tests and interviews, and hiring the right candidates for the open position (Ferns and Lilly, 2016). In order to hire the best candidate for the vacant position of a company, it need to write job identification and job description. However, in this section, we will see the purpose of job description and person specification.
[bookmark: _Toc501047221]Job description and its purposes
Job description can be defined as the way of explaining details about the duties, responsibilities, working condition, reporting relationship, remuneration, and the overall job of the recruiting company (Tran, 2016). A proper job description helps the company to attract the right candidates for the job. Again, it also helps candidates to project their future working conditions and making decision about the job (Yorke, 2010). Though the main purpose of a job description is to inform the potential employees about the job, but some other important purposes are given below.
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Figure: Purposes of job description
The above figure shows that there are two basic purposes of job description including general purpose and specific purpose (Merrill, 2015). The general purposes of job description are as follow.
· Job title-Through the job description an organisation the title of the job. It helps employee to know their position in the company.
· Job location-It helps the company to find candidates in a particular area. Moreover, it helps employee to find their desired job in specific area.
· Job summary-Job description provides a summary regarding the overall job and its working condition (Ferns and Lilly, 2016).
· Reporting relationship-Again, the job description informs employees about the senior and junior of the organisation.
On the other hand, the specific purposes of a job description are given below.
· Specifying duties and responsibilities-Job description helps a company in providing a full picture of the job to its future employee. Again, it helps candidates to know their duties and responsibilities (Yorke, 2010).
· Subtask-Again, job description also implies the subsection or subtask of the job. So, candidates can know their core duties and additional duties.
· Way of doing job-Moreover, it helps the candidate to gather insight about how they are required to perform the job.
· Functions of job-Finally, job description provides the overall function of a job.
[bookmark: _Toc501047222]Person specification and its purposes
Persona specification the requirement of a candidate for the job. Broadly speaking, person specification is the way of specifying the requirement of candidate for the job (Tran, 2016). It includes employee skill, ability, technical knowledge, experience, educational background and other job-related issue. However, the purposes of personal specification are given below (Wakefield, Ribchester and France, 2009).
· Specifying qualifications- The main purpose of person specification is to specify the quality of candidate required for the job.
· Specifying the requirement of job-Candidates use job specification to assess themselves against the position or requirement of the job as well their role in the job (Hind and Moss, 2011).
· Types of qualifications-Moreover, job specification is used to mention essential quality as well as additional or desirable quality of the candidate.
· Communication of equality-Job specification is also used to communicate the news that all candidates with the required expertise have equal chance to get employed.
· Assessing candidates- Again, job specification works as a benchmark against which the employers can evaluate and select the candidate.
· Simplifying recruitment process- Finally, job specification makes the recruitment and selection process a simpler and easier one.
These are the major purposes of job description and person specification of a job.
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[bookmark: _Toc501047224]Preparing a CV for a Hotel Receptionist
MAHMUDER RAHMAN
Email: MAHMUDERRAHAMAN1@YAHOO.COM
Phone: 07578168750
Career Objective & personal profile
The objective of my career is to get myself recruited in a large and famous hotel where I can explore all my potentials and contribute to the achievement of the organization goal. I have a strong sense of responsibility, proper service, and right attitudes toward the customer. Moreover, I feel comfortable when working within a team.
In this area, I have some unique qualities which can contribute to the achievement of organizational goal. Moreover, I have proper communication skill, customer service background, patience, ability to work with team, and friendly to the customer.
Education
University of Wales Trinity Saint David
Certificate in Skill for Work Place 
Level 4 Program Term-2
[bookmark: _GoBack]2017-2016
HIGHER SECONDARY SCHOOL 
HUMINITIES 
1995-1996
LAKSHMIPUR GOV.COLLEGE 

Courses
· Hotel management
· Hotel receptionist training
· Basic of hospitality
Personal informatio
Date of birth: 11/10/1977
Interest: Interested in tennis, reading book, traveling, gossiping with people, and making relationship with other people.
Experience
Brown’s Hotel
From 12/08/2014 to present
Position: Front Desk Agent
Responsibilities
· Keeping and updating customer information
· Receiving guests
· Taking care of customer
· Making invoice and taking advance
· Focusing on delivering better customer service by handling customer queries and complains
· Making report and calculating cost and bill through computer
· Knowledge of computerized PMS system and ensure system is always up-to-date.
· Handle guest complaints in a careful and courteous manner providing Front Office Management with sufficient backup information.
· Adhere to 5 star standards at all times - maximizing revenue including upselling rooms and cross selling to food and beverage outlets.
· Ensure that all guest accounts are set up correctly with a valid method of payment i.e. sufficient advance authorization obtained for all credit cards.
· Enthusiastically delivering service excellence by handling all customers’ requests and complaints to ensure their satisfaction and a high level of service.

Skills & expertise
· Experience as a receptionist in a five-star hotel
· Communication skills both in speaking and writing
· Proper sense of customer service
· Right attitude toward customer
· Ability to handle customer queries and complain
· Have patience and stress bearing ability
· Able to work with any team
· Attentiveness, a well groomed appearance, initiative, loyalty, maturity, respect for confidentiality and discretion, a positive attitude and dependability.
· Enthusiastic in delivering service excellence.
· Possess the ability to work under pressure whilst maintaining attention to detail.
· Has an excellent command of English, both spoken and written.

Reference
Brown’s Hotel
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Here, I have selected team working and decision-making competencies. By applying the STAR model and my experience, I can write the following statements about the competencies (Dunne, 2017). STAR model helps an organisation or interviewer to test the ability of the candidate in handling a unique situation and achieving an objective by overcoming the situation. 
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The following statement can be made about my team working competency by applying STAR model. STAR model specifies four issues through which I can explain my recent situation, task, action, and result.
In my previous working place that means Brown’s Hotel, I have faced a challenging situation that a special guest along with 40 mates will come to our hotel. So, this was a challenge for me. Then I called an emergency meeting with people from related area of the hotel. Here, I discussed the issues with other employee and was tried to find a way to fulfill the need of customer. Then by taking agreement from all staffs, I decided that we will make a special team to serve the need of customer. Then I instructed all the staffs to put their best toward the satisfaction of customer. Here, the team was divided into two shifts. Again, some people were employed to cater foods, whereas others were employed to provide services. Because, this facilitates the achievement of our goal. Finally, the result was that customer was very satisfied with our team as well as the Hotel. From this situation, I have learned how to handle a group of customer, what task to take or set, what action to take to complete this task, and how a target can be achieved. 
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Again, by applying the STAR model and my previous experience, I can make a statement about my decision making competency. Here, my decision helped the company to recover its performance which was in decline. 
Again, in the previous working place, I have faced different situations where I had to make some critical decision regarding the operation of the hotel. One of those situation is that during November, 2015 our hotel was facing a decline in sales and there was fewer customer relative to the previous months. In this case I was thinking about the reason of such decline. Then I have found that our competitors are offering more services than what we do. So, I had to modify our strategy and package of customer service. Here, I have offered some extra services for the customer, for example, any time any service is available for you including foods, car, and other entertainment. Thus, I instructed that our room must be illuminated, hotel must be decorated and customer service must be modified. All staffs heard my decision and through this we were able to improve our performance. So, after two months of my decision, hotel was performing better again. Customer was moving from competitor to us and hence the performance of the hotel was in surge. 
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So, employability deals with the skills, requirements, role, and responsibility of a position within an organisation. By proper job description and personal specification, an organisation can hire right people for the right job (Baukens, 2017). On the other hand, interviewer can use STAR model to evaluate the experience and ability of potential candidates. The success and performance of an organisation largely depends on the employee its hire (Gravells, 2010). Hence, it should write a proper job description and person specification to hire the best candidate and to perform better than the competitors. 
 (Knight and Yorke, 2007)
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