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[bookmark: _Toc502862573]Task 1: Recruitment and Selection Process 
Recruitment and Selection is one of the critical process in any organisation. Identifying right people for right task is one of the key ingredient to an organisations success (Beardwell and Claydon, 2007). Two of important aspect that helps in identifying right people and hence have a successful selection process are having a clear job description and person specification.
[bookmark: _Toc502862574]Job description
A Job description provides information about a particular job (Dessler, 2005). The job description provides concise roles and responsibilities of the job.  The main purpose of a job description is to provide an employee with clear idea of the task, scope and expectations. a job description also provides details about the locations, accountability and a detailed job specification.
[bookmark: _Toc502862575]Benefits
A clearly defined job description helps employee get job related information that will help understand the scope and purpose as well as their position within the company. A Job description helps an organisation you understand if the job is relevance  and to gather other job related information such as tools and equipments, reporting structure and if there are any duplication of tasks (Armstrong, 2006). 
Job Description also helps understand flow of information and chain of decision making in large organisations. It also helps managers understand the structure and effectively distribute information (Recruitment and Selection).
[bookmark: _Toc502862576]Limitations
A Job Description if not clearly defined or incomplete, could cause disruption in work. Poor job description could also been seen as less challenging by qualified personnel. Job description is seen by some as discriminatory and cause some to lose interest in the job (Reddy, 2016).
One of the major criticism of Job Description is that is sis seen as typecasting employees(Beardwell and Claydon, 2007). When the description is not updated, it could become outdated and cause confusion to employees.

[bookmark: _Toc502862577]A Person Specification

The person specification is a detailed description that provides details of the qualifications, skills required for a given job. In addition the document also indicates if required, the sort of experience  expected and other attributes that a candidate should possess to be able to perform the job duties to the required standards (Armstrong, 2006). The person specification is derived from a job description and forms the foundation for a successful recruitment process (Dessler, 2005). Other main reasons for the use of person specification for an organisation are;

[bookmark: _Toc502862578]Specific Job requirement
The person specification ensures that a job requirement is clear, specific and measure the candidates qualifications and attributes against set of criteria (Recruitment and Selection).
[bookmark: _Toc502862579]Fair Recruitment Practise
With written set of person specification, the organisation is able to ensure that the recruitment practise is transparent and fair. with the specifications clearly established, this also provides opportunity ask only relevant questions and thus save time.
[bookmark: _Toc502862580]Classify Essential and Desirable requirements
With person statement, it is possible for organisations to classify the jobs specifications as essential and desirable. This will enable people involved in recruitment to look for those candidates who are ideal for the job, than those who appear desirable but need not fit is with some of essential requirements.
[bookmark: _Toc502862581]Limitations and challenges
One of the main challenges in person specification is that if the specification is not well thought out and thorough, t is possible that a suitable candidate might be missed out (Nieto 2006). Furthermore, using a template restricts options and if the specifications are not updated, the candidates skills might be redundant or irrelevant to the changes in  the dynamic business environment.


[bookmark: _Toc502862582]Task 2:  Curriculum Vitae
Petronela Nica
31A,Wellesley road, 
London HA1 1QL

Mobile: 07482020550
email:   nicapetro@yahoo.com
DOB: 16-June-1982
[bookmark: _Toc502862583]PERSONAL PROFILE
A well mannered, polite and hard working housekeeper with experience of overseeing the day-to-day operations of the housekeeping department to meet five star hotel standards & provide consistently seamless guest service. Having a proven ability to create a pleasant, safe, welcoming and clean environment for guests. Punctual and flexible with an eye for detail and an ability to ensure a professional efficient and effective housekeeping service.

Currently looking for a suitable Assistant Housekeeper position that offers a different challenge and the opportunity to develop myself both personally and professionally.
[bookmark: _Toc502862585]KEY SKILLS AND COMPETENCIES
Leading by example to show staff that everyone is on the same level.
Interacting to the core level with staff and doing in depth trainings based on specific needs.
Using initiative to make on the spot decisions to increase productivity.
In depth knowledge of housekeeping processes & procedures to meet brand standards.
Positively motivate staff to reduce turnover and increase their retention.
Critical thinking and problem solving to identify the alternative solutions to problems.
Working effectively with deadlines to ensure effective timekeeping
Knowledge of COSHH and its applications.
Good aptitude of computer systems (opera, excel, Ms word).
[bookmark: _Toc502862584]WORK EXPERIENCE
January 2017 - Present	 Chelsea Harbour Hotel 	Housekeeping  Floor Supervisor  


June 2016 – January 2017    Novotel London Paddington 	Deputy Head Housekeeper  

[bookmark: _GoBack]April 2015 – May 2016 		The Dorchester Hotel 		Housekeeping  
[bookmark: _Toc502862586]Language Proficiency
English - fluent
Romanian - fluent (native)
Italian - fluent

[bookmark: _Toc502862587]
Task 3: Competencies using STAR Model

[bookmark: _Toc502862588]Team Working
Working in Teams and ability to work as a part of a team and independently is one of the sought after employment skills. To be able to work as a part of a team or to lead a requires clear understanding  of roles, nature of the task on hand, clear knowledge of the resources required and that are available and responsibilities required to carry out the task with motivation and also within time frame (Mullins, 2013).
[bookmark: _Toc502862589]A STAR model 
STAR model is one of the popular models employed in organisations on transform teams. Particularly in hotels, the model is useful in achieve the  goals by executing the plans as determined (Moussa, 2015).  This done by targeting specific objectives that focuses on individual strengths. As leader of a team involved in housekeeping, it is essential to focus on strengths of the individuals who form the team.  The next stage is to take small steps. By involving the team and feed off the strengths one the members to meet the challenges forced by individual weaknesses, the team achieves synergy and move forwards as a unit. The teams go through the phases of Forming, Storming, Norming and Performing and with able leadership, the teams achieve the goals  (Belbin, 2011). Aligning the team to the target and effectively involve in conflict resolution by the leader playing vital role in problem solving.  By addressing the issues in a timely fashion before they escalate into a more complex issue helps team work better (Moussa, 2015). By addressing these issues with clarity and successfully , the meaningful results will follow. it is important to repeat the actions so the excellence becomes habit.
[image: Teamwork theories]
Figure 1:  STAR model applied to Team  Working (Source: http://the-happy-manager.com/articles/teamwork-theories)
One of the main challenges is posed by the outside environment. It is essential as a team leader to equip the team to be able to align and adapt to the changes. Issues faced from other competing teams or organisational issues such as resource allocation, changes in the competitive business environment and macro environmental issues from outside of the organisation can all have impact on the team and its performance (The STAR Team Leadership Model, 2016). 
[bookmark: _Toc502862590]Decision Making

Decision making is one of the most common part of working environment. As a leader of the team, there are many types of decision made and some are short term and some have long term impact. The decisions are also classified as routine decisions and some are non routine. One of the key aspect of decision making is to have structures, systems and procedures to have a consistent decision.
By establishing norms and standards, decisions making becomes easier. When new situation arises, logging the situation, decision taken and the outcome will help learn from the instance and improve the process of decision making. 
Communications, analytical skills and confidence forms key basis for a strong decision making (Galbraith, 2015). The summary of skills required for the job is listed in forma  table in the appendix.
[bookmark: _Toc502862591]Conclusion
To be able to be employable, it is essential to have a clear idea of our strengths and weaknesses and skills that are available and those skills that needs to be developed. Understanding job description and with idea on person specifications, one is able to understand the short comings in the skills and develop them. By highlighting the skills for a job in a CV, we are able to get an interview. irrespective of skills and talents available, unless an opportunity to showcase them is available, these skills stay hidden. Hence a strong CV and good interview skills are critical in getting a suitable job.
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[bookmark: _Toc502862593]Appendix - Competencies
	Working in Team

	What is the Skill
	My Style
	An Example

	Job Knowledge
	Explore and learn from everyone. I do not differentiate based on hierarchy. Good ideas can come from anywhere is being open an receptive.
	As a leader , I am willing to learn even from the junior as they come with fresh ideas and different perspective.  When faced with a task of cleaning when cleaning materials out of stock, a suggestion from a mature, but new staff on using 'home-hack' not only gave the result, it was better than the result from cleaning spray, besides without chemicals. This is now being followed by all the teams in the hotel.

	Negotiation
	Negotiation skills is vital for any leader given there is always demand for resources. Not afraid to take decision when negotiating.
	When ran low in staff numbers on a particular day with high demand on the floor, I learnt to negotiate with another team to 'share' their resources. As this is an operational issue, this was dealt at the operational level, and when informed, the senior management team were pleased at the initiative taken.

	Communication Skills
	Clear Communication to the team on expectations, but provide what is necessary. not too little or too much information.
	It is important to make it clear to the team on the positive as well as negative comments. When required to give negative feedback, being sensitive to timing and tone made a big difference.



	Decision Making

	What is the Skill
	My Style
	An Example

	Communication
	Clear Communication about decisions
	Communicating the decision is as important as arriving at the decision and critical for a successful implementation. When the management decided to reduce the team size, communicating the news without going into too much detail, but providing sufficient information to make them understand the rationale help avert disputes.

	Recording 
	Log everything in detail
	The habit of logging everything and colour coding them as Critical, Normal or Simple using traffic light coding helped me refer back when faced with a situation where quick decision was needed  when one of the equipment was damaged in a room,  referring back to the logs, I was able to get the information that the in-house electrician is not certified to deal with the issue and contacted the agency through my manager and keeping the in-house electrician in the loop. This saved time as referring to in-house electrician, who then would have advised the agent would have wasted valuable time. 
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