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Introduction
The recruitment process evaluate the effectiveness of total workforce of the company as the right selection of the employees make the company perform all organizational activities skillfully. The job analysis and persons specification is the process that makes the company able to achieve right talent for that particular job role and ensure the enhancement of organizational performance. The purpose of the job analysis and persons specification has discussed in this course work as CV has developed along the specific job role. Finally two competencies has been discussed.















Task: One
Job description and persons specification is the two key criteria of the organization that effectively followed to ensure the appropriate recruitment and selection of the organization. The purpose of the job description and person’s specification is given below:
Job description
According to Carbery and Cross (2013), the job description mainly develop based on the requirement of the job analysis which properly revealed the key requirements to perform the job accurately. The companies get able to clearly explain the nature of the job and the role and responsibilities that the individuals needs to perform. The main purpose of the job description is to target the right candidates who are able to perform that job role accurately which will be very effective for the company as the overall performance level of the company will enhanced. Basically it is considered as the based on the total job advertisement as candidates read this part carefully and if it matched their criteria then read further. The candidates get able to portray an image what they needs to do for their daily job role in work place so right employee get selected and perform better in workplace. The job description also plays an important role for the companies to identify the needs of training for the employee which company introduced as induction training. 
There are few parts that a job description process contains these are as follows like,
Figure 01: The parts of job description

Although the job description has some limitation like it is a time consuming process and unable to evaluate the individual’s psychological ability but is very crucial to attract talent fort the recruitment and selection process.
Person’s specification
According to Gilmore and Williams (2012), the person’s specification is the process that evaluates the specifications in individuals that require to perform job role accurately. This is an effective process that makes the companies to select the right employee for certain job role. Employers advertise the vacancy with the elements of person’s specification. The employers get able to select the best candidates for the certain job role and enhance the ability of the total organization to perform better. The person’s specification enhances the effectiveness of job description by introducing working experience and education level for certain job role (Arrowsmith and Pulignano, 2013). The employees get able to make the recruitment process smoother to select the right perform for the job. There are two processes that applied for developing the person’s specification these are as follows
Figure 02: Formats of Developing Persons Specification

	Source: (Torrington and Hall, 1998)
The job description derives the requirements for the IT skills for the certain job role and persons specification evaluate the level of requirement for the specific job role. The candidates get able to identify their required skill level and apply for the job which minimizes their dissatisfaction. Employers get able to evaluate the level candidate’s performance and match with their required level of skill, knowledge and experience to take decisions for the induction training. There are some limitations that employers might face from evaluating the skill level of the individuals as the candidates might pretend for having certain skill bit in long run the candidates cold not perform well. Although there are limitation but it considered as one of the key criteria for selecting the candidates for short listing for further testing of selection process.















Task: Two
Nadira Begum Choudhury
Flat 12, 11 Rifle Street, Poplar, London, E14 6FH
D.O.B:13/O3/1988
Tel: 07710154377 
E.Mail: nadira1988@icloud.com

	PROFILE


I ensure that my job is carried out to the highest standards; I am well motivated and enthusiastic to learn. I pride my confidence and abilities within a work place. I believe excellent customer care skills are of paramount importance and possess the ability to deal with the customer’s requirements on a variety of levels. I posses excellent communication skills

	EDUCATION AND TRAINING


AUG 06 – JAN 08	N.S.F Rathbone (Voluntary Youth Worker)
· Mentoring Young People, Education, Training and Job Search 
· Basic Administration and answering phone calls

APR 06 –AUG 06	Jobwise Training, NVQ Level 2 in administration
· Using a switchboard, Dealing with visitors
· Learning Administration skills, using administration skills
· Organising Day and residential trips

SEP 99- Jul 04	Central Foundation School for Girls
· 4 GCSE’s at grades A-C


	WORK EXPERIENCE & KEY SKILLS


MAY 09 –PRESENT Yameen Brothers
· Handling Cash, operating till
· Greeting and serving customers
· Ensuring customers receive the best service and leave with a smile
· Maintaining the cleanliness of the shop floor
· Replenishing stock
JAN 14 – PRESENT	GB Link
			Receptionist/ Admin assistant
· answering telephone calls
· meeting and greeting clients 
· E mails, sending letters to tenants
· Filing
· Faxing
· maintaining the appearance of the office as I was the face of the company

MAR 08- JAN 10	Drift UK
Insurance Advisor
· Entering customer details into Drift database
· Training new staffs
· Delivering the highest level of service through telephone, email, fax and letter within a customer service environment
· Being able to deal with difficult customers and complaints face to face and over the phone
· Processing customers insurance claims
Other Job: other job performed as customer advisor, telephone interviewer, customer’s service assistant.
	All work experience I have gathered in good organizational culture where I worked in a team and gate able to take decision by my own and able to take decisions for problem solving.


· 

	INTERESTS


I enjoy the company of friends and meeting new people. My hobbies are to learn and experience new skills within the community. I am very active and I like to be kept engaged during my free time. 
Reference available upon request




Task: Three
The individual’s competencies get impact from the skill, knowledge and behavior of the individuals (Arrowsmith and Pulignano, 2013). Basically the level of competencies gets varied from the individual to individual. The competency level has been analyzed below followed by STAR method.
Problem Solving
Situation
This incident occurs few years before in my workplace at ‘Yameen Brothers’ and there were several other colleagues were working with me. I was new at that time and while I was working at till at the end of day I found cash was around 152 pound short.
Task
I was very depressed when I found that cash was short and I was trying to find out the cause of the problem how it happened. I was also concern to prove myself I did mistake and it is not the case of theft and I was also thinking that I am going to lose the job. However I decided to meet the situation with courage and find out all associated risks. I was high concern to ensure the security of the shop and ensure the same situation would not happen again.
 Actions 
I started communicating with the rest of colleagues if they fell in such situation but no one said that they faced trouble like this as they sometime found extra or less amount of money by that is very little. I stated to analyze the soft ware very carefully and I found my manager was very supportive and give effort to find out solution. 
Result
It found that it was totally my fault I attend on order of £148 and I didn’t receive cash from him and I complete the order. I also return him £2 considering I received £150 from the customer. My manager was very nice person he take this incident in his own shoulder and make me safe from the incident. Surprisingly customer return next day and give the money back when he found the bill was not paid. I learnt that the problem in workplace needs to face with courage and always needs to follow the direction of the organizational leader.
Team Work
Situation
This incident occurs few years before in my workplace at ‘Yameen Brothers’ and there were several other colleagues were working with me. I always find that my colleague who was working before my shift never fill the stock which create problem for me to serve customers and once I was fall in a deep problem and mess up the sell up the customer which make the store unable to cope up with large numbers of customers and some left without purchasing anything. It makes my manage so disappointed and shout on me.
Task
I always keep the stock full for myself what was the responsibility of my team members and I realized that the store work is a team work and inability and negligence of one member would harm rest of the store member and the business also. I need to ensure all work is performing in a team to ensure that the team goal is being achieved.
Action
I realized that I needs to communicate properly with all and share my views and if require need to ask for support. I discussed the issue with my colleagues who work before me and after that day I regally communicate with her and my all other colleges to ensure the proper goal has been achieved appropriately.
Result
The communication process was very supportive for me to enhance my performance ability and also make me able to work in a team effectively.


Conclusion
The main purpose of the job description is to target the right candidates for specific job role to perform better for the company and develop overall performance level of the company. The person’s specification enhances the effectiveness of job description by introducing working experience and education level for certain job role. CV needs to select based on the specific role to get able to shortlisted and invite for written test and interview. The level of competency is the ability that varied among the individuals.
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