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JOB DESCRIPTION

Job description is the primary description of a job demand and the need of skills of a person in order to be suitable for the job. There are six sections in Job description. The job identification provides the primary information like title, type, location, etc. The job summary gives a brief overview of the total job description, responsibilities and duties denotes the detail list of job duties and responsibilities. It is perhaps the most important part of the job description. Reporting relationships tells about to whom the employee should report. The standards of performance specify other benefits of jobs like appraisal, promotion and other benefits, etc. Working condition mentions the location and condition of the job, although this part remains invisible in the job description. 

Below a Job description of a Project manager has been stated: 

Project manager is the person who are responsible to the successful completion of the project. The success depends on different criteria’s like budget, end result, total impact on the organizational goals and objectives, etc. Thus, the post of a project manager is very crucial, and the person who holds this position must have to very flexible in his job and must bring dynamism and creativity in the job place. 

Typical responsibilities include:
· Approving the project goals and objectives.
· Will be active on behalf of the client organization’s interests. 
· Will articulate and made advice for the management of the projects.
· Accumulating and managing people at workplace.
· Total responsibility of the execution of risk management. 
· Project Manager is the primary person who is responsible for the successful completion of the project.
· Monitoring the project process and constantly measure the quality criteria. 
· Making sure the maximum use of IT for tracking works and people. 
· Identify and recruit specialist and sub-contractors.
· Strictly guide the sub-contractors for maintaining the guideline.
· Keep track of the financial transactions like accounting, costing and billing. 
· Reporting the top management.
· After completion of the project evaluate the result with the intended outcome and thus provide guidelines to the management to have a better effect.

The responsibilities of the project manager changes in regards of the project type, size, and effectiveness. The project manager is the one who typically lead from the front. So, the working hours is almost the same as other staff. The management holds every right to add or remove any extra responsibilities from the job description.
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Person specification is significant while recruiting an employee. It is solely based on job analysis. The earlier method was, it has been done by the senior manager, but the recent phenomena has changed. The primary purposes of person specification are to select the right person for a specific job. There is specific qualification needed for a job. An underqualified person will fail to perform whereas the overqualified will be bored. The minimum experience criteria in person specification is vital because there are specific job which demands a level of experience to perform at it best. The last but not the least is the stress management of employees while performing in a specific job. The job can be emotionally draining. If the person does not possess a robust mental backing, he or she will not able to perform as per expectation. 



Qualifications/ requirements

· The person should have the following qualifications:

· Must be graduated from any reputed university. 
· Project management knowledge is mandatory.
· Any certificate related to Project management will be valued.  
· Should be able to use Microsoft Word and Excel and other related software for business purpose. 
· Should be able to use the mail services coherently and prompt in time management. 
· Should have organizational skill, analytical skill, numeracy skills, commercial awareness, team working skills, management and leadership skills and sound knowledge in diplomacy.
· Excellent communication skills and interpersonal ability.
· Ready to work in any situation. 
· Characteristic to lead team and get work done within given time & budget. Strong leadership mentality.  
· 2-3 years in related field is required for the post. 
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	Name: 
Email: 
Address:
Tel: 
________________________________________________________________________________

I want to serve an organization where the corporate culture itself derives the motivation to excel employee’s performance. I want to lead by example. I am an enthusiast, a constant learner who loves challenge and constantly taste his limit. 

Educational qualification:

	Degree Name
	Passed: 

	University name

	Major: 

	CGPA

	Master of Business Administration

	2017
	University of Dundee

	Project Management
	3.7

	Bachelor of Business Administration

	2012

	University of Dundee

	Human resource management
	3.5

	
	
	
	
	




Job experience:

Assistant Project manager, H&M, Year: January 2015- ongoing.

Responsibility and achievements:
In charge with new project undertaking. 
Supervising a special team consists of 3 members whose job is to execute any project management related situation. 
Involvement in the implementation of the old projects success into the organizational activity. 
Traveled abroad to solve critical problems.
Personally, supervised a cross-divisional team in case of a compassionate project. 
Introduced and received training of the new software related to project management.  

--------
Associate, H&M, Project management department, Year: January 2013- December 2015
Responsibility:
Assisted in making financial plans for logistics activities.
Work as coordinator with different department to focus on the project related issuers. 
Actively took part of the implementation of new software. 



Skills:
Strong interpersonal skills.
Analytical skills.
Leadership and decision-making skills. 
Time management skills. 
Numeracy skills.
Strong negotiation skills. 

Certification:

Certified of Project Management Professionals (PMP)
Year: 2016


Interest: Reading books, outdoor plays, photography etc. 



Personal Information: 





Reference:
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Situation:
There was a situation, where for a project documentation work, I had to accumulate an impressive number of people who are equally valid and efficient for the work. The project documentation was high-risk job as the scrutiny of this work was very strict. There were some challenges I had to face. The task was more technical. So, it was demanding particular kind of people who were efficient and possess the right amount of knowledge. Time constraint was another major challenge. 

Task
The task was simple. Accumulate a number of people who are competent enough for the job.  Let them understand the to-do list. Accumulating daily works progress and check them to maintain the quality. 

Activity
The first step was to identify the competent individuals who will be able to deliver the work efficiently within time limit. In order to do that I searched my personal connections and then go for a mass searching in the talent pool. I broadly used my peer connections in this situation. As the time was a significant factor and it will have to pass a strict scrutinize system, I primarily deepened on my own contacts. I had a number of accumulating 20 people. I had to screen out a lot of the people before going to final execution. And then, I contacted with those 20 people and formed a team, discussed with the technicalities make sure their daily work submission. 

Result
The result was amazing. As I have followed a robust filtering system, I eventually find out the competent people who are capable of doing such work. The result was a success with 98% accuracy. 
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Situation
I once had to face go for a strict timeline while doing a project documentation report. There were numerous challenges. I had to accumulate a good number of competent people who are confident and competent about the work. The work was more of technical. So, I had to find the exact people who met the criteria because the time was very crucial. The offered time for the project delivery was not convenient. So, in order to deliver it on time, I had to find out a proper time management encircling all those people I had. 

Task
The task was to find a system along with a proper time management schedule. The integration of this two was crucial. Because they are both mutually exclusive. 

Activity
 The first step was, I selected my desired number of individuals who can perform the task efficiently with the given time frame. As the project delivery was pre-offered, I knew how many people I need to have in order to deliver the project in time. I had calculated previously that if I had a number of 20 competent people, and they should be able to do one delivery a day I will meet my target and will have some time to check the quality as well. By keeping that in mind I designed the whole schedule and formed a inter-team effort where the people will directly contact me for any query, but they were obligated to deliver their daily works to me. This is how had managed the whole situation smoothly. 

Result
The result was very satisfactory. The initial stage was very crucial. But after a couple of days, the team members accustomed themselves the newly created system, and later they had performed well enough. I was able to deliver that project in time.
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