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TASK 1:
 A Job Description:
A job description which is a general document and it describe the general tasked and other related responsibility of a position. It specify whom the position reports, specification skill and qualification needed by the person for the job and the salary range.
Part of job description is 1.Job title 2.duties 3.Skill 4.Responsibilities 5. Salary

1. Job title. This is the first fundamental element of the job description. 
2. Duties. Every job description always contain a list of duties and the responsibilities associated with every role, and the amount of time.
3. Skills ; If a job need it
4. Responsibility : Every job have a responsibility
5. Salary: it’s very important for a job.

So main purpose of job description is responsibility and main duties outline for a particular job. Sometime additional information requested in a job description in order that one document can fulfil all needs of several processes  for recruitment and selection .






Job Description Examples:

Job title and brief: Bookkeeper 
We are looking someone who is skilled in bookkeeper and maintain our financial records. This is including all purchases, all sales and receipts and all payments. This Bookkeeper job duties include with our with our accounting team and have to be created and analyse all financial report and all kind of legal requirements. Person have to be manage all invoices and tax payments. Ultimately , this is bookkeeper’s responsibilities to keep everyday financial transactions record for the company.


Requirements:
*Need to prove experience as a bookkeeping.
*Bookkeeping and accounting solid understanding
*Skill for data entry , ability to calculate, manage all accounting figures and all financial records.
*English and MS office proficiency.
*Good customer service skills.
*Business administration or finance or Accounting 
A person Specification:

Purpose: the person specification mean a description off candidate qualification and other skills and all experience, knowledge and other selection criteria. The person specification foundation for recruitment process. This person specification is a basis for the selection and shortlisting decisions for test and interview stages. This person specification sometime used for advertisement for the position.


Specific: All selection criteria no to be general, it should be specific. It should be always ensure that person specification always properly reflects job requirements. It make candidates understand all skills / qualifications and experience a company looking for. It help interview panel members for selection decisions and avoids confusion. 



































Task 2 :

PAIGE ANN MILLS
…………………………………………………………………………………


Last five years work for an well knows organization which provides me a opportunity to improve my all skills and knowledge. Personable and responsible cashier with five years in customer service. Solid team player with positive attitude.
Education
 2001, Bachelor of fine Art, University of DHAKA, DHAKA, Bangladesh
 Art and design 
 History of Art
Mural Painting, Wood carving and clay work

2016/17, University of wales trinity saint david (LONDON campus) 
Certificate In Skills for The Workplace
Problem solved, Data analysis, Project Planning , Team Work, 

skills
Sharp problem solver
Large cash /cheek deposits expert
Customer service expert
Strong organizational skills
Telephone inquiries specialist
Complete weekly closings
Processed monthly payroll

Leadership
Experience to work with group of people as a supervisor enrage leadership power. Work with five to ten people and handle all kind of presser and make right desertion all the time. Have a proper experience to handle presser from head office junior staff and thousands of customer.    




Experience
Book Control ( Team Leader ) and Administrator 
Mecca Bingo Hackney Road, Hackney , E2 3NA London
From 2011 to 2015
Responsibility: 
*Large cash / check deposit
*Opening closing procedures
*Every problem from customer solved as soon as possible
*Pay out for every customer winning 

Book Controller 
Beacon Bingo Cricklewood , Cricklewood 200, London
2016 to 2017
Responsibility:
*One of biggest bingo club in Europe which paying million pound cash every month. So always handle a big amount cash.
*Facing thousands of customer every days and solved all complain from customer and same time from staff.
* Work with a big team and sometime in a passer.  

Bookkeeper:
Tower Hamlet Poplar Library , London
2009 to 2011 
Responsibility
*Verified purchase orders
*Responsible for daily entry of accounting transactions
*Maintained fixed asset inventory
*Processed monthly payroll

 Interest :
I am interested about all art and design, everything around our is a part of art work. And this art is my passion of life. Got experience to work with lot of artist as a volunteer and do painting, moral and wood curving. 


Reference :
Available on request.


Task -3 
Time Management 


Most of the people have a bad experience in some point in their life if time management is not utilize. Sometime its feeling lot of stress  from some impending dateline or less of sleep for during all night . But management of time sometime can be detrimental on health and productivity. All this  negative effects can help to prove the importance of practicing a good time management habits everyday. There are lot of benefits to be experienced when time management is handled in a good fashion. For a person. 
This Time management can help tasks seem less daunting and more organized, and always to be finished in a timely or more productive manner. There are a number of benefits for everyone  that can be enjoyed from proper utilizing time management.
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Some reason to time management:
1.Time is limited 
It doesn’t matter how many work you got everyday but time is only 24 hours. . so if you want to rise through the ranks, no choice but you have to be acknowledge the importance of finding a way to manage this limited time.

2.You can accomplish more with less effort 
So when you learn how to take control of your time, same time you improve your ability to focus. And with increased focus comes enhanced efficiency, and you don’t lose any momentum. You will start to breeze through tasks always more quickly .

3.Improved decision-making ability 
Time management help to make batter desertion making. If you feel pressed for time and have to make a any big decision, you’re more likely to jump to conclusions without fully considering every important option. Result leads to poor decision making for important matter.

4. Become more successful in your career 
Time management is the important key to success in life. In personal life or any business if u control your time help make proper desertion and sometime you can make second desertion.
5.Learning opportunities are everywhere 
Obviously, if you learn a lot you will able to give hand to your staff, if someone have time need to take this opportunity. If you have enough time by control your time you will able to help everyone.

6.Reduce stress 
If you have enough time by your time management it always less stress for you. 

7.Free time is necessary 
Every person need some time to relax and unfortunately if you don’t have enough time you will not able to do it. Between jobs, family responsibilities most of us are hard-pressed to find even 15 minutes to sit and be free. Time management help us to find our our time to relax.

8. Self-discipline is valuable 
When you practice a good time management may be you leave no room for procrastination. So the better you get at it  the more self-discipline you will learn. 







Team working :
Team players are not only the people who play on sports teams, they are also people who work for an organization or business. A team player is a person who plays or works well as a member of a team or group.  Every organizations need strong team players to perform well so they can reach their goals.
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Team work mean every single member in team will feel them as a important part of the team . they will work for same gale and understand there part. By this they will able to make all jobe done right way and together.

Them work mean the following all:
· Delegating work to the right person and with the right skills all the time.
·  All staff member understands their part of job and their part of responsibilities
· Constructive feedback and support allays been given.
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