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Introduction:
Some questions like: why we should hire you, how do you consider yourself suitable for this job or why do you think you are suitable for this job are examples of common questions that you hear in all interviews. 
But how do you know that you are suitable for a job? To answer this important question, you should look at your skills, abilities, qualification and you experiences to see if they are match with the job requirements or not. In other hand, psychologist said your job is your personality. It means if you are an extroverted and aggressive person who enjoys being around people and has a fabulous conversation, a sales or marketing would be great for you. If you are passionate about helping people, then working in a hospital is suitable for you. However, after seeing all my skills and experiences, I find myself good at accountant, and I think this job would be a good and suitable job for me. 
There are lots of reasons why I have chosen accountant. I am good with numbers and I love playing with business. Accountant have a great deal of financial responsibility. They are relied upon to record the sales, purchases and other transactions accurately. Obviously, accountant is challenging, and I enjoy being challenged. After solving an accounting problem and having my balances equal, I feel a sense of satisfaction of doing something correct.


The purpose of the job description:
A job description is the most important part of the job application. It gives applicant clear information about the job’s duties and responsibilities, so they understand what is expected of them and how they will be evaluated. Then they will find a good position for themselves.
The main purpose of job description is to ensure that you’re hiring the right people to fill the right position. That’s why they give the candidates a clear understanding of what is their responsibilities and duties for a job.
According to Paul Slezak, there is five important steps to write a job description:
· Job title
· Responsibilities and duties
· Skills and competencies
· Relationships
· Salary
The job description always should be up to date as it plays many rules in organizations.

The purpose of the person specification:
This part is also the most important part which allows the company to communicate with something like education, work experiences, personal abilities, skills and qualifications etc. 

Why is person description important?
· It makes the interview process easier.
· The people who looking for a job have a chance to assess themselves before applying for the job and they can find out if they are suitable for this role or not.
· It can save time in the employment process because the candidates by reading the person specification can identify that are the suitable for this job or not, so only the candidate who saw themselves will apply for this position.











Parisa Ajdadi
[image: ]9 Sunninghill court, Bollo bridge road,
         London, W3 8BB
 [image: ]  07538431167            [image: ]  Parisa.ajdadi@gmail.com

[image: ]Personal statement:
· An excellent time-management with strong organizational capabilities,
·  being able to communicate well
·  being AAT and ACCA qualified
· having worked as a bookkeeper for two years 
· having impeccable data analysis skills
· good at team working 
· great time management and perfect at problem solving
· a creative person who likes to be challenged
[image: ]Skills:
· Good at time management
· Having a good communication skill
· Being an openness person
· Having great IT knowledge
· Good at problem solving
[image: ]Work experiences:
Working at a department store as an accountant 
Working as a bookkeeper
Work as a volunteer at nursery 
Working at St Michael and all angels church as a volunteer
Working at UK cold company as an accountant
Working as a bookkeeper
[image: ]Academic experiences:
University of wales trinity saint David, London campus          2017-2018
Certificate in Higher Education: Skills for the Workplace
Hammersmith & Fulham college          2016-2017
ESOL English level 1, math level 2
Hammersmith & Fulham college         2015-2016   
AAT level 3 and ACCA level 1
University of shiraz          2005-2009
Mathematical science (BA)
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Reflective review:
1.Academic skills 
In my country I studied Mathematical science for about four years and I passed some important modules on this such as data, IT, excel. Some years after moving to the UK, I started to study accounting at hammersmith college and recently I studied certificate in skills for the workplace level 4 at university of wales trinity saint David which was very helpful for me. I passed some useful modules like team working, problem solving, researching and analyzing data and communication skills. I like this course because it is very important and necessary for the workplace. By having every module, I learnt lots of great knowledge about workplace. All these nice models will help me to be successful at this job.

2.Work experiences
After graduating, I worked as a bookkeeper at book shop and after that I was an accountant at a big store. These jobs gave me lots of experiences. 
In the UK, I did some volunteer jobs that were nice as well and absolutely they gave me good experience. At the nursery I spent most of my time with kids, they were lovely. I played with them, read them books.
At the church, I spent my time with old people, I helped them doing their activities and listen to them. I really enjoyed the. I love working with people and kids, they are amazing. These tow works gave me experience about communication skills and problem solving. It was like a team working, because we spent all the time together.







Statement for team working:
Team working is an activity with some members together to reach a goal and I think it is very important and useful. However, you should be a responsible person when you work as a team member. I am great at team working. I have got lots of experiences on it by doing it several times at the university. It is not an individual work, so you must respect to all your teammates. When teamwork is working the whole team would be motivated and working toward the same goal in harmony. Team working makes good learning opportunity for members. They can share their experiences and helped each other. 


Statement for time management:
Time management is a process that divide your time between some specific activities. A good time management helps you to work smarter and easier, so you can do more works in less time. It is very helpful specially at the conditions that time is tight, and pressure is high. Obviously by time management you can better focus on tour work during the time.
Time management always been important to me. I use every single minute of my time and always I try to not waste them. To do this, I always plan for all my activities, so I know how much time every activity need.  Every day I make a list of all task that I need to do. The I refer them to important and not important task. After that, I focus my mind on the important tasks and I can control my time.
 I also make a daily time log. It helps me a lot to do all my activities and do them on time as well and at the end of the day, I see that I did all of them and I still have time.
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