
MODULE: EMPLOYABILITY
STUDENT ID: 1704038


























Introduction
The following report will assess my employability and understanding of job description, personal specification. My CV is also provided and my competences are discussed also. 
Task 1 
Job Description
A job description is essentially a written statement which elaborates on the nature of duties and responsibilities which are expected from a job profile. Such a description is prepared both by conducting an internal analysis of the work which the candidate needs to perform, and an external analysis of the general duties which such a profile demands in the market (Beardwell & Glaydon, 2007). Job descriptions act as excellent roadmap for HR managers and consultants to recruit, train and deploy candidates for specific job roles. It also provides the guidelines on which the future performance of the candidate can be assessed. They also bring a prior clarity before the candidate on what is expected of him from the job (McClean & Collins, 2011). Generally, job descriptions undergo constant change based on organisational revamps and restructuring. Things like, mergers, acquisitions, cost-cut measures etc. can have a direct impact on the description for a job, as the scope of work might increase or decrease (Phillips & Gully, 2009). Periodic evaluation of the job description is also important to evaluate the pay scales at different levels (Arnold & Randall, 2010)
Human Resource Department make use of job descriptions to understand the internal salary compensation. To some extent, it also helps to make an external salary comparison, where the salary level for the job nature of job is evaluated across two or more organisations (Klotz, 2013). Companies constantly evaluate job descriptions so that they can create multiple matrix for a job, on the junior, senior or managerial levels (Guion, 2011). A job matrix creation helps to describe the job at various levels, and this directly decides the salary at each level (Hall et al., 2013)
Person Specification
A personnel specification serves as a crucial set of statements which explicitly defines that attributes which are expected from a candidate for a job profile. It describes the knowledge, skills, experiences, and personal attributes which are good to have for the job profile (Kline, 2013). This helps the candidate as well to understand what would suffice as acceptable standard of performance for them. According to Lievens, & Sackett, (2012), person specification is directly derived from the job description which is created explicitly for the job. HR managers and consultants make use of person specification to bring more clarity into the recruitment, training, orientation and employee development decisions. Generally, job descriptions in advertisements are also accompanied by the corresponding the person specification. 


Task 2 – CV
CURRICULUM​ ​VITAE
62 Ceres Road,
Plumstead,
SE18 1HL
Tel: 07480666739
Doyinolowo@gmail.com
Personal​ ​Profile
Good communication skills, attention to detail, with supervisory background. I have a positive attitude, willing to learn and develop new skills and work as part of a team.
Skills. I am also a career orientated individual, confident, and assertive with excellent communication skills and a passion for International Relations. I take responsibility for tasks and react promptly to changing priorities. Additionally, I am ambitious, target-driven, and can work under pressure. I always pay attention to details and keep myself motivated when performing tasks. Finally, I am an active team player with the ability to relate and talk to people from all backgrounds and at all levels, identifying and providing inventive solutions to problems. I am actively seeking career oriented roles with an organization that will give me the opportunity to add to their organizational value and also add to my personal and professional development.

Skills & Capabilities  
· Experience of electronic data management systems
· Computer literate in Microsoft Word and Excel 
· Able to undertake large amounts of routine administration
· Assertiveness to work
· Maintaining work relationships
· Team building
· Problem solving skills 
· Good communication with colleagues and management 
· Sustainable business relationships
· Confident in engaging people

Education
COLLEGE: Southwark College : (2010): Awarded Diploma in Business Administration
University of Wales ; (2017-20120) Bachelor’s degree in Business
Employment History
Jan 03-Date                                      Royal Mail                          Indoor Sorter
Duties include:
∗ Sorting of letters to postal areas.
∗ Sorting of packages to postal areas.
∗ FSM Machine operator.
∗ Distribution of parcels & packages to sub-offices
July 2009 – 2016                              Care Worker                  Mayday Healthcare Ltd
Duties include: 
∗ Getting up & going to bed.
∗ Dressing and undressing.
∗ Getting to and from the bathroom.
∗ Preparing, serving and assisting with meals.
∗ Preparation of medication and drinks.
∗ Personal laundry and cleaning
∗ Food preparation, housework and shopping
* Maintaining Service User Diary
* Maintaining Service User Medication Diary
* Night care and live-in care


Jan 2005 – 2008                                     Customer services Assistant            Argos Packham  
Duties include:
∗ Assisting customers with their queries.
∗ Processing customer orders and deliveries.
∗ Cashier and Till services.
* Balancing of petty cash and tills.
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Task3
From your personal experience and applying the STAR model, write a statement for each competency below
Team working skills
Situation 
This situation pertains to one of the group assignments in the module task, where we were required to make a combined presentation 
Task 
Within the task, we were required to work together and create a team presentation. The task was challenging because from the very beginning, the team had no clarity on how to proceed. In the initial meetings, lot of conflicts aroused, and we were not able to create a suitable action plan. Amidst all the conflicts, it was becoming difficult to proceed with the presentation 
Action 
I realised that being from diverse background, each individual had unique perspectives and group consensus was becoming difficult to achieve. I realised that as a team member, I need to motivate others, bring about clarity in objectives and also develop positive attitude in the team. To begin with, I called for a group meeting and allowed each member to speak in turn, while others simply stayed silent and write down their feedback. After one round of session was over, I encouraged everyone to discuss the pros and cons of each suggestion, and rate them on a scale of 1-5. Gradually, after all sessions, we were able to grade all suggestions based on the popularity score allocated by other members. 
Results
This action of mine towards team working, helped to shortlist top 3 ideas, and since group consensus was involved no one rejected these. We were able to resolve the mutual conflict and motivate all to contribute to task fulfilment. 

Problem Solving
Situation 
This situation related to one of work experiences as a front office staff member in a local coffee shop in London. While interacting with the supervisor in charge, I realised that he was worried about the decreasing footfalls in the shop, and wanted to find out the reasons for the same. 
Task 
In this situation, I volunteered to help the supervisor and took up the task of findings the reason for decline in customers. 
Action 
I realised that primary survey of the customers could be the best way to get first-hand information on their likes and dislikes about the coffee shop. I prepared a survey questionnaire and listed down all questions pertaining to restaurant service and product quality. I included questions on, coffee taste, cleanliness factors, behaviour of staff members, variety of coffee in the menu etc. I visited local public places and requested people to fill up the quick questionnaire for me. I manged to gather around 40 responses within two days itself. For some, I even filled it myself by verbally asking them to respond to each question. 
Results
The results obtained from the analysis helped to understand that the people around where not happy with the cleanliness levels in the coffee shop. Unlike other nearby shops, this shop was quite gloomy with non-attractive interior and old furniture. This served as a crucial recommendation for the supervisor and the management who were able to plan for renovation and refurbishing for the shop. 
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