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TASK 1
According   to M. Heathfield 2017 business leaders appreciate the strategic essentials of hiring the best people and keeping people on the pay roll once they are hired. Supervising an employee search can be an intimidating process for a business owner. Well written job description also details the skills and qualifications that an individual applying for the job possess. 
The job description is very important in recruitment and selecting the right person, a job description outlines the main duties and responsibilities of the role which they are applying. The description commonly brings the individual in the organisation responsible for controlling the selection process for the role with the help of the company’s HR department or internal recruiter. 
A job description is an important part of the job application process, with the right information, it should assist applicants to decide whether the role is in line with their skills and experience and decide if it’s a job they actually want to do.
The Purpose of a job description is:
· Job title
· Job location
· Job summary
· Reporting to
· Job duties recruitment and selection.
· Promoting and marketing the business.
· Job evaluation and training
A person specification
A person specification is key to effective recruitment which should be used in job description. Firstly you should know what person you looking for no one shouldn’t be discriminated against the candidates. A person specification give candidate better ideal of what they looking for and will also help to swift out inappropriate applications from people who are more suitable on paper. Job application forms and cv also makes the application process easier and to short list the best candidates to be put through to the next stage.
A person specification include
· Qualifications or education required for the role.
· Experience needed 
· Personality that would fit with your team.
· Previous skills and experience.
· Willingness to learn and try new things.
· Problem solving
· Professional and knowledge
· Training and development.
TASK 2
Name IDA SLEY  MOB 07865682668
I am a reliable, honest, hard Working and intelligent person who enjoys challenges. Confident and friendly with good senses of  humour. Seeking to join a company where I can add value with my health of experience, knowledge and skills. I wish to pursue a career as a flight attendant and recently completed an NCFE LEVEL 2 certificate for airline cabin Crew, I have gained a better insight in what is involved which has heightened my desire for this new and challenging career move.
Customer service manager – LADBROKES CORAL BETTING (2007- until present)
· Opening and closing the shop
· Liaising with customers and dealing with enquiries, complaints and refunds.
· Taking bets both at the counter and over phone.
· Active involvement in promotional activities.
· Staff supervision and preparation of rotas.
· Banking on a daily basis.
· Capturing and settling big bets.
· Co-operation with management and other colleagues at different levels
Customer service attendant - Co-operative group ltd (2001- 2003)
· Served customers over the counter.
· Handled different methods of payment, including cash, vouchers and credit cards.
· Filling the selves.
· Running end of day business
Telemarketer - SIGNET CALL CENTER (1998- 2000)
· Received and conducted outbound calls to both new and existing customers.
· Sold and made recommendations for different products including properties and insurances.
· Directed specific enquiries relating to our service to the appropriate teams.
EDUCATION
· SKILL FOR THE WORK PLACE LEVEL 4 (JUNE 2017 TO APRIL 2018)
University of Wales Trinity Saint David
· HND hospitality management (2015 to 2016)
Saint Patrick international college
· NCFE level 2 certificate in airline cabin crew (2011 to 2012)
Greenwich College
HOBBIES AND INTERESTS
Enjoy dancing, playing sports, listening to music and socialising with friends and family.
REFERENCES
ON REQUEST
TASK 3
TEAM WORKING
One of my regular Customer won three times on the same day and it came to a total of £5000 which he collected and leave the shop. After 3 hours he came back to my colleague swearing that the police took the money off him claiming that he is doing fraud. He said that he explained that he just won from Ladbrokes and they told him to bring some evidence.
I had to Intervain and ask the customer to explain the whole story, he said they raided paddy power whiles he was there then he got picked up, taken to the police station and the money got seized. I when back to the system to find the winning tickets, copy them and write a cover letter for him and put the shop telephone number on it.
After 2 hours I had a call from the station and I was told to get my HR department to send them a fax and authorise the payment was from them. I send an email to them and tell them the whole story then ask HR to send a fax on my behalf. After three working days the Customer get back to the shop smiling and gave me £200 for the good service I have given.
PROBLEM SOLVING
On Grand National day one of the Busies day in Ladbrokes, we were split into teams by the supervisor and we were given a task to reach a target. As a deputy manager I put two staff on the shop floor to meet and greet customers, filled out slips and open accounts for customers served tea and refreshments whiles the others takes bets and process payments.
I was at the back office settling bets and looking for both under rings and over rings, emptying machines and making sure that we have the minimum amount of cash at the counter.
A regular customer came to the shop screaming and shouting saying she lost her receipt during the busy period and was very impatient to wait because it was a winning bet so I had to call her on the side and try to generate another slip on one of the spear tills, so as to enable her collect her cash.
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