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Introduction 
This essay is written to shed light on the importance and purpose of job description and person specification. As these two elements are the key in recruitment and selection process and help both company and an individual to find the right person and right job. Second part of the essay is based on a CV for a property management job. Last part discuss two key competencies; problem solving and team working in the light of STAR model. 
Task 1: Purpose of Job description and Person Specification 
Job description is defined as a detailed description of role and responsibilities required for a particular job (Nickson, 2007). Job description also shed light on job requirements, so interested people could determine if the job is suitable for them or if they have required skills to do the job (Banfield and Kay, 2012). On the other hand person specification is a profile of an ideal employee, personality type, experience and skills (Nickson, 2007).  Job description and person specification are interrelated as person specification is extracted from the job description.   
The key purpose of job description is to outline job purpose, expected role and responsibilities, tasks involved and detailed terms and conditions of the job (like working hours, pay, holidays and benefits etc.). Overall job description provides information about the company and the job itself (Benfield and Kay, 2011). On the other hand person specification provides the profile of an ideal employee like skills and capabilities needed in a person and characteristics to fill the job. The key purpose of job specification is to offer potential employees a profile of an ideal employee, so they can check if they fit in the profile or not.  

In short the key purpose of job description includes 

· Collecting job related data for attracting and targeting right kind of candidates 
· To clarify job expectations 

· To giving overview of job to candidates 

· Giving clear view to recruitment staff about the kind of employees needed 
                                                                                                       (Hall, 2003)

While purpose of person specification is 

· Providing information about the skills and competencies a person should demonstrate while doing the job 

· Informing recruitment staff to seek skills and competencies in a person while making decision to choose candidate 

· Making interview process easy and refined 

· Helping job seekers to see if they are suitable for the job 

                                                                                     (Hall, 2003)
Task 2: CV for Property Management Job 
	Name: Sohail Akhtar

E-mail: sohail.J. Malik

Home Address: 47 Blackburnway Hunslow

                 TW4 5AH. London

Phone Number: 07961586088
Personal Profile 

I am very ambitious and energetic individual who understand people and networking. I have ability to understand the situation, think critically and plan strategically. I am always interested to develop new skills and learn new skills and knowledge.  I have a skill of better judgement of situation and take quick action. In the past I have been practicing law but new passion in property management nearly 10 years ago.  I have been pursuing my career in property management for last 10 years in Leeds and London. 
Key Skills 

· Understanding people and communication 

· Conflict management and problem solving 

· Analytical, strategic and critical thinking 

· I am very organized person and likes to do planning before starting anything 

· I am adaptive to situation very quickly and quick in response 
Employment History 

2001 -               Property Management    London and Leeds 

I have nearly ten years of experience of property management. At a small scale I have been managing a couple of properties in Leeds and London. My main responsibilities were to arrange viewings for the properties and helping both parties to finalize their deal either to sell or rent a property.

1990-2001         Law Practice                 Lahore High Court    

I have also been practising law in Lahore High Court Pakistan. My main responsibilities were providing legal services to people and representing people in court. 

Education History 

2017 -                 Higher Certification in Employability                    Wales University 

2005 – 2007        LLM                                                                        UEL (London)

1982- 1984         LLB                                                                          Lahore Pakistan 

1980-1982          Post Graduation (Political Science)                          Lahore Pakistan 

1978-1980         Graduation (Economics and Political Science)          Lahore Pakistan 

Interest and Hobbies
My main hobby is gardening but I enjoying internet surfing and social networking. I am an outgoing person and like to meet new people.  
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Task 3:  Team Working and Problem Solving 

Team working and problem solving are two key competencies needed for effective management. To get a good job and maintain performance it is important to have the skill of working in a team and problem solving. As Fleming (2016) suggests that team working has become one of the key focus area of modern day organizations and companies require from their employees to be able to work in teams. Problem solving is another important competency which companies wanted to see in their staff. Problem solving means be able to understand and analyse the situation and comes up with best possible solution (Proctor, 2005). 
With the help of STAR model two key competencies; team working and problem solving have been discussed. STAR means situation, task, action and result (Kate and Galbraith, 2009). 

Team Working 
Situation: In project planning we have been given task to do group presentation for a business. As a team we were responsible for setting up a business. 
Task: Team was formed by four member and each member have a core responsibility like situational analysis and market search, financial management, marketing and human resource management. While doing our specific tasks we needs to come up with a comprehensive business plan. 
Action: I was team leader, so my role was to make sure that every member do their job while synchronizing all activities with the main business plan. It was important for every team member to co-ordinate all activities to meet business plan aim and objectives.  Being a team leader my role was to make sure that we all communicate well, inform each other about any decision made in one particular field like HR or finance, so whole plan can fit together. I also needs to make sure to resolve any kind of conflict among the team at early stages. For that purpose my action plan was to encourage communication among team members and building team spirit. 

Result: As a result of actions taken above team was successful in setting up a successful business. Team also learned team working, conflict and time management. 
Problem Solving 
Situation: While working as a team for business start-up, conflict among the team member and time management were two major issues to deal with. During the project team members were finding it very hard to support each other’s ideas and agree at the meeting time and deadlines.
Task:  My role as a team leader here was to understand the situation and underlying reasons for conflict among team members. My task was to find out the barriers in time management and possible solutions to overcome these barriers. 
Action: To solve this problem my action plan was to arrange team meetings and encourage team member to discuss issues that are leading to team conflict. I encourage people to bring up possible solutions and discuss problems and issues. With mutual discussion we came up with the idea of making schedule together and ensuring to stick with the schedule.  
Result: As a result of open communication and discussion team members developed mutual understanding. Schedule making also helped to meet targets. 
Conclusion

Based on the discussion above it is concluded that job description is defined as a detailed description of role and responsibilities required for a particular job. Job description also shed light on job requirements, so interested people could determine if the job is suitable for them or if they have required skills to do the job. On the other hand person specification is a profile of an ideal employee, personality type, experience and skills. Team working and problem solving are two key competencies needed for effective management. To get a good job and maintain performance it is important to have the skill of working in a team and problem solving. Problem solving means be able to understand and analyse the situation and comes up with best possible solution
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