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[bookmark: _Toc456901515][bookmark: _Toc500345606]Introduction 

This report as prepared will be highlighted on Employability. It states the capability of getting suitable job in an organization and keeping it satisfactory through gained knowledge, abilities, outlooks etc.
And we know that Employability depends on Knowledge (what one knows), Abilities (what one does with what he knows) and Outlooks (how one approaches things), other similar qualities necessary for the growth of an organization. 
Employers often apt to seek graduates with pertinent subject skills, knowledge and understanding which will help them to accomplish the given responsibilities and obligations suitably in order to gain maximum success for the organizations they are working in. Besides, employers look for vast experienced persons having a set of individual and common life abilities, the abilities which prepare them to adjust well with the new workplace, acquire new and definite skills of the job and partake and contribute in a cherished way in their organizations they are serving in.
For employers, it includes to create a favourable environment at work place providing opportunities for individual and professional development. And inside the management atmosphere it is to be understood that brilliant people can contribute more for the growth and welfare of the organizations. They can take the organizations to the pinnacle of progress and thus the expansion work of the organizations keeps going day by day.
For a good number of employees, the fresh agreement would surely include drive to a larger promise to on-going knowledge and expansion getting closely involved to contribute the organizations more and more than the previous years. Besides, towards recognition in a constant changing climate and insecurity, the willpower to improve is the mere border in contradiction of a fluctuating work market expanding the organizations. 

[bookmark: _Toc500345607]Job Description
(Heathfield, 2017). A job report is in black and white statement which describes the obligations and responsibilities of the persons concern giving services in the organizations helping them to move forward and make significant progress. In addition, the job report also describes mandatory educations and writing contacts of a particular job necessary to have for the job performers. (a criteria of job analysis)



(Jivani, 2014). It comprises with elementary job-related statistics/accounts beneficial to promote an exact job, one is assigned to perform and thus attract a group of faculty for the developing of the organizations.
It also contains working conditions data of the organizations about machines, tools and equipment and other reverent things which will be used by forthcoming workers and dangers tangled in it.
[bookmark: _Toc500345608](MSG, 2017). Each and every worker should be delivered with his job account as how he will do his obligations, limits or borders to report to the person concern, responsible, code of conduct, regularity, discipline and safety procedure to be monitored while executing risky jobs. 
Efficiently developed worker job accounts are communication tools- important to one’s organization's achievement. On the contrary, not well inscribed worker job reports make the place of work confusion, hurt message and thus make people feel they are completely unfamiliar with their hopes. So a well-furnished job report is a must for the workers in order that they can face the prevailing challenges and others and thus overcoming all barriers, good outcomes may be possible for the organizations. 
Purpose of Person Description
· [bookmark: _Toc500345609](Grimsley, 2017). The chief purpose of job account is to gather job-related information/data to market a specific job. It helps to draw the attention of the job seekers, target, recruit and select the right applicant for the job.
· It regulates the applicant what he needs to do in a certain job while executing it. It explains, if he is selected for that particular job what he is must do and how he can move ahead.
· It provides the recruiting staff a crystal clear vision about the type candidate is in need of for a specific branch to execute an exact job.
· It too makes clear about the reporting persons and the persons who are to be reported being able to answer any queries. 







Person Specification
(whatishumanresource, 2017). A person’s specification is a written statement of the qualifications, characters, physical and mental characteristics stating that a person needs in order to perform the duties and responsibilities well, and undertake the responsibilities effectively of a particular position. – Another product of job analysis.
The job description in the report describes activities to be completed whereas person specifications list the information, skills, and capabilities of an individual that needs to perform a job pleasingly. Necessary knowledge, skills, and abilities (KSAs) include education, experience, working skill necessities, personal capacities, and mental and physical requirements of the persons. Person specifications for an IT analyst might include a required educational level mandatory for getting jobs, a certain number of months/years of experience, a high degree of visual attentiveness and capacity to work under pressure in the prevailing situation. 
Now It can be better clarified with the help of the succeeding chart:
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Purpose of Person Specification
· According to the basis job description as set up by the organizations for the applicants, the foremost aim of a person’s specification is to help the candidate as to analyse if they are fit to apply for a specific post lying vacancy to be applied by the right candidate or not.
· It assistances to recruit team of an organization and thus understands the level of qualifications, qualities and set of characteristics that should be present in a candidate to make himself fit for the job, advertised for.
· Person specification provides thorough data about any job with job responsibilities, preferred technical and bodily skills, relaxed ability and others, will be needed while executing the job.
· It assistances to select the correct candidate for an exact job, thus the right person is possible to recruit for the right job in the organization.

Two integral parts of job analysis are:
i) Job description 
ii)  ii) person specification. 

And both of them outline a job entirely so that there should have any confusion about the nature of the job and as how it might be done and guide not only employer and but also the employee as how to go with the entire process of employment and choice. More, both the data being very pertinent to create a right fit between work and faculty, to evaluate performance and analyse training needs to measure the value of a particular job, must.








[bookmark: _Toc500345610]Event Planner CV
[image: user, profile, Avatar, Social, people Icon]
Nelida Dos Santos									 
Address: 1a Walton road, e13 9bw, Plaistow, London
E-mail ID: nelma22santos@hotmail.com  
Contact Number: 07448240871

Summary

To attain the post of event an organizer in a valued organization, one can apply one’s capability in event administration, to improve the name of the institute in the industry. Also, learn and develop competencies through the utilization of the existing academic and professional skill-sets to contribute to the recruiter’s growth, to add value to the organization by demonstrating diligence, teamwork and leadership.

Experience
Event Planner
Sharon’s Wedding Planners
· Make call lists and allocate events properly
· Classify, accumulate and organize items to harmonize event fruitfully
· Source supplies for first-hand events with economical budget and plan accordingly 
Event Coordinator
Smart Wedding Planner & Event Management Ltd
· Supported promotion team with imaginative thoughts and plans
· Provided all social mass media support for endorsing events
· Ordered and disseminated event supplies







[bookmark: _GoBack]Education and Training

· Done A level’s in Portugal (Escola secundaria Eca de queiroz)
Year- 2005-2008
· Done Gscs in Portugal (Escola EB23 Bartolomeu Dias) portuguese, history, maths
Year- 2003-2005

Communication Skill
English, Portuguese, Spanish 

Interests 
 Hobby:  Travelling new and historical places
     watching movies and Photography

Extra-Curricular Activities
· Participated in social activities
· Join a sports team
· Theatre, music & the performing arts
· Voluntary work 

· 
10 | Employability

Problem Solving 
Once I had to face a situation where I needed to deliver excellent customer service but with a receipt of complaint. Now with the star model, I am going to describe the statement below:
Situation: A customer complained saying that he ordered a product which he was supposed to be delivered within 3 days but the customer had to wait more than two weeks to get the product and it irritated the customer to lodge a complaint against the organization. 
Task: To tackle the created situation and to reach a good solution, I needed the client's immediate query and thus I was able to find out the exact reason behind the misdelivery of the product. Eventually I was able to establish the real cause what led the normal delivery procedure going wrong instead of the beneficiary’s satisfaction.
Activity: At first I begged apology for the incident that caused harm and irritation to the client. I had got the details of the entire happening and handed it to our head salesperson to execute properly and satisfactorily and to contact the client in an hour. After examining the cause, I found out why the product hadn't been supplied in proper time to the client. I learnt that the product, ordered by the client, got rotten and needed to get the new one from out of the country and it was surely time consuming. So I clarified the client everything clearly and honestly and then offered her a good concession/discount on the following order.
Result: The client being satisfied at our dealings process continued ordering at times from us and posted an encouraging customer comment.
Time Management
Once a time I had a situation where I had to solve a problem in a fitted timetable. Here I am going to define the statement using the star model.
Situation: We had an exhibition to deliver the new product but a team member got stuck on a bus because of too much traffic jam on the way.
Task: During the timetable, it was my responsibility to find an alternative solution so that it should not have created any bad impression about the company and we didn't miss the chance.
Activity: At first what I did, I spoke to the event organizers to see the matter seriously if they could alter the present order. As they consented, we got sufficient some time to contact another team member who could step in at a push. She agreed and dropped what she was doing and took over the event to satisfy the client.
[bookmark: _Toc500345612]Result: (Using the Star technique to shine at job interviews: a how-to guide, 2017). Our first team member who got stuck in the heavy traffic jam, made the meeting behind the time but we were able to clarify the problem to the agents and our presentation went well by the second team member – though a bit rough around the edges but it was greeted warmly. Our first team member succeeded answering questions. Subsequently, we got some new good contacts and we could change in paying the clients.
[bookmark: _Toc456901523]Conclusion
This prepared report has discussed the employability including a set of skills, knowledge, understanding and individual qualities. The report also has emphasized on the purpose of job description a person’s specification of getting the right job. 
The job description is the core of any recruitment process. It comes from the job analysis and specifies exactly what the job involves. So it is very much important in developing the person’s entire specification. The person specification is used as the basis of selection process. 
To get a proper employment one needs to prepare a well-furnished CV for a specific job role. In the CV, one should establish an understanding, the importance of skills and knowledge to work successfully as to focus the CV to the specific role enabling one to do the job well. 
Finally, some capabilities of the candidate like team working, problem solving, decision making, time management, quality of the product etc. for getting the job as desired should be prioritized.  
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