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Purpose of job description and personal specification plays a vital role to explain identification, roles, responsibilities, conditions, procedure and other important facts of a job. Let us discuss some of them bellow. 

[bookmark: _Toc502756050]PURPOSE OF A JOB DESCRIPTION: 
To describe a job, at the first place comes the title of the job.  It explains the type and location of the job. While talking about a job for a post of Graphics Designer, it is easy to understand that the person has to do graphics and designing projects as the title describes the job and the job type. 

After that, a written document of job summary that contains all description of the job in details have to be signed. The summarized documentation describes the job more clearly to a candidate. This job summery will be explained broadly in documentation of responsibilities and duties of the role. It is known as the main part as it completely describes every specification and all duties and that is why, it is the vital part of a job description. As part of this, a graphics designer will get a job summery document that will explain what types of graphical projects he/she will have to perform and the person will get the full brief in the job responsibility document. The summary will specify only the categories of designs a design have to perform like promotional designs, or web designs or print ready files or even 3D, animation or book and others but the designer will get all this information in details from the job responsibility document. As it will discuss in details that what types of projects he may have to handle, what are the conditions, how many and how often he has to handle projects and all other things. 

While entering in a job, maintaining the chain of command is very important. And it is also very important to know who is going to supervise him and how many people he is going to work with, whom to report and with whom to consult. In general, in any creative and designing company, a graphics designer has to report to the Creative Director. 

[bookmark: _Toc502756051]PURPOSE OF A PERSON SPECIFICATION:
The main purpose of a person specification in a job, is to justify if he is right or not. It’s not only about how qualified he is but also to understand if the person can adjust with the working environment and with the team. It is natural that, if a person cannot match with his team and with the environment then none would be beneficiary. 

To find the perfect one, requirements are very important. Requirements can be set based on educational background, trainings and experience and exams. If a designer has any educational or training certificate from any well-known designing institute or if he is working for several years or even if is coming from any repudiated institute, then it can be said that he will be an asset for the company. 

Mentality and specific strength sectors are also very important. A graphics designer must have to be creative. His or her artistic mind would be a plus point to get a job. Surely artists and painters will get some extra benefits in terms of applying in the post of a graphics designer. 
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Curriculum Vitae 

Personal Information

Hello, 
I am ……………………
My address: 
You can contact me over phone in: 
Of you can also email me: 

I am a Graphics Designer and I have chosen my profession based on my path of interest. I love to paint from my imagination and I think I am able to come up with new and creative ideas. I am qualified with the requirements and I know all of the technical factors related to my profession. As it is my passion to design, I know I am in the right path and I am the right person for any post of graphics designing. 

Educational qualification

Masters in Fine/Studio Arts
Art College 
Year: 2016

Bachelor in Graphics Designing
Year: 2013

Job experience

Graphics Designer at BBC Action Media
Communication Department
Year: January 2016- ongoing
Responsibilities:
1. Creating all types of promotional designs for the company. 
2. Working with a team of 3 designers under the supervision of Creative Director. 
3. Traveling other states to understand the demand and activities of the company.
4. Designing print ready files for publication. 
5. Helping Communication department to create monthly, quarterly and annual reports. 
6. Finding regular designs to update the look of company’s website and maintaining the graphical post of website by the help of IT department. 
7. Generating new ideas to create designs like info graph, magazines etc. for representing company more attractively. 
8. Presenting the new plans to the management and to the clients. 
9. Designs and promotions during any event which is connected to the company. 

Interest
I am an artist, painter and photographer. I am also a nature aquarist, and I love my aquariums. Reading books is my hobby and I listen a lot of music. I am also connected with a good number of NGO’s who works for people, animal and environment as I am a nature lover and in against of them who are running our beautiful earth. It’s not like I am declaring any war against them as I hate violence, I try my best to make people understand how we are doing bad to our environment and why we shouldn’t do that. 
I believe that, to live, we need a healthy and beautiful earth. 

Skills and Trainings

Trainings: Adobe Master Collection, Corel Draw, Ulead Studio. 
Certification: Certified from NIIT as a Professional Graphics Designer (Topper of the class).

Language efficiency
Speaking: English, German, French 
Reading and Writing: In English
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STAR Model stands for four very important words to analyze and solve different issues. Here ‘S’ stands for Situation; ‘T’ stands for Task; ‘A’ stands for Action and lastly ‘R’ stands for Result. 

Based on STAR Model, let us discuss about Team Working and Problem Solving. 

[bookmark: _Toc502756054]TEAM WORKING: 
If we are thinking of any success, then we must think of a team rather than a one-man army. A team is a combination of more than one person but the team have to work as one and that is the main purpose of a team. It is very important for all the team members to understand each other and a perfect combination will bring the success to the team. Must be, a team need a leader to run and the leader have to take his team in a long run. 

To discuss team working with STAR Model, firstly we should think about situations. While working in a team, different team members will have different views on any topic or fact. Sometime it is based on the task that the team is performing all together. So, before taking any action, it is important to listen to all the team members with the same interest to understand what they are actually thinking about the fact or about the task. All the team members should come to a single decision and a common view then the plan or the task should go for action. During action period, the team have to work together and everyone have to perform their own responsibility perfectly.  After the action period, the result time comes. It is not important to win and get success every time. But it is important to be with the team even in the bad times. If the result is positive then everyone will share happiness and just like this, everyone has to share the share the fault if anything wrong happened. 

[bookmark: _Toc502756055]PROBLEM SOLVING:
Problem Solving describes STAR Model more perfectly. During any problem, it is important to identify and understanding the situation. Once, the situation is clearly visualized then a plan has to be created to come over from the problem and then responsibilities and tasks have to be distributed to the team members. Once the plan is ready to execute the tasks, then it’s time for action. Followed by the results STAR Model solves the problem.

In my previous job, our team had faced a problem which we had to solve with STAR Model. One of our team member got sick just before a very big event. He was playing a great role in the project so it was hard for any single person to handle his works during this short time period. So we all the team members, including our leader find 15 minutes for meeting and discussed the problem. We then created a plan and distributed his works among the other team members and the work load to others was slightly increased which didn’t create any major draw backs. We executed the plan perfectly and found the most positive solution of our big problem. Our program was successful and everything was completed perfectly. So, STAR Model helped us in both cases of problem solving and team working. 
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