Page | 1

Employability
[image: ]
Student Name
Md. Jihadur Rahman
Studnt Id : 1605219
Subject Employability (4007)

[bookmark: _GoBack]Trinity Saint David London campus

Module leader 
Anita Nan


Table of Contents
Task 1	3
Task 2	4
Task 3	6
References	8


[bookmark: _Toc501636933]
Task 1
Human resource management (HRM) refers to a specific term used to describe formal systems set up within an organisation for the management of people, i.e. organisational employees. Responsibilities of a human resource manager can be categorised into three categories primarily, such as staffing, employee compensation and benefits, and designing or drafting job roles (Armstrong and Taylor 2014).
Recruitment and selection are the integral parts of roles played by the HR managers in an organisation. Recruitment is known as the process of identifying organisational needs related to employing someone in its specific job position to post application forms to attract potential talents from the market. Alternatively, selection indicates the procedures followed by an organisation to select suitable candidates from the list of applicants for filling the vacant position of the business. Job description and person specification are two of vital aspects of recruitment and selection that are described as follows:
Job Description – A job description refers to a formal document comprising of formal responsibilities of an employee. More clearly, job description reflects a broad, general and written statement related to a specific job within the organisation based on the findings of a job analysis (Knowles, Holton III and Swanson 2014). Hence, job description principally includes duties, responsibilities, scope, purpose and working condition of particular job related to an organisation alongside job title and person’s designation. It is a basis of job specification allowing a clear and precise understanding among the candidates willing to engage in a particular job position.
Job description is essentially used in the recruitment process to inform applicants about job profile and requirements. It is also used in the performance management process for analysing employee performance in line with the particular description. Therefore, job description is the most important document a candidate can receive containing a job listing or requirements. It clearly informs all necessary and pertinent details about a job helping a candidate to decide whether the identified job is relevant or not. Furthermore, a document portraying job description precisely reveals what is expected from the candidate applying for the particular role.
Based on the discussion, job description is purposed with providing well awareness among employees related to their specific job roles and duties. A comprehensive job description also helps an organisation to look for suitable candidates based on job title, position and location. Moreover, it helps in developing a comprehensive recruitment and selection policy by helping prospective employees in understanding workplace environment and associated benefits (Kinicki et al. 2014).
Person Specification – Unlike job description, a person specification is greatly associated with selection criteria related to HRM. According to Knowles, Holton III and Swanson (2014), person specification refers to a description of skills, qualification, knowledge, experience and other attributes that a candidate must possess in order to perform specific duties and roles involving the job. Job description is basis of person specification that forms the foundation for entire recruitment and selection. Therefore, in simpler terms, person specification largely indicates necessary skills that a candidate must have to accomplish required tasks and duties associated with a position offered by a company. It fundamentally outlines educational requirements, training and experience associated with a job role that an applicant must demonstrate before working with the company.
Based on the discussion, ultimate purpose of person specification is providing a basis for selection decisions related to shortlisting, presentation, tests and interview stages. For example, person specification helps to derive interview questions and selection tests while designing in a manner to elicit more evidence related to candidates against selection criteria (Aswathappa 2013). Moreover, person specification can also be used to write job advertisement related to identified position of the organisation. Since the requirement of selection criteria to reflect specific details rather than general description, person specification properly outlines such requirements to help candidates understand skills, experience and qualifications related to a job.
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In this section, a sample Curriculum Vitae (CV) is prepared to indicate a marketing position advertised by a health insurance company.
Name – Lauren L. Simpson
Address – 19 First Avenue, Austin, Texas, 76746
Email – lauren@email.com
Contact – (512) 555-1212
Objective – Marketing Planning Specialist: for healthcare insurance company to coordinate marketing of government program segments, including Medicare, Public Programs and Federal Employee Programs; to work with corporate communications and outside vendors in development of marketing advertisements, direct mail and collateral; and to assist Market Segment Manager
Summary of Qualifications – 
· Five years of experience in marketing
· Liaison with vendors and corporate communications
· Develop effective marketing materials and direct mail projects
· Coordinate marketing campaigns with new and existing products
· Assist Market Segment Manager with marketing strategy, analysis, planning and reporting
· Assist with market plans for growth enrolment programs
· Coordinate introductions of new products
· Lead teams to enable collaborative approach to each marketing project
· Expertise in Excel, Word and PowerPoint
· Highly skilled oral communicator, competent writer and editor
Professional Experience – 
Worked with Brilliant Buyers Inc., a speciality airport retailer selling 10 brands in 67 stores in major airports throughout the USA, for last five years
Accomplishments – 
Compliment regarding professionalism, creativity and presentation of company values gained from HR director for creating a model for quarterly human resurfaces newsletter
Solo presentation in 35 stores regarding making product presentations helped me to enhance confidence related to demonstrating sales abilities
Successfully lowered the rate of product returned from stores since my involvement in marketing merchandise
Other Experience – 
Blue Circle or Blue Badge of Virginia from the State Office of Health Insurance Company for administrative assistant working for the government marketing department
Education –
Bachelor of Science, McCombs School of Business
University of Texas, Austin
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Based on the work of Chelladurai and Kerwin (2017), STAR model can be defined as one of the most effective ways of promoting an employee’s message across to the potential employer based on resume or interview. Effective application of this model can help candidate improving job search and engaging in a most relevant job position. With the combination of ‘Situation’, ‘Task’, ‘Action’ and ‘Result’, STAR model can help a potential candidate to provide a clear, concise and informative response to an employer outlining a specific situation and the role played by him/her. Therefore, the model is largely used to achieve a favourable result from interview or selection process by highlight the way of approach and results of actions undertaken by different candidates.
Team working and problem solving are two of the important competencies interviewers look for during selection of candidates to ensure suitable judgement. With the application of STAR model, these two competencies are discussed below:
Team Working – Multiple teamwork theories are present. However, the significance of these theories depends on some specific criteria, such as ways teams are developed, priority of a leader to develop a team, varied leadership roles during development stages and ways to facilitate teamwork in an organisation. The three strands of teamwork theories can be answered using the STAR team model. Firstly, it provides ideas about stages of team development by concentrating on Tuckman’s model. Secondly, it articulates leadership theories for team development by specifically concentrating on situation specific leadership, which varies at different stages of team development. Thirdly, the model helps to disclose theories relating to the context and environment of teams and teamwork by recognising surrounding factors influencing team development and team working (Perlow and Kelly 2014).
Therefore, with the application of STAR model, I have gained substance regarding team development and team working within an organisation by determining stages, situation and surroundings of teamwork theory. It thoroughly helped me to determine the ultimate focus of a team and team leader to ensure effective teamwork within the workplace. Based on the model, I come to know about the importance of good leadership in creating favourable conditions encouraging ideas and people to flourish, come together and perform at the desired pace.
Problem Solving – Every problem requires a unique approach for their resolution. With the help of STAR model, a specific situation can be described to develop a suitable problem solving approach. For example, ‘Situation’ reflects absence of marketing strategy or social media presence of a local business for the launch of its new website related to ecommerce. In this case, ‘Task’ refers to the involvement of ‘Push and Pull’ methods in marketing strategy of the local business to attract a substantial number of traffic to its website while providing a channel for customer interaction and promoting the new online catering section. In line with the requirements, ‘Action’ would be creating a Facebook Page with a Facebook Ads Campaign to target local customers with the requirement for catering service. The ‘Result’ of such ‘Action’ can help the business gaining doubling the number of online catering orders within one month of the ad campaign given the rapidly rising social media users (Hicks 2013).
Therefore, STAR model first collects details of the background to define a context thereby describing the challenges and expectations involving the situation. As part of its ‘Task’ framework, it determines the required tasks for their specific reasons. Next, ‘Action’ helps to elaborate the required approach alongside the method of actions and use of available tools. The last stage involves explaining results based on accomplishment, savings, recognition and quantity.
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