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A Job Description  
Job description is an important document that provides all significant factors of a job role through providing basic needs and specification of the role from including job title, job summary, location, duties, working conditions equipment’s and machines involved and dress code and uniform.  The purpose of job description is an account of responsibilities and functions of a potential or present employee. An explicitly carried job description contains thorough information about the kind of job, how it is supposed to be achieved and what is anticipated to be delivered. Job description provides an overview breakdown of qualities and skills for the candidate employers desire.  There are two types of job description general and specific job description. General job description is used by organisations to summarise a very straightforward information about a job opening by simply including duties and tasks sometimes the standards that are expected from the role whereas the specific job description includes very details descriptions of skills and knowledge required for the job, for example a bus driver job description will be a specific job description as it required an individual to have a specific type of driving license and experience. The specific job description are jobs that on a few with the knowledge and skills can apply for. (Heathfield, 2017). However, the Employment Act 2010 protect employees from discriminating against individuals rather accommodate their needs if they meet the job descriptions role a person should not be discriminated because of they colour of their skills nor physic. ACAS, (2017).
  A Person Specification  
This is an essential document that is often used in recruitment and selection process by employers.  It showcases the qualification, skills, knowledge, and qualities needed to perform a job, as well as other attributes required for the role. Naturally, a person specification will outline the criteria that are essential and desirable, in terms of qualifications, experience, work-base competencies, and behaviour-based competencies (Heery & Noon, 2008). The person specification should also always relate to the job description and match the essential and desirable qualities required for the post. Qualities that are not job related should be left out as this could lead to unfair discrimination according to Yeung (2008).
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PERSONAL STATEMENT
I am a very enthusiastic and hardworking individual, who understands the significance of being a conscientious team player, who when placed in a team can respond to the change and working well with others, whilst being equally able to work on my own initiative and enjoys the challenge of learning new abilities/skills. I consider myself as a strong, hardworking and work driven employee that has always aimed to give my all in my work. I always aim to conduct myself in a professional manner; I understand the importance of giving respect to other member’s ideas and opinions.  I make it a priority to make the right decisions and pride myself on being able to work under pressure. 
CAREER HISTORY

School bus driver 
Responsibilities: 
· Driving the community school bus 
· Ensuring all kids with special needs are picked up on time to be on time for school
· Driving all kids back to their homes 
· Responsible for 14 children that I drive 

B-post International – Cargo Air Freight Handler - October 2012 - June 2013
Responsibilities:
· Assigned the tasks of loading and unloading of cargo and baggage in a timely and accurate manner
· Handle responsibilities of checking the cargoes for security check tags before loading in the aircraft
· Responsible for lifting, carrying of freight from one aircraft to the other as required
· Assigned the tasks of handling freight and ensure that the any items are not damaged in the loading and unloading process
· Perform responsibilities of maintaining cargo numbers to track any missed cargoes at the time of arrival
· Responsible for ensuring that the work flow follows standard aviation policies and procedures
· Perform the tasks of calculate quantity of cargo as well as perform logical transactions as required
Argos - Ware house operative - July 2002- August 2012Responsibilities:
· Picking and packing products
· Fork lifting driver 
· Helping to ship out over 500 lines every day
· Making sure that all inventory processes are completed on the same day.
· Using Mechanical Handling Equipment i.e. fork lift trucks to move goods around.
PROFESSIONAL EXPERIENCE

Competencies:
· Possess full driving licence (D1)
· Good customer services skills and experience 
· Have excellent numeracy and organisational skills.
· Ability to follow processes and procedure accurately.
· Strong problem-solving skills.
· A comprehensive understanding of safety procedures.
· Meeting tight deadlines.
· Can handle stressed and pressured environment 
· Have a meticulous and efficient work ethic.
·  Attention to detail.
EDUCATION
Southend Adult College 2004-2005
· Esol level 3
· Speaking and writing 
· Languages (English, French and Germany) 
· Reading 

PERSONAL INTERESTS
In my spare time I highly enjoy undertaking activities such as, spending time with family and friends, watching television and reading. The main activities that I enjoy the most are taking part in physical sports as I am a firm believer on keeping fit and enjoy going to the gym in my spare time. Reading has played a key role in helping me widen my languages vocabulary.
REFERENCES References are available on request. 

STAR is an abbreviation for four key notions. Each notion is a stage the job applicant can take to response to a behavioral interview question. By implementation all four stages, the job candidate may deliver a detailed answer. The perceptions in the abbreviation include;
Situation:  Explain the setting within which you completed a job or tackled a challenge at work. For instance, a time when it was difficult to work in group or as a team
Task: Describe responsibility for the current situation perhaps resolution a conflict with a colleague. 
Action: at this stage you must describe how you accomplished the mission or attempted to meet the task for example how you went about solving the conflict with the co-worker 
Result: Lastly, explain the results or outcomes produced by the act taken. Doyle, 2017.
Time Management 
Time Management states to assembly the best usage of time as time is always limited. Time Management means managing time efficiently and effectively so that the correct time is assigned to the right activity.  Effective time management permits people to allocate specific time varying to its importance time is a very important aspect of organisation and personal life as time management includes; setting deadlines, assigning responsibilities, effective Planning and Spending the correct time on the right activity. Hind et al, (2011). 
My previous job was a community bus driver for children with special needs school, my duties were to ensure all 13 children that I was responsible for, driving them to and back from school were in school on time every day and back home at times they expected to be. To ensure I was meeting this task I had to ensure I was always on time and even a few minutes early to beat traffic on time top of that every night I will ensure that I do journey planner to see if there’s any potential road works so I may know the right time to start my day and this helped me and the kids as they were always early with me. Of course, thing don’t always go as planned but aimed to be organised as sometimes the parent can be slightly late so bringing the child out at collection point late, so I always can them 10minutes before and this often prevents delays. Organisation and time management is a important aspect of being a bus driver. 
Team work has been defined as a reference, liking, and attitude to come and work together for a common goal. Team work is a very important skill to possess as tasks are accomplished at a faster pace when it is done by a team rather than an individual. It promotes swift development and learning as team members can learn from each other. Team work allows employees to build some positive relationship at the same time some competitions amongst each other which aids work to be complete and achieve tasks quickly. (Costa et al., 2014).  Team work is a wonderful way to get things done. There is something very powerful about connecting a group of people to be on the same page, and all working for one goal.  Teaming working is so important in any work, and I believe a hold key skills of an effective team member. When I used to work in Argos had deadlines to meet and tasks often when my task was met and complete I used to go and help my team member vice versa rather than seating and pretending to work, as that helped on our next shift as they were left job to distribute from previous night. Although team working may not seem as a crucial factor to driving a bus but team working plays a crucial part as I need to be able to understand how my colleagues action may affect my shift or work policies. For example, I need to make sure I’m on time of shift change. I need to show the same respect that I would want my playing a effective role as a team member.  
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