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Part 1
The purpose of job description within recruitment and selection purposes.
This process is necessary in recruitment. The purpose of a job description  gives detailed description of what is expected in a job when advertising. It is to attract the right applicant for the job, detailing what kind of job it is, what kind of qualification is needed or experience necessary to apply for this kind of position.
Job description also identifies the expected requirements and the duties and responsibilities. Helps in identifying the applicant to suit the job role.
 A job description will include;
· Title
· Part-time or full time
· Location
· Duties
· Line of management
· Responsibilities
This is an example of job purpose
Head Housekeeper
· Successful applicant must be a team worker and provide very good service in all areas.
· Must be knowledgeable in infection control programme
· Should comply with COSHH regulations and record it on file.
· Monthly inventories to keep a well balanced stock.
· Line manager must be updated on a daily basis.
· Be updated with the rules and regulations to avoid breach of contract.
· There must be a monthly inventory to fix and replace or stock up extras wherever needed.
· Head housekeeper must work and report to the line manager at all times to ensure there is a smooth and recorded run of the home and its service User

The purpose of a person specification 
A person specification, should be referred to throughout the recruitment procedure which are;
· Advertisement - to get the candidate that fits the job.
· Shortlist - to get the most suitable candidates that best meets the criteria.
· Interviewing - questions should be on point to be certain the candidate meets the needed requirements.
This process in the recruitment stage emphases on the most needed things required to perform the task and those needed to be employable in that particular job description. They are termed as the desirable and essential.
An example could be if the employer does not include the following,
·  Skills 
·  Experience
·  Knowledge 
·  Capability 
The advertised job will attract unnecessary applicants that could lead to repeat advertisement and waste of time and money.
There are two factors to consider when doing a Persons specification as follows
Essential- these are the necessary requirements needed before the applicant applies for the position, and should be provided before candidates get on the list of those considered for an interview. 
Such things are,
· Right to work, emigration status
· Capability - active, disability, mental status.
· Commitment - putting in the right amount of work
· Education - corresponds with the job application.
· Experience - if such is stated in job description. (professional roles).

Desirable - this process helps to make the right selection and within the law. It also makes selection easier at the final stage.
· They might not have the qualification but have the experience.
· They might gain the experience or qualification through training schemes or in-house training.
· The job description cannot be changed at this point.














 






Part 2
CV

Matilda Joan Trye    
Flat 15 Harden court 
Tamar Street, 
Charlton, London 
SE7 8DQ 

H: 020-372-91747 
M:077-317-25923 
Email: matildatrye@hotmail.co.uk
PERSONAL PROFILE
I am an organised and motivated team player and love working with different age groups and abilities. I do work under pressure whether supervised or on my own. I have an interpersonal skill, social and communication skills. I have a positive approach to work and colleagues. I am trustworthy, reliable hardworking and a keen learner. 
EXPERIENCE
01/205 to 02/2014	Assistant House keeper
Brompton Road －Knightsbridge, London, England

· Supervising, maintaining and assisting clients from the United Arab Emirates.
· Picking up phone and booking appointments when needed.            
· manning the three homes on site.
· Making orders , taking inventory.
· making sure food is on time.
· The surroundings of the building is clean and clear of all rubbish. 
· Making sure the door is answered to avoid unexpected visitors.
· Welcoming those expected ones and staff needed to work on different task such as satellite, TV etc. Furthermore making sure that everything is on point and under control and the customers are happy and satisfied at all times.
Other tasks completed when given.
01/2015 to 08/2015	Patient Care Assistant
Holistic Community Care － Clapham, London
As a care assistant I took care of the elderly's needs. I am able to work with other health and social care professionals to draw up care plans for clients.
Confident in positions of responsibility especially in dealing with clients of various ages and ethnic backgrounds. 
Self-motivation and ability to motivate
teams to achieve goals. 
Excellent and accurate memory retention ability
and can acquire new skills with minimal training.
                       
08/2015 to 01/2016	Nursing Assistant
Royal Free NHS Trust － Barnet, England
As a nursing assistant at the royal free NHS trust my job involves working alongside the nurse to improve the patients care. 
To assist patients and also family members towards their recovery, furthermore making sure i look after
the patients psychological and physical needs. 
My day to day role involves:
assisting patients with washes, 4 hourly observations, ensuring the patients feel safe and comfortable whilst staying at the hospital.  
EDUCATION AND TRAINING

1980 - 1985 HARFORD SECONDARY SCHOOL FOR GIRLS
                         MOYAMBA, SIERRA LEONE


ENGLISH LITERATURE B
MATHS       C
ECONOMICS C
BIBLE KNOWLEDGE B
ENGLISH LANGUAGE B


2016                      BTEC Diploma Heath and Social Care Level 3
MEDIPROSPECT COLLEGE


INTERESTS     
I enjoy reading, writing poems, volunteering, cooking, spending time with
friends and family, babysitting, meeting new people and also travelling. In
addition I love to try out new things and have different experiences in life. I
am intrigued and eager in learning other foreign languages to expand my
knowledge and appreciation of a new culture and society. I used to
volunteer for a charity called aiding children as I wanted to make a
difference in children lives.  

Referencing
Shepard.Chishato@bexley.ac.uk 01322 404006
Bexley@carebyholistic.com 01322556560
Sainsbury’s Crayford; Jacqueline Todd: 01322529254
Desmond Davis 07715399127
rf.fsrecruitment@nhs.net

Part 3
Competencies 1
Team work
Using the STAR model in team working.
I worked as a housekeeper in a very large company, As a team worker I must report to my line manager on a daily basis. I had six others working with me to complete the task on a daily basis.
Situation
I was involved in a situation where by in the middle of winter ten set of families decided to come to the London Uk for (2)two months. This is not the usual practice as summer was a compulsory working season and winter is flexible giving time for workers to take on their respective holidays. Mine holiday was booked to Africa in (3) three weeks of this arrival and other workers assigned to me where on holidays consecutively , furthermore two were on maternity leave. In this situation I had to cancel my flight being I was the main employee assigned to these clients and their property. 
Task 
I then took on the task of calling round to see if I can have any one of the trained staff in my property back, but making sure the ones on maternity leave stay home with their kids and not have to worry about the hustling and juggling of motherhood. I had two coming within a week and the other two going within a month. I first of all took time to study the other colleagues I had trained and know their strength and their weaknesses.  Some of them I trained in all the various roles in order to equip them in case of eventuality whereby there is in sufficient staff or when I’m busy on another project they can carry on administrating their knowledge and get the task done. 
Action
I got the trained ones on the task and the company filled their positions with agency workers assisting some already trained girls but making the work less tiring with few. In some occasions they have to be moved to another team where they might not have the chance to be trained. The training they got from being in my team will help them support other
teams and make work easier instead of bringing the organisation to a standstill by training them over again and not completing the task.
Result 
Every situation was taken care of and the ones on holiday did not have to cancel their holidays and the come back. I trained and they went on training others and I made sure to work with them and at every call to get things running smoothly.Competences 2
problem solving 
Situation
In my personal experience of such occurrence a problem solving was when I worked on a project of my boss getting married, this was not a usual job but because of my ability to work in teams I was able to use the star model to get the task done and solve the problems avoiding everything crushing and not being on time.
Task
I sent my team to work with other team members and those that were not trained I got my team to work with side by side, not only making it easier but quicker. 
I was also assigned with the foreign workers who were the personal assistance of the clients some do not understand very much English and felt threatened by the organisations workers. Because of experience in problem solving I became the mediator.
Action
I had to explain to them that the staff where their link to what they needed outside the premises, should they not know where things should be or shouldn’t be. I therefore allowed the foreign workers who did not understand our way of doing things by assigning to them what they knew best in their previous job and get them to work with some of my team to put them through any doubt, for instance how the cooker gets connected and to be there when the engineers/workers come over to explain and teach them how to get it working should there be any more problems that are easily fixable. 


Result
I also got my manager to help with their managers to sort out their daily workouts to manage the situation in due time and as a result everyone worked amicably well into the day till the wedding was over and they left within a week without any conflict. successfully.  







Reference
Produced by: Human Resources Resourcing Team Equality and Diversity Updated January 2015

You may also find information on the Human Resources website: www.essex.ac.uk/hr , the Equality and Diversity website: www.essex.ac.uk/equality, and the Learning and Development website: 
https://www1.essex.ac.uk/hr/policies/docs/recruitment-selection-handbook-2016.pdf/accessed23/june/2018
https://www.cv-library.co.uk/job/207036522/Head-of-Housekeeping?hlkw=housekeeping-manager/accessed 22/june/2018
https://www.carewatch.co.uk/home-care-jobs/what-we-look-for/care-supervisor/accessed 30/june/2018
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