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Introduction 
Employment is a relationship between 2 parties based on formal contact where the work you do is paid for, wherether the corporation for profit or other entity is the employer.
A employer work in return for a wage, which might be hourly rate, piece work or annual depending on the nature or sector of her or him working within. Some employees also offer additions benefits.  They include pension scheme, accommodation, health  insurance or leisure membership.

[bookmark: _Toc502913874]A Job Description 

A job description is a general overall idea of a task, or responsibilities of a person. Analysing the written statement of a sceptic job means to communicate with the person seeking for an employment to be clear of the expectation and understand the responsibilities and duties as clearly as possible. 
Job description,  Position description and  Job specification  all are a process used to determine knowledge and understanding, skills and abilities, as well as the duties necessary to successfully perform the job. 

It may also be tailored to a specific criteria requirement, such as experience, certain qualification, age, health and working hour flexibility also strong customer service skills required to perform the duties correctly.  Woking as a sales assistance the job description requires heavy lifting which I need to be aware of if that is something I could due to health issues. 


 As the employer requirement  could be working hourly, weekends,  or could also include heavy lifting and you as an employee having  all the brief  information could work  around yourself to see if it suites what you’re a capable to do and if your skills are strong enough to pass the task without any difficulties.  Matching your personal specification to a job specification could be an easy way to liaise with the co optative environment in a very short and easy way. A job usually includes several roles if I am not informed of that beforehand I could be in a difficult situation.  
A company needs consist of a group of activates and tasks that must be performed in order to accomplish its goals. In order to provide the deities and task well certain skills, qualifications and manual activities are necessary so it can make profit for its owners. (The Impotance of a Job Specification)

[bookmark: _Toc502913875]
A Personal Specification
A personal statement is used in order to describe my qualification, skills, experience and knowledge and understanding. A statement delivering the attributes I could provide working alongside of the job descriptions for a sales assistance. 
My personal statement will involve skills that make me stand out from the crowed such as I work very well under pressure and have an attendance of meeting deadline in s short period of time.  “I have developed organising skills and also learned to manage my time consistency from studying at my university where I have found myself in difficult situations to hand in my assignment as I had few hours in hand. Due to health issues the time given I could not use the time effectively. But within few hours left to my submission I accomplished my task given to me and also came out with a distinction”.

The statement above communicates with my employer as he or she reads thorough my examples given at my previous employment or in my academic filed, which helps to determine if  I am a capable candidate  for the role in their company. 
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Kazi Tanzina Khatun
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The extensive customer service experience developed from various roles makes for an ideal candidate for this position. Working in highly prestigious locations such as Oxford St, skills in working face to face with customers has been developed to a high standard. Additionally, working for major telecommunications companies such as B.T, has provided further customer service skills over the phone. A varied retail background has developed multiple skills in high standard customer service, team building and motivation.




Key Skills:
8 years’ varied experience in customer service
Ability to provide high standard customer service to a wide range of consumers.
Team working and maximising sales whilst working in a busy environment such as BHS Oxford St.
Experience in analysing financial documents for accuracy.
A highly professional manner and telephone skills developed from training in such companies as B.T and Orange.
Broad knowledge of business, marketing and accounts.
Ability to train, motivate and lead a team.
Experience in developing and improving company procedures
Broad knowledge of TCF principles, FCA regulations and Data Protection Act.





Relevant experience:


Link Financial				Vauxhall				June 14 – Current
Customer Account Officer
Providing assistance to customers over the telephone.
Analysing customers’ financial circumstances.
Answering queries regarding payments, accounts and balances.
Referring customers to external organisations based on their financial needs.
Sending correspondence via email, post and fax
Managing own workload, account portfolio and assigned customers.
Communicating and challenging external agencies regarding customer accounts and payments.
Handling any complications on accounts and ensuring issue gets forwarded to relevant department.

Eatfirst					Shadwell				April 17 – Current
Customer Services Manager 
Handling  all customer enquiries, feedback and complications
Gathering customer responses and improving procedures
Training new and existing staff on service guidelines and procedures
Implementing a “Think customer first” ethos within the company
Reviewing social media feedback and responding to reviews and critics
Taking ownership of complicated cases and resolving them with a positive result


Deliveroo Head Office			Canary Wharf				Nov 16 – March 17
Recruitment Administrator
Supporting applicants through the recruitment process.
Calling, Texting and emailing applicants regarding their application and any actions they need to undertake.
Providing first class service via multi channels e.g Live Chat and Social Media
Booking in applicants for trials, Onboarding and fast track days.
Requesting and reviewing applicant documents such as right to work, Proof of address and N.I
Handling any complications and forwarding on applicant to relevant departments.


Primark				Oxford Street				Nov 15  – Nov 16
Customer Assistant 
Highlighting special promotions to customers.
Replenishing stock.
Giving expert advice to customers regarding products.
Engaging with customers and providing face to face service.





Debenhams				Oxford Street				Sept 11 – Jan 15
Team Leader
Supervising Team of up to 16 members.
Managing company projects such as promotional launches, sales and product recalls.
Being first point of contact for customer complications and complaints.
Implementing loss prevention tactics and influencing sales to maximise store profits.
Closing shop floor ensuring end of day procedures are complete.
Preparing daily workloads for staff & co-ordinating the daily allocation of work.
Providing world class service and leading by example.
Arranging & chairing daily team meetings, focusing on targets & achievements

Matalan				Beckton				July 11 – Jan 12
Supervisor
Being first point of contact for customer complications and complaints.
Delivering face to face customer service.
Organising team members daily duties
Restoring store to presentable standards.

BHS LTD				Oxford Street				Jun 09 - Aug 10
	Senior Associate	
Delivering first class service to a diverse range of customers.
Replenishing stock and restoring products to original state.
Taking cash and card transactions.
Authorising high end refunds and handling customer complications
Processing refunds and exchanges in line with company policies
Promoting store key products.


CCA Direct Dialogue			Great Eastern St			Nov 07 - Jun 08		
	Sales Agent
Delivering customer service through telephone.
Promoting products in line with company targets and KPI’s.
Promoting awareness of new company products.
Booking meetings and installations for customers.
Working with deadlines to meet targets.



Qualifications:

BSc in Business management  (2.1)	 Plymouth University				2013

Attaining my degree has provided me with vast and in-depth knowledge of the operations and mechanics of a business. Modules within it has equipped me with knowledge in consumer behaviour, consumer marketing and ethical company policies. The degree has provided me with knowledge on how to promote the company to consumers as a customer orientated business in order to enhance the service given to them. 
Knowledge in Total Quality Management was also attained therefore I have expertise in best practices which can be deployed in the working environment to increase efficiency and productivity.

Diploma in Business			 City & Islington College			2010

	This qualification has equipped with the necessary skills to open and operate a business from scratch. It has developed me with skills in accounting, I.T, administration, business law and business organisation. Various theories in motivation, consumer behaviour and marketing were also learned.

GCSE's					  Moat community Collage				2005
Maths, English, Business Studies, Law	

Interests:
I am a gadget enthusiast and love the latest breakthroughs in technology. I regularly research on the latest releases and update myself on everything that is new on the gadget market. I am also a clothes trend fanatic, having an endless interest in traveling also. 
[bookmark: _gjdgxs]

[bookmark: _Toc502913877]Team Working 
Working together and preforming a task in a group to accomplish a common goal. Some goals of creating teams are to present a structure that will increase the ability of employees to participate in planning, problem-solving and choice proceeding to provide better help to customers. (John 2008)
 Woking in a team involves performing together where everyone achieves more. “I was put in a set of group being the team ladder of a project at my university I equally divvied the project into sections and combined all information together as one whole project. The project met its deadline due to everyone participating”. During team work you get a chance to show extensive skills, such as leadership skills, determination skills, also communication and target achievement skills. Also shows the willingness of group of people’s interests of the team at heart. But such team work is not exclusive to a team or group. Woking for a companies is also is consider as a part of a team to archive profit margin for the owner. (Higson and Stugess, 2014) 
“ The French languages has a  wonderful phrase for team work: esprit de corps. The spirit of a group that makes the member want to succeed”. (Higson, and  Stugess, 2014, p.47) .
Time management 
To complete a task your time is set productively especially in a working environment. Managing your time well is the key to effective work. Bing able to work with the time given gives you the opportunity to be organised and also provides  you an overall idea how to plan specify activist in between.  Good time suture requires important focus and the ability to archive higher standards.  Falling to manage your time damages your hard work and effectiveness which could cause serious stress (Robbins 2016).

[bookmark: _GoBack]Time management gives the opportunities to gain a better professional reputation and  to succeed in your career more effectively. “Woking for Debenemes during the Christmas period, I was responsible to make sales on a number of credit cards and also given a target time to hit if I wanted to claim my bones at the end of the mouth. As I was given a motivation to get extra financial help at the end of the month with an bonus pay, I was determined to hit my targets which meant  I needed to discipline myself to keep focused. Such as coming to work on time, attending work on a daily basis, doing overtime, serving my costumer with more awareness, providing additional help to gain customer satisfaction, advertising the advantages of the use of a Debenhams credit card and etc”.
Focusing on time duration for a period of time shows how may skills are available to gain in such a small time frame. It also shows what is achievable if you put your mind to and how important it might  be to prove to yourself how much you are capable of doing. Challenging yourself and having a positive attitude  towards the cause is not only beneficial to self-confidence but also learning and gaining the knowledge’s that you was un- aware of. Time keeping is effective in general common life style.  “Better three hours too soon, than one minute too late” (William Shakespeare)
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