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[bookmark: _Toc502888596]The purpose of the Job Description
	Every organization has to outline job specification when giving explanations on what should be done by the prospective employees (Pató, 2015, pg. 406-4015). This has to do with employees’ skills in performing given tasks. When recruiting new staff members, it is crucial for them to understand and know what they are expected to do in giving a company shape. Discussed below are some of the purposes of job description 
	It gives a detailed job responsibility on what an employee needs to do. This is important as new recruits will be well informed on what is expected of them as outlined by Cheramie, et al, (2014, pg. 49). When getting recruited, the new employees do not know what is supposed to be done under their work schedule. The job description gives them an outline to know the kind of tasks to indulge into. No one will be lost or in need of orientation. The skills an employee has will guide him or her to do the right thing.
	Job description gives an outline used to compare industry salaries. This is a good opportunity for new employees to know their salaries as stipulated on the kind of work to be done. This is awesome as everyone will know the kind of effort to employ in giving quality outputs. A good salary serves as an encouragement to employees in offering quality services to an organization. Moreover, employees will not have a second thought of looking for other well-paying companies. It will down on them that they already have what they need. Sometimes there are individuals with special skills needed by the company much more than others. Such individuals demand unreasonable salaries since they know well, there exist no one with the same qualifications. Job specification limits such people and offers no space for later negotiations.
	Human resource planning is simplified as job description gives adequate information on duties and what can be of help to new recruits or even existing employees. In such an instance, no one will deny that he or she does not have adequate knowledge and skills in performing the duty required. Employees know well their particular areas and are well aerated in them. The diagram below shows part of the purpose of job description.
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[bookmark: _Toc502888597]Purpose of the Person Specification
	The person specification simplifies an interview process and makes it more refined. This is through the kind of skills and knowledge outlined by an individual seeking employment. The human resource manager will have an easy time comparing the skills and knowledge outlined. There will be no more questions as everything is narrated and well explained inform of a written document.
	Job seekers get to weigh the duties outlined in a specific job before applying (Shinkawa, et al, 2017). This saves time and shame since one will only get to attend an interview of a work which he or she has knowledge on. There is no doubting or misapplication of job opportunities. The skills and knowledge have to correspond to the kind of work to be applied on. 
	Person specification outlines individual qualification. The employer has to look at the specified skills and academic qualifications, a situation which brings a sense of weighing what the job opportunity needs (Mann, Yanson, & Lambert, 2017). Individuals with the right qualifications will be chosen to compete in that the best will be selected to lead the company’s specified job vacancy. This helps in removing biasness and other corrupt scenarios that can be subjected in favouring unqualified people. This is a good strategy in ensuring there is no back door means used in selecting a recruit to a job he or she is not well equipped in terms of skills and knowledge.
[bookmark: _Toc502888598]Part 2 CV
Curriculum Vitae for Being a Chief Chef
Yalchin Yashar
y.yashar1@hotmail.com 
07471503620
Carrier objectives
To work in a dynamic and well aerated organization that will provide a conducive environment for me to actively utilize my capabilities developed through work experience and education. 
Academics Qualifications
Certificate HE Skills for the workplace level 4. This will help me have right skills and knowledge to handle the duties outlined. I have the right qualification as stipulated in the job description and by weighing the requirements I found out that being part of the company’s staff I will do best in exploiting the skills learnt.
Certificate of secondary education.
Personal Competences
· Good team building skills. I am able to make friends and work together as a team. I knew this competence through previous job opportunities and my early life social attributes while doing my studies.
· Good leadership skills. I was chosen to lead students as a captain.
· Good communication skills. (Both written and verbal).
· Good organizational skills and ability to prioritize work as necessary.
Hobbies
· Like cooking
· Travelling and exploring new places
· Swimming
Referees: Available upon request
[bookmark: _Toc502888599]Part 3 Competencies
Team building
	To work effectively without stress, team building is vital as difficult tasks will be shared and solved amicably as discussed by Jacobsson, et al, (2017, pg. 146). There is no need of having an own interest in working singly with no help from others. It is usually wise to involve other staff members who have experience on particular tasks to help out since no one can have all the necessary skills in an organization. Team work help to harmonize different skills for effective progress of a company.
[bookmark: _GoBack]	Team work motivates employees in work places (Zubizarreta, & Pancheva, 2017). Staff members get to work awesomely in groups as they focus on how to bring improvement in the company.  They debate and exchange ideas as everyone contributes to what he or she feels will be of great value. In such a way, every employee feels to be part of the company and he or she will definitely feel honoured. Ideas shared will present part of the plan which is aimed at making an organization improve greatly.
	Moreover, to have team work, employees will trust and respect others as they will have a common goal of making the company great. 
Decision Making
	This is another important aspect in any organization. Decision making entails a lot since whatever is to be agreed upon should make the company perform better. This is why before arriving or agreeing on a particular decision, it has to be weighed and the impacts it can bring established first. After careful considerations and other instincts, the decision is agreed upon and accepted to be implemented. There are four styles of decision making as displayed by the diagram
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· Directive. This type of decision making style involves the employee using his or her own experience, knowledge and expertise to decide on what benefits an organization
· Analytic decision style.  This entails getting available data and facts do the analysis then find an effective way of agreeing on some final decision.
· Conceptual style which involves brainstorming and having time to find out how the decisions will affect the company.
· Behavioural style. This focuses on already made decisions in the same filed and how they did affect a company.
To come up with effective decisions, there are distinct steps involved. This makes the decisions to be quite unique and vital to a company. It is not important to run and engage on a particular decision without having a close check on the impacts it will have. Outlined below is the processes and steps applied in making right decisions as depicted by Bernardino, (2017)
Step1.Knowing and understanding the goals which have to be satisfied or fulfilled. Before starting to make a decision, one has to know what a company needs to improve on quality performance. This will yield room to have right decisions
Step 2. Getting right information which will guide in weighing options available. This is vital as the information to be collected will provide a platform for better decisions made.
Step 3: Consider the Consequences. This is weighing possible impacts and selecting a way to minimize them.
Step 4: Make the Decision. After considering all the factors, this is a vital step as it involves coming up with right decisions.
Step 5: Evaluate the Decision
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