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Jobs descriptions are mainly descriptive notes on what is expected out of a certain job profile. It lists the responsibilities and the duties of the person (Furman, et al., 2016). It is prepared using analysis of the internal demand is and what the duties people in the market perform for a similar profile. Job descriptions are good indices for Human Resource professionals to hire, train and deploy people for various roles. These are also standards on which the candidates will be judged in the future. They provide the candidates a clear picture of what is expected from them (Rotundo & Sackett, 2002). These duties and responsibilities keep changing as the organizations evolve and grow. There are many things like mergers, rationalizations and economic situations which affect the roles directly (Castanheira, 2014). Hence it is important to have a regular audit of the job descriptions so that they are relevant every time.
The HR in every organization use these descriptions to get a view of how the compensation and benefits planning is done (Stanton, et al., 2002). They also review the salaries in the external market. The jobs are also evaluated in a manner that can be used to define the role structure of different levels of the employees and their salaries. 
Person specifications are important statements that precisely determine the actual qualities that are expected from a candidate in a particular role (Waugh, et al., 2014). It specifies the knowledge, skill and attitude that is needed to perform the job at hand. This sets the benchmark for the candidate and he know what is expected of him (Jackson & Corr, 2002). The person specifications are made with the help of the job descriptions that are available. The person specifications are a great help to the HR managers and the various consultants in designing training programs and career development for the candidates (Dipboye, et al., 1994). In general, the person specifications are always provided along with the job descriptions. 
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Sumae
11 New Cross Road 
Headington 
Oxford OX3 8LP
[bookmark: _GoBack]TEL: 07831790351

Email: sumae.embalo@gmail.com

PROFILE

A highly motivated and enthusiastic business student with a career orientated, confident, assertive with a real passion for luxury and a fashion industry.
Experienced in implementing retail businesses policies and procedures as well as ability to take responsibilities in conducting tasks according to their priorities are all met.
 Endowed with good observation skills in appearances, ability to work effectively in achieving organisation goals within a group or individually with strong desire to exceed customer’s expectations is my vision.

WORK HISTORY
Marketing manager (Offshore) (July 2015- to date
Ecotel voip communication, Portugal
. Managing all marketing for the company and activities within the marketing department 
. Developing the marketing strategy for the company in line with company objectives
. Co-ordinating marketing campaigns with sales activities
. Overseeing the company’s marketing budget
. Creation and publication of all marketing material in line

Executive marketing manager in Talent, Fashion Private Sale, (March 2012- April 2015)
London, UK
. Managing the production of marketing materials including leaflets, posters, flyers
. Organising and attending events such as seminars, receptions and exhibitions
. Conducting market research for example customer questionnaire and focus groups
. Contributing to, and developing marketing plans and strategies
. Evaluating marketing campaigns
. Liaising with designers and printers
. Organising photo shoots

Volunteer (September 2010- June 2011)
Oxfam- Oxford
. Till
. Ebay pricing and selling 
. Delivery postage
. Keeping the store tidy and attractive


Sale specialist  (February 2007- December 2009)
Diakite robotics, Mali- Portugal
. Identifies need for materials and merchandises and select vendor to procure specific merchandise
. Plans special promotions, coordinates advertising, staff scheduling and event marketing 
. Compiles and tracks sales data for evaluation.

KEY SKILLS
 
· Computer/IT Literacy
· Good teamwork skills
· Perfect time keeping and management skills
· Tact and Diplomacy in resolving queries.
· Ability to act quickly and manage change
· Highly proficient in French language (mother tongue)


Education
University of Wales, Trinity Saint David, January 2017- Present



INTERESTS

Outside of a professional environment, I have a fervent interest in exercising and fitness in order to acquire overall good health. As a very opened minded person, I love travelling, experiencing new cultures and meeting diverse individuals from different backgrounds. Also have a great interest in social networking because I believe that it connects you with people and business opportunities around specific industries or affinities. 


REFERENCES
 
Available on request
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1. [bookmark: _Toc503042398]Team working skills
Situation 
The situation refers to a group presentation which was a part of a module. Here we were asked to present the work as a group
Task 
In the task we were required to make a team presentation by contributing as a team. The task was difficult in the beginning as none of us had a clear insight into what was being expected from us. In the meetings that we had at the beginning there were many questions which bothered us and we were not able to make a detailed plan to proceed. This was hampering our progress in making a good presentation. 
Action 
I realized very soon that since all members of the team had different backgrounds it would be very difficult to have consensus on any particular point. It was my responsibility here to help the team gel well and motivate each member to share their ideas and create an atmosphere that would help us get the task done. I called a meeting where every member was allowed to state their view and plan while the others jotted down their feedback on the statements. Later everyone was asked to rate the points made by the other on a scale of 1-5 so that we could grade the different points and move forward. 
Results
The procedure above helped me and my team list the top three suggestions and these were agreed upon by every member of the team. This was a good way to find a solution and motivate the team to make the final presentation. 

2. [bookmark: _Toc503042399]Problem Solving

Situation 
The situation here was about a staff of a coffee shop in London who was very worried about the decreasing number of customers in the shop. The supervisor told that this was a very serious development. I asked him more about it as in wanted to get to the root of the situation. 
Task 
In the situation given above I decided to help the supervisor in finding out the main reasons why the coffee shop was experiencing decreasing footfall. 
Action 
I decided to get first-hand information for the cause of the decline in footfall by doing a primary data collection survey. Here in went directly to the customers to understand what they wanted and expected form the coffee shop. I designed a survey sheet where I listed various questions and related to service in the restaurant and the products they were offering. The questions asked the customers about taste of the coffee, ambience of the place, the service time, prices, product variety, the conduct of the staff and some more items. I handed out the questions to the people in the shop and many places nearby who were probable customers. There were 40 responses to these questions which I was able to collect in two days. In some cases I filled the sheets by taking verbal answers form the people. 
Results
The results of the survey and the analysis that I performed on the data collected helped me in understanding the fact that the people were not pleased with the cleanliness and ambience of the place. The place had a very gloomy feel and the interiors were also outdated with the furniture broken in many cases. I recommended that the place be renovated so as to make it attractive to the people who were visiting other shops nearby. 
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