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[bookmark: _Toc499197981]Introduction
The competition in the job market is intensifying and it is vital that the candidates know all the steps in successfully getting one. It is important for the employer as well; to know how can they efficiently recruit and select the proper candidate. In this assignment, after a brief discussion of the selection and recruitment process, the purpose of the job description and person specification has been discussed. The purposes of these two parts of the employer disclosure have been justified as well. In the last section, the teamwork and problem-solving ability have been selected for the discussion. These competencies have been assessed on the basis of STAR Model and personal experience. The purpose of the basic job requirement enclosure, preparing a CV and the core competencies of an employee has been discussed briefly. 

[bookmark: _Toc499197982]Task 1: Purpose of job description and person specification within recruitment and selection process
Recruitment and selection are one of the most vital parts for any organization; established or new. The recruitment and selection process involves the sourcing the candidates, assessment of the candidates and finally selecting the right person for the right job (DeCenzo, Robbins and Verhulst, 2013). The recruitment and selection process involves many preliminary preparations for the organization. Preparing a well-designed and thoroughly-thought job description and person specification is just the right start for the company’s hiring team. The purpose of these two fields will be dissed briefly in the following discussion. 
[bookmark: _Toc499197983]1.1 Purpose of a job description
A job description includes the brief description of the responsibilities and the outlook of the job. The purpose of the job description is diverse (Foot, Hook and Jenkins, 2016). A job description includes the job title, department of the operation, primary core duties, secondary duties, the salary scale, location of the workplace, the organizational context of the job role, the assessment process and any other information the job provider thinks should be mentioned beforehand. The purpose of the job description is described below. 
1. Notifying the general and specific areas of the job: The general and the special duties of the job are specified in the job description. The management notifies the general areas, such as job title, job summary, location and responsibility and the specific areas, such as salary, skillset needed, benefits or extra duties to the potential candidates (Managementstudyguide.com, 2017). 
2. Self-assessment of the potential applicants: The job description includes the core theme of the job and the benefits within. The applicant can assess on the basis of the skillset required to perform the tasks mentioned and the competency of self on the basis of it (Knowhownonprofit.org, 2017). The applicant can also determine whether this job supports his future career vision and if he should apply for it. This purpose also helps the job provider to primarily screening out the incompetent candidates for the post. 


[bookmark: _Toc499197984]1.2 Purpose of a person specification
A person specification is a separate document from the job specification that involves two criteria that the candidate must possess; essential and desirable. The criterions are specific, measurable and non-discriminatory and assess the knowledge, qualification, and skillset of the applicants (Beardwell and Thompson, 2017). The person specification involves the requirement for education, experience, and any specific professional degree or character traits which are relevant for the tasks to perform the job. The purpose of the person specification is discussed below. 
1. Sophisticated and methodical recruitment process: The specific person specification helps the organization to screen the applications within the specified criterion (Soas.ac.uk, 2017). The interviewers know what they are looking for and the other stages of the selection process are designed on basis of these specified skill set needed. 
2. Provides distinguished criterion: The interviewer is clear about the desirable and the essential criterion of the candidate. The interviewer knows and is able to assess which candidates possess which and what criterion should be given priority. In this way, the assessment process becomes justifiable. 
3. Helps to remove biases and ensure equal opportunity: The person specification clearly mentions the criterion for the job to be applied. This helps to communicate the equal opportunity for the candidates and clarifies that, the candidates will be judged on the basis of the person specification (CIPD, 2017). It removes the biases and personal interests as all the candidates are tested against the same specified criterion. 


[bookmark: _Toc499197985]Task 2: Preparing a CV for a Driveway Pavement Constructor 

                                             Name: loide braghin
House no. 23 salisburys road_n4 1 jy
Contact No 07590267104
E- mail: studnetmail@gmail.com

Career Objective
Applying my knowledge, skills, diligence and hard work, I will strive to make the best of my skills to ensure the health and safety in the workplace for the employee in the organization. 
Educational Qualification
	2017
	University of wales 
Trinity Saint David London Campus
Leeds Beckett University - BSc (Hons) Safety, Health & Environmental Management 2010-2013

Experience:
Opus International 2013 - 2017
· Provide operational and functional management advice on the practical implementation of the company’s SHE policies and processes including external stakeholders such as customers if necessary.
· Assist SHE manager or delegate and Contract Management in understanding of stakeholders (internal and external) aims, priorities and risks with regards to SHE
· Assist, where needed, with the development of Health, Safety and Environmental Management plans if applicable and coordination of review
· Provide operational and functional management with advice on the prevention of accidents, incidents and ill health
· Provide advice and guidance, and where necessary assist with the obtaining legal consents, licenses and exemptions such as discharge consents, abstraction licenses and waste management licenses as and when required and as directed.
· Assist the SHE Manager and other members of the SHE team, in key tasks to assist in the development, management, implementation and monitoring of the Safety, Health and Environmental Management System
· Undertake and/or assist SHE Manager and/or Contract Management in establishing, managing and maintaining relationships with external stakeholders such as local authorities, HSE, EA, and others as required and directed
· Assist with and undertake SHE Advisory Visit, Inspections and Audits where required of operational sites. 
· Research Safety, Health and Environmental Issues and best practices as directed by the SHE Manager or delegate
· When directed, assist with the preparation of SHE risk assessments and Method Statements
· Undertake and/or assist with the monitoring, analysis of and reporting of SHE performance. Utilize data to highlight areas of further consideration, evaluation and intervention
· Manage the investigation of accidents, incidents, dangerous occurrences, near misses and other incidents as directed.
· Assist in the preparation and implementation of SHE training/briefings, as directed.
· Promote best practice, capture best practice and ensure it is fed-back into the business
· Set standards and lead by example in the management of SHE.
· Experience in Regulations CDM2015.




Training / Competencies:

CSCS Card
Behavioural Safety
Conducting General Risk Assessment on a Construction Site
Fire Safety Awareness


Memberships:

Chartered Member of IOSH




	
        Certificate in HE in skills for work place

	
	
	
          











	National Vocational Qualification (NVQ)
Government of UK

	                                       Level 3

	                                    
	                              

	
	
                                        
  

	
	


Additional Skills
• Able to learn and apply instructions quickly and effectively.
• Hard working, detail oriented, able to do multi-task.
• Have good  communication and interpersonal skills.
• Skill in operating the tools needed
• Keen sense of responsibility
	
Computer and language skill
	Computer Skill

	Proficiency in MS Office

	
Language 
	
English
Italian 
Portuguese 
French ( basic) 

	

	
	


	
Personal Information 
	
	

	Gender female 
	

	Citizenship Italian
	

	
	

	
	

	
	


Declaration
I declare hereby that all information I have presented in this curriculum vitae is true to my knowledge. If required and where applicable, this document can be supported by authentic certificates and references mentioned .
                       Assignature:  Loide braghin 



[bookmark: _Toc499197986]Task 3: Analysis of the competencies
Among the competencies needed to perform a specific job, the team working problem, problem-solving, decision making and time management are the most crucial. These competencies make a candidate appropriate for most of the jobs. 
The STAR framework involves four steps; situation, task, action, and result that identifies four crucial phases in handling a situation (Belludi, 2017). This is mostly used in the behavioral assessment of the candidate.  The phases basically are, 
1) Situation: Here the status quo of a certain condition is presented.
2) Task: The primary objective or required target is mentioned here. 
3) Action: The actual action of the subject is pointed out here. 
4) Result: The final outcome of the action is assessed. 
In this section, the team working and problem-solving will be discussed on the basis of personal experience within the STAR framework. 
[bookmark: _Toc499197987]3.1 Team working
Team working involves the combination of the skills of the employees and cooperating to achieve a specific goal. This skill will be assessed by STAR model below. 
1) Situation: In one of my project works, teacher specified new teams involving new teammates and as the most of the team members had personal complexities and own jobs the timing of the project solving meeting for all could not be managed.
2) Task: We were required to submit our project paper as well as the presentation within a specified period.
3) Action: The project required some questionnaire fill-up and response collection and assessment of the response within previous studies. We divided the tasks into two parts. Those who had jobs, collected questionnaire responses from their job places and those staying in the home got in with the study and completed the theoretical task.
4) Result: We were able to manage the whole task in a timely manner and everybody helped everybody in the project. And no one had to alter their personal activities for the project. 
The team working competency helped all the members through coordination, cooperation, and time management among the members properly.

[bookmark: _Toc499197988]3.2 Problem solving
Another important competency is the problem-solving. Problem-solving involves the identification of the problems, the binding issues and the finding out possible solutions to the problem. The problem-solving skill will be discussed in the STAR Model below. 
1) Situation: My teammates and I participated in a case presentation competition and it was due only a day later. But our specified presenter got flu and was not able to present on the due date. 
2) Task: I was the team leader and core coordinator. And I had the responsibility to get jobs done and solve the problems that arise. In this condition, most of our team members were considering to leave the competition as attendance of all the members during the presentation was mandatory. But we worked hard for it and I was not ready to let go this easy.  
3) Action: I contacted the organizers and collected the contact number of the core coordinator of the program. I explained the situation to the coordinator and explain why one of the members could not be present and if any other member can compensate for him. The coordinator agreed and yet we were not prepared enough. So I called for an emergency team meeting and together we prepared another member for the presentation. 
4) Result: In the case competition, the replacement presenter did well and as we previously informed the judging committee about the situation, no marks were deducted because of nonattendance of one of the members. 
In this way, using problem identification, assessment and cracking it step by step, the situation was handled

Loide braghin
[bookmark: _Toc499197989]Conclusion
It is important for the employer to disclose every important detail of the job in the job description and person specification. This will save the time and also make the recruitment and selection process easier. Analysis of the candidate’s behavioral skill and the competencies, STAR Model can be followed. This model helps in assessing the core actions of the employee in a certain situation and identifies the skill the employer is looking for. 
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