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[bookmark: _Toc500108219]Introduction: 
Employability refers to a set of skills and competencies, achievements and understanding and relevant personal and professional attributes which enables an individual like me to gain employment opportunity in an organization and be successful as per the organization’s job standard. In this assignment, the job description of an organization’s employment opportunity is described as per its requirement along with person specification required to be fitted with the requirement of the organization. And then a CV is demonstrated as per the understanding of working in an organization. 
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Finding the right employee for a specific position of an organization is not easy. It requires months of effort and looking for “fresh and bright blood” as per the requirement of the job position and associated some formal steps and in this recruitment and selection process, Job description and Person specification are considered as the priority (Cottrell, 2010). Here is a brief discussion on the purpose of the Job description and Person specification:
Job description: 
Job description is considered as a broad and general written statement about the specific job based on its purpose, requirement, roles and duties, scope and working condition etc. along with the job’s title, designation, working hours and authority to report.  
The main purpose of making a job description is making the candidate or new recruit about the standard and expectation of the organisation along with its formal structure and culture and it serves as a reference guide to these candidates or new recruits and the organization itself for determining their roles and salaries with other incentives.
Besides, Job specification serves a significant purpose while recruiting employees as interview questions and assessments are made based on this (Levin, 2004). In the modern business world, every organisation tries to maximize the value creation from each employee and job specification helps to increase the value addition from money spent on employee development and compensation by assessing their skills and experience to compare whether these are matched with organizational standard and expectation. 
Another purpose of the Job description is to provide a basis for reviewing employee’s roles and duties, monetary and non-monetary incentives, setting goals and standard, trending growth paths and setting a perimeter for both the organization and the employee about their expectation from each other (Mercer, 2006). And finally, the job description can be used as a legal documentation while the organization terminates the employment agreement or the employee files a lawsuit against the organization.    






Person specification: 
The Person specification is an illustration of the personal and professional qualifications, skills, experience, knowledge and other traits of a candidate or recruit which are required to perform a specific duty or job of the organization. Generally, person specification is derived from the job description and custom the foundation of the selection and recruitment process.
The main purpose of person specification is to make the selection, interviewing and recruitment process more refines and easier and reduce the possibility of future complexities (Pritchard’s, 2008). Job specification provides an assessment tool to the job seekers by which they can assess themselves against the standard, requirement and section criteria of the organization and can make a basic understanding to fit with these. Another purpose of person specification is to make a clear understanding of two types of personal and professional qualifications are significant to the employer/organization while selecting and recruiting new employees, essential qualifications and desirable qualifications. 
The first type of qualifications makes the employees fit the requirement of the organization and the second type of requirements add extra values to the skills and experience of the employees. Besides, the person specification helps the top management to ensure equal opportunity policies and selection criteria in the recruitment culture within the organization which is helpful to reduce discrimination in the assessment and recruitment procedure (Seely, 2005). And finally, person specification serves the organization in reducing all types of bias, prejudice and nepotism by enabling the organization to weigh the abilities of all employees against the same list of priorities 
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 As I am going to apply for the job position of “Human Resource Manager” technology service providing organization “Star Tech”, it is significant to achieve HR-related skills and experiences based on the recruitment and selection, screening, employee relation, onboarding, retention and release activities of the organization in order to improve employee turnover, conflicts resolutions, employee satisfaction, improving the performance and skills of employees, introducing and managing  training and development programs etc. (van Emden and Becker, 2010). Here is a Curriculum vitae (CV) presenting personal and educational information, career objectives, skills and experience based on my previous job positions, interest and other qualifications etc.


Curriculum vitae
Personal profile:
Name: Kazi Ahsanul Haque
Mailing address:256 Woodward Road RM9 4TB
Contact no:07951258169
E-mail address: kahaque@hotmail.com

Career objective:
Seeking the position of “Human Resource Manger” in a renowned business organization like Star tech who are managing many employees in various level, where I can effectively and efficiently utilize my skills and knowledge to analyze various HR issues of the organization and promoting the efficiency of employees of the organization. 

Accomplishment:
Best HR manager of 2016 in Brotherhood technologies.
Achieved Meritorious service medal 



Educational background:
1. 
Course name              Institution name         result          level         Date 
……………                ……………..             …………..         …….       …….

2.      
Course name              Institution name         result          level         Date 
       ……………                ……………..             …………..         …….       …….
3. 
Course name              Institution name         result          level         Date 
……………                ……………..             …………..         …….       …….

Work experience:
1. 
           Date: …………….  
           Organization’s name: ………………
           Job title: ………………….
           Duties and responsibilities: ………………
2. 
           Date: ……………….  
           Organization’s name: ……………….
           Job title: ……………
           Duties and responsibilities: ………….

Skills:
· Communicational efficiency 
· Conflict management skill (Gained from previous job experience as I was assigned to resolve conflict among field level employees of the organization)
· Quick decision-making capability based on critical thinking
· Capability of performing data mining and analysis and HR related software like Orange HRM and Oracle.
Professional courses:
1.
Course name: Strategic HR
Institution: Open college online
Date: December 2016. 
2.
Course name: Managing society
Institution: IAS
Date: April 2017

Language and networking skills:
Fluent in three different languages (English, French and Spanish)

References:
1.
Full name: …………….
Title/Position: …………
(Work) Address: …………
Telephone number: ……….
Email address: ………

2.
Full name: …………….
Title/Position: …………
(Work) Address: …………
Telephone number: ……….
Email address: ……….




Acknowledgement:
I am hereby declaring that all information provided in this CV is real and I will fulfill my duties and responsible and will admire rules and regulations of the organization.
                                                                                                      …………………………
                                                                                                          Date and signature 
[bookmark: _Toc500108222]Task 3:
Employment in an organization requires regular association and execution of roles and duties like Team working, Problem Solving, Decision Making, Time Management etc. and the success of the career of individual employee, team and the organization merely depend on successful management and execution of these tasks .Here is a brief discussion of team working and decision making competencies of employees based on my personal experience in an oraganisation and STAR model, which was introduced by JAY R. GALBRAITH and consist of a series of alternatives and design policies which are adaptable and alterable by the management and can stimulus the behavior of employees and teams (Hind and Moss, 2011). 

[image: Image result for star model]

                  Figure: The STAR model.
                       				      Source: (Marsh, 2012)


Team working: 
In the organization I have worked, teamwork is considered as most desirable from employees in every level and as per the organizational standard, team working is not just working together, rather helping other members of the team to set a common goal and achieve this goal within the specified deadline. 
As per the STAR model, the Structure of a team in my organization is established as per the objective and availability of human and non-human resources available resources and generally, a team contain 4-6 members having a team leader and roles of these members are dynamic and interchangeable based on their competencies (Boselie et al, 2015). The Strategy of the team is established by a supervisor or the top management of my organization and as per my observation mainly two strategies are used, one is Common and clarity goal strategy and the other is budgetary goal strategy. 
The process of creating and operating a team is undergone as per the goal set for team and skills of team members. In the organization I worked for, team working competency of employees are continuously developing through running numerous sessions, training, skill and knowledge sharing and other development programs and as a result, teamwork competency is offering creativity and learning among workers, blending complementary strengths, building trusts and organizational relationship, promoting conflict resolution skills and sense of ownership, encouraging healthy risk-taking and mutual helping mentality among the employees of the organization. 
As per my learning and practical training in an organization, I am quite familiar with the process of team working and can successfully be part of a team but there is a gap between my expectation and reality as still I cannot lead a team to certain destination.

Decision Making:  
Another significant competency of employees of the organization I work for is Decision making which is considered as the process of selecting the most suitable and logical choice from available alternatives based on organizational standard and requirement, weighing the positive and negatives of each option and considering the probable outcomes of all options (Torrington, 2010). As per the STAR model, in my organization decision making competency of employees is derived by following a formal Structure which includes steps like acknowledging and compensating personal biases, creating a pros and cons list for each alternative, striping down all deciding factors, reversing and re-reversing the line of thinking and finally creating a score system to weigh each alternative. 
As per my observation in the organization, People associated with the decision-making process is based on the level of employment, supervision, availability of time, emergence, skill and experience of the employee etc. In the organization I work for, decision making competency of an employee is influenced by three strategies followed by the top management and these three are Matrix decision making, Good enough decision making and The Best decision making (Windolf, 2006). The decision-making competency of employees in my organization is affected by logic, available information, intuition and experience and this competency provide numerous Reward to the organization such as providing more information, reducing lags and costs, short and long term goal achievement etc. 
I have worked in an organization and had to make several decisions regarding recruiting and selection, training and development, performance evaluation etc. though I am not efficient in conflict management.  
  
[bookmark: _Toc500108223][bookmark: _GoBack]Conclusion: 
Employment in an organization is the outcome of some formal approaches such as recruitment and selection, training and development etc. And the recruitment process is the combination of steps and documentation like a job description, person specification etc. In this assignment, these two factors are briefly described along with the purposes. Then a CV is made based on the understanding of the importance of skills and knowledge for working effectively in an organization. Besides, two different competencies of employees, decision making and team working skills are briefly illustrated.   
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