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                                                           Introduction 

This essay is for job description and person specification. The importance of chosen a good candidate and the perfect job. On this essay talk about my own experience with my old employer using the smart module.








Task1

Job Description

[bookmark: _Hlk502924803]Job description is derived from a thorough job analysis and specifies what job involves derived by person, specification to ensure that persons are hiring the right people to fill the right position. [1] Normally includes duties, purposes, responsibilities, scope and conditions of a work together with the title of the work. The job description is usually the basis of the job specification. 
Surveys, interviews and questionnaires are the first step for job analysis conduced by employees.  The Human Resources (HR) or manager helps their companies with the right candidates and information who are suitable for interview or further selection. The purpose of job description depends on the level of details the job findings include.
Job analysis 
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Task 2

My Cv 
Personal Information 
Name: Telma Pires 
Date of Birth: 09/04/1990
Mobile: 07534717405
Email: xhinezapreta@hotmail.com 


Profile
I am a punctual and motivated person. I work independently or in groups, I willing to learn and develop. I have full United Kingdom driving license, I am friendly and a nice fun. 


Education 
2016 - Present -   University of Wales Trinity Saint David 
· Employability 
· Project Planning
· Problem solving 
· Researching and Analysing Data 

2007 -  July 2010
· GCSE’s 
Maths and English 
· Health and Social Care Diploma 
Level 1 and 2


[bookmark: _GoBack]
Employment History 

2012 _ Present -  OCS Group (Catering)
· Follow instructions for meal preparations for patients with food allergies.
· Accordance to doctors preparing the patients dishes 
· Leave the room tidy and clean  

2008 _ 2011 - Ipswich School (Cleaning Supervisor) 
· Maintain cleaning standards
· Cleaning supplies ordered as necessary
· Train new hires for cleaning 


 Key Skills 
· IT skills 
· Ability to work under pressure 
· Teamwork
· Communication skills 
· Good work values 
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Task3

[bookmark: _Hlk502924067]In the year 2017, I worked for a 4 years company and they respect his workers. At that time, I got pregnant and was the best months for my all life. The company always been understanding about pregnancy appointments, on my last day for maternity leave I never thought it was going to be the worst days of my life. I was on maternity leave for a 1 year, the first 5 months my company refused to pay my Statutory Maternity Leave claiming that I do not have enough earnings. I sent a lot of emails to the company, I asked for advice from the citizens advice, but nobody solved my problem and I continued without receiving my salary. I was forced to go to private lawyers and see my case resolved. My company paid all the salary that was missing, and they said that it was problems on the system, so they could not solve the problem.
I can apply the SMART Model with my personal experience using the Time Management because it took 4 months for my problem to be solved and I can also use decision making because I had to go to private lawyers to be able to get paid and then have my problem solved and be paid normally.
