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[bookmark: _Toc499412002]Introduction
The proper understanding of job description and personal specification and the proper utilization of these two components is very important in the perspective of having the right person for the right place in any organization. In this report, in the proper understanding of these to critical component in accordance with the analysis of situation of decision making and problem solving capability of any candidate for any situation have been thoroughly discussed.
[bookmark: _Toc499412003]A Job Description
A job description is a broad written statement regarding all the facts of a job for a specific position. Here, the key responsibilities, duties, scope, work conditions, general rules and regulations regarding a job have been thoroughly discussed for the understanding of the applicant (O’Sullivan, & Sheffrin, 2003). Besides, job title, designation, compensation package, benefit plan, supervising authority, have also been properly shown in this statement for the understanding of the candidates who are going to apply for the job. 
From the organizational point of view, a job description plays very significant role in finding out the best applicants for a specific position because this is the statement through which an organization can attract numerous numbers of qualified candidates for the post which is vacant and pick the best applicant among them. 
Before writing job description, conducting job analysis is very important. Taking ideas from different departments regarding the position and the responsibilities that are needed to be carried out by the selected applicant all are done at the time of conducting job analysis. 
Job description gives the applicants of the job a perfect idea regarding the Expectations of the organization. It helps the organization to comply with all the related laws and acts regarding the recruitment process of the employees in the organization. Job description gives the organization perfect idea regarding the requirement of the people in the organization as it is the result of job analysis. It also helps the organization to find the most qualified candidates for a specific post.
Along with these benefits, there are some problems that are also creating some impression regarding job description. If the job description does not write properly it will give the potential employees of the organization negative ideas regarding the position of the job. Due to the advancement of the modern technologies and changes in the organizational environment, job description now-a-days becomes outdated very quickly. A specific job description sometimes makes the employees of the organization very much structured in their work in a state of being creative and innovative. For any business organization, job descriptions need to be updated from time to time which is not an easy task to do.
[bookmark: _Toc499412004]A Person Specification
Person specification is the skills and competencies that a candidate must have in order to manage all the tasks of a specific job position in a specific organization (Harris, 2006). Personal specification has been described thoroughly by the organization at the time of providing job specification regarding the expected qualities, experience, education, and other requirements that the organization is looking for inside the potential candidates for a specific post. 
For the purpose of finding out the right candidates it is very important for the organization to have an specific personal specifications so that the potential candidates can make the right choice about whether they are going to apply for a specific post in a specific organization or not by comparing their qualities with the qualities specified in the personal specification of the job description. 
It helps the organization to find out the appropriate candidates for a specific post at a very easy and efficient manner. It also helps the potential candidates to know about the required qualities of the organization properly (Menon, et. al., 1999). It makes the job specification very much measurable and specific in terms of finding out the candidates with justification and relevance in quality according to the requirements of the post.


[bookmark: _Toc499412005]CV for the post of Video Editor
Personal Details
Joynul Islam
Date Of Birth- 07/03/1978
Address: 48 Glaisdale, Luton, LU4 9YF
Email: joynul14@gmail.com
Contact: 07930242957
Career Objective
To pursue a growth oriented career, which will help to be successful and to get involved with such an organization where the employees are motivated to be more creative and innovative in doing the assigned activities efficiently. I am an energetic enthusiastic person who enjoys challenges and achieving personal goals. My present career aim is to work within broadcasting field because I enjoy working with broadcasting system and its environment, the work is interesting and satisfying and the opportunity to learn new skills and new technologies is particularly attractive to me.
Career Summary
· An experienced professional in the field of video editing with proper knowledge about the uses of various editing software.
· Duties include editing dramas, music videos, documentaries and advertisements. I also have experience in preparing News packages and am able to carry out online live news switching. I have skills in using different software and ask for guidance in order to fulfill the article to its potential best. Some of the software I use include Avid, Final Cut Pro, DPS Velocity, Media100 and Adobe Premiere Pro. 
Personal Qualities
· I can pick up and apply concepts quickly and use my own initiative.
· Deal politely and tactfully with people at all levels.
· I can work under intense pressure to meet tight deadlines and have a flexible approach.
· I can handle challenging situations whilst remaining calm.
· I am an active team member always supporting colleagues.
Employer
· Light Upon Light Ltd from Jan 2016- Present
· Channel S Ltd from Mar 2011- Jan 2016
Academia
· Dhaka Dhakadakshin College JAN 1995 - DEC 1997
· Rakal Gonj K C High School JAN 1989 - DEC 1994



[bookmark: _Toc499412006]Analysis Competency - Problem Solving
For the purpose of selecting any kind of employee in organization problem solving and decision making capability are very important competencies that the employees of the organization must need (Von Agarwal, 2005). For understanding the performance of the employees of the organization in terms of having these two capabilities at the organizational level STAR Model is one of the best to understand the level of competency properly. 
Problem Solving is one of the most important ways to show the competency at any organizational level. In any organizational context, the capability to solve the problem will give any employee of the organization an excellent option to be efficient in the long run and the short run. Recently, I have encountered with a specific problem of not having my computers work properly. According to STAR MODEL, competency I have in this situation is like the following. 
· Situation: Improper behavior of my computer due to some virus attack and I have the risks to lose all of my information that I have saved in my computer. 
· Task: I need to solve this problem as quickly as possible because the virus he is making my computer slow and from time to time it makes my access to the computer very much difficult. 
· Action: In the first stage, I bought a antivirus and go for boot scan as preliminary activity on the way to stop the virus. After that, I have scanned my whole computer with that Anti-Virus and finally I took my computer to place from where I purchased it to see about the computer is in the good position or not. 
· Result: Due to my activity with antivirus, I am able to keep all my data safe from the virus and after taking my computer to the place where I can get efficient people to work with this kind of problem give me the assurance if not having any kind of major problem in my computer.
[bookmark: _Toc499412007]Analysis Competency - Decision Making
From the above situation I also get an opportunity to test my decision making capability. According to STAR Model, my performance of decision making regarding my action for keeping all the data of my computer safe is like the following. 
· Situation: To save all the information of my computer I have to take decision regarding whether I need to buy an antivirus for my computer before I take it to the service center because the virus is spreading at a very quick time for I cannot access to all the files of my computer I need it properly and one of the most important problems here is I cannot keep my computer stop due to some of my works. 
· Task: The task I have to complete in this situation is to take decision about whether I go to my service center first or before proceeding towards the service center I must make my computer safe by installing antivirus inside it to stop the virus at least for the time I reach to the service center. 
· Action: According to my understanding to keep all my data safe from getting ruined by the virus, it is very important for me to keep the virus stop until I reach my destination so that it can slow down the pace of the virus. 
· Result: After reaching to the service center by the installation of the interface in my computer, I am able to keep the virus stop from erasing all of my data from the computer and after reaching to the service center they solve my problem of having virus in my computer. 
So, from technological perspective all of the organizations and now it is very much related with numerous numbers of technological equipment which can be attack by any kind of virus in any part of its work. In this regard, taking decision regarding the entire virus is very important otherwise the organization can face huge loss of data which can be irrecoverable sometime.
[bookmark: _Toc499412008]Conclusion
In conclusion, can be easily said that for any business organization having a proper guideline regarding the specific position and specific people the organization is looking for the specific vacant post is very important which will give the organization and excellent Idea regarding the people they are looking for. A proper job description and proper personal description will give the organization and excellent opportunity to find out the right candidates from which they can find the best candidate for the post. At the time of selecting the candidate situational analysis is another very important factor which can be completed by using STAR MODEL and in this report the application of these three major components of human resource management of any business organization have been thoroughly discussed.
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