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Report on Employability

In this report, I will be discussing the following topics, I will be explaining the purpose of a job description and a person specification within the recruitment and selection process. I will also be preparing a C.V. for a specific job role, showing the importance of skills and knowledge. Lastly, using the STAR model, I will be discussing the competencies of Team Working and Time Management. I will also discuss screening and structured interviews and what I have learned in this module.

Task 1

In every position, including for a Security Manager, the job description is a very important piece of document. It should always clearly state a summary, a brief description, of what the vacancy is about, one that grabs a person’s attention, like a news headline. It will also include a detailed list of duties and responsibilities that comes with the vacancy, in other words, what potential employees would have to do. A list can vary in length and detail, it all depends on the vacancy, but it is normally presented in bullet points. A job description should never be too long, or else nobody would read it and it would seem more like a job manual than a job description. A job description should also include the skills and, if applicable, experience required to perform this job. A skill can be something learned through education, experience can be simply from work experience, volunteering or another paid job. It should also show who the person would be reporting to, so people know that there is a hierarchical structure to the organisation, such as size of departments. To round off a job description, other details such as salary, important facts about the position, location, working hours, travel requirements and more.
A job description can be seen as a very useful performance analysis tool, makes finding, interviewing and hiring the right person easier for employees, and it provides a clear picture and sets expectations for what is required to excel in this position. (Margie Mader-Clark, 2013). However, there are some disadvantages to Job descriptions, it limits an employee’s full potential and what they are fully capable of, new tasks may arise for which an employee may not be trained for, needs to be updated or else it can include outdated information and if the job description isn’t accurate then the employee would be fired/terminated. 

As a Security Manager, a person specification will be very detailed and fully describe that type of person that an organisation is looking for to fill the position during the recruitment and selection process. This is normally including the skills, knowledge and prior experience required for this job, the position’s required education and qualifications achieved, any relevant training that a person should have gone through prior to applying for this position, this will help employers judge if a candidate is capable of demonstrating that they are able to do the job. I would require certain training, certificates and experiences in order for me to consider myself applicable for this position, at a hotel. 
A person specification forces employers to think exactly what is required for a Security Manager position, it also allows recruitment agencies/consultants to work fast in finding the perfect candidate for this position. It also acts as a checklist for the managers of the hotel employers to evaluate CVs and in interviews, saving them a lot of time and effort, as well as being more refined. From a candidate’s point of view, looking at a person specification allows them to instantly assess themselves before applying and knowing how they may fit into the business. It also lends itself to the fact that a person specification is define into essential and desirable skills/experience/knowledge. From an employer’s point of view, it ensures that a candidate is purely judged upon their ability to do the job as the law is very clear on equal opportunities and discrimination. (University of Bath, 2012)































Task 2

Sabina Bibi
51-53 Ley Street
07957257993
Sabina.bibi84@hotmail.com
Personal statement

 A highly motivated and well organised individual, looking to gain further experience as a security manager within the hospitality industry. Thrives on providing solid and essential back up to key positions and projects. A calm head and meticulous eye for detail ensures that all duties are carried out to the highest standards and in allotted time frames.  Comfortable working as part of a team or independently with a focus on delivering quality on performance and provide support, make correct and effective dissensions on a continuous basis. I have a real drive to grow my career within this industry and is really excited for working in a busy, professional, business environment.
Core skills

· Strong organisational, administrative and very good leaderships skills, which is 
· Workload and time management
· Broad knowledge and experience of Microsoft Office
· Dedicated and driven and always on task
· Can prioritise and handle multiple tasks, whilst meeting deadlines
· Consistently striving for improvement
· Can work independently or as part of a team
· Have experience with safety management and safety procedures, compliance standards.
· Well versed in patrolling premises or facility to find out security needs. 
· Able to demonstrate quick and correct thinking in an emergency response.
 



Employment history

Sales Assistant – Dolly Saree Shop, London 
(July 2006 – October 2008)
Duties
· Interacting with customers, to make sales and work towards achieving sales targets
· Keep stock of inventory
· Display any and all special promotions, offers and sales
· Keeping the shop floor clean and tidy
 
Nursery Teaching Assistant, Maytime Nursery, London
(December 2004 – January 2005)
Duties
· Supervising the children’s play time
· Taking part alongside the children in their learning and play activities 
· Keeping and updating the children’s records
· Attend staff meetings
· Helped children with their ways of thinking, allowing to develop curiosity and knowledge
 
Nursery Assistant, Sunflower Nursery, London
(February 2005 – July 2005)
Duties
· Supervising the children’s play time
· Taking part alongside the children in their learning and play activities 
· Keeping and updating the children’s records
· Attend staff meetings


Education
Redbridge College
(2001 – 2002)
ESOL Foundation – Redbridge College – July 2001
ESOL Summer School – Redbridge College – July 2001
English for Speaking of Other Languages Basic – First Class – June 2001
Spoken English for Speakers of Other Languages Basic – First Class – June 2001

Newham College
(2002 – 2003)
NewCAD Care LI Module 3 Entry Point – Newham College Access Certificate – July 2003

References

Suzanne
Class Teacher
Redbridge College
The Ilford Skills Academy
International House
2 Balfour Road
Ilford, IG1 4HP

























Task 3

In this section of the report, I have chosen 2 competencies, Team working and Problem Solving. Following on, I will then use the STAR model to discuss a personal experience that I went through, for each competency. 
With regards to Team working, the situation is that, as part of the sales team on the shop floor of a Saree store that I used to work for, we had a combined sales target for the day, week and month to achieve. Our task is very simple, achieve sales targets set for the day, week and month. After coming together for a meeting amongst ourselves, to discuss how to make ourselves more effective when it comes to our approach to selling to our customers. Our approach had to changed, we discussed that instead of waiting for customers to come to us for assistance, enquiries or help, we should be one step ahead and we should be the customers ourselves if they needed our assistance, answer any enquiries and ask if they need help from us. As the day went on, we noticed ourselves that we were making more sales as a result of discussing our approach to sales. Following this day, we made sure that our approach was something we could do every day. As a result, weekly and monthly sales targets were not only met but surpassed.
With regards to Problem Solving, the situation is that I had to deal with a very difficult customer, who had bought a Saree from the store the previous day and was unhappy with her purchase. She had bought a Saree of the wrong size; normal store policy is that we would either refund the customer or exchange the customer’s purchase for another product. This customer chose to exchange, but wanted a different size and colour Saree. The customer was being very difficult in that she could never agree to a Saree that we had in stock, that was the right size and the right colour, it was either the right colour or the right size, never both at the same time. Our action was simple, we had to keep looking in the stockroom, and find the right colour and design first, then look into finding the correct size, whilst at the same time, keeping the customer calm and relaxed about the situation. The result is that we finally found the customer what she was looking for, at no extra cost for the customer. As a team, we all learned that we had to look smarter and more effectively at the stock that we had, that is why the customer was getting frustrated, because of how long we were taking. It is also very important to note that not all the staff were attending to this situation, as there were other customers who entered the store as well.


Part of the job process is the screening, it is normally the first interview in the hiring process. A candidate’s background, qualifications, salary requirements and availability to work will be discussed, as well as answering a set of specifically designed questions to find out if they are the right candidate, and is either carried out through phone or in-person.
A job structured job interview is normally one of the last parts of the hiring process, it can involve one interview or sometimes 3. Questions asked, are done impartially, with a prepared set of questions, all the questions are the same for every candidate so everyone has an equal chance/opportunity for the position. This allows interviewers to go direct into a candidate’s skills and abilities for the position. This is widely considered to be a more effective way of interviewing candidate and their potential to be able to do the job. 

I have learned a lot in this module, I have learned the importance and effective of a well-done job description and person specification, especially after having read through several real-life examples of job descriptions and person specifications, especially from a standpoint that I am applying for a job as a Security Manager. I have also learned how to apply the STAR model when explaining 2 competencies, Team Working and Problem Solving, how I have used real-life experiences to help explain my understanding. Using what I have learned, I was able to build my own Security Manager C.V, but make it like it was my own real-life C.V, having the mindset that I really was applying for a Security Manager job. I have also learned the different between a screening and a structured interview, how screenings are used to eliminate unsuitable candidates before they meet for a face-to-face interview, where it is more structured, using prepared questions. 

In conclusion, I have discussed the importance of a job description and a person specification for someone who is looking to get into a Security Manager’s position at a hotel, this includes an example of a person specification of a Security Manager. I have also discussed 2 competencies that I chose, Team working and Problem Solving, I used the STAR model to describe real-life scenarios that happened to me, to describe Team working and Problem Solving. 
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