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Introduction:
According to Yorke (2006) the employability can be described as the set of certain qualities such as achievements, understandings and personal attributes which will make the possibility of gaining the desired employment becoming real. In this essay the author will attempt to analyse the key factors of employability, also how to become successful job candidate, which personal skills and abilities must be developed or redeveloped to achieve that. 


Task 1. The analysis of recruitment and selection processes:
1.1 The purpose of job description:
The job description is one of the vital parts of the whole recruitment selection process. When employment agency stating that they require, for example, a driver, they always specifying what kind of driver they need, what kind of experience, knowledge and supporting training must the candidate have in to receive the job offer. Based on the author’s own personal experience he can confirm that some of the job descriptions he came across while doing the job search were not straight to point, misleading, not informative enough or too informative and even contained grammar mistakes. 
According to Recruitment Agency Indeed (2017) there are four main factors in completing job description:
a. Job Title: Must be specific; avoiding internal lingo and jargon; the title to be concise, no more than 80 characters.
b. Job Summary: Good title opening, must be catching attention; brief company introduction, why it will attract the job seeker; specified job location.
c. Responsibilities and Duties: Main job responsibilities of the candidate; routine day – to – day activities; the position and role within the company.
d. Qualification and Skills: Skills requirements (main skills and qualifications, and soft skills, i.e. communication, team working and problem solving).
All these factors will certainly be helpful in creating perfect job description.
1.2 The purpose of person specification:
Cummings Mellor Recruitment (2017) states that assembling the person specification empowers the business to profile the perfect individual to fill the activity. It is imperative that the abilities, experience and information included are completely important to the necessities of the activity. That’s why completing the successful person specification is as vital as the job description. 
According Recruitment Agency Hays (2017) writing the person specification must include certain key milestones, such as:
1. Skills and Abilities: 
Specifying the exact abilities that the employer expects from the potential candidate to demonstrate while completing his or her duties; thorough evaluation of the candidate’s organisational, communicative and creative skills; aligning every job task with specific skill required.
2. Qualification and Experience:
Which specific education, courses or training will be required; what level of that education is required; should the candidate have any previous experience in similar position, if yes, how many years and months are needed.
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3. Character and Personal Qualities:
What sort of personality would suit your team; make a brief description of the nature of the potential candidate; what traits will help the candidate to complete the job in the most efficient way.
4. Other Qualities: 
Any other qualities which will make the ideal candidate; think of other areas of the person not mentioned before.

Task 2. CV designed for specific role:
According to Totaljobs (2017) making the ideal CV has turned out to be much more vital with the development of online occupation searching. Numerous businesses now seek online CV databases to discover appropriate candidates, searching for keywords and specific phrases.
In this task the author will attempt to create CV individually tailored for his needs searching for driving jobs.
VADYM KOZLOV 
I would like to apply for following positions: Driver, Delivery Driver, Casual Driver, Service Delivery Driver and PCO Registered Driver.

ADDRESS: 47 Saunton Avenue, Hayes, Middx UB3 5HG
TELEPHONE: Mobile 07870497665	         E-MAIL: vadymuk@hotmail.co.uk

PROFILE
I am an experienced Driver with 20 years of driving experience in UK and Europe. My Driving License is clean with no points pending. My PCO license valid till December 2020 and CSCS card valid till February 2019. Recently I have completed DBS full and basic disclosure checks.
I am fully flexible and available for an immediate start. Being the good timekeeper, I always like to plan all my journeys in advance to avoid being late. Delivering goods or passengers safely and securely on time is my main goal. I am also ambitious and hard – working individual, motivated by good earnings and possibility of career rise. My potential value to your company can be illustrated by frequent acknowledgment from senior management received at my previous working places. 

PERSONAL SKILLS AND ABILITIES

Personal Services Experience:
As private hire driver, personal chauffer, and delivery driver I have dealt courteously with different types of customers, listened carefully to instructions from both the public and upper management and handled complaints with empathy and patience.





PCO Licensed Office, Hotel and Airport Training Experience:
During my probation training I have learned and demonstrated the keys to customer care and service, handled cash and used various computer equipment. I also learned how to operate navigation devices, such as TomTom, Garmin or smart phone apps such as Waze or Google Maps.

Problems solving, team working and critical thinking experience:
During my employments within different companies and locations I was involved in various problems solving situations which were dealt with accordingly by myself or as the member of the team. Some situations required critical thinking, especially while driving different vehicles on the road in hazardous weather conditions. Sometimes it saved not only time, but lives of the passengers.

Spoken languages: English-very good, Russian-fluent, Ukrainian-fluent, Polish -fair.


EMPLOYMENT HISTORY


JUN 17/MAY 18: Full-Time Student,
University of Wales Trinity Saint David, London Campus
Winchester House, 11 Cranmer Road, London SW9 6EJ.
Tel.: 0207-566 7600

DEC 14/APR 17: PCO Licensed Driver,
Abbey Cars Ltd, 229B King Street, Hammersmith, London W6 9JT.
Tel.: 0208-748 7474

FEB 14/APR 14: Security Guard,
Black Diamond Security, Vision House, Durham Lane, West Moor Park, Armthorpe, Doncaster, DN3 3FE.
Tel.: 0800-8048112, 0138-4218851

AUG 12/DEC 12: Collection and Delivery Driver, 
Assured Group Ltd, Harriott Drive, Heathcote Industrial Estate, Warwick, Warwickshire, CV34 6TJ. 
Tel.: 01926-887988

JULY 09/MAR 12: Collection and Delivery Driver, 
London Personnel Ltd, 107 High Street, Feltham, Middx, TW13 4HG.
Tel.: 0208-8931608

MAR 09/JULY 09: Warehouse Operative, 
Home and Retail Ltd, Unit 43-47, Phoenix Distribution Park, Phoenix Way, Heston, TW5 9NB.
Tel.: 0208-7590099




EDUCATION

1. HIGHER: Oil and Gas University, Ivano-Frankovsk, Ukraine, 1986/1991
2. SECONDARY: School No.1, Ivano-Frankovsk, Ukraine, 1976/1986
3. OTHER:
1)	MAR 97: Marble Arch School of English, Marble Arch, London, UK
2)	SEP 97/JUL 99: Cranford Community School, English for Business Communications, Level 2, Pitman Qualification, Cranford, Middx, UK
3) JUN 98/JUN 01: Scheidegger College, Business Administration and Computer Skills, Higher Qualification in IT, Intermediate Level, London, UK
4)  JUL 99/JAN 02: Microsoft Office 2000 Course, Learning Library, London, UK
5)  APR 13/APR 13: LASER Level 2 Award in Door Supervision (QCF), London, UK
6)  APR 13/APR 13: NOCN Level 1 Award in Progression (QCF), 6 credits, London, UK
7)  DEC 13: CSCS Course with Urban Futures, Uxbridge, UK
8)  JUN 17/MAY 18: Certificate in Higher Education Skills for the Workplace. 
       University of Wales Trinity Saint David, London Campus, UK


HOBBIES, INTERESTS

In my spare time I like going to gym, playing tennis, traveling and socializing with my friends.

Task 3. The analysis of problem solving and time management competencies:
In this task the author will attempt to analyse his problem solving and time management abilities using the STAR model (Situation, Task, Activity, Result). According to Higgins (2014) competency - based interviews are widely used by many companies to narrow the list of the potential candidates. In those interviews all the candidates are asked the same question linked to the competency assessment required for the specific job. The best way to answer such questions is to use the STAR model mentioned above to structure the response. 
1. Problem solving competency:
1.1 Situation – the author picked up the family of three and was on the way to the airport. Suddenly the car started to overheat in traffic.
1.2 Task – the family must be at the check – in in 40 minutes, otherwise they will miss the flight to USA.
1.3 Activity – the controller in the office was unable to answer to the author’s request for replacement car. The author used his Uber app to call for taxi and within 10 minutes it arrived.
1.4 Result – the family was at the airport on time, problem solved.



2. Time management competency:
1.1 Situation – another passenger was going to airport to fly for very important meeting with Norwegian Prime Minister. She ordered the cab earlier, but it didn’t arrive for some reason. Passenger was very nervous, she could not miss that interview, plus it was Friday afternoon, so the traffic started to build up.
1.2 Task – deliver the passenger on time, even though the pick - up time was very late. 
1.3 Activity – using the Waze app the author calculated less traffic congested route, and when started getting close to the airport used the local knowledge of the back roads. Passenger of course didn’t recognise the way, so she was panicking more and more until she started to see planes landing and taking off.
1.4 Result – the passenger arrived at the airport exactly 15 minutes before gates closure. She gave the author big hug and big tip too. Everybody happy.

Conclusion:
While studying on the module the author realised the whole importance of achieving employability skills, he also managed to create the CV, which on his opinion will help him to get his dream job in the future.
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