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[bookmark: _Toc500624583]Introduction
Employability refers to the skills, knowledge, and experience of the potential employees and the knowledge of the employer as well(Cottrell, 2013). The employability skills help the employer to attract more competent employees and the employees become more competent to be recruited. This assignment describes the importance of the job description and job specification, preparation of CV for the post of a catering manager, and the reflection of the skills.


[bookmark: _Toc500624584]Task 1
Job description and person specification are the two core elements in the job advertisements. The job description refers to the roles and responsibilities of the potential employees require performing the tasks of the post(Cottrell, 2013). On the other hand, the person specification delineates the qualification required by the employees of the company. The followings are the purposes of using the job description and person specification.
1.1 [bookmark: _Toc500624585]Purpose of Job Description
The purpose of the job description in any job can be divided into two major segments. One is the specific purpose and the other is general purpose(Managementstudyguide.com, 2017). The followings are the details of the specific and general purpose of the job description for the post of a catering manager.
[image: ]
Figure 1 Purposes of Job Description
Source:(Managementstudyguide.com, 2017).
The general purpose of the job description is to provide the information to the potential employees in the case of job advertisement and to the employees of the organization regarding the job title, job location, job summary, reporting structure, and roles and responsibilities(Managementstudyguide.com, 2017). For an example, for a post of a catering manager the job title will be catering manager, job location will be the place where the employee will work for the company, reporting structure will explain to whom the appointed managerhas to provide necessary reporting, and the roles and responsibilities those will be performed by the manager in the post. usually, the general job description is provided in the advertisement of the job and the main purpose of it is to get the potential employees informed about the circular.
The specific purpose of the job description is provided to the employees of the organization and generally, the summary is presented in the job advertisement. The detailed job description works as a guideline for the employees to perform the tasks of the organization(Managementstudyguide.com, 2017). The first purpose of the specific job description is to provide detailed duties and responsibilities of the employees. For an example, the general job description of a catering manager must include the number of employees has to be managed by the employees, top management position to whom to report, customer satisfaction tasks, communication with employees and guests, working as a spokesperson etc.(Managementstudyguide.com, 2017).The other important purpose is to inform the special functions of the position. the special functions of the position of a catering manager are the communication function, customer query functions, quality management functions, team management function etc.Thus, the purpose of the job description is to provide the required information to the candidates and employees of any organization.
1.2 [bookmark: _Toc500624586]Purpose of Person Specification
The person specification is a collection of the quality, skills, education, and experience that would be required for the position of the candidate(Reedglobal.com, 2017). The main purpose of the person specification in the job advertisement is to provide a criterion for the candidates to apply for the position. The person specification is provided only in the job advertisement. The followings are some of the major purposes of person specification in the recruitment process.
Firstly, almost every country has the high unemployment rate and a job offer may pull thousands number of application than required(Reedglobal.com, 2017). To reduce the pressure of thousands of application the person specification works as the limiter. The specification helps the organization to find the specific skills, knowledge, an attribute of the candidates to be a potential employee of the organization. Secondly, the interviewing process becomes easier because the candidates a have the same qualification and expertise(Reedglobal.com, 2017). The main specification for the job of a catering manager is the educational qualification, communication skill, presentation skill, team management etc. Finally, the last purpose of the person specification is to test every employee against the same requirements and questions. So, the specification makes the recruitment process easier for the employer and employee find the job best fir for them.


[bookmark: _Toc500624587]Task 2
[bookmark: _Toc500624588]2.1 CV for the Post of Catering Manager

[bookmark: _Toc489222507][bookmark: _Toc500624589]Profile
I am a recent graduate of the University of Wales with experience in catering service and knowledge in catering management attained through the part-time job in different catering services and placement of the college. Now, trying to use knowledge in the professional life through the proper opportunity harvesting by excellence and leading capability in the catering service.
[bookmark: _Toc489222508][bookmark: _Toc500624590]Education
Jan 2008		ESOL courses, WAES Ebury bridge, London, UK. 
Jun 1999-2001		North-South University, Dhaka, Bangladesh.
Jun 1998-1999 	O, levels Mastermind International Scholl, Bangladesh.
[bookmark: _Toc489222509][bookmark: _Toc500624591]Key Skills
Communication and Presentation Skill
As a team leader in the placement, I have gained an excellent communication and presentation skills. The presentation and communication skill will help to fulfill the roles of communicating within the organization and outside the organization. 
Team Working
I am very competent in team working because I was used to working in a team as a part-time employee of a catering management organization. The skills have helped me to increase the team leadership and team management efficiently.
Problem Solving and Decision Making
As I have the experience to work as a catering assistant as well as a team leader the management of the company will be served with great successes. I have excellent ability to solve the problems and identify more than one solution for every problem which helps the organization to take the most effective and efficient one. The data processing and decision-making ability are also high because I can use the software like SPSS and Excel to reach the decision for the company.
Other Skills
· Advanced capability in MS office.
· Basic knowledge using SPSS.
[bookmark: _Toc489222510][bookmark: _Toc500624592]Work Experiences
December 2015 to Date
I have been working in the Princeton Hotel since June 2015 as a catering assistant manager. I am very sincere about the job and always tries to solve every issue within the specified time. I was awarded as the best employee of 2016 in catering segment of the company because of my efficiency in roles and responsibilities accomplishment. I have also a very good experience in customer satisfaction management and quality management in the operations of the catering services.
June 2015 to November 2015
As a part of the placement of the university, I was placed in Princeton Hotel in June 2015. The successful completion of the placement has enabled me to get a part-time job there. The main roles and responsibilities of the position were team management and customer service. The manager was very satisfied with my tasks because of my attention to minor details while ensuring the customer service and other tasks for the goal achievement of the company.
[bookmark: _Toc489222511][bookmark: _Toc500624593]Hobbies and Interests
My hobby is to read books and watching television and my interest is to traveling different paces to see the natural and architectural beauty. 
[bookmark: _Toc489222512][bookmark: _Toc500624594]References
It will be provided if required by the company.

[bookmark: _Toc500624595]Task 3
The most important skills required by a catering manager are the skills of team management and problem-solving. The followings are the application of the skills in situation, task, action, and result(STAR) model.
[bookmark: _Toc500624596]3.1 Team Working
Teamwork is the most important skill that one catering manager should have because the catering service needs to work together. The catering manager has to build teams for different tasks and also works in a team to operate the team effectively and efficiently.The works like serving foods and beverage, table management, quality management etc. require different teams to accomplish the tasks more efficiently (Cottrell, 2010). During my placement, I was a team leader in a catering service organization and I was given the responsibility of ensuring the quality management of the foods and beverage offered.Here the action was to ensure the quality of the foods and beverage, thetask was to control the hygiene and to oversee the production procedure, and theresult was customer satisfaction (Mercer, 2006). The teamwork has helped the company to ensure the synergy in theworkplace, supporting each other in the organization, taking ideas of all the members of the team etc. All the issues have increased the engagementof the employees in the organization and team which has eventually increased the possibility of company’s success.
So, the teamwork is one of the most used tools forefficient operation management. The catering organizations should use it for the goal achievement and for ensuring the employee engagement in the organizations.
[bookmark: _Toc500624597]3.2 Problem Solving
Problem-solving is one of the most frequent tasks that have to be done in thecatering business. The problems arise depending on the type of events that are arranged by the organization. The problem solving refers to ensure the efficient operation by overtaking all the impediments in the way of goal achievement of the organization (Pritchards, 2008). The STAR model is used to ensure the problem-solving in the organizations because the structured procedure help to solve the problems easily. In as birthday event I was the catering managerduring my placement. The problem arises when I found that one of the guests is vegetarian. To solve the problem and ensure the customer satisfaction at the same time the team has arranged a vegetarian dish for the outlier guest(Mercer, 2006). Thus, the customer loyalty and satisfaction has increased toward the company. The company which has efficiency in timely problem solution, have the highest level of customer satisfaction.
Other than the above-mentioned two major skills of the employees the decision making, time management, leadership, motivation etc. are also crucial for the efficiency of the organization. The success of the organization is largely dependent on the capability of the employees to ensure efficiency in goal achievement of the company and the skills and experience of the employees helps to get things done.


[bookmark: _Toc500624598]Conclusion
The skills, education, knowledge, and experience are the key to get the desired job. All the skills are beneficial for the employees for the personal and professional development. The employer should find the skills and knowledge required by the organization through the person specification and the employees will be able to understand the roles and responsibilities through the job description. So, both the employer and employees should be more concerned about the employability to find the appropriate job and person.
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