Task 1
Within recruitment and selection processes, explain the purpose of 
A Job Description 
Susan M. Heath field explains that: 
A job description is a crucial piece of document which helps in the understanding of what a certain job involves, the duties that need to be performed and the given responsibilities that come with it. It is basically an overview of a job that employees and applicants might be interested in which they read and understand before applying for it. A good job description helps applicants and employees understand what qualities, skills and abilities the employers are looking for and how much of impact it will have on their futures and further understanding of the given job. Job descriptions also prepare when one for the difficulties and potential risks that come with a job, as knowing beforehand what one is getting into can help them prepare physically and mentally for the job. This is an essential detail for employers to put in their job description as it is a requirement to specify the risks involved as this reduces the risk of injuries and improves and promotes more conscious working reducing the chance of any mishap or injury. 
Information a job description should contain:
Job title: Clear Overview of the Job
Reporting to: Line manager that you report to for up-to-dates and mess ups
Responsibility for: Employees own responsibilities in the job
Location: Where the job is located, which city, town, street, building and room. 
Overall purpose of the job: what the job is about, Future of the job, how many people it affects etc.  
Key activities: The main activities that need to be focused on and performed
Perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy.  
To perform any other duties as may be reasonably be require from time-to-time.
A Person Specification
According to the Human Resources University of London:
A person specification is a list of things a candidate must have in order to be able to work for a job. This specification includes qualifications, knowledge, experience, skills and many other criteria are which should be followed when making selections for the hiring of the job. The specification is something that is made by looking at the job description and making it specific to it so that only people with a certain set of attributes may be hired. This person specification is used a basis for passing and failing candidates that apply for the job. It is used in all stages for shortlisting’s. The specification can also be used as a reference for better advertising. 
Selection Criteria requirements involve being:
Specific:
Specificity is the key when hiring for a complex job, good communication is too broad and is not specific enough whereas the ability to communicate in multiple languages is much more specific and helps in narrowing down people much better suited for the job.
Justifiable:
The specifications that are being put through are justifiable to the job.
Measurable:
The candidates are being measured up against a certain standard, this standard should be reachable.
Non-Discriminatory:
No discrimination what so ever, criteria must be relevant to the job, fair in every way and made equally. 
References
The Balance. (2018). 5 Positives and 5 Negatives about Job Descriptions. [online] Available at: https://www.thebalance.com/job-descriptions-positives-and-negatives-1918556 [Accessed 4 Jan. 2018].
Anon, (2018). LSE Human Resources. [online] Available at: https://info.lse.ac.uk/staff/divisions/Human-Resources/Assets/Documents/HERA/Job-Description-Guidance.pdf [Accessed 2 Jan. 2018].
Soas.ac.uk. (2018). Human Resources Department at SOAS: Person specifications. [online] Available at: https://www.soas.ac.uk/hr/procedures/recruitment/bestpractice/personalaspecs/ [Accessed 4 Jan. 2018].









Task 2
Zara Zafar
Mobile:
Email: 1605787@student.uwtsd.ac.uk
Applying for: Role of an assistant manager in a dry cleaning shop
Profile
I am a determined individual that has had a variety of job roles which has allowed me to improve my interpersonal, communication, organisational skills. My experience in various job roles has allowed me to adapt and improve my skills so that I can help different people. This means that the experience I have gained with self-employment is very beneficial to most jobs as it means I have skills and capability to assume the leadership role at any given moment to act as a support mechanism for my team. A part of self-employment had me take over as a cashier which has helped in developing my numeracy and communication skills.
Hobbies
· Learning about the latest news around the world
· Catching up on fashion trends
· Learning new ways to improve the house
· Reading 
Education and Qualification
2016-2018                                    University of Wales             Qualification certificate in Higher Education 
Work history
2001-2010 		House wife
2015-2018	 Self-Employed
Skills and achievement 
Communication
· Having worked at many different places and in various different roles it has allowed me to be able to communicate very well with my colleagues 
· Advertising for companies has allowed me to help communicate better with customers#
· Helping my child’s school events has allowed me to be more open with others 
Numeracy
· Working as a cashier has allowed me to solve mathematical problems quicker
· Being self-employed has allowed me to improve my numeracy skills as I had to keep records of and calculate the finances 
Leadership
· Self-employment meant managing my own team and leading them through every situation
Teamwork
· As a university student I have had to be part of groups this has allowed me to share and invent ideas
· At work having discussions with other employees to improve the workplace has helped build to learn about the importance of teamwork improving upon my team working skills
· Noting down team members strengths and weaknesses is something I did to improve the team as a whole
IT literacy
· I have experience with Power point presentation, Microsoft Word and Microsoft Excel
· I can use a computer and laptop and do research on my own
Organisation
· Organising events at my workplace has allowed me to improve my ability to multitask
References 
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Task 3
Team working 
Situation
· Where are you?
· Dry cleaning is mostly known as small businesses and in such small businesses teamwork is essential any one person should have all the skills and knowledge needed to be able to take over another person’s work if they are absent, ill or on leave. Dry cleaners always run with small amounts of people as not that many are needed for the job to run smoothly but if one of the people leave especially if it is a busy week in can burden the rest with a lot of work which can then end up causing poor and rushed cleaning of the clothes. 
· Who are you with?
· Dry cleaners are mostly run by a small amount of people as the things needed to be done are in a sense not so many. Each person has a role and duty that they need to complete. The amount of current workers 4-5.
· What has happened? 
· One of the workers during a busy week ends up quitting due to the workload saying they cannot handle it leavening the place short staffed.   
Action
· What you did?
· Since one worker had left the workload now had to be split among the rest, in these types of situation no one wants to increase their workload so I volunteered to do a part of the left work.
· Why did you do it?
· I took this approach because if one person steps up others are bound to do so as well. Strength in unity.
Decision Making
Task
· Situation:
· One of the employees has left due to work stress leaving the team with lots of work.
· What was the objective?
· [bookmark: _GoBack]Split the Work between the remaining workers while searching for a new team member. As it was a busy week and because of a machine problem clothes were piling up to a point where if we were a day late the customers would not have gotten their clothes back on time. Some these clothes belong to the nearby surgery and they need their clothes to be clean and fresh for the betterment of the surgery and the patients that visit the surgery. In a situation like this suddenly having a staff member leave due to pressure was stressful and it was affecting the other members and their morale. 
Results
· Improvements?
· That week was one of the most difficult weeks we have faced but due to my volunteering for the extra work and everyone else’s quick and efficient work the work was able to finish on time and the clothing and garments where given to the customers as done normally clean and tidy. A situation like ended up making our relationship stronger, we knew we could now rely on each other is times get difficult again. After this incident whenever someone had to leave due to any reason they would tell a couple of days beforehand giving us time to prepare in advance for future situations that may or may not arise. This also made staff more positive and toughened their mentality towards hard and difficult problems that they may face in the future. 

