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[bookmark: _Toc522633107]Executive Summary:
This report mainly focuses on some aspects of employability. In the beginning of the report, two important documents of recruitment, job description and person specification, have been discussed briefly. Also, their purposes for organisations and employees have been discussed in fair details with real life examples. Then, a Curriculum Vitae of a Chief Executive Officer has been included in the report. This CV has been developed by keeping the necessity of knowledge and skills to work effectively in mind. Also, focus has been given on the specific role. In the last part, two competencies for employability are selected. After that, they are discussed based on personal experience and the STAR model to show what specific tasks were done in what specific situation and their actions and outcomes. 
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[bookmark: _Toc522633108]Introduction: 
Employability refers to the extent to which a person is apt to be employed in a certain position. Every company tries to employ the best possible person for any position (Mondy and Martocchio, 2016). Job description and person specification are two important tools in achieving these goals. They have been discussed in this report. A Curriculum Vitae reflects the career life of a person. A sample Curriculum Vitae has also been formulated in this report. Lastly, two competencies of an employee have been discussed with personal experience and by applying STAR model. 


[bookmark: _Toc522633109]Task 1
Job descriptions and person specifications are two important tools needed while running any recruitment process. In this task, the purpose of them is discussed. 
[bookmark: _Toc522633110]The Purpose of a Job Description
A job description is a document that describes the requirements, responsibilities, duties and skill sets needed to play a certain role in an organisation. Organisations create job descriptions for various purposes.  The main objective of job descriptions is to recruit employees for a specific position. To be more precise, it serves the purpose of getting the right person for the right responsibility (Ivancevich, J. and Konopaske, R. 2013). Also, a job description helps in understanding the capability which are necessary for running the organisation at the current point. For example, an organisation may inexperienced employees at the beginning, but end up hiring more experienced people when the organisation gets bigger. 
Job evaluation works as another important purpose of this document.  The document subtly identifies the skills and knowledge needed to be contained by an employee and this in turn helps to evaluate the performance of that employee against the benchmarks. Often, the employees of an organisation need training to get upgraded to new approaches taken by the businesses. Again, a job description may help the employer to find the right training for the employees. Like, when typewriters started to become obsolete, many newspaper companies started to train their typists about using computer based word processors (Decker, C. 2018). A job description indicates an employee about what he should do and how he should work and behave in an organisation. Thus, this document serves the purpose of monitoring the activities of an employee and keep him under control. 
[bookmark: _Toc522633111]The Purpose of a Person Specification
A purpose specification is quite similar to a job description but the prior focuses on the skills those must be contained by any person to perform a specific task. Person specification mainly describes the specific skills, education and training a person must have to perform the duties of a job. A person specification serves the following purposes. This document makes the whole recruitment process precise and agile from the very beginning by describing the specific fetes required. And, this ultimately saves time and effort for the organisation.  This document also has the purpose of helping the job seekers to realise the capacities they must have to be suitable to get the job and thus pull the people with only with the right skillset (Jo, H. 2017). 
A person specification divides the qualifications into two categories – essentials and desirables. This helps the employers to get out of the vagueness of a lot of skills by figuring out the must have traits and the additional traits. For example, the essential qualification for a technology company CEO is good communication skills and having a technology background in study is a desirable qualification. This document also states that the candidates are being judged and recruited based on their skillsets and abilities and not based on any other aspects. So, this document serves as a statement of a discrimination free working environment. This document also simultaneously helps in judging the candidates against some very specific points which may help the organisation from not being overwhelmed by unessential traits of some candidates (Wilkinson, L. and van Zwanenberg, N. 2014).  
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Helen A.A. Acheampong
36 Nightingale Lane, London N8 9QU
[bookmark: _GoBack]E-mail: Helen@digigoconsult.com Telephone: 07729882457
Professional Summary
A passionate, skilled and ambitious Chief Executive Officer experienced in managing day to day operations of organisations of various sizes from various industries. A friendly and empathetic communicator who can lend ears to the speakers and make them feel good with proper solutions or appreciations. Have education and trainings in finance, economics, marketing and strategy from renowned organisations. A person having spider like network ranging from government to international organisations.  Have good commend over several languages and idea about some cultures which helps a lot in running operations in multinational arena. Have knack in continuous learning. Passionate in result oriented actions which has helped me to be a top C-Level executive for around a decade. 
Experience
Chief Executive Officer,
Digigo Consultants
June 2014 to Present
· Worked with the heads of various departments to convey them responsibilities and manage and monitor their performances to realise company’s targets. 
· Negotiated contracts with big clients directly to grab them with better offers and bids so that the competitors cannot get the contracts. 
· Initiated the flat organisational model so that the innovative culture become prevalent in the organisation, formulated future strategies for bringing growth and conceptualised new services to cater the needs of the clients. 
Chief Operating Officer
Amigos Health Care
January 2009 to May 2014 
· Worked closely with the CEO and directors to find solutions to day to day business operations, to bring efficiency in the organisation, to make better cooperation among groups and to bring down unnecessary cost of operations.
· Developed new operational offices, revised the materials used and introduced the Research and Innovation department to make the business future proof. 
· Introduced scientific methods of cost control, budgeting and implemented new and update office management and accounting software.  
Chief Executive Officer
Tastalicious Dry Fruits
September 2004 to December 2008
· Developed good relationships among the board members and the financiers of the company. 
· Introduced new product lines from the dried fruits which helped the company to get new customers. 
· Developed new policies and revised objectives of the company to make the operations more efficient and make the operations profitable.
Skills
· Have good interpersonal and people skills to manage people from varied fields and backgrounds.
· Focused in attaining the objectives and goals of the corporations by bringing together the right resources and right people.  
· Apt in communicating with people of varied backgrounds and interested in making result oriented communications. 
· Have good emotional intelligence which helps to understand others’ notions and read out nonverbal cues. 
· Have a positive attitude and solution oriented mind.
· Good at negotiating with all kinds of parities which helps in turning the table of even harder to persuade parties. 
· Can give focus to more important issues without being baffled and thus bring innovative and appropriate solutions. 

Education
Master of Business Administration
2002
Cambridge University
Bachelor of Arts
1999
Oxford University
Reference
Earl Nightingale
Director
Amigo Healthcare
E-mail: earl.n@amigohealth.co.uk


[bookmark: _Toc522633113]Task-3 
Two competencies have been stated based on personal experience and applying STAR model below. 
[bookmark: _Toc522633114]Competency 1: Team working
Teamwork is the mean of reaching any specific goal by working by working with people who are working on reaching the same goals (Campling, J. 2008). My experience is described based on STAR model below. 
Situation: Tastalicious Dry Fruits was having tough competitions from the other players in the market. Also, the suppliers of various materials had a good grip over the bargaining power. So, I had to build a team to formulate product strategies. There, I had the Chief Operating Officer, heads of production factories, head of procurement and sourcing and Chief Innovation Officer with me. We together sat in various meetings and brainstorming and discussion sessions for a week in the head office to find out apt solutions. 
Task: The task in our hand was to find appropriate product strategies. The goal was to decide whether to increase new product lines or not because the old product lines were not bringing profits. Also, another task was to make strategic ecosystem to prevent such sudden shortcomings. 
Actions: At the outset of the first meeting, I presented the condition of the company to the other members present there. Then, I discussed the goal we need to achieve and why we need to achieve them. After that, I divided the attendees into various teams based on their capabilities. My task was mainly to motivate them to bring out innovative solutions from their minds. So, I arranged a brainstorming session and announced awards for the best idea. This made the attendees, specially the heads of the factories, very active and they started to give their best. Also, I connected various groups like Accounting Department, Marketing Department etc. so that they could get the necessary information whenever needed. And thus, we got some amazing solutions.
Results: As a result of my coordination and motivation, a team came up with the idea of making mixed from the remaining of dry foods which has been a very profitable product line. Also, another team made successful negotiation with new suppliers who were ready to provide with far less cost. So, I was successful in producing results that served the goal of making my company profitable by bringing right people to a team and by coordinating the teams with good teamwork. So far, I believe it to be a successful event. 

[bookmark: _Toc522633115]Competency 2: Problem Solving
Problem solving means the process of getting out of hurting situations of a business (Whimbey, A., Lochhead, J. and Narode, R. 2013). Below, my experiences are described with STAR model. 
Situation: Suddenly, the client base of Digigo Consultants started nagging about the price charged by our company. Also, some of our competitors were trying very hard to take our best employees away. So, the whole board of directors and the investors were unhappy.  
Tasks: I had apparently three tasks in the situations. The first one is to find out the appropriate pricing structure based on clients’ demand and our capability. Secondly, retaining talent was a big challenge. And, thirdly, my task was to find out why the management could not predict the possibility of such problems. 
Actions: At first, I broke down each problem to understand what was actually happening and realise various aspects of those challenges. I was adamant in solving the root cause rather than wasting time on peripheral causes. So, I did extensive research on each problem. And to do so, I talked with many industry experts and went through a vast amount of publications. I explored all the possible sources to find out the appropriate solutions.  I also surveyed some of our clients and employees to get into their minds. Then, I also took the help of the Marketing and Human Resources Department to assist me in finding solutions. Thus, a range of solutions came to my hand. And, then, I applied the best ones. 
Result: From the actions above, I came up with some amazing results. The new pricing for the service of ours were reduced by around 15% which still gave us 12% profit and was far less than our competitors. So, our client base increased and earning also increased. Also, I introduced new compensation and entertainment plans for our employees. This made them happier and they refused our competitors’ offers. I also appointed a new Human Resource Executive who listens to the appeal of the employees and try to satisfy them. So, the company now has more profit and fewer employee turnovers. 


[bookmark: _Toc522633116]Conclusion:
Good employees are really very necessary for any organisation to attain the desired goal. This is why, the companies should be using job description and person specification in a better way. And, the Curriculum Vitae of a person should reflect the necessary skills and knowledge so that the possibility can be maximised. Also, the competencies of a person should be backed by various aspects of previous experiences. 
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