What is the purpose of a Job Description and a Person Specification?
Job Description
According to indicators and resources:
Job descriptions are needed to show employees and applicants of the responsibilities, duties and work load of a Job. These are necessary as they help people decide whether or not they would like to work a certain type of job and if this job would help in their future careers and future possibilities. A lot of information is needed to make a job description depending on the type of job it is being made for. Criteria requirement for a job description varies as different jobs have different needs but before that;
What is a Job?
In simple words a job is position of regular employment where you are paid for your work and efforts.
The first reason a person is even hired is because they passed the application and interview stages and this all starts with a job description. 
Information a job description should contain:
1. Job title: Clearly stating the job itself 
2. Location: Where the place of work is
3. Accountable to: The main person to report to for documents and or mishaps
4. Job summary: A small paragraph about the job
5. Main duties and responsibilities
6. Flexibility clause
7. Environmental Sustainability
8. Clarification of the School’s pay structure
9. Equality & Diversity
10. Team management responsibility
11. Budget responsibility
12. Working Pattern
A Person Specification 
Reed global defines that:
A Person Specification is an important part of hiring people. This specification helps in acquiring people best suited for the certain job, it helps in acquiring people with the abilities, skills and talent which are most desirable. These include the amount of education, knowledge and work experience a person possesses.   
There are five points that give an overview of a person specification. These are those five points:
1. A person specification comes in handy when at the interviewing stage, it makes it easier for employers to find future possibilities within a person and how beneficial one can be towards the company and job. 
2. People that come forward are able to prepare beforehand making sure that they are ready for the job. This also helps them understand how and what they will be able to do when working for the company and or business. Depending on time can also use it acquire skills that may be more desirable. 
3. A person specification helps in finding the more beneficial and essential people for the company and or business, helping in setting out the criteria beforehand for better and quick processing and results.
4. No discrimination and equal opportunities, people are assessed not on their looks, gender, age, sex, height or weight but on their skills, talents and abilities. It is Law that all recruitments are made fair and without discrimination. This in turn also increases reputation of the place.
5. A person specification is prepared out beforehand with set criteria requirements, this helps assess and test all the candidates from the same criterion removing personal interest, all sorts of bias and favouritism when recruiting.        
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Task 2
ZARRAR ZAFAR  
APPLYING FOR: COMPANY DIRECTOR
MOBILE: 
EMAIL: 1605825@STUDENT.UWTSD.AC.UK
I am an extremely motivated individual that is always determined to learn more every day. Working in various job positions has allowed me to gather a range of different skills such as time management, organisational, interpersonal, communication and team work skills to help me improve not only as an individual but also make me more aware on how to handle myself in different work situations such as how to deal with customers, how to manage products for a particular job and how to conduct myself with different people with the workplace. 
HOBBIES 
· Travelling 
· Reading 
· Writing poetry 
· Keeping up with current affairs 
· Gardening 

EDUCATION AND QUALIFICATIONS
2016-2018                                                              University of Wales 
EMPLOYMENT HISTORY 
2014- Present                                                       Career break 
2007- 2014                                                            Self- employed  
2003- 2007                                                            Taxi Driver 
1999- 2002                                                            Security Guard 
VOLUNTARY EXPERIENCE
Leafleting around the event area
Doing charity work locally 
Setting up a small business to help schools 
SKILLS AND ACHIEVEMENTS
Numeracy
· Being self-employed before allowed me to  improve my numeracy skills as I had to keep record of and calculate the finances 
· Basic maths is easy to apply and use in everyday life  

Leadership
· Being self-employed and owning my own kababish before meant managing my own team to ensure that customers were treated well 
· Leading planning strategies with my team to make sure that business does well 

Teamwork
· Being part of an assigned university group has allowed me to share and invent ideas
· At work having discussions with peers to improve our university experience has helped my teamwork skills 
· Noting down team members strength and weaknesses is useful to help improve the team as a whole

IT literacy
· I have experience with Microsoft word, PowerPoint and Microsoft Excel 
· I can use different resources on the internet to complete projects 
· I can operate a computer and research 

Interpersonal skills
· I able to get along with people really well as I am very extroverted 
· Having worked at many different places and in various roles has allowed me to be able to communicate very well among colleagues
· Advertising for companies has allowed me to help communicate better with customers  
· I have a strong work ethic and I able to be professional even in difficult situations 
· I am confident so I can lead a group of people in a work environment to ensure the best results for the business 

Task 3
Time Management
Task
As a mini cab driver there were always many task and responsibilities that I had to face one of these is picking up customers that have called from a distant place or a one close by. The main task is simple, get the person and take them to their destination.  The main problem with this is that the person calling for a taxi can be waiting in a place that can be really crowded and to get to that place we have to go through traffic, construction work and sometimes even accidents which end up making the job even more difficult and sometimes we even get them late because of which they don’t pay and sometimes when arriving at the destination to pick up the person, that person is not there.
Action 
What I had to do on a daily basis is learn the routes, the ins and outs of this profession, which streets are filled with traffic and which are ones that can be used to get to the customers quicker, this helps in increasing customer satisfaction. Time management is a successful cab driver best helper, being able to manage to a dot how much time one journey is going to take and then starting up a new journey in a matter of minutes is no easy task but after 15 years of working it becomes easy, still difficult but comparably easier. 
Decision Making 
Task
Dry cleaning is a business where you are tasked with the cleaning of other people’s clothes these can range from normal prices of just £5 to an amazing price of £200-£300. Ruining these clothes can end up costing you more than you can earn and being the one to mess it up is damaging financial wise and even more damaging psychologically. All clothes have different ways of cleaning and using a wrong washing or cleaning technique can ruin the garment.
Action 
Different people are made to take care of certain types of clothes; these clothes come in all shapes and sizes. Work is divided many little chunks, this is done to better sort out the clothes. One employee is tasked with checking the clothes for items as sometimes there can be pens in their which can end up ruining the clothes of not just the one it’s in but others as well as most go in the same machine to be washed. Second person is tasked with checking the labels and researching upon how the garment should be treated. The rest of employees use the different cleaning techniques to wash and iron these clothes. In the case of damage or lost clothes it is compensated with another garment of equal value and if that is declined then cash is paid as an apology. To make sure this type of situation does not arise all employees are tasked with extra care and focus for the safety of the clothes and their finance as well as the person that damages will get penalised too. 
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