Stefania Raluca Haralambie
1605464
Employability- Bank Manager
Shao Yuen

Table of Content
Section 1-The purpose of a job description and a person specification……………………………………………….2

Section 2- CV……………………………………………...3

Section 3-Statement for competency…………………….4








Section 1-The purpose of a job description and a person specification
1.1 Job Description
Before I began to explain the purpose of a job description, I will define this. A job description is a general and written statement for a specific job. In general, it includes the scope, responsibilities and the working conditions. In a job description what is important is what information and how much information is incorporated. Some of them have too much information, but on the other hand they are those with to less information. The job description has two purposes: a general purpose and a specific purpose. The general purpose may include: job title and location, job summary, who to report to, job duties. And the specific purpose may include information such as: detailed duties and responsibilities, subtasks, how the job is to be performed and essential functions. In a company, the general purpose of a job description is used to find the basic information about a certain job. Though the info in a general job description includes works responsibilities but does not include subtasks or performance standards. The general purpose has advantages and disadvantages. The main advantages are not consumer of time and quickly you get a basic info to the directors. Another advantage is the minimum human effort and is easy to carry out. The disadvantage is that it doesn’t provide a full-fledged information. The specific purpose includes detailed information about the job description and responsibilities. The advantage for a specific purpose is that offers all the information about the job. It is more detailed and determine training that is need for the works. The disadvantage is that makes the process take longer and can be a high human efforts consumer.
1.2 Person Specification
A person specification is a description of personal attributes, of qualifications, experience, skills, and sometimes personal attribute which are needed to perform a specific job. After researching about person specification, I realize that the person specification has multiple purposes, not just one. One of the purposes is that makes the selection more refined and easier.
Another purpose is helps to communicate equal opportunities within the recruitment process. Also, it makes the job seekers to evaluate themselves before applying. This allows them to match with your company according to suitability not just for skills and abilities. Make the difference between two types of personal qualifications: essential and desirable. This purpose allows the employer to be explicit and specific in what they are looking for. Another purpose for the person specification is that all the candidates are tested against the same list of priorities set out before the interview. This helps in the way that prejudice and personal interest are removed.


Section 2- CV
			Stefania Raluca Haralambie
			24 Hockley Avenue
			East ham, London 
			Mobile:07393984046
			e-mail: Stefania_raluca2503@yahoo.com


Experience
Lucalex SRL 08.2013-06.2014
Team Leader-Sales department
FigaroS.A. 06.2014-.02.2015
Team Leader-Sales Department
Profi Food Srl 02.2015-09.2015
Sales Assistant-Sales department
Elnet Security 09.2015-05.2016
Supervisor-Security department
Percy Ingle 07.2016-09.2016
Customer Assistant-Sales department
GreenCore 10.2016-05.2017
Process Controller-Food Department
Education
2006-2010-Colegiul National Stefan cel Mare Pedagogic
2017-Present-University of Wales Trinity Saint David’s
Qualitys
I’m a responsible person. I can work alone or in team. Great skill in communication, ambition, joyful and always happy to learn.
SKILLS
Competent working in a busy environment
Professional customer service skills
Conversant with computer based systems and packages
Organised with excellent time management
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Decision Making
Situation:
I was in the situation where I had to chose between my friend and a good colleague from work. Both were my friend, but for unknown reason they didn’t like each other. They want me to chose one friend to spend my time.
Task/Target:
My main concern and focus was to try and make them friends, or at least know each other better, then to choose. My task was to find a middle way where we all can be friends.
Action:
With this task in mind, I have decided to take them out for a coffee and spend the afternoon together to achieve a connection between them.
Results:
After spending an afternoon together, the relationship between my friend and my colleague took a surprising spin and they end up being friends. And more than that they decide to go out the next day all three of us.

Problem Solving
Situation:
I was in the situation where I had problem fitting in. I was body ashamed and I had the feeling that anywhere I go people keep staring at me, and not in the good way. It was a really big problem for me.
Task/Target:
My task was to eat healthier and exercise as much as I can. My target was losing weight but in the same time I wanted to regain my confidence. I knew it was hard and it will be complicated.
Action:
I started a diet and a healthier way to eat. I join up a gym and I buy myself a bike. I try to walk as much as possible. I know try to move around with the bike rather than the buss.
Results:
I’ve start losing height and feeling good with myself. My confidence boosts up and now I can do more things then before when I was ashamed with myself.








