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Introduction 
The task is about the job description and person specification that is the most important thing for an organization and that will be proved in the following discussion. There will also be a discussion over time management and problem solving skills and why a person should have these skills on them. Actually running an organization is not an easy task, and these things are the most importance of them. 
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What is Job Description?
Job description is a document where all the responsibilities and tasks of manager and workers are written and agreed between them, they have been written by the analysis and understanding all the difficulties and techniques that required to accomplish organizational task. A well written job description provide all sorts of information like working condition, tools, knowledge that one need and skills (Strategic human resource management, 2008).  This kind of document helps to avoid such kind of uncertain situation and all the people are concern with this. In contrast to the poorly written job description doesn’t provide a concept of the organization and it creates a false idea among the workers thus make them confused about their role and sometimes make them hurt. With this document they know what the relationship are between the manager and all other employees of the organization and who is related with whom. (Dowling, Festing and Engle, 2017)
There are many positive side and facilities for making a job description. Some of them are mentioning below-


· Clear communication and direction to employee
It doesn’t matter if it is a medium size organization or large. The matter is if the employee don’t understand the communication process and don’t know who their supervisor is then it becomes so tough for them to work on that environment. Thus job description make this idea clear. (Torrington et al., n.d.)

· Helps to cover all the legal bases
It shows that all the job requirements is justified and accurate. 

· Tells the candidate about the qualification of that certain job
On the job description document it is clearly mentioned that what kind of candidate they need for their work with all his qualification. So before applying for the post the candidate get a clear idea of the job and thus judge himself if he is worthy of that job. (Dessler, n.d.)
 
· Help employees to work with third parties and understand their limitations
In an organization people need to work with many other people as their clients. With the help of job description employees can have an idea about the communication process with the third parties and what is their work boundaries. 

 



Job Description also helps to know these things showing in this chart-



Beside all of these, job description is used for –
· Job description provide a lot of job related data that one seek for. And it also create an appeal for that targeted job.  
· A candidate can easily know what he/she has to do for this job and if s/he is worthy of that job and have all these qualities.
· It gives a clear view to all the people related to the job to know what kind of people they need for their job and who is going to get that job.
· It also maintain a hierarchical concept of reporting. 
Defining the person specification 
Person specification provides a complete idea of an employee’s or applicant’s experience, skills, qualification and all other things that he need for a job. If it use in the job interview or the recruitment process then one can easily find out the qualified person from a lot of applicants. And before apply for the post, applicants will also have a clear idea what type of people the organization is asking for and looking for. 
Necessity of person specification 
· It removes the idea of biasness from the job interview process. 
· It makes a complete communication process between the applicants and recruiters. (Mondy and Martocchio, 2015)
· It helps to find out the qualified person from a lot of applicants. 
· Applicants get the proper idea of their role in the organization. 
· It reduce the redundancy and difficulties of recruitment process. 
· It is used with job description to know a person’s personal skills, qualities and other inquiries. (Anthony, Kacmar and Perrewe, 2001)  
Regarding these necessity we have clear view of the importance of person and job specification in an organization. Maintaining both of them can provide us a complete process of recruitment and save our time also. (Foot, Hook and Jenkins, 2016)
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Photo 

Personal details 

PERSONAL DETAILS 
 
Name: Syed Anhar Ali 
Email address: syedali181161@gmail.com
Mobile: 07958431278
CAREER OBJECTIVE 


CAREER OBJECTIVE 
 
To work in a multinational company and work in different countries with different kind of situation to prove myself as a worthy employee for that position. And at a certain time to open my own business for betterment of my country and also for me. 
Personal statement 


I am a person with a lot of interest. I like to do my work timely, so I maintain time a lot. Whenever I do a job, I try to involve myself fully on that job so that I can finish it perfectly. I like to engage myself with different kinds of social activities. 
        QUALIFICATIONS  
			


Qualification: 
University Of Wales Trinity Saint David
Level 4 Certificate Skill for Work Place 
Academic Year :2017-2018
Diploma in Business 
London School of Commerce & IT 
AWARDING BODY: PEARSON 
[bookmark: _GoBack]PASSING YEAR :2016

 
				PROFESSIONAL SKILLS  
			


  • Experience of working more than 5 different places. 
 • Can communicate with English, Hindi, Bengali language fluently
• have a lot of Business challenging experience.
• can work efficiently with a small amount of data 
• Strongly committed to business ethics 
• Obeying all the rules of organizational culture.
• Concern about health and mental issues.
• Knowledge about multiple business plan. 
• having a lot of experimental and analytical ideas. 
• Expert in solving creative business obstacles. 
• Experience of working with team and individual.
• A well team leader.
• Friendly and Energetic 
• Strongly believe social ethics

				PERSONAL ATTRIBUTES 

			


• Energetic
• Hard working 
• Enthusiastic 
• Time sensitive
• Calm.
				EMPLOYMENT HISTORY 


			


· Worked at MetLife Alico as a market analyst for 1 year.
· Worked for GrameenBank Bangladesh limited as a financial specialist for 1 year.
· Worked at Lotto Shoe Company as an Area manager of Dhaka. 




		 					INTERESTS 



			

 

· playing football
· Reading books 
· Gossiping with family and friends.
· Roaming around the world. 
· Learn different kind of computer programming. 
 
					REFEREES 



Joy Krishna.  Relationship: Former Manager Grameen Bank Bangladesh limited.  Phn: 02378960 
 
 Maksudur Rahman. Relationship: Former Manager MetLife Alico Phn: 023478098
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People are not all the same. They are different from their perspective. It defines them because of their unique skills and qualities they preserve in them. if someone ask me what makes you different from other people , I’ll say it is my Time management that I manage so much in all perspective and the  Problem solving quality that I have in any kind of awkward or tough situation. 
 Time management  
Time is the most valuable thing. Time management refers to the planning of spending time into some different activities. (Mello, 2015) In an organization, for the daily targets, time management is an important matter to consider. Without managing time, workers may feel that they are free to do their work and as a result they can’t bought out the real result of their work. One can do more work with less time by the management of time. Proper management will teach him/her to do his/her task attentively. (Millmore, 2007).    So it seems quite clear that how much time management influence in an organization as well as on daily routine life. 

Time management includes - 



· Dynamic Planning
Time management provides a great facility in planning. If you plan your daily basis work and make a list of it to do all these work? Then you have to see the time as well as your concern job. So you can also put your importance towards an important task and reduce your time from subsidiary work. Thus it will help you to fulfill all the work of your daily to do list. Once you make a list, you are concern with all the task so you can’t even miss one of them and don’t need to pay more for your fault. (Lundy and Cowling, 2004)
· Setting Goals and targets
Going without goals and targets is like sailing a boat without a direction. All the things you do, must have a goals or intention. Without goal a person don’t do anything. Time management will teach you how to set these goals and what is the proper time to do these task.
· Setting limitation
By managing time when you put a time limit in front of you then you will run after that job to fulfill it on time before it’s over. You won’t miss a chance. But without time limitation you may seem you have a lot of time and thus enjoy your leisure and ignore the task. Thus makes you failure. So setting limitation or deadline of a task Is important.
· Dedication towards Responsibilities
When you take a task remind that you are capable of that work and you have a proper knowledge of it. Cause without knowing anything about the task you may fall in deep crisis of data shortage and couldn’t manage to do the work. When you take a task willingly then you can do that enthusiastically. Thus it will show your dedication towards responsibilities. 
· Prioritize activities on their importance
You will better have an idea which work is more important and which one is less. So you can easily give prior to the important task and won’t spend your time doing the less important task. It will save your time and reduce your stress as well. 
· Spending time on the proper work
One should develop in oneself of having the practice of doing proper work in proper time. One should not spend his/her whole doing useless things. Rather he/she can make a better use of time maintaining this practice. 
To me time management is a most valuable thing. There are many reasons behind this decision that I take it from all these four option given on my assignment task. Some of them are showing below – 
1. Time is short: A day is consists of only 24 hours and for your job u get 12 to 14 hours. That’s why whatever you do u need to consider time. U need to consider that to rise high in the position u need to utilize this time. 
2. Work tidily: when you learn how to use the time properly you can do all your tasks timely and you will have focus on it. U can work more and doesn’t it seem too long and tiresome for you. 
3. Improve the power of decision-making: time management will teach you how to do work timely. Then you can easily measure your time and keep an idea whether you are wasting it or you are going on the right way. This is how you can budget your time and make a plan for your decision. Thus it enable you to think what is the right time to utilize your time and thus your decision making process will be better than any other people. Cause you divided all the time in some specific part of your problem. 
4. Success in career: when you do all the work timely and you know that only you are accountable for your time and you feel that you shouldn’t waste your time in laziness. At that point success will also come in your career. For a perfect planning future utilizing time is the most important thing. 
5. Less stress: people who do not have a time sense, usually look busy and stressed all day. Because they don’t do anything in time, thus makes them mad about work that what s/he need to do or shouldn’t. But a time managing person knows what he is doing and what he need to do next. So it reduce extra stress from his mind.
6. Free time: when you do everything on plan, you have a proper idea of your day long routine and work. So you can easily manage some time for your own comfort and leisure. This will help you to pass your time with friends and family. 



Problem Solving 
In everyday routine a person has to face different sorts of problem. Whether it is familiar or unfamiliar to him but he has to solve it out. And as a business person a manager has to face this kind of problem. Sometimes it may be easy situation or sometimes it maybe complex or tough situation for him to identify. Hence a manager has to make decision according to his knowledge and job related past experiences. This kind of problem solving have a great impact on the business activity and much of the success of the business depends on it. So this is an important part for every manager to have this skill on him. They have to work with different team or individual to come out with a result. But whatever a manager done, he has to done it quickly and effectively. Otherwise his organization may fall in a great crisis. Therefore they used to take help from many expert people and sometimes they appoint some expert people on that position to solve it out.

Here is a chart how a problem is being solved –

Usually a person face a lot of problems on his daily basis, if he doesn’t know how to solve them he can’t take any decision regarding on that problem and will fall in deep crisis of decision making process. Problem solving skill is one of the major managerial skill nowadays. As I worked for different organization I faced a lot of problems daily and they are all different and new to me. So I have to solve them to meet my daily task and give my organization a feel of satisfaction. Because of facing these situation I think I preserve this skill on me. 



Conclusion 




From the above description we have got an idea that Job Description and Person specification are the most important things for an organization. They help to solve organizational need and challenges on a daily basis. Time management and Problem solving quality also affect a lot in an organization. If a person doesn’t have them, he may fall in a deep crisis in running his organization.  They will help them to accomplish organizational goals.
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Setting goals and targets


Setting limitation 


dedication toward responsibilities


Prioritise  activities on their importance


Spending time on the proper work











Identify the problem


Identifying alternatives


executing solutions


Judging and selecting alternatives















Job description 


job name 


job placement 


job essence


reporting to


working condition 


job tasks


uses of machine 


difficulties  
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