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Employability

Job Description – A job description is used to describe exactly what a job entails and to see whether or not you would be suited to the job. It’s often derived through a job analysis and is very important to take note of. As well as that it also often used as the basis pf advertising and will be sent to applicants to give more information when they inquire about said job. It is said to paint a picture of what the job would entail on a day to day basis. The job description is said to be very important as it saves your time if the job isn’t suited for you it’ll help you rule yourself out from an early stage.
For Example:
[bookmark: _GoBack]Looking for a Carer in the Croydon area, as a carer you’ll be looking after the elderly, cleaning, helping them around the care home, feeding them, dressing them and entertaining them. We’re looking for someone willing to take a full-time role and will be willing to offer overtime. Looking for someone to start in the first week of September 2018.

Person specification – Often seen as the ‘basis of the selection process ‘and is used in marketing roles, shortlisting and helps makes the process objective . 



Working in teams
The definition of a team is a group of people with different skill sets whom work together to plan, devise and coordinate a project or activity. Everyone participating in a group should share the same work load and work together to achieve a common goal. 
Whilst differences and disagreements may occur amongst team members, there are established rules that bind the team together, and these should be made clear so that everyone knows what is expected of them.    
There should also be communication within a team so that each member shares ideas and are clear about where the plan should go and compromising if there are any disagreements. Members should also be civil towards each other, showing team work skills, this is important in an organisation for it to work efficiently, in a well organised manner, setting up roles, to deliver what customers need and make sufficient profit.
According to Karen Holmes in a book titled “What employers want” (Homes, 2011), she suggests that working as a team is important due to the benefits of having individual skills and experiences from different team members meaning that you can learn from each other, sharing ideas and responsibilities driving the team towards success.
Teamwork when applied to ‘Bruce Tuckman`s development module stages of a team’ which include; forming, storming, norming and performing through a gradual process. 
The benefits of working as a team is that even if one member is not at work, because teams share the work amongst themselves, work will not stop. Furthermore, working in a team is better as you work together to achieve more than that of an individual working on their own. 
 


Problem solving
Problem solving is being able to identify problems and obstacles and applying an appropriate solution by using problem solving tools. We have to weigh up the probabilities and constraints before deciding on course of action to reach out on a conclusion. While we gather information about the problem which we have identified, we analyse it so that we can come up with appropriate solutions.
Although there are different approaches and methods to problem solving, new technology has a big role to play when problem solving, using apps and the internet to help when researching solutions.
By grading the problems, decisions and the choices, come up with priorities as you review and monitor what you have decided as your best solution.
Problem solving, according to (Homes, 2011), points out that a formula is needed to apply it on problem solving and decision making. She pointed out that by using simple techniques called SWOT (Strengths, weaknesses, opportunities and threats) analysis, you can weight up your options and come up with a sensible decision.
Karen Homes concludes that to tackle weaknesses, one can balance the opportunities and the threats and get a good decision to problem solving.
 


 CV 
The CV I’ve chosen to design would be suited towards a Carer of the elderly, I’ve chosen to base it off my own personal experience in the role.

Flor Durazno Cochancela
Address: 48 North Downs Crescent
Croydon CR22PX
Telephone: 07950194456
Email:1605854@student.uwtsd.ac.uk

Personal profile:
A dynamic, ambitious and self-motivated individual with strong work ethic striving to achieve my goals and embrace any challenge thrown at me. I am highly capable of prioritising and completing my work load to the highest of standards within any environment.Always keen to work in team as well as working effectively on my own initiative. Being flexible, reliable and committed to good time keeping that I take pride in a job well done by meeting deadlines. With my potential skills and experiences gained in my previous jobs, I am able to adapt quickly to any working environment.
My Key Skills:
· Excellent communication skills
· Knowledgeable with IT
· Flexible approach to extra working hours
· Capable of working under pressure with good sense of responsibility
· polite, friendly, good listener and quick learner
· Well organised with time keeping to achieve goals or task set.
· Can speak both Spanish and English Fluently
Educational History:
University of Wales Trinity Saint David, course, of one year (June 2017 to June 2018) a Certificate of higher Education in skills for workplace. 
Certificate of speciality work with the people with Alzheimer (2003) 
Certificate of geriatric (2001)
Accounting and Business Administration (1991) 

Work Experience:
Care Assistant at Elm Care Home (current – June 2013)
· I have learned to prioritise workload to ensure the most urgent issues are dealt with first.
· have good understanding of Principles of Health and safety at work place and I always observe the relevant guidelines.
Cleaning Supervisor (May 2010 – July 2013)
Restaurant Manager (2007- June 2013)
Personal Assistant (2000- 2007)
 Bank Branch Madrid ( 1993-2000)
.
I believe I would be well suited for the Job as a Care Assistant due to my previous experience as a care assistant and I believe that with my experience and knowledge I would be an asset to your company of health care assistants. As I’ve learned with my many years of experience that the elderly need someone capable of listening avidly to them speaking about the past, an attentive person full of spirit and I believe that is what I have to offer. 
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