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[bookmark: _Toc502793326]A Job Description- 
The process of the recruitment is to attract top talents. The job description clearly explains the position and major functions of the job role that would be carried out on a day to day, the expectations, task and responsibilities. It must say what type of qualification is needed, the Skills that is required, working condition, the equipment that needs to be used and goals. It is sometime use to indicate the salary and reporting structure. It summarises the task that is required on the job and how many hours the candidates are required to work in the job. It will say the short, medium and long objectives, progression and promotion, location and travel requirements. 
It should have accurate job description and to check the legal requirements. This will enable the person who is applying for the job position to read what is required before applying for the role. The clear the job description is on what kind of person the employer are trying to employ, the less time they will spend on going through the job application in search for the right candidate. 
A job description should encourage a qualified applicant to apply and discourage those applicants that are not qualified, not to apply. It helps to structure a job interview by focusing the attention toward the work requirements and which applicant qualification and experience matches with the job description, this is the most important part in the success of the position that has been applied for.
[bookmark: _Toc502793327]A Person Specification  
This is important part of the recruitment process and towards the selection of a candidates. It defines what kind of person the employer is looking for to employ and the ideal candidate for job role that can deliver the requirement the employer is looking for through skills knowledge and experience. This will also help to narrow down selection by comparing candidates to each other based on the evidence they have provided to the employer.  It is outlining the potential candidate for the job that will be able to deliver the requirements of the role with their:
· Knowledge
· Skills
· Qualification
· Personal attributes
· Experience
It also allows the recruiters to compare evidence from each candidate and find out which candidate is suitable for the job role. The person specification can help candidate to be sure if they are suitable for the job role they are intending to apply. It also allows recruiters to judge in order of the same criteria. It will mention what type of qualification or course background needed for the job role. The level of experience needed and the length of the experience. If the candidate held any previous job or jobs similar to the one, they have applied for. It also breaks down in what kind of personality the employers are looking for to work with the team. Using more descriptive words in the person specification that describes the ideal candidate for the job role needed and will help to complete the job effectively and efficiently. 
[bookmark: _Toc502793328]C.V for job role for receptionist
Name:
Mobile: 
Email Address: resnabegum87@gmail.com
Profile




I am articulate confident person who has over 5 year’s experience in an office work environment. This experience allowed me to develop excellent communication, excellent attention to detail. I hold NVQ Level 2 in Business Administration. I have gained the ability to work well in a fast paced environment and higher standard of ICT skills. I speak English as a first language and Bengali as an additional language. I am self-motivated; hardworking who is able to demonstrate first class Admin skills to support any office environment.  I am now seeking a position as an administrator within your organization.
Key Skills





· Experience of using MS Word, Excel, Outlook and NHS data base systems
· Excellent communication skills including supporting clients from various backgrounds e.g. corporate and public sector environment
· Excellent attention to details 
· Able to cope well under pressure
· I am Reliable and excellent time keeping
· Data entry
· Managing diaries 
· Able to build effective relationship within a team environment
· Maintaining office equipment 
· Answering the phone/providing switchboard support 
Experience





2014-2016	Receptionist
                          My Weigh
· To support My Weigh overall goals
· Assist in the development of projects
· Observe and support the delivery of the different stages of the My Weigh program - referral and initial assessment
· Contact participants via phone to confirm attendance and initial assessment appointments
· Update participants registers and review participants progress
· Complete initial assessment forms in a person
· Giving an overview of what the service is, including information on different programmes of support available
· Update the My Weigh resources
· Assist with data entry activities
· Assist with collating monitoring information
· Sorting out files


2012-2013      Teaching Assistant
                        Lansbury Lawrence Primary School
· Working with team members
· Doing the register
· Working closely with the teacher
· Organising snacks
· Reading books with the children
· Organising the class
· Preparing party food/ Decorating the class room
· Doing activities with the children
· Supervising children in class and play time

2009-2010	Receptionist
BUJ Architect 
· First point of contact for clients and customers
· Dealing with clients both in person and over the phone including supplying information on products and quotes
· Managing architect’s diary; booking in appointments and arranging meetings
· General administrative duties such as filing, photocopying, sorting out mails and sending post
          
2004-2008	Dental Nurse/Receptionist
		Dental Surgery        
· Managing a high level of cleanliness and hygiene at all times including managing the equipment 
· Also keeping the surgery clean and tidy at all times
· Managing stock including ordering supplies and completing weekly stock takes 
· Supporting patients during their appointments including providing information about their procedure
· Assisting the Dentist
· Handling patients enquires both in person and over the phone including booking appointments and providing basic medical advice after consulting with the dentist
· General receptionist duties such as filing, photocopying, taking payments and booking appointments

2004-2006	Receptionist
		Rathbone Training Centre 
· Dealing with Clients both in person and over the phone
· Greeting visitors including signing them in and out of the building
· General Admin/Receptionist duties such as sorting mail, filing, photo-copying and sending correspondence via email and post

2003-2004	Sales Assistance
		Farha Fashion 
· Providing a high level of customer care at all times including assisting customers with their purchases and taking cash payments
· Ordering and managing stocks
	Education





2013-2013	Tower Hamlet College
Employability and Personal Development City and Guilds Level 1

2004-2005	Rathbone Training Centre    
NVQ Level 2 in Business Administration 

1998-2003	St Paul’s Way Community School
		G.C.S.E’s in Math, English and ICTREFERENCES





References available upon request

[bookmark: _Toc502793329]Star Model
[bookmark: _Toc502793330]Team Work:
Situation – Assign to work in a project with teams. A misunderstanding was created among the team while working in the project. The manager assigned a new team member in the group without notifying team members, when the New team member was giving her opinion, the other team member didn’t like it and said to the new team member that they not in the group and shouldn’t give any opinion or ideas. It became argumentative and the new member was telling the whole team she is in the group, I went to the team leader to find out what is happening and if that new member is in our team. After the team leader came and explain to the teams that the other person is our new team member and the manager has just told him.
Task – I explained that we all need to work together and what the misunderstanding was to leave it behind and concentrate on the project that we have been assigned with. The team got to work, and I got them to communicate with the new team member.
Action – I made sure all the team members have their opinion heard out. Ask question at the end to see if there is any problem
Result –the Team got along with each other by communicating well and supporting each other. Each team member took each task and we set a date to hold a meeting to discuss how far we got to the project and if anyone needs support.
[bookmark: _Toc502793331]Problem solving:
Situation – when I was working in a busy dentist, where patients are waiting to be seen. The receptionist suddenly wasn’t feeling very well and had to be sent home but there was a problem were short of staff. Patients were getting angry because they been waiting to be booked in and to be sent to the waiting room for their turn. Unfortunately, no one was available on that day to cover for the reception area and we cannot leave the reception with no receptionist.
Task – The dentist advised me to look after the reception area and if he needed me he would call me. Also, I had to deal with x-rays, handle phone calls, book appointments and deal with any inquires. I had also had to deal with payments of patients that are private not with NHS.
Action – I covered the reception area and made sure I book all the patient in on time and manage the phone calls and help the dentist with patients. I apologised to the patients that have been waiting for a long time and explain to them the situation. I make sure the front entrance was close at all times and if any patient that needed to enter will ring the bell.
Result – Patients were getting frustrated with the whole delay with the appointments but once I explain to the patient the reason why we are running abit late they understood and were happy that I apologise. The patients waited patiently at the waiting room. 
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