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The job description and the person specification remain essential elements of the recruitment and selection procedure. Furthermore, with both they help to avoid discrimination and deliver the advertisement basis, the criteria used when narrowing down, the interview structure, questioning and in due course the selection of a successful applicant. 

The job description’s purpose is to provide possible candidates an exact interpretation of key duties and responsibilities of the vacancy advert. A job description is a communication tool that permits both staff and applicants to plainly recognise the expectations of the job role, its significant responsibilities, the capabilities, accompanied by the compulsory educational credentials and experience (Ceplenski, 2013). Additionally, it can be a tool that individuals can use to evaluate their skill to the job vacancy requirements and support them to decide in applying for the job. In addition, this can save time and money for employers as potential candidates can identify whether they are capable of doing the job and the unsuitable candidates tend to not apply during the early stages. For example, the job role will provide information to what the job role requires such as, working in restricted spaces, standing for long periods, handling heavy items, or climbing ladders or flight of stairs. If this is explained the candidates can determine if they can meet these requirements. Job description ought to define the job as briefly as possible by recognising the duties of the advert as well as taking caution to make sure that the job is reflected correctly, and any responsibilities listed are the latest available. Moreover, this stands so that the applicant can understand the purpose, responsibilities and conditions of the job vacancy. Also, employers tend to reflect their core values in a job description to help ensure behavioural liability and increase assurance to the mission and vision of the organisation (Ceplenski, 2013). 

A person specification purpose is a vital tool that employers use during recruitment process as it allows the corporation to communicate the precise qualities they ﬁnd necessary in their ideal applicants: for instance, education, previous work experience and any further qualities that are desired in the role. As well as clarifying the employers important two forms of individual qualiﬁcations: essential and desirable. Moreover, this can have a big advantage to recruiters as it can make the interview procedure more specific and therefore easier. Job applicants are capable of assessing themselves prior to applying and understanding by what means they will ﬁt in with the role and company. This will allow them to match their suit suitability and not just skills. Personal specification serves a purpose in supporting communication of equal opportunities policies within the employment values of a business. The law is strict about discrimination and a person speciﬁcation ensures you are evaluating an applicant on their capabilities associated to the job role. It means you assess all applicants against the same list of priorities. Furthermore, this helps eradicate bias, prejudice and personal interest, all of which can be challenging for employing effectively.
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I get things done and recognise tolerance, understanding, and consistency helps me to be capable of that. With over a decade of proven success in increasing revenue and securing clients for previous employers. Energetic and goal driven to thrive in an intense competitive, dynamic environment.


 

EDUCATION
University Wales Saint trinity David
June 17 – current
Business Management BA Hons

Gaynes Language College

September 01 – June 06
9 GCSE’s



Professional certificates

Learndirect

May 17
Customer service EL3

Flow Hospitality Training

May 17
Health & Safety

Food Allergens

Food Safety level 1

Twickenham Stadium
August 17
Spectator safety Level 2


EMPLOYMENT HISTORY

Dixon Carphone Warehouse

Sales Executive
Nov 17 - Current

Freeman Events LTD
Event Staff
May 17 – Current

Richmond Athletics FC LTD
Bartender
August 17 – Current

Smartcarz Europe Ltd

Sales Advisor
October 08 – April 17 

Oaks Tree Surgeons

Labourer
November 07 - October 08
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Teamwork 
On a Sunday I play football and that consists of us to work in a team.  One day we were losing a football match by one goal and we only had 15 minutes to go. Even though everyone was tired, we had to work as a team to be able to get something from the match.  With 15 minutes to go we had to either score two goals to keep our hopes alive and not get relegated. As one of the team member I decided to keep the team believing by setting an example by showing I had faith and motivated the team to think it is not over we can do this. Due to my motivation the team found and extra bit of motivation and managed to get a goal back. We were level, me and other team mates decided to make sure the team was organised and the other team cannot threaten us. Every time the opponents tried to attack we communicated well to each other and watched each other’s backs to make sure the opponents did not gain an advantage. Due to the hard work of keeping us in the game our luck game with 5 minutes to go. With a string of good passes and good positioning and vision we managed to get the goal that saved our club from relegation.

Decision Making
[bookmark: _GoBack]Deciding which way to go with my career is a good example in decision making. Before I enrolled into university I was stuck on what to do with my career as I had been working as a Sales advisor at the same company for a number of years with to opportunity to grow. I evaluated different job roles such as bartending and hospitality but I really wanted to enhance my retail knowledge and gain a superior job role. In decision making there is a five-step methodology that ought to find particularly helpful, defining the objective, pull together relevant facts, generate possible options, make the decision and implement and assess (Adair, 2013). Using the STAR method, I found that my Situation was that I need to decide on my career, Task was to evaluate my skills and find out what I am good at and which job is going to be suitable for me and create a resume, my Action was to take my CV and hand it to the relevant work places and the results was the interviews I was invited to.
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Customer Service
Particularly sociable person and in all my jobs I have a tendecy to be a able to put visitors at ease by the way I interact with them. Communicating well by interacting with the customers and work colleagues at their level has helped me build healthy relationships to which has helped me achieve targets. Going an extra mile fo customers and ensuring they get what they needed is what I considered great service. 


Performance
In my current employer the first month I have made over 30k sales and predicting to hit over 100k in the three months. Sales targets such as care plans and attachments are on an average and for my first period I have managed to hit 7/11. Following up tasks, organising tasks by prioritizing and refocusing and switching attention and encouraging team members has helped in me receiving a promotion for a senior my job role.


Team Worker
Being able to examine a situation and the conversation is part of me team working capabilities as I am a good listener. Also as a team member I have a great sense of humour and like to encourage and radiate a positive and relaxed workplace. Also, if any one needs helps I am your guy, I will always try to help someone to the best of my abilities.
 


Determination
I am looking to extend my influence and experience with a reputable company. I am keen to learn to widen my horizon in order to develop my experience further, if given the opportunity, I could express my superb work ethic. I am determined to make something of myself hence I am currently working hard to complete my first university term in Certificate of Higher Education in a Workplace.


Professionalism
In my years in retail, I have come across individuals who can never be pleased no matter how hard you try, however, being adaptable and professional helps me deal with difficult individuals as I can remain calm and maintain a happy mood even though the atmosphere is unpleasant. 
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