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Employability


Introduction

It is important for every business to employ eligible and skilled employees according to the job position. In this assignment, the discussion will be provided on how to get effective employees with different employment and selection approach, representations and techniques. This will help the reader to get a proper understanding of skill and knowledge which an employee’s needs for a specific job performance. This assignment will contain 3 parts where 3 tasks will be discussed. In the first task, two employment and selection process will be explained with a job standard. In the second task, a CV will be made for a specific job role where important skill and capabilities will be presented for working effectively. And at the last task of this assignment two competencies will be discussed according to the STAR model interview skill.







Task 1
Job description
The job description is helpful for the employees as it helps the employees to make an outline of performing skill, knowledge, education, training of qualified employees. The job description will help the employers take interview of employee in a proper way. This will also help in preparing a new employee; will help to evaluate the job performance of an employee. Preparing and following job description is a part of good management of the organization. In the recruitment and selection process the main purpose of job description is to make list of the key objectives of the job (Gootnick, 2010). The job will define all the main task of the job which the employees will perform. Job description will also demonstrate what skills an employees will be in need. The job description will help the job recruiter to make comparison of the skills of the applicant with the job description. By reading the job description the applicants will be able to decide whether they want to take job responsibilities or not. This job description also helps to build the interview process by preparing job interview questions. Suppose an airline organization is in need of cabin crew and the job description for cabin crew position is provided below- 
· Greeting the passengers 
· Helping passengers with their seat arrangements
· Serving refreshment to the passengers
· Serving meals 
· Providing safety presentation in front of the passengers in a proper manner
· Checking the cabin in a frequents manner
· Providing extra attention to the passengers with specific needs – children’s, disable person, older people.
· Supplying magazines , news paper to the passengers
· Tackling emergency situation
· Recording a written flight reports after carrying out a journey  
These are job responsibility which a cabin crew has to perform in a job. With the help of these job responsibilities the interviewer will ask questions to the candidate in the interview session. While structuring a job description the employer have to fully careful that it can appear s clear and biasfree in front of the candidate.
A Person Specification
Person specification is another useful job recruitment and selection factor which helps the recruiter to find out a skilled, qualified employee for the job position. In the person specification the job recruiter will demonstrate what necessary skills, knowledge, qualification and experience the candidate needs to have to perform the job responsibilities (AMACOM, 2013). An example of person specification for the cabin crew position is given below- 
· Good educational background
· Good proficiency in English language (Both writing and speaking)
· Basic computer knowledge
· Good communication skill
· Good interpersonal skill
· Good fitness and health conscious
· Assertiveness
· Diplomatic and tactful
· The ability to stay clam in the difficult situation
These are some person specifications which an airline organizations look in a cabin crew candidates. The person specification is important as it will help to short list appropriate candidate for the selective job position. 


Task 2
A CV for cabin crew position is given below-


CV

Mohammed S Ahmed
07528783127

PERSONAL SUMMARY
I am well determined and enthusiastic worker with the ability to provide excellent customer service to the passengers. With proper skill and knowledge, I am mentally capable to work under pressure by managing to multitask. I am capable of working in a diverse environment as I have the ability to maintain a good working relationship with the colleague and with the passengers. Currently I am looking for an opportunity where I can demonstrate my skill and knowledge for the benefit of the future career position.
WORK EXPERIENCE
National Airline 
Position –Cabin Crew  
(From January 2016 – present)
Job responsibilities: Welcoming passengers and helping them with their seats, Doing routine safety checks before takeoff, Serving meals and drinks to the passengers throughout the flight, Dealing with difficult situation. 
ACADEMIC QUALIFICATIONS  
BA (Hons)      Hospitality  
Nuneaton University     2005 - 2008   
A levels: Maths (A) English (B) Technology (B) Science (C) 
Coventry North School     2000 - 2005
AREA OF EXPERTISE
· Customer service
· Safety and emergency briefing
· Security
· Making emergency announcement
· Problem solving
· Active listening
KEY SKILLS AND COMPETENCIE
· Experience with providing excellent customer service
· Ability to work with pressure
· Well spoken and mannered
· Can fluently speak and write in English  
· Learned Yoga and Meditation
TECHNICAL SKILLS
· Experienced in creating and delivering multimedia presentations
· Adequate knowledge in Microsoft Office Tools
PERSONAL SKILLS
· Professional attitude
· Friendly
· Good sense of humor
· Can play guitar
· Can play basketball
PERSONAL DETAILS
Mohammed S Ahmed
101 Brookdrive
Kennington
London
[bookmark: _GoBack]SE11 4TU
REFERENCES – Will be available on request


Task3
The STAR model is a job interview technique. This model includes four factors which are – situation, task, action, result. This innovative interview technique helps the interviewer to gather all the specific and necessary information that is related to the job description. Many organizations like to use this model of interview technique as it helps to forecast the future performance of an employee’s according to his or her job responsibility. This interview technique is also known as a behavioral interview technique.  
Team Working
The recruiter can use the STAR Model to find out the teamwork capability of a candidate. Here the interviewer will try to find out whether the candidate is a team player or have the interest to work in a team or not. Here at first, the interviewer will ask the candidate to present a situation or challenge where he or she has to play role in team. Like – “Tell us about a critical situation which you have faced while working on team project”. The candidate then will share a present or past situation (Parker, 2011). The next question will be task related where the interviewer will ask what the achievement of the team project was or what the target was. In this part, the interviewee will share his or her motive or achievement form the team project. Next, the interviewer will be looking for the action about the role the candidate played while working on a team project. The interviewee will share his or her role according to the duties, the reason behind the action, and the alternative actions. And finally, the interviewer will ask about the result of the actions.  The candidate will demonstrate the positive outcome to show a positive vibe, will share his or her learning and achievement from the team project and how the learning helping his or her to deal with other situations. 
Problem solving 
Suppose the interviewee wants a candidate for their job position who has the capability to solve a problematic situation in the workplace in a quick manner (Adalsteinsson, 2014). And to find out whether the candidate is a problem solver or not the interviewer will ask a question – “Tell us about a situation where you have solved a problem by maintaining tight time schedule”. And the way the interviewer will structure the response has been provided below- 
Situation –The interviewee will share a recent or past situation where he or she has to play a role to solve a problem instantly. The interviewee needs to start to describe the story in a storytelling manner (Brooks, 2012).
Task –Here the interviewee will share his or her task and responsibilities which they have played to make a solution of a problem.
Action: In this part, the candidate will share what was the action taken by him and her to solve the problem, the interviewer will also share the alternative solutions.
Result –This is where the candidate will share what was the outcome of the solution according to the problem. The candidate will share a happy ending like a story. This will make a last impression over the interviewer to decide whether the candidate is capable to solve a problem or not (Harris, 2013).


Conclusion
An employee who has excellent skill and knowledge will open many doors and opportunities in the job place. An organization always expects good performance from the employees so that they can help the organization to attain organizational goals and objectives. In this assignment, how a can organization can hire skilled employees for the vacant position by adopting different model and technique has been discussed.


References
Gootnick, M. M., & Gootnick, D. (2010). Action Tools for Effective Managers: 
AMACOM. Gregory, H. (2013). A Guide for Solving Day-to-day Problems on the Job. U.S.: 
Teamwork. Minnesota: Capstone. Parker, G. M. (2011). Teamwork: action steps for building powerful teams. London: Successories.
Adalsteinsson, G. D., & Runolfsdottir, H. R. 2014. EMPLOYABILITY IN TURBULENT TIMES. European Journal of Management, 14(1).
Brooks, R., Waters, J., & Pimlott?Wilson, H. 2012. International education and the employability of UK students. British Educational Research Journal, 38(2), 281-298.
HARGREAVES, C., & WALSH, E. 2012. Entrepreneurship and Employability: a Comparison of Doctoral Students’ Perceptions in China and the UK. 10th, 199.



   






