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[bookmark: _Toc509569409]Introduction 
Employability skills are those transferable skills that make an individual employable. Management considers them as those abilities that help the employee in carrying out there role to the best of their capacity (Jackson, 2014). The present report has thus focused on explaining the purpose of job description and person specification followed by preparing a CV for an Hr. manager. Emphasis will then be given on discussing competency of time management and problem solving by applying STAR model and through personal experience.
[bookmark: _Toc509569410]Task 1 
Within recruitment and selection processes, explain the purpose of job description and person specification 
Job description within recruitment and selection process can be defined as a document which is there to provide the applicants with an outline of the major duties and responsibilities with respect to the role that has been applied by him or her. The description is usually created by the person who overseas selection process within the organization. This is done with the help of Hr. department of the company or an external recruiter (Benson, Morgan and Filippaios, 2014). 
Job description is a very essential part of the application process as if right information in provided in it then it usually helps the applicant to find out as to whether there role in in line with the skill set possessed by them and if they are capable enough to perform the job within the firm. 
Job description is also important from organization’s perspective as it aids in ensuring that applications that have been received for the post is in close match with the needs of the role itself (Devambatla and Nalla, 2015). It further assists the Hr. department as well as external recruiters in streamlining the process of selection and receiving a huge concentration of candidates who can be interviewed or selected for further stages. Hayes and et.al., 2016 is also of the view point that if the job descriptions have been written and developed in an effective manner then they act as good communication tools thereby allowing the employees as well as candidates to have a clear understanding about the expectation of employer. 
Person specification is a detailed description about the skills, qualifications and experience that is required to carry out the job in best possible manner. It is a very important part of recruitment and selection process as it allows the firm to communicate the employee traits that they wish to see in ideal candidates. These are in form of education; previous work experience and any extra traits that may be needed for the given role.  Presence of person specification thus makes interview process a lot easier and refined one. The job seekers are also able to assess themselves as to whether they fit in the given role or not. The employers are further able to make an explicit communication as to what they want in the candidate and how the person matches the set criteria. All the applicants are thus tested on the same list in advance which reduces the chances of biasness; prejudice and personal interest in recruitment and selection process (Rao, 2014). The process of person specification further makes onboarding and training of candidate a quite organized one. This happens as the company is already aware as to what the candidate is able to do. For example, if a job requires a candidate to be excellent in computer skills then including the requirement in person specification will reduce training cost. This is as the need will only be to give a brief introduction to the computer systems of business (Deeley, 2014). Hence, it is very essential for the company to put in absolutely relevant skills for the job as creation of an ideal person can be very tempting but it will led to employment of a person on the basis of false hopes. This may create unhappiness for both the employee and employer in a due course of time. 



[bookmark: _Toc509569411]Task 2 
CV for a specific job role
Marcel Kovac
Mobile: 07851913534
E-mail: 0389marcel@gmail.com
[bookmark: _GoBack]Personal Statement

I am a self-confident positive person, I have excellent attention to detail and able to manage workload as well as multitasking. Being organised and prepared to cooperate. A confident communicator and team player. Currently studying at university of wales London Campus.
Key Skills

· Valid UK Driving License more than 8 years
· Good team worker with the ability to work as an individual 
· Flexible attitude and able to work flexible hours and days
· Good communication skills 
· Multi lingual, fluent Czech, Polish and English  

Employment History

April 2016 – May 2017                 Yodel                 Parcel delivery driver
                                                                               Delivering 70 parcels daily using tracking device

Nov 2014 – April 2016            Bedford Kebab       Delivery Driver 
                                                                              15 to 27 deliveries per day using navigation  
   
Sep 2009 – Nov 2014         Network Rail Depot     Office Cleaner
                                                                                Maintaining and cleaning Bedford Depo.


Aug 2009 – June 2013	TK Max in Bedford      Cleaning Supervisor 
                                                                               Supervising 9 cleaning staff on 2 TK Max stores

Education & Qualifications


Feb17- to date	University of Wales		Level 4 Certificate in skills for the Workplace

 2005 – 2007		Bedford College                  NVQ Catering & Hospitality Level 1 and 2

 2002 – 2005		Mark Rutherford Upper School   GCSE’s

Maths C, English   C,  Science  B,  Business  C,  Resistant Materials  D

References 

BSS Recruitment Garry. 70A Tavistock St, Bedford MK40 2RP. 01234 271660 

BCA Automotive auditor Chris Guilford. 07701396329
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Statement for Time management 
During my working as an Hr. supervisor in ABC consultancy I was not able to prepare the sheets of year end performance evaluation on time. I was left with the work of drafting the questions to be asked from employees with respect to his thoughts about his working in the organization. This led to some delay in overall performance evaluation of finance employees. Hence, my manager told me to prepare the questions in a span of two hours. I utilized the competency of time management and first of all made myself away from all distraction such as phone calls etc. and maintained my complete focus on the work in hand rather than carrying out multitasking. I also set a clear goal of preparing a draft in 1 hour by referring to previous year and also took the help of internet. The work was submitted to my manager before time who then told me to rectify mistakes. Rest of the work was then done in 0.5 hours and submitted. I learnt that in similar situations when I am stuck with some urgent work then I should have the courage to say no to my colleagues and also give priority to important tasks. 
Statement for problem solving 
While working as an Hr. supervisor, my company faced an issue when the lead trainer had to take a sick leave due to conjunctivitis. There was a presence of 10 new joinees within the office the next day who had to be trained soon after their joining. My hr. manager discussed the issue with our entire team where I initiated to take the training sessions as I had accompanied the lead trainer in a few of them. I went through the training documents on a thorough basis and also trained a few of my colleagues on some of the areas. I also maintained regular contact with the lead trainer through phone call and gave him daily work report. By this decision, we were able to manage training the new recruits for first few days. My hr. manager appreciated the role played by me and also promoted me to senior Hr. supervisor in the next appraisal. With this incident I was able to learn the work of training new staff members as well and it made me more confident in communicating. I also learnt the art of managing a small team and how the work is to be divided between the employees after understanding the skill set possessed by each one of them. Most importantly, I understood that problems are a part of workplace and must be handled with intelligence and patience. 
[bookmark: _Toc509569413]Conclusion
From the above report it can be concluded that both job description and person specification have a key role to play in the overall job analysis. Preparing them in a clear and accurate manner aids the employees and employer in coping with challenges that are likely to be faced while working. In the same way, it is essential to develop skillset such a time management and problem solving so as to be good in whatever work is being done in the organization. 
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