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Job description is a written document that specifies the duties, responsibilities, purposes, scope and working conditions of a specific job. It encourages qualified potential employees and discourages the unqualified applicants. Person specification states in details about skills, experiences, knowledge and other personal attributes an employee must have to carry out his job. It is very crucial in recruitment process and helps an organisation to find out the right person for the right job. Time management and team working ability of employees enable them to do the right thing at the right time and thus ensure a working friendly environment of an organisation. 
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[bookmark: _Toc502260674][bookmark: _Hlk502177467]What is Job Description?

[bookmark: _Hlk502259791]Job description is a statement, generally in written form, that specifies the duties, responsibilities, purposes, scope, working conditions, nature of incentive, ways of evaluating performance etc. of a specific job. A job description defines the title of the job and to whom the employees should report about the related tasks of the job. It is a way through which an organisation communicates information about the specific job duties and responsibilities to the potential employees and thus encourages the qualified applicants and discourages the unqualified applicants. A job description serves as a benchmark through which the employer evaluates the performance of the employees in an organisation. (Dowling, Festing and Engle, 2017) 
[bookmark: _Toc502260675]Purposes of Job Description

The main purpose of job description is to provide a guideline to the employees about how their assigned tasks should be done. The purposes of job description can be divided as general purposes and job specific purposes. (Torrington et al., n.d.)
 










Figure: Basic Purposes of Job Description

The general purposes of job description are to give a basic idea to the potential employees about the organisation, its environment, describing why the organisation exists for in the market. Apart from that it also serves as a yardstick to define job title, the specific area where the potential employee will work and to whom he or she will report about the given tasks.
Job Title: Job title is an organisation’s specific name or designation for a specific post. It is a convenient name for a specific job task. Job description first defines the job title of a specific job. It says about whether the employee will be called a manager or a worker in an organisation based on his or her job task. Actually, it is the first thing that an employee sees in a job advertisement and applies for. (Dessler, n.d.)
Job Location: Job Location is a place, situation or a specific position in a process where the potential employee will work for the value creation of an organisation. After specifying the job title, job description then identifies the respective sob location for the potential employee.
Reporting Mechanism: Job description demonstrates the reporting mechanism to the employees. It clearly communicates the process of reporting to the authorised authority and when to report to them. Although employees get clear knowledge about the reporting mechanism from his or her immediate seniors, job description fast gets the employees being familiar with the reporting mechanism in organisation. (Mathis et al., n.d.)      
[bookmark: _Hlk502175796]Job Summary: Job description gets potential employees acquainted with the basic job responsibilities and duties for the first time. It defines the basic functions of a specific job task of an organisation.  (Anthony, Kacmar and Perrewe, 2001)  
Job Description also provides a guideline for the potential employees regarding special qualities and skills a person should have to accomplish a respective job. Job specific purposes of job description are-
Details Job Description: Job description states details about a specific job task. It is serves as a guideline describing how the tasks will be done and when those tasks will be done.
Subtasks: Job description also clearly states whether the potential employee has to do any additional tasks along with his or her assigned tasks. It also says how those subtasks will be evaluated by the organisation. (Mondy and Martocchio, 2015)
Special Functions: Sometimes, when an organisation faces irregular circumstances, the employees of that organisation has to go under serious pressure. Job description gives indication to the potential employees whether they will have to do any special functions in response of any irregular circumstances or not. (Strategic human resource management, 2008)
Special Skills: Each and every job requires special knowledge and skills of the employees. Such as, a marketing manager should have a better communication skill than a research analyst of an organisation. Job description states those special skills needed for a respective job.
Other Purposes of Job Description:
· It provides a useful guidance for preparing interview questions.
· It is a legal document that can be used to face any discrimination lawsuit.
· It helps to set up an appropriate compensation package that matches to a prospective applicant. (DeCenso, Robbins and Verhulst, 2013)
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Person Specification is a description of the educational qualifications, training experiences and personal characteristics that a candidate must possess to perform the job duties. It states in details about skills, experiences, knowledge and other personal attributes an employee must have to carry out his job. Person specification is very crucial part in the recruitment process that helps an organisation to find out the right person for the right job. (Foot, Hook and Jenkins, 2016)
[bookmark: _Toc502260677]Purposes of Person Specification?

An organisation prepares person specification in order to achieve the following purposes- 
· It helps an organisation to find out the right person for the right job and communicates the exact traits that an organisation expects an employee should have to perform the job tasks. (Nankervis, Compton and Baird, 2002)
· It helps to make the interview process more structured and easier.
· Person specification clarifies a person’s qualification in two dimensions- essential and desirable. It also helps the employers to assess exactly what they want from an employee and how the employee fulfils their expectations. (Belloc, 1967)  
· Law protects any discrimination occurs during recruitment process. Through person specification, an organisation can make sure that it is following the laws and hiring the right candidate for a respective position based on his qualities and thus ensures an equal employment opportunity for everyone. (Storey, Wright and Ulrich, 2009)
· It removes recruitment biases, prejudice and helps the prospective employees to make themselves fit for the job. (Schuler and Jackson, 2007)
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(CV for a Financial Analyst Post)
ZAFAR AHMED SADIK 

Mobile: 07769713911
Email:JIMMASADIK@HOTMAIL.CO.UK


Career Objective



To build up a career with a financial institution where I can utilise my special knowledge and skill as a financial analyst by accepting challenges and contribute effectively to the value creation process and success of the institution.   
Educational Qualifications



	Qualification
	Institution
	Major Subject/Group
	Grade
	Passing Year

	LEVEL 4 
SKILL FOR WAORKPLACE 
	UNIVERSITY OF WALES SAINT DEVID 
	GROUP 5
	4  MODULE PASS
	2017

	
	
	
	
	

	
	
	
	
	






Experience


· I have a six-month experience of working at IPDC as a financial analyst from 1st January 201to 30th June 201
 Computer Skills


· MS Word, Basic MS Excel, Advanced MS Excel, MS Access, MS Power Point
· SPSS, Tally ERP, STATA
· Adobe Illustrator
Strengths

 
· Achievement oriented and have a good leadership skill
· Ability to work under pressure and take responsibility
· Strong interpersonal and organisational skill and punctual
· Cooperative, consistent, helpful and excellent team manager  
Personal Interest   

   
· Travelling, Playing Cricket, Reading Books
· Mentoring and Helping Other
Personal Profile   


[bookmark: _GoBack][bookmark: _Toc502260679]Task 3: Statement of Competence 


If someone asks me what quality(s) make(s) you different from others, I will surely reply that I have keen sense of Time Management and I feel confident while working on a team and have all the qualities required to work on a team.
[bookmark: _Toc502260680][bookmark: _Hlk502256607]Time Management  

I truly believe the necessity of time management and never be late in any work in my practical life. I got “Perfect Attendance” certificate in my college for my 100% attendance at class room over my two years college life. I didn’t even miss a single class in my four years varsity life and reached everyday in time at my office during my six months job life at IPDC. During my six months job life at IPDC, I faced a challenge where my time management skill worked well and I got well recognition from the top management. Now I will try to elaborate that challenge in terms of STAR model-
Situation: I was assigned to collect information regarding per day overall portfolio performance of top ten brokerage house in my locality and report to top management within 3 pm. (Mello, 2015)
Task: For the reporting purpose, after collecting information from those brokerage houses, I had to classify whether the managers of those portfolios were actively managing their portfolio relative to benchmark or passively managing their portfolio. (Millmore, 2007)  
Action: For the completion of my task, I made a timely plan that I would give the data entry in my Computer’s excel sheet during the transition time of going to those brokerage houses. So, when I completed visiting the last brokerage house and coming back to my office, my data entry task was almost completed. So, after reaching my office, I just compared the overall performance to the benchmark performance of those portfolios and reported to the top management in time. (Lundy and Cowling, 2004)
[bookmark: _Hlk502258323]Results: I was assigned to that task for one month. Everyday, I successfully reported to the top management within the given time and I was promoted to the assistant portfolio manager from research analyst. (Schuler and Jackson, 2007)


    
[bookmark: _Toc502260681]Team Working

From my student life, I love to work on a team to accomplish any given task. I was the group leader when I was a university student and gave creative solution to each and every task assigned by my teachers. I was also the leader of publication team and worked as an editor in Finance Fest at my university. At IPDC, I was told to participate several case competitions on group-wise and the top management of IPDC was very happy for my strong interpersonal skill and cooperation with the group mates. At IPDC, I started showing my team working ability through the following event-
Situation: I was assigned to give realistic a solution to the compensation policy of some newly hired employees in the organisation. The task was usually done by HR department itself but in order to judge my creativity and cooperativeness with other people from different departments, I was selected to solve that problem along with three of my colleagues.  
Task: To give a realistic and appropriate solution to that compensation policy, I had to talk to each of the newly hired employees and understand their needs and expectation and form a compensation policy that meet those needs and expectations. (Price and Price, 2011)
Action: For the completion of the assigned task, first I formed a four-member group including me and took the leading position of that group. I told two group members to collect information regarding the compensation policy of other similar type companies’ employees. One group member was told to talk with senior HR managers about the core compensation policy of IPDC and the assigned budget for the newly hired employees. And I personally talked with all of the newly hired employees and try understood their needs and expectation regarding compensation from the organisation. After combining all the relevant information, I along with my group member was able to recommend an appropriate compensation policy to the top management.         
Results: I received “Enthusiastic Employee” award that IPDC gives on quarterly basis for my cooperation and friendly behaviour with other employees. (Stone, n.d.)


[bookmark: _Toc502260682]Conclusion



After all of the above discussion, it is clear to us that job description and job specification are two crucial part for the recruitment process of any organisation. Both of them help to face any discrimination lawsuit and set up an appropriate compensation package that matches to a prospective applicant. Time management and team working ability of employees also help an organisation to attain its long-term goal and sustain in the market in the long run.  
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