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TASK 1
The purpose of Job Description and Person Specification
A job description sets out all requirements of a role and the main responsibilities to be achieved. The person specification details the skills that a job candidate must have in order to complete the tasks of a position.
Job Description
A job description includes the objective of the job and also, it may specify the functionary to whom the position reports, specifications such as the qualifications or skills needed by the person in the job, and a salary range.(Pergamon,2005,p37) A job description is usually developed by conducting a job analysis, which includes examining the tasks and sequences of tasks necessary to perform the job. The analysis considers the areas of knowledge and skills needed for the job. 
The first step in the personal assurance process is the job analysis.
Job analysis consists in studying it in terms of its attributions, its responsibilities, the level of training required for its occupant and the conditions of occupation.
The result of the job analysis is used to design or reproject the posts and link them to other positions within the organization.
Job analysis is carried out in three stages:
1. job identification;
2. description of attributions;
3. highlighting the job requirements of its occupant.
The methods used to obtain the information necessary for job analysis are: observation, interviews, job analysis questionnaire, specialized questionnaire.
Typically, methods that provide greater precision are the long-term methods, and those that require less time consuming have the disadvantage of lesser precision. In general, the precision of the job analysis information increases with the number of methods used to obtain the necessary information.

Person Specification:
The person specification it’s a continuation of a Job Description and details the skills that a candidate must have to complete the task of a position offered by a company, for example: the educational requirements, training experience, as well as more personal qualifications that the candidate must have. The person specification should be written in a practical way and flexibility. It will be used the person specification a basis of a candidate, presentation/test and interview sessions.(Mullins,2010)
The selection criteria must be:
Specific, Justifiable, Measurable, Non-Discriminatory.

Specific:
This helps the candidate to understand the skills, qualification and requirements the employer is looking for.
Justifiable:
Selection must fair in relation with job requirements and responsibilities.
Measurable:
All candidates must have equal opportunities and the employer needs to set up some selection criteria, in order to consider how the candidate measures the criteria.
Non-Discriminatory:
The selection criteria must be objective and no discriminatory statements to be used.

There are multiple ways to promote job recruitments selections as newspapers, internet, radio or tv .As much as you promote and advertise the job position , the bigger chances the employers to find suitable candidates for the job.









































Name:Florica-Nicoleta Tiutiu
Adress: 52 Fanshawe avenue , Barking ,
IG118RG, London
Tel:07479553274
Email:niko_tiu_24@yahoo.com


Within the field of healthcare I have ability to work in challenging environment , where I can add significant value.I m able to work on strict way of working with a flexible approach and commitment to succed . I possess excellent planning and analytical thinking skills.
I will not give up on any task until I put my time and effort into it and until I think I have worked to the best of my ability.

Education and training :

2017/2018-             University of Wales                 Level 4 Certificate of Higher Education in 
                                                                                                 Skills For the Workplace           
2016-       College of North-West London                 Safe Handling of medication in Health and Social            
                                                                                                               Care
2011/2014    Nursing School (Romania)                    Registered General Nurse in Healthcare and     
                                                                                                      pedagogical assistance

Work experience:
2016-present                Barchester Nursing Home                             Care Practitioner

2015-2016                         Metro Central Heights                                       Concierge

2014-2015                  Fundeni Hospital (Romania)                            Nurse 

Hobbies: I like to spend quality time with my family and going out with my friends.

References: upon request



















Task 3

Problem solving

Situation
Due to the fact that I work as a care practitioner at Barchester Nursing Home , I improved my  ability of critical thinking . In my workplace our duty is to develop care for elderly people.I do night shifts and we usually work four nurses , two care practitioners and six carers .
Task
Our responsibilities are take care of 56 residents with different needs , each night from Monday to Friday , 12 hours per shift. We need to provide care services and maintain a safety environment for people with special needs and disabilities.
Activity
Two weeks ago, before starting my shift our manager announced us that two nurses resigned and one of the carer called sick. So , in that night we had to cover their shifts. It was very difficult for us but we didn’t lose our temper and we kept our calm because we had a plan in case of emergency or someone was missing so we can do our job in the most effective and professional way.
Result
At the end of the shift all the tasks were done , medication given on time , residents were safe , without any bad consequences and our manager was happy to have such responsible and efficient  employees.(Higgins,2014)

Time management
Situation
My biggest challenge this year was to come back to school again. This challenge teach me how to discover my time management skills . It’s very difficult these days for a mother to split between school, job and mother and wife responsibilities.
To face this challenge and complete all my working tasks , family responsibilities , attend all the student meetings and to finish all my assessments on time I need all my family support , also to develop my own time management plan.
Task
So choosing to study again , continued to do my nurse job in the most efficient way and taking care of my beloved family forced my to organise my time very strictly.
Action
[bookmark: _GoBack]In order to reach all my goals and achievements, I decide to organise a time table , make a priority list , resting time hours  and make a to-do-list. After that , I need to find out my productive hours , how much time I spend at work and counting the time spent for studying and traveling. After everything is done and listed already , only remains to follow the steps of the time table settled.
Result
Organising my time helped me to achieve my goals , spend quality time with my family and continued to do my job effectively. In life to reach our goals and fulfil our dreams we need to make some sacrifices.
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