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The competitive nature in the job market has meant that individuals now need to possess a wide array of employability skills so as to land their desired jobs. These skills range from academic qualification to professional degrees and also include desirable traits and behavioral attributes (Hind and Moss, 2016). This report will explore some of the key aspects of employability. 
[bookmark: _Toc502443468]Task 1: Purpose of a job description and person specification

The recruitment process of all organization make use of multiple documents such as an advertisement, job description, person specification, interview question sheet, candidate assessment sheet etc. These documents have their respective purposes and together facilitate the recruitment of the most suitable candidates (Sparrow, 2015). The purpose of two key documents is described below. 

A job description contains all necessary and pertinent information associated with the job starting from the title of the job position, its location, the working hours of the job, the main duties and responsibilities of the job, the salary range of the job, the additional benefits of the job etc. Thus, the main purpose of a job description is to illuminate the potential candidates by informing them about the nature of the job. This is done to enable them to decide whether they should apply for the position or not. This in turn means that a well written and elaborate job description deters unsuitable candidates from applying (Grant, 2014). Moreover, another purpose of the job description is to provide instructions regarding the application. Furthermore, a job description is prepared and used for developing the detailed person specification. This is yet another purpose of the job description. Above all, the main purpose of a job description is to describe the main tasks that a candidate will have to perform while on the job (Parker, 2011).

A person specification is prepared on the basis of the job description. The two of them often appear in tandem in the advertisement circulated by an organization. The main purpose of a person specification is to illuminate the potential candidates regarding the major qualifications and attributes that are required by the company for the vacant position (Hind and Moss, 2016). A person specification usually describes in detail, the academic qualification, professional qualification, experience requirement, traits and attribute requirement of a company. It enables the candidates to assess whether they are a good fit for the position or not. This is a secondary objective of the person specification. Moreover, another purpose of this document is to assist the HR function in the latter stages of the recruitment process such as the interview stage. In particular, the interview questions, focus group discussion topic etc. are designed in such a way that they can test whether candidates possess the requirements outlined in the person specification. This means that a person specification plays a pivotal role in the selection process as well since candidates who fail to meet the requirements specified within the person specification are not selected for the position (Noe, 2016). 

All in All, both the job description and person specification are key documents used in the recruitment and selection process. They should be developed in detail and with due attention to make sure that they are appropriate for the position. An inappropriate job description and person specification will lead to unsuitable candidates being hired which in turn will lead to higher labor turnover and falling productivity at the firm over the long run (Hind and Moss, 2016). 
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A curriculum vitae is a document that contains all information of a particular candidate starting from his contact details to his academic background, previous job experiences, traits and personal details. A well designed CV is imperative to draw the attention of the recruiters and a CV should be tailored according to the position that is being applied for. This is an essential characteristics of a good CV that is often ignored by many people (Jemielniak, 2016). Below a CV has been developed for the role of a finance executive. 





Harry Archer
Mailing Address: 673, 98 King St, Manchester M2 4WU, UK
Cell phone: +44 161 874 0000, E-mail: Archer.Harry@gmail.com

Career Objectives
I am a fresher seeking to showcase my skills and learning in the field of finance. I consider myself as a highly committed, hardworking and challenge seeking individual and am willing to exert maximum effort to establish myself as a strong performer in the corporate arena.
Educational Qualification
	Masters of Business Administration (MBA)
From 2016 to 2017

	CGPA 3.37 (out of 4)
School Of Business Studies
Manchester Metropolitan university
Key Subjects:
Fixed Income Securities, Business Research and Methodology, Financial market and institutions, Financial Derivatives, , Project Appraisal and management, International Business, Applied Finance, Applied Statistics etc. 

	
Bachelor  of Business Administration (BBA)
From 2011 to 2015
	
CGPA 3.67 (out of 4)
School Of Business Studies
Manchester Metropolitan university
Key Subjects:
Business Finance, Managerial Finance, Auditing, Business Communication, Foreign Exchange Management, Capital Investment Decision, Corporate Finance, Portfolio Management, Financial Statement Analysis & Valuation,  Financial Management etc.

	
A-Levels 
Session: 2008-2009


	
All A grades
Mathematics, Accounting, Business Studies, Economics
Edexcel
Institution: Levenshulme High School

	O-Levels
Session: 2006-2007
	All A grades
Mathematics, Accounting, Business Studies, Economics, Commerce, English, Physics, Pure Math
Edexcel
Institution: Levenshulme High School



Extra-curricular activities
President of “Finance Club” at Manchester Metropolitan university from 2015-2016.
Secretary of Manchester Metropolitan university Career Club
Active debater from grade 8

Computer Skills
· Highly proficient in MS Excel for Forecasting, Trend Analysis, Efficient Portfolio construction, Financial Valuation Modeling etc.
· Good working efficiency in MS Word, MS Power point and Internet Browsing.
· Competent in using Stata, Crytallball for financial analysis and interpretation.
· Competent in using HTML, Java, C++, Web design
Language skills
Efficient in reading, writing and speaking English	
Attributes
Confident, Challenge Seeker, Enthusiastic and Energetic, Hardworking, Committed, Self-driven, Goal oriented, strong interpersonal ability.
Interests
Reading books, travelling, music, playing cricket and football etc.
ProfessionalQualifications

· Level 2 candidate of “Certified Financial Analyst” (CFA) degree
· Successfully completed a short course on Financial analysis and valuation.

References
1. Ms. Rebecca Mcgonnel				2. Mr, Henry King
Associate Professor   			Lecturer
School of Business 					School of Business 			
Manchester Metropolitan University		Manchester Metropolitan University
Contact no: +44 161 452 3655			Contact no: +44 161 452 3656
Mail Address:	Rebeccamcgonnel@yahoo.com	Mail Address: henry.king@yahoo.com 


The above hypothetical CV is developed for the entry level position of a finance executive in a corporate organization. It is suitable for this position because different portions of the CV reflect the qualifications of the candidate that make him suitable for such a position. For example, the career objective at the beginning of the CV shows clearly that the candidate is highly interested and enthusiastic about a job in the field of finance. This should convey a positive image in the mind of a recruiter looking for a finance executive (Jemielniak, 2016). Similarly, the academic background shows that the individual has a degree in finance and also all major finance related subjects learnt by him has been incorporated into the CV. In addition, the extra-curricular section of the CV shows that the individual was a member of his university’s finance club and secretary of the career club. These extra-curricular activities will convey a positive impression in the minds of the recruiters. Furthermore, the computer literacy section shows that the individual has familiarity with many software and programs commonly required by a finance executive. This is an immense plus point. Finally, the professional qualification section shows that the individual is pursuing professional degrees in the field of finance and this speaks of the future caliber of the individual. All in All, this CV should do a fine job of gaining the attention of any firm looking for a finance executive with its simple layout (Hellriegel and Slocum, 2011). 
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Competencies are qualities or skills possessed by individuals (Verhulst et al., 2013). I too have acquire different competencies over the years so as to increase my employability. Two key competency of myself is as follows: 

· Decision Making: This is a very important competency (Bloom and Kitagawa, 2013). One situation when I exhibited this competency was while looking for a place to stay in UK. The task involved in the situation was very straight forward. I had to decide on a location for my accommodation taking. However, this task became complicated as there were many factors that needed to be balanced while choosing the location. This included the cost of the rent, the proximity to the campus, the availability of part time work in nearby regions, the safety of the neighborhood etc. In order to overcome the challenge associated with the decision I took multiple actions. Firstly, I made a short list of all the feasible locations for an accommodation. Then I visited those locations for available flats and collected information against the criterions previously mentioned. After that, I started giving a quantitative rating to the locations on the basis of their capability to satisfy the decision attributes I identified. Then I aggregated the ratings to identify the location which is most suitable for me. The result of these action was that I was able to select a location by taking the decision in a structured manner and by balancing all the decision attributes. I am quite satisfied at the accommodation that I have chosen and believe that my decision making was correct.   

· Team Working: Team working is an essential employability skill (Ancona, 2013). One situation where I exhibited team working was while working in a group presentation for one of my courses. The task was to come up with an integrated marketing communications plan for a particular company. However, we faced challenges as there was conflict of ideas among us. We couldn’t agree on the marketing mix and segmentation strategy of the company. Moreover, there was a feeling amongst some of us that a few members were not contributing to the cause and were rather “free riding”. In order to overcome the challenges, I initiated a few actions. Firstly, I proposed that we segregated different portions of the presentation amongst us. This proposition was accepted and resulted in the elimination of the problem of free riding as all members were given specific responsibilities. Secondly, we sat down on a session whereby each of us shared our ideas and faced a Q&A session from the rest of the team members. Then we conducted an anonymous rating of the strategies for the marketing mix and segmentation strategy. This way we got to select the most viable idea on a consensus basis. The result of these actions was that we were able to complete our presentation in due time and got appreciations from the tutor who commended our work. We exhibited team work by finding a way to work through our differences and conflicts. 

[bookmark: _Toc502443471]Conclusion
All in All, it can be said that all individuals should be conscious about enhancing their employability by picking up new skills and qualifications. An individual should possess a clear goal for his/her career and must attain relevant expertise for achieving that goal. 
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