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[bookmark: _Toc502888869]The purpose of the Job Description
Most of the organizations have well-structured job descriptions with detailed processes and advanced systems which help in keeping job descriptions updated. Nevertheless, some other organizations have limited and informal resources or do not have well-engrafted processes used in the creation and maintenance of efficient job description. All organizations require a job description to make its work less bulky. Job description’s main purpose is to ensure that the organization hires the right people to fill the right job positions. Job descriptions are core to the accomplishment of the goals.
[bookmark: _GoBack]Well-structured and written job descriptions are communication tools. They are used to allow employees and customers to understand the expectations, the crucial duties, responsibilities, and competencies along with the required level of experience and the education credentials. Job descriptions that are written concisely and effectively serve as a crucial component that set a particular organization apart from its competitors so as to attract the best candidates. This is through the same job descriptions that ensure that the right people get right roles in the organization.
In other organizations, job description describes the goals, values, and objectives. Reflection of the organization’s core values in a job description helps in ensuring increased commitment to the vision and mission and behavioral accountability (PORIES & ASLAKSON, 1990, pg. 148). Also, a job description that involves behaviors helps in building an understanding of accountability, building alignment between the groups, direct communication, and ability to understand oneself together with the others and leading strategically. Through these, it helps the organization to not only get the right employees but also help them to understand the culture.
Furthermore, job descriptions serve as an evolving tool that reflects the current needs of the vacant position, and this propels the organization forward. As the individual roles and duties change, and so job descriptions should (Noe. et.al, 2003, pg.163). Most positions change and only a few that do not. Processes and systems evolve, and so the job descriptions need to be updated more often as the duties change. Job descriptions need to be continually corrected and classified.
[bookmark: _Toc502888870]The Purpose of the Person Specification
A comprehensive and clear person specification is an important tool for a successful recruitment. Person specification helps the organization to profile and fill in the job and provides the potential applicants with information about what they need to demonstrate to show their abilities in undertaking the roles. 
Person specification helps in the communication of equal opportunities and policies within the culture of the organization that is recruiting. It ensures that the organization assesses a candidate whose abilities are related to the roles that need to be performed (van Zwanenberg & Wilkinson, 1993, pg. 59). Interviews are made more refined and easier using person specifications. This is because all the people fill in to attend interviews for the same position. Thus, the kind of questions presented to the applicants is same making the interview process simpler and more accessible.
Person specification helps the job seekers to assess themselves before applying for the positions and understand how they will fit in with the roles. This allows them to match themselves to where they are suitable and not just considering skills. Person specification helps in removing bias, personal interests, and prejudice which can be a problem while carrying out recruitment. This means that all interested candidates are tested using the same list of priorities which are always set out in advance. Also, it clarifies the essential and desirable types of qualification that are important to the employer (Richardson &Johnston, 2005, pg.35). This allows the employer to be denotative in what they want and how the candidates match with their desired criteria.
[bookmark: _Toc502888871]PART 2 Curriculum Vitae
Curriculum Vitae for the Position of a Manager
Personal Details
Sadak Sadak 
sadaksadak1986@gmail.com 
07429136100
Career Objectives
To be part of the workforce dedicated to the achievement of organizational goals, values, and objectives which gives me a platform to exploit my learned skills through education and work experience and an opportunity for skill enhancement. As an experienced worker, I will work towards making industrious progress which will be for my good and the organization as well as I will ensure I dedicate myself to ensure maximum utilization of the available resources to maximize productivity.
Academic Qualifications
I completed my education successfully and have a certificate of HE skills for level 4 workplace.
Work Experience
I have been in the work industry for the past six years. I have learned all the skills related to driving and management hence I believe I will be a smart manager as I will produce the best.

Personal attributes
· I have an ability to prioritize work and excellent organizational skills which motivate me to achieve the best results and ensure maximum productivity. 
· I am excellent in written, oral communication and presentation in English and Kiswahili. 
· I am a quick learner, quality result and result oriented, organized, efficient, self-motivated in taking goal oriented initiatives.
· I am an excellent team player with a collaborative style of communicating and leading with the ability to make wise decisions (Team based culture), as I have excellent interpersonal skills. 
· I am creative, hardworking and resilient.
· I am a good time manager as I work very fast but perfectly to ensure every assigned work is completed within the required time frame.
· I am a flexible worker as I adapt to the changing environment quickly.
· I am able to work under minimum supervision, and I can be comfortable while working under pressure.
Interests
· Travelling. 
· Reading inspirational books. 

Hobbies
· Swimming
· Adventure
[bookmark: _Toc502888872]PART 3
[bookmark: _Toc502888873]Competency Statement 1
Team working
I have team working skills as I work collaboratively with others to achieve the set goals and objectives. Team working skills are important as they help one to fit in any organization and work with others freely to ensure the organizational goals and values set are achieved (Costa, 2003, pg. 613). I am willingly and openly able to share important information with others as this helps in resolving the team problems. I always take responsibilities so as to achieve individual goals but I am often keen to understand the effects it may have on the other colleague members.
Anyone who understands the importance of achieving the team goals often contributes to the possible solutions by demonstrating a positive and cooperative spirit through ensuring that the working environment is conducive, friendly and positive. I always persuade the team members to act and work for the best interests of us as a team and the organization as well. I have the ability to offer to take initiatives by assisting other members through encouragements and motivation for us to work together to ensure we achieve collaborative results.
Also, I can continually strive to ensure I improve the effectiveness of the team.  I achieve this through fostering and facilitating a cooperative approach within the unit and beyond. I always respect the diversity and value other member’s opinions on how to resolve complex team issues. This is how we achieve teamwork as we always achieve a shared understanding of the identified diverging interests (Tannenbaum, et. al, 1992, pg.135). Moreover, I usually assume the leadership roles within the group and help in facilitating the team in goal setting and ensuring it is achieved.
[bookmark: _Toc502888874]Competency Statement 2
Time Management
I can manage time probably. Time management skills are one of the skills that anyone who yearns to be successful must possess. The vital aspect of time management is not how much we know about how to manage it but to understand how to use simple concepts in optimizing it. The keys to successful time management are goals and goals (Macan, 1994, pg.381). Values help me to recognize what is important and they act as a mean of evaluating what decisions to make. Goal setting is best achieved through aligning the goals with the values. If you set the goals well, you will probably manage time well.
I believe that time management is not about how fast or efficient you do something but rather through the assumptions through which you make determinations and approaches on what you want to do and when. Effective time management is the way you evolve yourself so that the actions are in line with what you always believe is crucial (Mackenzie & Nickerson, 2009, 88). In a nutshell, I believe I am a good time manager because I follow a simple self-made schedule. Below is a schedule that helps me manage my time well. I list priorities and the goals that fit into the listed priorities. I always plan my week so that I ensure I accomplish the goals. More often, I create a daily schedule to increase efficiency. I discipline myself and recognize my needs to ensure that I balance my duties well to ensure productivity and the primary aim of managing time well.
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