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[bookmark: _Toc500105478]Introduction
 The report is about employability. Employability means the ability that is drawn as an attraction by the employers to select a candidate. In this report, three most important sides of the employability and selection tool will be focused. The first one is the job description and person specification which generally describes the job and the qualities requisite for that job. The next one is the curriculum vitae which is the paper conveys all the necessary information about the employees and his career. The final one is a segment of interview session where two important competencies will be discussed (Employability, 2014).
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To find the best employees, employers undertake several steps in order to screen the employees. These selection and recruitment process consists of several stages and instruments. Among these instruments, the job description and person specification are the most important parts. A brief discussion of these statements has given below along with their purposes.
Job description: Job description is a board written statement where the employers describe each and everything regarding the specification of the job for which he is looking for the personnel. The job description mainly is divided into two parts. The first one implies about the position of the job like the name of designation, title, structure etc. and the other indicates the activities or the performance that the job holder will have to do like the job duties, purpose, responsibilities, scope and working conditions etc. Most of the companies have a formal job description but some companies are not so formal and that’s why to use an informal job description. Here in below the purpose of job description has been exhibited (Baukens, 2017).
Purposes of the job description: According to Kennedy Anne, the main purpose of the HR department is to find out the best and the right person for the proper post and job description is that instrument helps to accomplish the purpose. There are basically two types of purposes for which the job description is prepared. 
                                                 [image: ]
Figure 1: Purpose of job description
Source: website
General Purpose: The general purpose of the job description is about basic information about the job and its position but not the subtasks as stated above. It just says about the main task that the employees will have to perform but there remains no specification regarding the performance standards, evaluation process, compensation package etc. (Overtoom, 2015).
The advantage of the general purpose is that it provides the main concept of the whole job at a quick blink and the employers need not undergo a huge analytical process to prepare it. But the problem is that it doesn’t convey the full-fledged information which sometimes leads to the dissatisfaction for the candidates after going through the whole information from the specific purpose of the information (Quick, 2015).
Specific purpose: The specific purpose includes each and every aspect of the job including the subtasks that the person will have to perform. It consists of huge details of the activities that have to be done, how these to be done and how they will be evaluated etc.
The benefit is that the employees can get every aspect of the job in detail which helps him to take the decision properly but it requires huge time both to design the document and going through it.
Person specification: Person specification is nothing but to specify the type or characterized person required for a particular job. It is such a document or statement that exhibits the qualities, educational background, job-specific knowledge and others that requires in order to apply for that job. The basis of the person specification must derive from the job description which has been discussed above. Person specification has widespread criteria in the workplace as it is used as the basis for the assessment tool for the selection of the candidates. Person specification must be specific, justifiable, measurable, non-discriminatory etc. (Finesilver, 2012).
Purpose of person specification: Purposes of the person specification are huge. Some of these have been elicited below:
Easier interview process: As the person specification make it clear about the criteria the employers seek from the candidates, it helps them to screen the candidates on basis of it. Employers can identify easily by going through the attainment of the specifications that they circulated for the candidates whether it has been maintained properly or not (Solana, 2015).
Benefit for the job seeker: The job seeker can easily get it whether they are able to apply here or not as per the specifications. This allows them to judge themselves with suitability for the job. The person specification has two main segments. One is the essential and the other is desirable. From this viewpoint, the candidates can find out in which position they belong to.
Equal opportunities: The person specification is also an evidence of the equal opportunity that the job maintains. As there are specific criteria mentioned, the candidates will be chosen on basis of it but the discrimination (Jayaprakash, 2014).
Advertisement for the company: This is another important prudent way to advertise about the company and spread the name of it (Gravells, 2010).
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CV as a “Sales Manager” has been given below. Here the profile and the other segments will show the impact on skills and knowledge and how they were used in the workplace (Overtoom, 2015).

    				       CURRICULUM VITAE 
                                                                       Of
              				  Peter Barker
Mailing address
          Address: 4 Rutland Road, Colchester
    				  Email: peterbk@gmail.com
        				        Cell: (07700) 900234
          Profile



A hard-working, technical, target oriented sales manager with an outstanding performance record and praised for having a better skill of increasing the sales volume through maintaining a client-based relationship with the management of the buyer company as well as maintaining a frank and friendly team oriented relation. Able to manage the staff properly and recruit the best talent necessary for the company. Have a strong orientation in management skill in problem-solving, time management, team management and can perform the leadership technique in my given criteria as having a quest for taking my career into the highest excel of the corporate network.
Key achievements


Won the rising star award (2016)
Highest performing graduate (26016)
Won the best sales manager of ABC Company (2015)
Broke the record of sales volume of 500,000 units in a week (2015)
Won top seller Prize for two consecutive years, securing 140% and 190% of yearly targets

BA: Business Management (2010-2013)Educational profile

Department of Finance
Sheffield Hallam University
Grade: 2:1
Relevant Module: Business Mathematics, Finance, Principles of marketing, organizational behavior, Business Ethics and Decision making (Solana, 2015).
A level (2009-2013)
Summerfield School Sixth Form
Results: Mathematics (B), Business Studies (A), Mathematics (B)
GC (2001-2008)
Hall Cross School
Result: 11 GCSEs at Grades A*-CEmployment history



Company: DPCC Company (2014-2015)
· Promoted the products and regularly visited potential and existing consumers to spread the company name in every point of the urban areas.
· Acted as a key person of contact for the company and ensured the highest standard of customer service by assisting to solve their regular problems.
· Negotiated contracts from year to year (i.e. price increases, warehouse management, Safety stock negotiation etc.)

Company: ABC Company (2015-present)
· Provided leading through networking, marketing and converting into key accounts 
· Played key role in the designing of the product
· Managed the sales cycle from inception to final consumer
· Manages high-profile sales account
· Coordinated service review discussions to ensure customer satisfaction and removing marketing related confusion (Baukens, 2017.
· Conducted bid and ask analysis and dealt with execution, ensuring to buy sell and negotiated the sales order and prizes. 
· Hold regular meetings with the other company management regarding the sales order and other services. (Gravells, 2010)
· Used CRM and ERP systems to record data observed the personnel about their performance.
· Played a key role in leading the team like conducting appraisals, training and mentoring etc.

       Software


Microsoft Office (PowerPoint, Word, Excel and Outlook), CRM and ERP systems (Saunders, 2011).
Personal Interests



Poetry, Short filmmaking, Reading Literature & Traveling
        References


Mr. John Abraham                                       Mr. Danley Rozario       
Lecturer                                                        Business Team leader
Sheffield Hallam University                         ABC Company
22, Civic Call, Clay Cross	Birmingham, West Midlands 
E-mail: john1014@gmail.com	          E-mail:drsc104@yahoo.com
 Cell: 01612243078			           Cell: 01612615431
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The interview is one of the most important tools to select the best employees for the desired posts. The interviewers use various techniques to undertake the tool. Among these techniques, one is the STAR technique. Apart from the traditional interviews, this one is based on the competency that the candidates hold in them. The process consists of the situation, task, action, and result. Here two competencies have been exhibited to show the state how these were applied to me (Peček, 2014).
Problem solving
Situation: While working in my previous company I did have some problems working with the team members from various countries with many cultural backgrounds. This results in me to get stuck in some cases that didn’t match with mine and couldn’t adapt to that diversification. It made my performance down in comparison to others.
Task: I had to draw some drafts to solve this problem and identified some tasks to have the competency to adapt to the diversification. I found the tasks like learn the other countries tradition and culture, building an informal relationship with the team members. 
Action: The actions I took was going through some books regarding the cultures of other countries and watching their way of living on YouTube. I tried to get friendly as much possible with them and made an informal relationship. This made me capable of understanding their behavior in different situations and how they react.
Result: After completing the tasks I found improvement in my adaptation with the diversified actions the teammates do in several situations. Gradually I found they are assisting me in solving some cases as a result of building an informal relationship with them. This is how I solved this problem (Utah's multicultural environment team, 2012).
Time management: 
Situation: Our Company made a sale contract with another company where that company agreed to purchase the products of our company after having a presentation on the products we were going to sell. But unfortunately the person who took the responsibility to present it got stuck in an accident and it fell on my shoulder to perform the task (Solana, 2015).
Task: I had no material to deal it with and asked for lingering the time schedule of the presentation for the next week. The company permitted us. I drafted some tasks that to be performed soon.
Action: I called John to help me in this case. We both accumulated the products and their feature in an attractive way and made a presentation with full material to deliver to that company management. I had to keep it in mind that the time is so short and a well-decorated presentation must be delivered in order to complete the deal (Peček, 2014).
Result: I did my duties properly and the management also took it warmly. They agreed to make the deal with our company and I was raised by them. 
This is how I solved the problem with the proper time schedule (Rice, 2013).
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The report deals with the employability stating the abilities for which the employers are lured to take a candidate as an employee. The report discussed with the selection tools. One of which is the job description and the person specification. Then comes the most important and vital part of the tools that is the CV which helps the selectors to have a general idea about the candidates about his present and previous career. The final one is a part of the interview session where the competencies are stated on basis of STAR method (Baukens, 2017)
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