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Part 1
[bookmark: _Toc502835859]The purpose of the Job Description
	Recruitment process is one of the most important procedure of Human resources. It is about finding the right person for the right role. A good recruitment consists in developing long-term relationships, skills and performance as well. Recruitment process is divided in different steps, at the top most important we can define the job description and person specification. If these two steps are made completely accurate and objective, it can save the company from spending a lot of time and money, as well. 
	The difference between this two is that one is focusing on the job itself and includes reason, duties and conditions that needs to be fulfilled, while a person specification compress the features and attributes of a suitable future employee.  
“The job description outlines the responsibilities of the post and what the post-holder is expected to do, building on information that was contained in the advertisement”. (Cottrell, 2010)
Most people don’t want to perform weak in their positions. When this is happening, usually it’s because they are in the wrong job and this can be avoided by writing a good job description.
Well defined and adequately job descriptions are connections tools between both employees and applicants to anticipate the role, competences and responsibilities.
A job description includes data previous collected about title, location, working conditions, information, machines and tools. It can be a General Purpose or a Specific Job Description. General purpose job descriptions contain the job title, location, summary, reporting and duties.
The principal advantage of general purpose job description is that involves less time and can provide faster information to managers. It is very easy and useful to accomplish and it doesn’t require a job analyst to make research in order to collect details. Certainly, there are disadvantages and we can think at the lack of information about job context. Therefore, many managers find themselves in difficulty to extract correct information from poor quantity of data.
“Specific purpose job description includes detailed information about job responsibilities of an employee. It also covers sub tasks, essential functions and detailed job duties.” (Team, 2008)
Specific job descriptions give wide amount of information in order to asses the performance. However, it can slowly the process and consume a lot of resources because it involves a large amount of data which sometimes can not be 100 percent genuine. Specific Purpose job description includes detailed duties and responsibilities, subtasks, essential information about performing and functions.
Nevertheless of which one is used, a job description shall be clear an easily understood with no inclination in terms of gender, age, marital status or disability.
[bookmark: _Toc502835860]The purpose of Person Specification

	The person specification will record the skills, qualifications, experiences and qualities that the company is searching for. The person specification comes from the job description. It can help employers to compose precise job advert and find the right person. The person specification allows to evaluate the candidates fairly and objectively and compare them based on evidence. Information transmitted in a person specification must be specific and measurable. Job criteria should be fair, relevant and justifiable. 
Requirements represent the main criteria in a person specification, which all candidates need to have for applying to job. These can be split into essential and desirable. The difference between them will give the chance to employers to select. If many applicants meet the minimum specification, employers will look at the extras or desirable requirements and use these in order to make interviews.
Person specification commonly include skills specific to job, knowledge, qualifications, experience and willingness. 
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	4 Hurstbourne Gardens, Barking
Tel: 07342693590
E-mail: Cristinasb15@yahoo.com



  



	Alina Cristina Boier 


	I am a patient, reliable and consistent person with over 3 years experience in customer service and over 4 years as an assistant manager for an import company. I poses strong communication, team working and organizational skills.

	[bookmark: _Toc502835862]Experience
	Aug 2015- Present
	Roni’s Ltd
	London, UK

	
	[bookmark: _Toc502835863]Waitress and barista
· Responsible for taking orders and serving food
· Making coffee and other drinks
· Cashier for take away products and dealing with bill payments.

	
	
2014-2015
	
INTERGAME S.R.L.
	
Sibiu, Romania

	
	[bookmark: _Toc502835864]Shift manager
· Serve as a link between a Casino guest and the casino’s management
· Ensure the safety and comfort of the slot players
· Pay players who have won money 
· Promote special programs offered by the casino


	
	2009-2014
	PLASTIC SYSTEMS S.R.L.
	Sibiu, Romania

	

	[bookmark: _Toc502835865]Assistant manager
· Handling incoming and outgoing calls and correspondence
· Ensuring protocol service for guests, organizing different events, handling travel arrangements
· Attending meetings and workshops in Romania and in other countries
· Receiving invoices and making payments
· Receiving import invoices, preparing the necessary documents and making the invoices for the clients.

	[bookmark: _Toc502835866]Education
	2017-present
	“University of Wales”
	London, UK

	
	Certificate of Higher Education in Skills for the Workplace

	  
	
2005-2009
	
“George Baritiu” Economic School
	
Sibiu, Romania

	
	· Technician in economic activities, accountancy profile
· Tehnician in IT
· Certificate in Bussiness Enlish

	[bookmark: _Toc502835867]Hobbies
	Reading, swimming

	[bookmark: _Toc502835868]References
	References are available on request.
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Part 3

Team-working
Situation: We were under pressure for re-opening this place, after two months of refurbishment. The employee insisted to re-open because of the high costs and wasted time, even if some things were not completely finished in the local. Everything  was going well, until one of the chefs fainted and everyone was going crazy and nervous about the situation. We didn’t expect that and the guest were already at tables.
Task: To deliver excellent customer service despite the things happening around.
Action: After calling the ambulance and helping the guy I was trying to calm down everybody so that customers wouldn’t notice any strange behavior from us. I was speaking to my colleagues and together we decided that we will sort things out as a team.  
Result: The night was a real success, and with a bit of help from us, the chef did some amazing plates that impressed everyone. Everyone gave 100% and we helped each other despite the management that didn’t act quickly in this situation. We deal with the situation because everyone was knowing the menu and how the plates should look so it was easy to help the chef and pay attention to details that he couldn’t do. As a result we received good feedback from guests, many of which became regulars and some of them even friends.

Problem solving
Situation: A few years ago, I was working for this company that is doing imports with machines for plastic fabrication and recycling. We were due to make a presentation at a big exhibition fair for promoting  a new machine, launched by our business partner. Because of the bad conditions and heavy raining, our partners flight was delayed and we needed a technical person to make the machine run properly during the presentation.
Task: To find someone who knew the machine piece by piece.
Action: First of all, I noticed the event organisers about the situation and they changed the running order, giving us a bit of time to manage the situation. I called one of my colleagues that I knew he has technical skills and lucky us he was a a big fan of the machine and knowing almost everything about it. He agreed to come to event as soon as possible and take a look at the product.
Result:  The presentation went well, with no technical problems. The questions were easy, so Alex knew all of them, even added some extra information. Everyone was delighted about him and even get a promotion after the event. As a result, we gained three new customers and a good discount from parteners.
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