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Task 1
Explain the purpose of job description

The site www.financialwisdom.com says that the importance of job description is to clarify the key objectives of the job, what is needed from the different candidates that apply for that job from skills to responsibilities.
A job description should contain all the tasks required for the job and how they can be carried-out effectively, that so to avoid any kind of misunderstanding between the employer and the employee.


According to the same Financial Wisdom Site A job description will contain relevant information such: 
 
· Job Title: Clarifies the position, job title, and rank or level (if applicable).
· Salary Range: List debut salary, mid and maximum.
· salary for the certain position. Information about how employees may be eligible for additional compensation should be included (commissions, performance gifts, annual bonus, etc.)
· Statement of Purpose and Objectives: A brief general summary of the purpose and objective of the position. Containing worker’s duties but does not include sub tasks, performance standards and basis for evaluating jobs and compensations.
· Job Description: A list containing specific duties and tasks in their order of importance. This list will contain most of employee’s duties, including extra duties that he has to follow to achieve the best performance in certain activity.
· Description of Reporting Structure: This is where every role concerning the employee will be described. This will include roles like who will be supervising and who will the employee report to, directly or indirectly. Other departments that will be working with the employee should be mentioned. Organisation charts of the company containing all different positions in the company from the highest rank to the lowest is helpful.
· Experience and Skills: clarity and specificity when detailing the experience, skills and responsibilities to perform the job. 
· Description of Ideal Candidate: Detail of main skills necessary to perform the job, strong abilities to face adversities. 
· Work Location and Schedule: List the of locations where the job will take place, time, and schedules necessary to have the job done efficiently. 

A job description has advantages and disadvantages.

   Advantages: According to https://www.thebalance.com, the main benefit of general purpose job description is that it saves time and quickly provides simple basic information to managers. It does not require much human efforts and is very easy and convenient to carry out. Additionally, a job analyst does not have to conduct deep research to gather the required details. 
 Disadvantages: According to https://bizfluent.com, he main disadvantage of general purpose job description is that it does not provide managers with full-fledged information about job context and sub tasks. Sometimes, a manager may fail to extract correct information from such small amount of data.








Person specification

 According to www.soas.ac.uk, the purpose of person specification is to describe the qualifications that the person may have, experience, skills and other features. It also refers to the value of a person. Is through person specification that the best candidates are selected. Once candidates are chosen the person specification allows the employer to provide the specific training that the candidates need and also knows about the candidate’s capabilities, for example, if your specification required someone with excellent computer skills as being essential to the role then you would only need to give a brief induction to the computer systems of your business. 
Here are some other purposes of person specification: 
It makes the interviewing process more reﬁned and therefore easier Job seekers are able to assess themselves before applying and understand how they will ﬁt in with the role and your business. This allows them to match themselves according to suitability and not just skills. It clariﬁes the two types of personal qualiﬁcations important to the employer: essential and desirable. This enables the employer to be explicit in what they want and how the candidate matches this criteria. It helps to communicate equal opportunities policies within the recruitment culture of a business. The law is very clear about discrimination. A person speciﬁcation ensures you are assessing a candidate on their abilities related to the role. It means you test all of your candidates against the same list of priorities set out in advance. This helps remove bias, prejudice and personal interest, all of which can be problematic for recruiting successfully.

Advantages of the personal specification

While clarifying the job on offer it also enables potential applicants to more clearly determine whether they are capable of meeting the requirements of the job, thereby reducing unsuitable candidates at an early stage
The specification ensures all candidates are judged systematically on the same criteria and ensures that your selection decisions can be justified using objective criteria should they be called into question at a later stage.
The person specification and job description can also be used as the basis for staff development, appraisals, or promotions in the future.
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Task 2



Luzidia Pedro Jone Tangal
Address: 20 Colchester House, Union Grove, London, SW8 2RD
Mobile: 07438317148 | Email: luzidia700@gmail.com 

Personal Profile 
An experienced, responsible and hardworking kitchen leader, with experience of working with diverse groups of people. Currently looking for full-time job as kitchen assistant manager in London.
_____________________________________________________________________________________________________________________
Work Experience
KITCHEN LEADER
PRET A MANGER (London) 							      May 2015 – Dec 2017
· Ensure that all meals are Prepared, cooked and presented in accordance with brand standards
· Be responsible for daily operations in the kitchen;
· Be managing and training of team members;
· Stock control and ordering;
· Ensure that the company Health & Safety Policy are met
KITCHEN ASSISTANT
MACDONALD (London)		                                                                           May 20014 – Mar 2015

· Work in the kitchen preparing meals; 
· Helping customers through the ordering process at the front counter;
· Operating a cash register;
· Cooking Big Macs and other menu items;
· Cleaning the restaurant and completing other assigned tasks.

SALES PROMOTER
CONTINENTE (Portugal) 								        Jun 2005 – Set 2008
· Talking to and assisting customers in a busy supermarket.
· Promoting the sale of brand products, including food, drinks and toiletries by providing samples to customers.
· Informing customers about new products available in the supermarket.

Shop Assistant
Telepizza (Portugal) 								                            Jan – Dec 2003
· Part-time job while studying at college.
· Serving customers in a polite and friendly manner: taking orders, working on the till, handling cash.
____________________________________________________________________________________________________________________
Education
Formação Profissional para o Sector Alimentar
[Vocational qualification in the Food Industry]					   Nov 2013- April 2014
CFPSA (Vocational Training Centre for the Food Insdustry), Portugal


Secondary School Diploma
Escola Secundária Mães D’ ‘Agua                                                 				Graduated 2003
________________________________________________________________________________________________________________________________________________________________________________
Interests
 I enjoy sports and cooking, and have been attending Springfield Community Flat’s Cooking Club weekly. Further to this, I have also volunteered at a children’s summer camp in Portugal, where I helped disadvantaged children and facilitated activities for them such as football, cooking and dancing.

Skills
• ICT: Proficient in Microsoft Word and Excel, e-mail and the internet.
• Languages: English (high intermediate), Portuguese (native speaker), Spanish (fluent), French (fluent).
_______________________________________________________________________________________________________________________________________________________________________________
Referees
Available upon request.

TASK 3
Team work

We were preparing meals to deliver to the shop where we had to sell and some of my coworkers were not being able to make the number of meals required. Everyone had a few meals to prepare(situation). I was responsible for organising the people, and help them to deliver the meals on time due to the demand(task). Upon reflection, I ordered those who had done their number of meals to help others and prepare together the remaining meals, I also helped preparing the meals so that we could deliver on time(action). We delivered the meals on time and clients were satisfied because there was always food on the shelves, we didn’t run out of food in the shop and we were able to sell almost all the food prepared. My supervision was very content with the result achieved and how we as a team responded to the situation(result).

Problem solving

I was in charge of an event where I had to put staff to work and organise them according to their tasks, unexpectedly some members of the staff didn’t show up for personal reasons on the day of the event(situation). I had to find people to fit into the space, and have a backup plan for any situation regarding the staff and the event(task). I had to call for free agent staff to come and replace the missing staff and thankfully they arrived well on time for the job(action). As a result, the event proceeded with no impediment nor delay, thanks to the preventive measure of calling the free agent staff, the client and my supervision were satisfied with the way the problem was solved, and my prompt response turned to be efficient(result).
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