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Job description
Job description could be defined as the process of representation of the job details along with the requirements for capabilities, talent & specific knowledge as & when applicable. A Job Description generally consists of data related to Job, Job Summary, Reporting Information, Working conditions including description of machines or the instruments along with Job Duties and the hazards to be faced at workplace. A job description could also be without any specific purpose, it may only be a representation of the Job Analysis as performed by the HR of that company or organization.
To be precis, Job description is the output of the Job Analysis or the findings related to the knowhow & the job duties that an employee is supposed to be doing as perceived by their respective managers. A Job Description could be either highly detailed or could also be just an overview, it depends on the notions & the perceptions of the HR managers under considerations. But some of the major mandates are Statement of duties & capabilities along with the job identifies related to the specific designations & the locations.
A Job Description could have both specific and generic purposes, as explained in the figure below:

Fig: Job Description – Generic & Specific Purposes
Job descriptions usually help the potential or the incumbent employees to understand the requirement & the necessities related to the job under consideration. It also enables the supervisors & the employers to select the best candidates through the filtering criteria being presented through the perceived job description (Torrington & Hall, 2011).. Generic Job descriptions are more holistic in nature & do not reveal the details or the insights which are required or are presented through the specific purposes Job Description (Wilton, 2013).
In the specific purposes job descriptions, generally the nitty-gritties are being mentioned in high details with respect to the requirement of the knowledge & the talent that is being expected from a potential candidate (Rivera, 2012). These detailed descriptions help to further drill down the specific requirements or the skills & knowledge required for successfully applying & converting the job for successfully getting involved with the company. This is done or adopted by many companies due to the varied nature of the work done by the different employees at the same levels across any organization (Suff, 2012).
Person Specification
Person Specification is rather a tool than an evaluating criteria. It helps the recruiters to perform a comparative analysis of the requirement with respect to the essential requirement for a job. Thus it is always important for the recruiting officers to have both the generic & the specific information under considerations (Wilton, 2013). The desired criteria as mentioned in the Job Description helps to select the candidates in case of multiple able candidates. This is basically an optional criteria used in case of discretion from other candidates (Stahl et. al., 2012). However for any job the specification depends not only on the scope & the nature of the job but also on the perceptions of the managers & the recruitment officers. Thus person Specification helps in identifying the specific qualities in a candidate along with determining the best possible options for training the candidate (Torrington & Hall, 2011).
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	Olinda Raposo

	
Address: 12 Lovatt Drive,Bletchley, MK3 7BU
Milton Keynes , Buckinghamshire 

	                                                         Mobile:   07440 014024
Email: Olindaraposo62@gmail.com


Personal Statement

I am very hard working person who is willing to take challenges and risks. I can also communicate in several languages which includeEnglish and Portuguese and basic Spanish.   I am open-minded, patient and supportive towards other people, especially towards children or those who suffer from disabilities. I have an excellent ability to remain good-humoured and unflappable under pressure. I have a clear, logical mind with a practical approach to problem solving and a drive to see things through to completion. I have a great eye for detail. I am eager to learn, I enjoy overcoming challenges.

Skills

· Communication
· Teamwork/ Leadership
· Decision making/ Listening
· Organisation/ Problem-solving
· Perseverance and Motivation
· Ability to work under pressure
· Money handling skills 
· Fluent in two languages: English and Portuguese
· Excellent telephone manners
· Can offer a warm & friendly greeting to visitor
· Basic IT skills 

Work experience 

Current – Poundstretcher – shop assistant 
Working at poundstretcher gave me the opportunity to continue to develop my interpersonal skills and communication skills as I had the role as a shop assistant and give the members all the information they required, I had to sell the products, money handling. I had the opportunity to work with others and create a relationship with them, along with that we do team work so that we we’re able to achieve our goals, make the costumers satisfied with our services. 

Matalan –  Sales Assistant- Milton Keynes 
Jul 2009
 I worked in various departments and I exceeded the costumer’s needs and expectations.  I had to ensure that customers had an enjoyable shopping experience and as part of the service I was expected to welcome customers and keep the shop floor clean and tidy.

Proclene- Milton Keynes – cleaner 
Jun 2008 – Feb 2009
My duties were to mop, vacuum and dusting desks I also was expected and trained to use the industrial cleaner to polish the floors and emptying bins.

Education 
Milton Keynes college: 


2012- ESOL Level 1 & 2 in English
2012- Badic aHairdressing course 
Attended secondary school in Africa 
Typing qualification 

Other information: 

Full clean driving licence 
Fluent in French and Portuguese 

Reference available on request
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The two competences chosen are team work and Time management:
Team work
Situation
In my previous organization I was handling the corporate communications for a product & service to be launched. Being part of the corporate communications, it was our duty to convey the message of new release to different stakeholders by taking inputs & in co-ordination with technology, operations, customer service & marketing department. 
Task
The challenge at hand was complex due to the efforts that need to be put to rope in the different stakeholders.
Action
There was some technical faults on behalf of the technology team & that is why the centrepiece of the main release was still withheld to be used further. It was one of my important duty to get in touch with the respective stakeholders & therefore give a courtesy heads up to the customers on behalf of the usage. After engaging all & working together the team was able to develop a suitable reply for the customers. Although there was lot of back & forth among the engineers & the senior people, the announcement speech was finally made ready in collaboration of the whole team & we tried to emphasize on the positive aspects & the benefits from new functionality in order to explain the delay & the timeline.
Results
Finally the customers were also satisfied along with the investors & thus after the final release of the new product or the service it was a huge hit among the customers who downloaded the same in the form of an app. Thus the team effort for roping in the customers & to increase the span of usage was hugely successful.

Time Management
Situation
In my previous job, there came a situation when the whole documentation of the project was rejected due to some mistakes in some flow methods. The whole documentation was due in 5 more days before project completion.
Task
Being the manager for the whole project, it was my responsibility to make the complete documentation as per the client’s criteria & therefore submit the proposal before the project end date.
Action
Although at first it seemed impossible to do the total documentation of a 1 year project in 5 days, it was a challenge which was worth taking & solving. I divided the work in four parts wherein I quickly roped in the members of the team who were responsible for the work. I again divided the whole team in four parts & assigned them their respective parts from the whole work. I enabled a “War Room” like situation where people works collaboratively as well as individually in a meeting room to get things done quickly.
Results
My idea of roping in the teams & making them to sit together & work was one of the best actions that I took from my part. Rest everything fell into place. Whenever there was a problem with the other stakeholder it was solved instantaneously rather than forming long queues. Also due to the simultaneous processing the team was able to finish the revisions & corrections by the end of the 5th day only & thus saved company from huge losses in the form of penalties.
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