
EMPLOYABILITY



Table of Contents
Introduction	2
Task 1………………………………………………………………………………………………………2&3
Task 2…………………………………………………………………………………………………4&5
Task 3……………………………………………………………………………………………………….6
Conclusion	7
APPENDIX A	8
APPENDIX B	9
Referencing	10









Employability

[bookmark: _Toc365893481]Introduction

Employability skills can be achieved from highs schools or in the work place, in order to succeed in the future by identifying their own skills so that they can allow themselves to move forward within a workplace to gain additional skills on top of their experience. If an individual understands their own skills and realises what they want to achieve in life but knows what routes to take and skills are required to perform in a roll, then they surely will be successful as they can identify and also perform with the skills and experience they may have learned from in a workplace or higher education, possibly within the business sector. Employability skills will not only help a person be confident within realising their own skills but also developing their skills and experience at the same time, allowing the individual to move forward and succeed in the workplace sector suitable to their skills.


Task 1
Explain the purpose of a Job description and a Person Specification

During a recruitment and selection process, the person specification and the job description are both essential elements an individual must consider when applying for the specific job role being advertised. Understanding the job description and a person specification will help the individual understand the structure and possible questioning of the interview, but especially the selection of the successful candidates and the skills required to perform in the job role available in order to be successful.


(1) Job Description: To give potential applicants with the appropriate skills for a required job role a real understanding of the main responsibilities and duties of the post being advertised by the company. This will help the individual decide if they have the appropriate skills required in order to apply for the job role they can also be a toll which the individual can consider in order to assess their own ability to perform in the current position being advertised. Job description may include of the job title and grade of post or possibly whether the post being advertised is full-time, part-time or maybe even temporary in some cases in working environment, usually during Christmas or New Year season in this case. 

The job description will also state the location of where the job will be performed by the individual and possible annual amount that the individual would earn performing in the job role, within a company. A job description is a very important role that individuals will use in the recruitment and selection process as it provides the individual applying for the job role by helping them realise and decide the scope of work but also details the responsibilities and tasks of the post, so this will help the individual applying for the role to understand the clarification of expectations within the company recruiting.

(2) Person specification: The Person specification allows the individual and the company to assess what kind of person they require to fulfil the role and this will allow a company to assess each candidate applying for the job role fairly but objectively.  This will ensure that the company will assess individuals on their abilities to the related job role being advertised. This will help the company to test all of the candidates against the list of skills required set out in advanced to be successful in the job role. This will also help the process, as it will remove prejudice, bias and personal interest towards specific candidates applying for the job role.

A Person Specification is a profile of the skills required of the individual applying for the specific role and results come from the job description of a specific person. It lists the principles that will be used in shortlisting and selecting of successful candidates. It provides us with a set of criteria against which all applicants can be assessed objectively; 
- A systematic and structured means for a relative assessment of the applicants.
- A document to confirm that the basis of decision-making is fair but also transparent.
According to (Van Zwanenberg &  Wilkinson, 1993) the use of the Person Specification in recruitment and selection has covered fundamental problems. The personal specification brings together the persons experience with the context of the job roles and selection. 
 












Task 2
Prepare a Professional CV for a Specific Job Role

Arry Jaffa
Mob: 07930400263
E-Mail: jaffaarry@yahoo.co.uk

Personal Profile:
A confident, motivated, reliable and enthusiastic individual who possesses exceptional communication skills, the necessary leadership qualities to be successful and the ability to work effectively both on own initiative and in a team environment. A very creative person, who is a fast learner, can adapt accordingly to new and challenging work environments. Improve players no matter how the person is physically or mentally challenged, as my vision is developing the skills of a player’s as well as the coaching styles myself and I’m currently seek a position in sports coaching.

Key skills and attributes:
Communication:
As a sports coach I ensured I communicated extremely well with individuals but use differentiation as participants learn better by performing a certain activity whereas individuals learn better by doing, communicating effectively but also professionally will help the individuals understand the session topic. I understand the needs and requirements of my players and have coached several aged participants all over London and even coached over Los Angeles for 6 months gaining more knowledge and experience by gaining the confidence to coach the less abled individuals ensuring that sessions were fun and very engaging. 
Honesty
I would ensure that feedback was priority for individuals as well as myself as I’m continuously thriving to keep performing better each and every session I carry out. Giving constructive feedback not only develops me as a sports coach but also helps develop players requirements by helping them progress on their weaknesses, turning them in to strengths. If an individual aren’t capable of shooting correctly in the first week I will help them monitor this area of their game in order to develop as a player by ensuring the shooting is more accurate as the sessions go on. 
Determination and Persistence:
My sessions allow individuals to demonstrate skills and drills, in order for them to gain confidence whilst having and learning, allowing them to reach their goals and helping me reach my objectives in developing a player and fulfilling their requirements. I’ve also gained the skills of directing and organizing football programs for primary schools in Tower Hamlets, picking up an experience of how to manage a tournament and group of young children but also being able to act and make imperative decisions under pressure to overcome any problems within the programme. I Participate a lot in my sessions as the individual think it’s more exciting when I’m involved, on the other hand, it allows them to ask me question and show them I have an understanding of what’s happening in the activities. 
Problem-Solving Skills
I’m currently a level 2 football coach and I’ve realised that when I’m 21 the next step for me to climb up the ladder and develop as a football coach is to gain my UEFA B Coaching license in order to move forward and open up more opportunities for myself. I’ve managed to develop game strategies for competitions and matches within my job roles, assist SEN teachers, keeping a register and holding full responsibility of individuals that are current in my lesson, which helped me become more organised as well as being prepared for lessons by carrying out sessions plans with warm-ups, main activities and cool-downs, allowing me to gain further knowledge of the drills that I perform whilst coaching.
Work Ethic/Professionalism
I managed to help students monitor their feedback by producing individual learning plans tailored to specific students and their learning needs. Health and safety is the key priority as a coach so before coaching anyone the environment and playing surface ought to be hazardous free. I listen and support each and everybody, as I’m interested in everyone’s views or opinions, so in a meeting of coaches, everyone would know and understand the lesson objective to be carried out during the session.


Work Experience: 			                                                          2010-2012
· Arbour Youth Centre 			                                             2012-2013
· Marion Richardson Primary School                                                2014-2015
· US Soccer Camp 				        

Education/Qualifications:
Bishop Challoner Boys School 				Sep 2006 – June 2011	
5 A-Cs GCSE’s 

Bishop Challoner Sixth Form 				              
· OCR Level 2 ICT – Merit 
· BTEC First Diploma – Distinction 
· BTEC Level 3 National                                                             Sep 2011 - June 2013
· Diploma in Sport – 2 x Distinction*
· Level 1 - Football Coaching
· Level 2 - Football Coaching                                                                                                               
· Level 2 Diploma – Increasing participation in sport and active leisure in community settings
· Level 3 - Certificate – Principles of coaching sport

Hobbies & Interests:
I enjoy listening to music and watching a wide range of films, plus I enjoy socialising with friends and meeting new people from different backgrounds with different beliefs.                      
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Task 3
From my personal experience and applying the STAR model, write a statement for 2 competencies:
· Decision Making:  According to (Heathfield & M, 2017), if decision making is a responsible factor in the job you are applying for, asking yourself several interview question about your own experience and effectiveness but giving examples of how you have showed effective decision making so the Employer understands that the know how and when you performed the attribute. Through my experience as a sports coach I have always understood my players and realising the appropriate time to step in as a football coach and be effective when necessary is a key decision making skills, as I need to recognise if something is going wrong, how can I put it right so that it does not happen over and over again. Moreover, It’s imperative to praise a player when they are doing some correct as it gives them confidence as well as realising their performance. I have also had situations as a sports coach where participants have picked up major injuries, therefore, decision-making in this situation is vital as the participant is the coach’s responsibility. Being a sports coach you have to make sure you follow the procedures, as well as react in a professional way and not panic, as you do not want to worry yourself as well as the participant.  On the whole, as a sports coach I’ve been in several situations where I have had to react and make key decisions under pressure, however it always made me confident and helped myself gain the knowledge, as well as experience, helping me still to this very current day.
· Team working: Over my years I’ve experience many situations where I have performed great teamwork within working environments as well as day-to-day life. I’ve performed great teamwork within my sports coaching meeting, raising questions with other sports coaches within my company relating to a specific topic. The importance of everyone communicating and performing great teamwork will help everyone understand the objectives but also allowing everyone to help each other even if it is feedback that they’re providing one another.  My input within the coaches was just letting everyone know our own objective is to develop us as well as the players. According to (Sugarman, 2004), a successful team will require exceptional team working skills, consideration and exceptional teamwork form the backbone of a superb team. For example, you could have the team of best players from all over the world, however, if they do not work well as a unit or a team then the chances are they aren’t going to be that successful as they will need to be able to perform great team work as a team and not just individually. Team working is the key to success within a team, individually; the person should ensure there team working skills are very good in order to work well with others. Agreeing with (Sinek, 2016), we may question or find it extremely hard explaining why you made a decision and what you done to come to that decision. Additionally, decision-making does not control language, it’s a part of our brain that helps everyone come to a decision whether it’s the accurate one or not our brain helps individuals make key decisions.

Conclusion

[bookmark: _GoBack]Overall, if an individual develops the required skills within their work sector, also showing their understanding of how they perform that skill, employers wouldn’t think twice about allowing the individual to grow within their company. One of my areas for improvement would probably be problem solving as I need to not only just realise a problem when I see it but think about what affects the problem could have on myself as well as others. Additionally, I could possibly consider the ways of how to deal with the problem, in order to prevent it happening again in the future. On the whole, Understanding your own skills and realising how you demonstrate them to be effective is the key to being a success in life.
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STAR Model:
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