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[bookmark: _Toc502171263]Task 1: Purpose of Job Description and Person Specification
Generally business organization recruits employees for the different types of tasks so that the organization can be operated smoothly and generate profit to sustain. In case of the recruitment process of the organization both job description and person specification plays the most vital roles. According to Petersen and Derivate (2008) recruiters are highly focused on job description and person specification because of some valid reasons and those purposes of the organization are discussed here for clarifying the topic.
[bookmark: _Toc502171264]Purposes of Job Description
Organizations recruit employees for the purpose of some tasks that are to be performed for the organization. At the same time finding the most competent employee for the post is also a big challenge. In order to make the path a little easier for the organization to find out the most competent employees job description is a proper instrument. Mader & Clark, (2013) says that with the help of job description an organization conveys all the works and activities that should be performed by the new recruited employees. After reading the job description job seekers understands whether they can perform the tasks required by the company and candidates who cannot do so does not apply for the job generally. As the irrelevant or incompetent job seekers do not apply the organization’s screening process to find out the best employees for the post or posts become easier. With the help of a proper job description the organization presents the summary of the job that includes key responsibilities and duties of the employees, summary of the job tasks, to whom the person will have to report, the place where the person have to work or stay for work etc.
With the help of job description the organization conveys the title of the job and rank of the post to the candidates or job seekers so that they can find out the perfect person for the perfect place. According to Petersen and Durivage (2008) a job description business organizations or recruiter also mention the location of the office where the employees will have to work and peoples who do not feel convenient do not apply thus the organization can minimize cost and reduce time of recruitment. In a job description all the required criteria of the organization is expressed by the company and most importantly the organization get the applications of the candidates who actually can perform the required tasks. That’s why job description helps to reduce time of recruitment, reduce costs and makes the recruitment efficient for the organization.
[bookmark: _Toc502171265]Purposes of Person Specification
Every business organization wants to recruit the best person for their organizations. That’s why all the recruiters prepare person specification where they present the skills, abilities and other qualities required for getting the job. Along with other qualities the minimum required educational background and experiences of past work are also presented by person specification. According to Mandell, (2007) person specification presented by the recruiter make the helps to refine the whole recruitment process ad making the selection of best employee easier for the selectors. After learning the person specification of a particular job all the job seeker can evaluate them and realize whether they have the attributes required for the job and this helps the recruiters to avoid some costs and wastage of time. At the same time the job seekers can find the best suitable job for them after learning the person specifications asked by the recruiters. Using the person specification recruiters mainly expresses the must qualities candidate should have and the desired qualities that are preferred by the organization for better working environment adaptability and work performances.
Sessa and Campbell, (1997) argues that a properly written person specification helps the recruiter to follow the discrimination act of UK where it is mentioned that the job seeker should get equal opportunity to find jobs for themselves. As person specifications represents the essential qualities the candidates who will apply will have the same qualities and skills and the competition for getting the job will be a level playing field. Whenever the organizations are following person specification it is expressed by the organization that it is avoiding all kid of biases in terms of recruiting new employees. That means person specification motivates the application of talented and skilled persons as they do not need to worry about preferring the personal interest or other biases in case of recruiting.
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	Career Objective


Gathering enough work experiences and skills by working in the industry of financial institutions and being a successful executive employees for my organization. At the same time always being honest to my duties for building a strong positive reputation in the organization where I am working. Work in a position wherein there is scope for transforming challenges into opportunities for growth, utilizing abilities developed through academic education, enthusiasm and correspondingly adding value to oneself by taking advantage of potential growth prospects.
	Personal Detail


I believe in an honest man and I have all the skills and qualities required to lead the organization towards the desired success. At the same time I have a strong belief in hard work rather luck that’s why I always appreciate peoples who do not crave of hard work and I also prefer myself to provide the best for the organization. I already worked as an accountant in some organizations before so I also have proper knowledge about my work and job duties at my workplace.
	Experience


Employment history: 

Duration 			Company 			Position 
2016 – Present 		Brights Security 		Event Security 		2015 – 2016 			A to Z sourcing UK LTD 	Sales Adviser 
2014 – 2015 			Wasabi 			Hot Food Safe 
2013 – 2012 			catering LTD UK 		Helper 
2013 – 2012 			Spaicy Catering UK 		Helper 
1995 – 2012 			Bijutaria (Own Shop)		Owner and Manager 	

	Educational Qualification


Education: 
University / organisation 		qualification 			session 
Skills for the work place 		level 4 			2016 - present 
Sherrji Trainning LTD 			BTEC Level 3 			2015 – 2015 
Cmbrige ESOL				entry level 3 			2012 – 2014 
Dhaka University, Bangaladesh 	M.A. Political Science		1988
Dhaka University, Bangladesh 	B.A. General 			1982 

	Key Skills


1. Strong leading capability
2. Proper knowledge of customer management
3. Experience of working in the same field
4. Know how to create effective communication
5. Proper time managing capability
6. IT related expertise
	Other Capabilities & Achievements



Computer Literacy:
· Microsoft Office Word
· Microsoft Office Excel
· Microsoft Office Power Point
Area of Interest: 
· Resources Managing
· Financial Management
· Financial Reporting
Personal Strengths: 
· Have the ability of establishing strong and effective communication.
· Experience of managing same position before and knowing work properly.
· [bookmark: _GoBack]Ability to prioritise works within deadline.
· Have the ability of taking responsibilities and fulfilling then as they are required. 
· Capable to work under pressure and in challenging environments.
· 
	Personal Information
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[bookmark: _Toc502171268]Team Working
Situation: In the modern interviews interviewers or organizations often create teams where the candidates work together as a team. In the current business recruitments team work is very popular and in most cases the organizations arrange case solving events to find out the most competent persons for the organization. According to Twyford and Watson, (2008) sometimes a specific situation is also visualised in front of the candidate and evaluates the decision making and instant reaction ability of the candidate. Often a candidate is asked to consider as CEO or manager of the organization and make decisions as per the situation.
Task: While some candidates who applied for the job are working in a team they must be focused on fulfilling the tasks they are required to complete. While working in a team all the tasks should be completed as a team rather as being an individual. Here the performance is evaluated as a team not an individual. If the team members can give their best they can complete the tasks successfully and impress the interviews. Here the main issue is to understand the team and understand the tasks to be completed for fulfilling the tasks effectively and efficiently.
Action: After understanding the task it is significant for the team members to complete the tasks. In order to complete the tasks the team members should do some actions that will lead the completion of the required tasks. Suppose, if they are asked to solve a mathematical issue they needs to do the relevant calculations and applying the logics to get the relevant result of that particular problems. In fact the team members need to apply different methods by different individuals for getting more than one results.
Result: It is the final time where the result of the team work should be presented to the interviewers. In the previous step the team members were solving some mathematical problems applying different mathematical logics and ideas. Now all the results along with their logical interpretations should be presented to the interviewers so that they can evaluate them.


[bookmark: _Toc502171269]Time Management
Situation: In case proceeding the interview session for recruiting the new employees the interview committee or the HR department of the company can design time management test for the job seekers. According to Williams and Reid, (2011) the interviewers can design a case competition that must be solved by the candidates within the stipulated time for getting the jobs. For instance, a case situation is given to all the candidates and they are asked to solve that within 30 minutes and then another 10 minutes will be allocated for their presentation of arguments.
Task: In the situation the candidates were given a case that should be solved within the stipulated time. Now in the task session the candidates firstly need to identify the tasks they need to identify and give solution. For instance the company has a problem in its marketing strategies and the candidates can design a better marketing campaign for the company but the allocation of time should be remembered.
Action: In this segment the candidates need to apply the different marketing tactics that will lead the marketing of the company successful and help to generate higher profit. Actually here the individuals need to implement the task they understood in the previous segment of task. For instance, the candidates need to present the final marketing plan using the different marketing strategies suitable for the situation.
Result: Finally the candidates who can finish their tasks within 30 minutes will get the opportunity of presenting their arguments and after judging those arguments the most competent persons will be declared to had effective time management and they may get the job the applied for.
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