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[bookmark: _Toc60494297]1. Introduction

According to the EMPLOYMENT | meaning in the Cambridge English Dictionary, 2020 definition, employment is “the fact of someone being paid to work for a company or organization”. 
The most common qualities an employer looks for in an employee are the following: 
· Dedication 
· Confidence 
· Reliability
· Teamwork
· Independence
· Leadership
· Communication skills
· Integrity
In this report I will present what an employment relationship represents and the recruitment process, as well as the reflection on the in-class activity regarding the role-play, what is the career development and how do I plan to advance in my career by analysing my skills and preparing a personal development plan.
[bookmark: _Toc60494298]2.  Employment

The terms of an employment relationship are set up by both the employer and employee at the beginning of their relationship. The usual terms that are taken into consideration are: the salary, the holiday and sick days, work hours, the dress code, and the responsibilities of both parties.
The general responsibilities of the both parties can be categorized as the responsibilities of the employer and the responsibilities of the employee.
The responsibilities of an employee are very intuitive and straight forward. The employee is responsible of doing the work they were haired for in person. They are responsible of being careful and take their work seriously, of avoiding putting themselves or others in danger. Other responsibilities that an employee has to follow are following the employer’s instructions and being loyal.
The responsibilities of an employer are also very intuitive but are more serious. An employer is responsible of giving the employees the access to their place of work and giving them all of the appropriate tools that they need in order to fulfil their work. The employer is responsible of having to pay their employees their salary and all of the benefits they have agreed upon when the employment relationship has begun. Another responsibility of the employer is to make sure the employees are working in a safe environment. They also have to treat their employees with respect and make sure that there is no harassment taking place. At the end of their relationship the employer must give the employee notice if they are being left off, and the same applies to the employees if they decide to terminate the relationship.
[bookmark: _Toc60494299]2.1 The process of recruitment

An advertisement is “an announcement that informs people that a certain job position is available”. (What is Job Advertisement?, 2020)
For the role-play in-class activity I have prepared an interview with my colleague in which I have applied for the position of ‘Assistant Manager’ at a local restaurant. 
The advertisement for the role was the following: ‘We are looking to recruit a new Assistant Manager for our restaurant. We offer a permanent full-time position working a variety of shifts which includes at least one weekend shift. The person we are looking for should be reliable and have great communication skills. Supervising or managing experience is requested for this role. In order to apply please complete the provided form application’.
A job description is a written description of the duties that the employee is supposed to accomplish from the moment of hiring. 
The advertisement had listed the job description as well which contained details about the role itself and the duties of an assistant manager that are expected out of the person they are hiring. The purpose of the job is to assist the general manager in the day to day activities, oversee the staff and provide good leadership. Along this description the specific duties are mentioned as follows:
· Resolving issues and handling complaints
· Dealing with schedule changes due to staff issues
· Attention to details and filling in for the staff if it is the case
· Delegating tasks, organising the team
· Recruit personnel
· Resolving disputes and motivating employees
· Training the staff
· Maintain a safe environment
(Assistant Manager Job Description Sample, 2021)
The required person for the presented job should have the following specifications of skills and experience: 
· Experience in the hospitality field, mainly as a supervisor or assistant manager is required
· Good communication skills, as well as high proficiency in the English language
· Knowledge about the till system is not required but it would be preferred
· High school diploma is required to have 
The application for this job has consisted of a web application which has requested information about me such as: personal information, education, experience, qualifications, references and reason of applying. I have completed the form with all of my details, stated all of my experience as both a barista and a supervisor. I have listed my qualifications and education and I have mentioned that I still have ongoing learning in order to achieve the Certificate of Higher Education Skills for the Workplace.
In the processes of hiring, after all the applications have been received, all employers have to select a number of people that are meeting the requirements they have requested. This operation is called shortlisting.
According to Shortlisting Applicants - Step-By-Step Guide To Candidate Recruitment,  2021 the process of shortlisting is defined as “the process of identifying the candidates from your applicant pool who best meet the required and desired criteria for the open req and who you want to move forward onto the next step of your recruitment process, which is usually some form of interview.” After the company has performed this process, from which they assessed my application, I have been called for an interview, meaning the in-class activity role-play.
In my opinion the interview has went better than I expected. At first, I was a little nervous but as the interview went on, I grew enthusiastic about the opportunity and showed that I can be a people person and that I have great communication skills. I believe that the interview showed a professional discussion between an employer and a possible new employee where I answered all of the questions I have been addressed. I believe that I could have also asked some questions to the employer in order to gain more knowledge about the company, but overall, I believe the interview went great.
The next step in the hiring process would be choosing the best fit for the company after all the shortlisted persons have been interviewed and signing an employment contract.
[bookmark: _Toc60494300]3.  Developing a career

Career development can be described as the result of a person’s actions on the career plans that can be viewed from both the perspective of the employee, as well as the employer. (What is Career Development? This is How to Progress in Your Job, 2021)
The responsibility of the career development belong to both parties: employee and employer, in the sense that an employer is responsible of matching the people to the job and an employee is responsible of working in order to reach his potential to a maximum.
My working position at the moment is that of a supervisor at a local restaurant and the reason of attending this course is that of gaining more knowledge, identify my skills and my weaknesses in order to work toward improving myself as an employee and appeal more to employers. 
The skills that I need in order to make myself more employable are the technological skills, as I do not have a lot of knowledge when it comes to technology, and leadership skills, even if I have some knowledge with this skill there is always more to learn.
After taking the VARK Questionnaire I have discovered that my learning preference is ‘Multimodal (ARK)’. Meaning that my learning preferences are quite different and adaptable. This give me the three modes of learning that I can apply. (VARK - A Guide to Learning Styles, 2021)
The job that I am seeking in order to advance in my career at the moment is that of an assistant manager, but later into the future the job that I would like to get to is that of a manager. 
In order to achieve the skills that I need for the job I want to get to I have enrolled to the Certificate of Higher Education Skills for the Workplace so that I can better understand what are strengths and weaknesses, what are skills, how to properly write reports and identify within myself what I know and what exactly I have to improve. After this course I have learned that I have great communication skills, that I am a people person and that I am very organized. I have also discovered that I do not have the best leadership skills, and that I have to improve my technological skills.
In the interest of accomplishing my goals I have prepared a Personal Development Plan which can be found in the table below:

	
	Short term 
	Mid-term
	Long term

	Goals
	Become an assistant manager at a restaurant or café.
	Improve all of my skills and get more qualifications.
	Become a manager at a restaurant of café.

	Skills to be learned
	Technological skills and leadership skills.
	Communication skills, organizational skills, technological skills, and leadership skills.
	Leadership skills.

	Steps
	In order to achieve the short-term goal, I have enrolled to obtain the Certificate of Higher Education.
	After finishing the Certificate, I will enrol to the next level and continue with my learning.
	To achieve this goal, I will gain more experience as an assistant manager and improve my education.

	Resources 
	Free time,
Access to computer 
	Free time,
Access to computer 
	Job of an assistant manager 

	Schedules
	I expect to accomplish this goal in one year.
	The time frame I am expecting for this goal is of 2-3 years
	For this Goal believe it would take more than 5 years to accomplish.





[bookmark: _Toc60494301]4.  Conclusion

I came to the conclusion that I have gained a lot of knowledge during the courses I have taken that I believe would help me a lot in advancing in my career. 
This course has helped me understand what employment is and what are my responsibilities as an employee as well as what are the responsibilities of my employer.
During this course, the role-play that I had to prepare has made me understand the importance of asking the right questions in an interview and how to answer and behave in one.
I have determined my career path and the way I see it developing into the future by analysing myself through the VARK questionnaire and by preparing a Personal Development Plan.
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