          [image: Text

Description automatically generated]
       EMPLOYABILITY AND JOB EVOLUTION
[image: Logo

Description automatically generated]
                                CertHE Skills for the Workplace
         Module: Professional Career Development (BMSW4005_LON)
        Lecturer: Lloyd Beharry
        Student: Francisco Javier Torres Mata (2020187)
                                                                                                               10 January 2022, London.


                            TABLE OF CONTENTS. 
     
1. Introduction……………………………………………………………………………………………….1

2. How employability is regulated………………………………………………………………….1

3. Recruitment process………………………………………………………………………………….4

          3.1. Advertisement………………………………………………………………………………………4
          3.2. Job description……………………………………………………………………………………..5
          3.3. Person specification………………………………………………………………………………5
          3.4. Application form……………………………………………………………………………………6
          3.5. Shortlisting…………………………………………………………………………………………...6
          3.6. The interview-reflection on role play…………………………………………………….6

4. Career development………………………………………………………………………………….6

5. Conclusion………………………………………………………………………………………………...7
                                                                                                                                                                                                                                                                                    
6. References………………………………………………………………………………………………...8
                                                        



             1. INTRODUCTION.
 
  “Employability is the ability to keep the job one has or to get the job one desires” said Rothwell and Arnold.
  The definition of employability is constantly changing due to the passage of time, where jobs evolve, and the needs and necessary skills become different. It can be defined as the ability of the person, looking for a job, to find, do and evolve in that position. To keep us “attractive” to employees and businesses. The ability to adapt to remain competitive in the job market, adapting to needs, and transforming yourself today is more important than previous studies, skills or achievements.
 Nowadays, it is more and more necessary technical qualifications and soft skills as an effective answer to any job position. Being more important to keep up to date, renewing through trainings, and adjusting the profile to the requirements of the job. Currently, it is not like before, when you studied a career and you never study again, it is required to always keep up to date, due to the constant and rapid change of the job market competition. Looking for workers who deal well with stress, who are leaders, and who see with clarity and determination the possibilities within the chaos that the labour and business market has become. Without forgetting to be a good communicator, self-motivated, with initiative and to be, as we have said, constantly renewing and learning.


             2. HOW EMPLOYABILITY IS REGULATED.

 Faced with the need to regulate relations between employers and employees, in the twentieth century a series of laws were created to protect workers from terrible working conditions that existed. Allowing us today, to have a healthy relationship in our jobs, necessary to live, avoiding abuse and trauma, by establishing work as a right and not an obligation. Giving, to employees and employers, fair rights and obligations in the working environment.
 Employability is regulated by Employment Law Legislation. Job legislation refers to the various statutes or acts that define an employee's legal claim to particular behaviour, benefits, and rights from their company or employment. The employment relationship is governed by a range of employment-related statutes and acts.

 There are three important acts, to which we are going to refer below:

1)  Health and safety at work act 1974.
 Sometimes called HASAWA, HSWA or HSW, is the primary and an important piece of legislation for all workplaces in UK, small or big companies, providing a safe working environment and the health of all their employees, the same for permanent or casual and temporary employees, as well as self-employed and even visitors.

  (Rothwell and Arnold, 2007)                                                                   -1-


  It regulates the duties which:

·  Employers with employees and visitors.
·  Employees with themselves and to each others.
·  Self-employed with themselves and to each others.

    With the aim of implementing the following six points, by employers in this case, which are:

·  A safe place of work.
 Covering all the workplaces not only offices and buildings, as well as ways of working safely.
·  Have a safe equipment.
 For everyone for any equipment, mechanic or electronic, used at work. Involving periodic checks by an appointed person reporting faults and how can be repaired.
·  Ensure a proper trained staff.
 Inside or outside training (to use properly the equipment in a safe, responsible and competent way) and general health and safety, manual handling and fire safety. Making them aware of the potential danger of each activity.
·  Have risk assessments.
 Preventing actions for identified risks (already known or new ones that can be identified mainly by the workers themselves). Being able to not take action on the risk factors, reasonably, if they were of very low risk, and brought high costs to the company.
·  Have proper facilities.
 Like toilets, clean drinking water, heating or air conditioner…being checked and maintained, clean and tidy, accordingly, by professionals and the own employees.
·  Have a dedicated person to control and carry health and safety protocols.
 Taking responsibility of the all the duties are carried and known by employees, by routine safety inspections and standardizing the daily operations safely. If the company is attached to a union, will be required a representative.

    In the side of the employees there are similar responsibilities to ensure the safety and wellbeing in the companies. Like:

· Work safely, taking care of your own safety and health, and the others around you, making sure your actions do not harm or cause injury to others.
· Follow safety and health instruction given by employers, asking in case of not understand properly the information.
· Cooperate and notify if have been found any hazard, injury or dangerous situation to the person in charge.
· Do the right use of the PPE (personal protective equipment), following the instructions you have been given, reporting if any concern.
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2) Health and safety act 1996.
 Made for employers, dutyholders, and those in charge of workplaces, locations, and properties; also for people who work with equipment that use verbal and/or nonverbal communication.
   This act covers areas like:

· Unfair dismissals.
· Redundancy payments.
· Protection of wages.
· Zero-hour contracts.
· Sunday working.
· Suspension from work.
· Flexible working.
· Termination of employment.

               All  these areas are applied regardless of their length of services.

3)  Equality act 2010.
 It covers everyone, not only in the workplace but the whole society, against discrimination (the unfair trait because of who you are), to individuals, groups and by association with them.
   Everyone is protected from discrimination by:

·  Employers.
·  Suppliers of goods or services (retailers, banks or utilities corporations).
·  Health and care providers.
·  Housing associations or state agents, or anyone you might rent or buy a home from.
·  Educational institutions. Schools, colleges, and other educational institutions.
·  Any public transportation.
·  Govern departments or local authorities (any public body).

   And covering areas like:

·  Age.
·  Sex (gender or sexual orientation).
·  Gender reassignment.
·  Disability.
·  Race.
·  Religion/belief.
·  Marriage or civil partnership.
·  Pregnancy and maternity.
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3. Recruitment process. 
  
Recruitment process is defined like the way to analyse the job offered, in order to find the right candidate to the position, doing it attractive to the potential candidates to apply. So, we will need to follow few steps for a successful recruitment process.

      Step 1. Identify what are the existing hiring needs in the company.
      Step 2. Chose a strategy.
      Step 3. Describe the job offered in detail.
      Step 4. Interview.
      Step 5. Shortlist the best candidates.
      Step 6. Make the offer.

 Sometimes , for a specific job with essential functions, the recruiters use in the step 1, KRA formula (Key Result Area), defining targets within the company, and giving concrete directions to achieve a goal that is high valued for the organization, and developed in the required role. It needs to be clearly defined and measured so that the employee's function could be aligned with the company's goals. We can say that KRA is a qualitative formula for a specific role.

   3.1. Advertisement.
 
The advertisement has to be done to attract talent. It is a strategy of marketing, being the first impression of the company to candidates looking for a job. Nowadays is more like ¨be found¨ that ¨find candidates¨. It can be done by different channels, by newspapers, internet, television, radio, flyers, bulletin boards, referrals, word of mouth or even searching the right candidate by going to them, instead waiting for the candidates to come to you.
 In the recruitment process we can find three different strategies, depending on how we are going to advertise the job offer:

· Inbound.
  Where we will post the job advertisement and among the participants we will choose the most suitable for the position.

· Outbound.
 Where we will search for specific people with specific skills for the position and/or unique backgrounds.

· Internal.
 Where we look for candidates inside the company, promoting or just offering different positions to employees that fit in the job offered.
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A job advertisement must be clear, well written and as easy as possible for the candidates to apply. Must be included all the information about the position (location, salary,…), being specific with the needs of the position offered, job title, company details, values, and steps to apply. 
 Is quite beneficial to show the values, responsibilities, and purpose of the company, to make the candidates more engage.

· Responsibility statement: Describe the positive social impact of the company in the community and environment, how they promote sustainability, by this order of priority: Environmentally (recycling, trait of wasting, emissions into the air, nuisances affecting,…) philanthropically (how actively the company make the world a better place, often donating part of the profits), ethically (moral behaviour beyond what is established by law), and economically (maximise profits and make a use responsible to the money, making, as much as possible, a positive impact on people, society and environment).

· Purpose statement: Where showed the reason why the company exist. It set the internal (employees and leadership) and external (investors and customers) expectations, its purposes, the big picture of the company. With the objective of stand out from its competitors in the market, through its culture, values, passion and aspirations.

   3.2.  Job description.
 
 This an essential part of recruitment process, made to help the reader understand what we are looking for, so must contain the information clearly. Whereby, it has to be accurate, to make clear to the reader what is expected of the applicant, and subsequent worker in the company, in order to achieve the ideal profile of the worker that we need. To meet the requirements needed (experience, skills, studies, …) for that position, so achieve a quality recruitment. 

   3.3.  Person specification.
 
 We will describe the type of person we are looking for to work in our company. This is their way of being and developing themself day by day, a portrayal of their attributes/skills/circumstances, in extension and referring to the job description (related to the role), such as enthusiasm, flexibility, professional approach, punctuality, proactivity, team working, attention to details… We will set the priorities for everyone of the candidates, with the purpose of knowing their suitabilities, not just their skills. Distinguishing, at the same time, two types of qualifications, desirable and essential. With these priorities set in advance, we will be giving equal opportunities to everyone, avoiding prejudice, personal interest or any type of discrimination.
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    3.4.  Application form.

 It is a written request that the employers solicit from you with specific information, to speed up the recruitment process, this is the main difference with a CV. It must include all the important details, job-related, of the applicant: personal details, education, employment history, interests, references and personal statement. Making easier for the employers to compare them with each others and discard low-skilled candidates.

3.5. Shortlisting.
 
We will identify our best candidates, minimizing and choosing the fittest for the position required. Those who meet the essential and desired criteria, will be summoned for the next step, the interview, however face to face or online.

3.6. The interview.
 
The final and decisive stage in our recruitment process. In my own experience on a roleplay interview done in class for this module, at first glance it seems easy, but it is not. First thing to do as interviewer is prepare the interview, schedule time enough, avoid any distraction, study the candidate information you have. Remember to be clear about what the company is looking for, and choose the correct specific questions to obtain the information you want. Be transparent from the beginning, an interview is always stressful for the candidate. Introduce yourself properly, be friendly and try to make them comfortable, in a relaxed conversation you will obtain more honest and extensive information. When you do the questions keep eye contact, listen carefully, not only the answer but the body language. The right percentage is 80% listening 20% talking. Take notes, bullet points will help you to make the selection easier. At the end of the interview leave time for candidate to ask, always sell the job to them, and explain what will comes next. 

  I must say that being interviewed, nervousness and self-confidence play a great role. The best way that this can be avoided, in a high percentage, is practice and being very clear about what you want to convey. A little exaggeration in body language always helps to convey, a constant eye contact shows us interest, trust, honesty, intention, and more than we actually realize.

4.  Career development.
  
 Is the process to advance on your learning and improve in your career. It is the responsibility of oneself (to develop skills and learn) as well as of the employer (to give us the opportunity and means) to achieve full potential.

                                                                              -6-



   Three of the main analysis tools learned in this module are: 

· Johari window. To better understand the relationship with ourselves and with others.
· VAK. To determine your own learning stile (visual/auditory/kinaesthetic).
· SWOT. To measure (Strengths/weaknesses/opportunities/threats).
· PDP. To map your career goals in a S.M.A.R.T way (specific/measurable/achievable/realistic/time framed).

 I will leave the results obtained by me in the appendix at the end of this report, so that you have a better understanding.

5. Conclusion.

 Employability and job development is a complex subject, they are based on giving the maximum performance of each one of us, setting goals that would not be achievable if we did not do a critical thinking about our possibilities. The use of the tools learned in this course, not only in this specific module, will be of great help to us to evolve both professionally and personally.



















Comienza haciendo lo que es necesario, después lo posible y de repente estarás haciendo lo imposible. (San Francisco de Asís)
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                                                    APPENDIX. 
VAK Learning Styles Self-Assessment Questionnaire
1. When I operate new equipment I generally:
a) read the instructions first
b) listen to an explanation from someone who has used it before
c) [bookmark: _Hlk92746554]go ahead and have a go, I can figure it out as I use it ◄

2. When I need directions for travelling I usually:
a) look at a map ◄
b) ask for spoken directions
c) follow my nose and maybe use a compass

3. When I cook a new dish, I like to:
a) follow a written recipe ◄
b) call a friend for an explanation
c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:
a) write instructions down for them
b) give them a verbal explanation
c) demonstrate first and then let them have a go ◄

5. I tend to say:
a) watch how I do it
b) listen to me explain ◄
c) you have a go

6. During my free time I most enjoy:
a) going to museums and galleries
b) listening to music and talking to my friends ◄
c) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:
a) imagine what they would look like on
b) discuss them with the shop staff
c) try them on and test them out ◄

8. When I am choosing a holiday I usually:
a) read lots of brochures ◄
b) listen to recommendations from friends
c) imagine what it would be like to be there.








           9. If I was buying a new car, I would:
a) [bookmark: _Hlk92746891]read reviews in newspapers and magazines ◄
b) discuss what I need with my friends
c) test-drive lots of different types

10. When I am learning a new skill, I am most comfortable:
a) watching what the teacher is doing
b) talking through with the teacher exactly what I’m supposed to do
c) giving it a try myself and work it out as I go ◄

11. If I am choosing food off a menu, I tend to:
a) imagine what the food will look like
b) talk through the options in my head or with my partner ◄
c) imagine what the food will taste like

12. When I listen to a band, I can’t help:
a) watching the band members and other people in the audience
b) listening to the lyrics and the beats
c) moving in time with the music ◄

13. When I concentrate, I most often:
a) focus on the words or the pictures in front of me ◄
b) discuss the problem and the possible solutions in my head
c) move around a lot, fiddle with pens and pencils and touch things

14. I choose household furnishings because I like:
a) their colours and how they look ◄
b) the descriptions the salespeople give me
c) their textures and what it feels like to touch them

15. My first memory is of:
a) looking at something ◄
b) being spoken to
c) doing something

16. When I am anxious, I:
a) visualise the worst-case scenarios
b) talk over in my head what worries me most ◄
c) can’t sit still, fiddle and move around constantly

17. I feel especially connected to other people because of:
a) how they look
b) what they say to me
c) [bookmark: _Hlk92747608]how they make me feel ◄


18. When I have to revise for an exam, I generally:
a) write lots of revision notes and diagrams
b) talk over my notes, alone or with other people
c) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:
a) show them what I mean
b) explain to them in different ways until they understand
encourage them to try and talk them through my idea as they do it


                                                
18. When I have to revise for an exam, I generally:
a) write lots of revision notes and diagrams 
b) talk over my notes, alone or with other people ◄
c) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:
a) show them what I mean
b) explain to them in different ways until they understand ◄
c) encourage them to try and talk them through my idea as they do it

20. I really love:
a) watching films, photography, looking at art or people watching
b) listening to music, the radio or talking to friends ◄
c) taking part in sporting activities, eating fine foods and wines or dancing

21. Most of my free time is spent:
a) watching television
b) talking to friends ◄
c) doing physical activity or making things

22. When I first contact a new person, I usually:
a) arrange a face to face meeting ◄
b) talk to them on the telephone
c) try to get together whilst doing something else, such as an activity or a meal

23. I first notice how people:
a) look and dress
b) sound and speak ◄
c) stand and move

24. If I am angry, I tend to:
a) keep replaying in my mind what it is that has upset me ◄
b) raise my voice and tell people how I feel
c) stamp about, slam doors and physically demonstrate my anger

25. I find it easiest to remember:
a) faces ◄
b) names
c) things I have done

26. I think that you can tell if someone is lying if:
a) they avoid looking at you
b) their voices changes
c) [bookmark: _Hlk92747892]they give me funny vibes ◄

d) 
e) talk over my notes, alone or with other people
f) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:
g) show them what I mean
h) explain to them in different ways until they understand
i) encourage them to try and talk them through my idea as they do it

20. I really love:
j) watching films, photography, looking at art or people watching
k) listening to music, the radio or talking to friends
l) taking part in sporting activities, eating fine foods and wines or dancing

21. Most of my free time is spent:
m) watching television
n) talking to friends
o) doing physical activity or making things

22. When I first contact a new person, I usually:
p) arrange a face to face meeting
q) talk to them on the telephone
r) try to get together whilst doing something else, such as an activity or a meal

23. I first notice how people:
s) look and dress
t) sound and speak
u) stand and move

24. If I am angry, I tend to:
v) keep replaying in my mind what it is that has upset me
w) raise my voice and tell people how I feel
x) stamp about, slam doors and physically demonstrate my anger

25. I find it easiest to remember:
y) faces
z) names
aa) things I have done

26. I think that you can tell if someone is lying if:
ab) they avoid looking at you
ac) their voices changes
ad) they give me funny vibes






27. When I meet an old friend:
a) I say “it’s great to see you!” 
b) I say “it’s great to hear from you!”
c) I give them a hug or a handshake ◄

28. I remember things best by:
a) writing notes or keeping printed details ◄
b) saying them aloud or repeating words and key points in my head
c) doing and practising the activity or imagining it being done

29. If I have to complain about faulty goods, I am most comfortable:
a) writing a letter
b) complaining over the phone
c) taking the item back to the store or posting it to head office ◄

30. I tend to say:
a) I see what you mean
b) I hear what you are saying
c) I know how you feel ◄

Now add up how many A’s, B’s and C’s you selected.

   A’s =	 12			B’s =  9				C’s =  9

If you chose mostly A’s you have a VISUAL learning style.
If you chose mostly B’s you have an AUDITORY learning style.
If you chose mostly C’s you have a KINAESTHETIC learning style.
Some people find that their learning style may be a blend of two or three styles, in this case read about the styles that apply to you in the explanation below.
When you have identified your learning style(s), read the learning styles explanations and consider how this might help you to identify learning and development that best meets your preference(s).
Now see the VAK Learning Styles Explanation.
The VAK learning styles model suggests that most people can be divided into one of three preferred styles of learning. These three styles are as follows, (and there is no right or wrong learning style):
· Someone with a Visual learning style has a preference for seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flipchart, etc. These people will use phrases such as ‘show me’, ‘let’s have a look at that’ and will be best able to perform a new task after reading the instructions or watching someone else do it first. These are the people who will work from lists and written directions and instructions.






· Someone with an Auditory learning style has a preference for the transfer of information through listening: to the spoken word, of self or others, of sounds and noises. These people will use phrases such as ‘tell me’, ‘let’s talk it over’ and will be best able to perform a new task after listening to instructions from an expert. These are the people who are happy being given spoken instructions over the telephone and can remember all the words to songs that they hear!

· Someone with a Kinesthetic learning style has a preference for physical experience - touching, feeling, holding, doing, practical hands-on experiences. These people will use phrases such as ‘let me try’, ‘how do you feel?’ and will be best able to perform a new task by going ahead and trying it out, learning as they go. These are the people who like to experiment, hands-on, and never look at the instructions first!

People commonly have a main preferred learning style, but this will be part of a blend of all three. Some people have a very strong preference; other people have a more even mixture of two or less commonly, three styles.
When you know your preferred learning style(s) you understand the type of learning that best suits you. This enables you to choose the types of learning that work best for you.
There is no right or wrong learning style. The point is that there are types of learning that are right for your own preferred learning style.



                           Personal development plan         
            SWOT Analysis (Personal)
Name: Francisco Javier Torres Mata……...................	Student ID…………………………….2020187


                   Strengths
1. Professional.
2. Organizing.
3. Team working.
4. Time managing.

                  Weaknesses
1. Digital skills.
2. Academic writing.
3. Formal language.
4. Managing business.


               Opportunities
1. Explore my capabilities.
2. Managing tasks.
3. Managing people.
4. Dealing with redlines.

                   Threats
1. Office working.
2. Poor level of thoughtfulness.
3. Bad communication and misunderstand.
4. Economic failure and unhappiness.





Short-Term Time Frame

Mid-Term Time Frame

Long-Term Time Frame



My Goals



Learn skills and acquire knowledge.



Knowledge about managing an enterprise.



Open a business.


            Skills and Knowledge to be Learned


Academic, employability and digital skills.


Effective team-working and communication.


  Get practice and apply knowledge.



Next Steps


Assisting class.
Doing homework.
Going deep into the matters.


Get Certificate in Higher Education Skills for the Workplace.



Start a business.



Resources



University



Money.



Ideas.



Time Schedule



15 February – 10 May
2021



14 June – 12 February 2022



2023



Completion
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