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1. Introduction


In this report I will discuss and go through what type of qualities employers expect of employees and give a full definition what employability is and how the relationships between the employers and employees is and how it regulates, I will also look at recruitment and selection process with a reflection on the interview role play exercise’s that we did in group of two in week 9 , finally I will go through career development and my own position at work I will discuss what it is and how the process goes and I will give SWOT analysis and PCD and write a full conclusion and add references, and ending my report I will also add the appendix and the form will go with it.

































2. The employment relationship 


The relationship between the employer and employees are regulated mainly by the ACTS of parliament that are enforced by the courts and the industrial tribunals, the main legislations are to equalise each sex female or male as it is illegal to discriminate gender or religion or belief and maternity or pregnancy by the ACT Equality act 2010 employers have no right to not accept a qualified employee for the job.  (ww.informi.co.uk/legal/what-legislation) 


What are the employer’s responsibilities? 

The responsibilities the employers have are to check each employee that is coming for the interview that they are qualified and should mainly only look at the work history and employees’ experiences, they need to interview them in the right manor. 
They should be 

· Looking at all risks assessments to identify and should take into consideration of all risks.

· They should provide information of all the risks and how the employers are protecting the employee’s form. 

· They should be instructing and should train employees on how they should deal with risks at their workplace.

· [bookmark: _Hlk80223149]They also need to control any of the risks and injuries and health that may come to risk assessment.  (www.croner.co.uk/business/advice )


What are the employees’ responsibilities? 

[bookmark: _Hlk80223207]As an employee we also have a big role in our workplace helping each other making our company more productive and working hard but not to hard like Brain tracy once said ‘’ Work smarter not harder’’  (https://ortoday.com/managing-your-time-work-smarter-not-harder ) 
employees have their own responsibilities, and they include:

· They must take care for their own health and safety 
· If the employees have long hair or wear headscarf’s they need to make syre it is all safely tucked in to be out of any harm meaning not to be caught in any machinery.
· They should try to avoid wearing any loose clothing or jewellery if working next to any machineries.
· They need to make sure that they are not putting any other worker in any danger, or to that any one from the public.
· They need to try, and all get along and co-operate together to form a stronger team, and to make sure all employees have the appropriate training for their job roles. ( www.nidirect.gov.uk/articles/employees )


3.The recruitment process 

The recruitment process is more about how the company advertise their business to get more recruits to have more qualified employees. They need the following,
· Advertisement – how they sell their company to get more recruits, so promoting availabilities online websites, and newspapers.
·  Job description – showing the wanting recruits what type of job is available.
· Person specification- so that the right qualified people are recruited.
· Application forms- for all the recruiters apply via application form.
· Short listing- making the list of recruits qualified for the job and asking them to start interviewing them.
· Interviews- then last part interviewing the right and qualified recruits to the job and accepting the best qualified ones, asking them questions to see if they have done some research on company background, interviewing them to see more what type of personality they have.



3.1 The interview -reflection on role play 

To go back to our role play we had in class with our interviews I will reflect to you how it goes and what type of questions were used.

 Before we started the interview, we greeted each other and then I asked my employee a few questions about why she picked this job and what type of experience she had before with a loud and unhappy customer at her workplace, she was very polite and I could see that she had done some research on the job role she applied for and that she was very happy to have the interview and to be picked out to be interviewed, she answered all the questions correctly.

I gave her 5 questions after all the questioned were correctly answered we ended the interview with saying ‘’thank you and hoping to speak to you soon and I am very happy to have had this interview with you today and please wait for our response we will response as soon as possible, have a very good day.’’


An interview is a very important part of recruiting a member to work in the company business, making sure all the right qualifications are looked and secured and making sure that the recruiter has proper training, for the specific job role.


 






4.Career Development 
First to start us of on career development the question, whose responsibility?                   Both the employer and employee are responsible for their career development, this then ensures that the employer has the right quality of employees required also for the employee to develop their full potentials.
My position in my current job is as a staff manager, the skills that were needed for this position were, managing, communication, flexibility with days/times, public speaking, language skills/ trained and had experiences before.
Knowing myself -I am very confident and approachable and ready for work every day, 
Hard worker I can manage pressure thrown at me and I can be very flexible with times and days. 
(Now I will complete the VAK questionnaire and the Johari window.)
 



A’s =	16			B’s =	16			C’s =5




What I have learned from my answers when I added all of them up, I have found out that I am more of a visual person when It comes to learning styles and a auditory learning style, from what I have learned from them both is that I tend to see and observe things , I usually tend to use phrases, and that is correct, I will work from my instruction list and I find that easier than doing something I don’t have a clue about, I usually learn more better when someone Is telling me showing me teaching me instead of telling me I will find the information on this or that website, I am an active listener and it is very correct I do remember all the lyrics to any song, you name them I know them. 











4.1. SWOT 
[image: Timeline

Description automatically generated]Having an illness that might stop me from learning or training for the job role.
Having more trainings and more researches more reading, might even start going to lessons to be more professional.
Engaging in conversations, finding solutions fast. 
Communication Managing, problem solving, flexible in times/days.



























4.2. PCD
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5. Conclusion 
In this conclusion I will complete all the work I have done so far and how I have come to this point in my last report in my level 4 courses it has been a little ride from the start but I am ending my level 4 with a happy face learning so much coming this far I am happy to say I thank the teachers and the university for this opportunity to come and complete my first year and I am happy to continue my learning for level 5 and 6, fingers crossed I pass and active to next year.
In this report I have given you all the right ways and examples and steps how an interview should start and where do you begin before you started g=having any sort of interview at any sort of job you apply for, in my opinion , it is always better to have a little more experience and more training before stepping into any job role and starting anything that might be a little bigger then what you can handle, therefore before you start anything learn and have a little more experience and qualifications so you can get accepted.
This report is based on career development and what you should do to develop them in the right ways, I also have given some diagrams of my own personal development plan and what I will do to active my goals I have also given a SWOT and what the recruiting process is I have given some references and now finishing up my conclusion and on my appendix I will proceed to give you my application form and questions I have used for my role play for our class role play interviews.

















6. References.
These are all the references I have used in my report.
· www.croner.co.uk/business/advice 
· www.nidirect.gov.uk/articles/employees
· https://ortoday.com/managing-your-time-work-smarter-not-harder 





























7.Appendix 
This here is my application form that was also used for my play role for our interview,
the questions I was given were,
1. If you had a emergency in your personal life and had a lot of work that day, how would you handle it?
2. If how do you see a manager’s role on a team?
3. If there would be a time that there were not enough staff for cleaning, would you mind helping the cleaners with cleaning to finish.
4. Where do you see yourself in 5 years?
5. In case the company has a mechanical problem would you have your own 
transport to get to work on time.
Private & Confidential
Application for Employment


To ensure that you are able to complete the application form in full, please refer to the short-listing criteria on the job description. 
	
Position Applied For 

	Staff manager 

	
How did you learn about this vacancy?
	      Friend                                                                                                      N



	1. Personal Details

	Title
	                          Miss                                                                             Y

	Surname
	Brylewicz 

	Previous Name
	                                                                                                       
                   

	Forenames
	Tamara

	
Address

	                                                                                                                   N

Walton Avenue 


	Post Code 
	                                                                                                                    N


	Telephone number
	N

	Mobile No
	                                          N

	E-mail address
	n

	National Insurance
Number
	N



	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	    
	No
	 X                

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	x
	No
	        




	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	y

	Current or Most Recent Employment
	yyyyyyyyyyyyyyyyyy
	                                      Y

	Employers Name
	Łukasz Cywiński                                      

	
Address

	

	Postcode
	

	Job Title
	Staff manager

	Dates of Employment
	11/5/2021
	
	
	

	Reason for leaving
	
	
	

	
Brief outline of main responsibilities and key duties
	Looking after staff making sure all staff are doing correct job and send to correct address. 



	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	                                                                                                               N

	
Address

	

	Postcode
	

	Job Title
	

	Dates of Employment
	From

	
	To

	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	






	Previous Employment
	

	Employers Name
	                                                                                                            N                                                                                                                                       

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





	Previous Employment
	

	Employers Name
	                                                                                                              N

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	CERTHE 
   SKILLS FOR THE WORKPLACE
	February 2020
	4
	
	



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	











	5. References
Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	References (Current or most recent employer)
	

	Name of Referee
	                                                                                                      N

	Job Title
	

	Employers Name
	

	
Address

	

	Postcode
	

	Telephone Number
	
	
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	



	References 
	

	Name of Referee
	                                                                                                  N

	Job Title
	

	Employers Name
	

	
Address

	

	Postcode
	

	Telephone Number
	
	Ext. Number
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	
Yes           No



	6. Reason for applying

	llll

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	

With my most recent work experience, I have now learned more on how to be better management on work and staff and how to be more organised with different problems and finding out how to quickly adapt and complete the work my staff are given. 







	Please specify how you meet the criteria for this role.

	To specify the role you need to be a good team player and have some idea on how to be working smarter not harder and to be sure all my staff clean perfectly and in particular time frame to meet the right standards the company asks for. 












	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:  Tamara Brylewicz                                                                                                             Date: 27/7/2021

Print Name: Tamara Brylewicz 
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                                                              PERSONAL DEVELOPMENT PLAN    

    NAME    Tamara Brylewicz   Target Job/career   Example:  Teacher,  Manager ,   Business  Person    S taff  manager   

 

  TIME PERIOD    From:   07:00   am     To:   19:00 pm  

  What Skills do  I   need   to achieve my goal ?  

          SKILLS    How Will I get  them    What resources or  support will I need?  What can prevent  me from achieving  my goals :  (unemployment,  illness    How long should  it take   

1.   M anaging  skills               2.   listening  skil ls              3.Communication   S kills   G oing  back to  university and  learni ng more  about time  management   and managing  skills.       I   wi ll take notes  and  be more  at  activ e listening  in class and  home .     B eing  more  approachable   at work or  school , h aving  more  conversations.  U niversity   hel p ,  learning more and  getting better  education an d  training.       M y  teachers will  help  me an d expl ain  w hy  it b etter to take  notes and have  better listening  skills.     H aving  more  conversation s will  boost  communication  leve l s and will boost  confidence .          H aving  a disability  that  might  affect   my  Eyesi ght  o r  hearing .           N ote  going to  lessons and  finishi ng a n d  completing all my  courses   a nd tas ks .     B eing  shy and  st opping my self to  approach someone  a nd have a  conversation   with  them .  If   I   am ready  with  better  training on  managing skills .           W hen  I   f inish  all   my courses and  active my set  goals it should  not take long but  a year or two.     T he  tasks is not  that ba d but  being sh y would  stop me from  completing my  set goa l.  
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