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1. Introduction

Employability skills is a transferable skill that everybody need to make themselves employable. The knowledge that will bring confidence to stands and deliver the best to your employer. On the other hand, employer expectation is to recruit employees who have the knowledge, they are confident, honest, hardworking, time keeping, discipline, team players, etc. This report will discuss the employment relationship and how it is regulated. Secondly, it will focus on the recruitment and selection process according to the role play exercise completed in week 9, using a reflection on the interview role play exercise. Finally, Career Development and my own position will be discussed. 


2. THE EMPLOYMENT RELATIONSHIP 

It is regulated mainly by ACTS of Parliament enforced by Courts and Industrial Tribunals.
Employment Rights Act 1996 is a United Kingdom ACT of parliament who codify the individual Rights and the employer Rights.

This ACT regulated the rights, the responsibilities of employers and employees.
It also highlighted that the employer and the employee need to understand the legal agreement called contract, offer to create a legally relationship between the employer and the employee. Employer has a responsibility to give an evidence of the contract to their employee called a written statement.
The contents of a written statement should have the names of employer and employee, date employment begin, the duration of the employment, salary and the payment procedures, sick pay and arrangements that was already reported, holiday pay, Maternity/paternity leave, hours, and overtime hours, notice of termination both side, location of work, pension scheme, discipline/grievance procedures and other procedures. Also, employer obligation at work is to give the employee work, pay them, look after their safety, trust them, take their grievances as urgent matter, pay back their work expenses. 
On the other hand, employees also have their responsibilities: Be always on time at work on the days required, complete their task according to the work specification and respect all their responsibilities listed in their work contract. They also need to understand their obligations: their cannot take bride or still, disclose work related secrets and respect all the other obligations listed on their work contract.
a. The Recruitment Process
This process has generally four or five steps:
- Advertisement:
The employer has a duty to advertise (announcement in public) their jobs for the jobseekers to be able to contact them and apply for the vacant position. They can advertise on the social media, Newspaper, Leaflet etc.
- Job description: 
A written element that describes the duties, tasks, and responsibilities for the job.
- Person Specification: Is a description of specific skills, qualifications, knowledge, experiences that the jobseeker has. 
- Application forms: Is a document that the employer is using to collect relevant and required information from the jobseeker. The applicant needs to feel it prior receiving an invitation for the interview if the employer is interested to hear more from him.
 -Short Listing: 
The jobseeker who is potential employee will be put in list for the interview.















The Interview – reflection on role play.
b. Recruitment and Selection: 
It is obvious that a good selection will be the pillar of any organisation.
Firstly, as a job seeker, before applying for a job as marketing manager, the first step was to look for jobs online and do some research about the company I was intended to work for. The knowledge of their services and products was primordial hence a marketing manager will be dealing with the client and pursue them to accept the company product or services.  Secondly, I emailed my job application form and the questionnaire in advance to the company Human Resources department. I was advised to prepare myself and all the materials that needed (computers, laptops etc.) at least one day prior the interview. On the day of the interview, punctuality was required.
[bookmark: _Hlk80308120]2.3 Gibbs reflective Cycle:
Gibbs' Reflective Cycle (Gibbs,1988).
When the interview started, I was giving clear answer by looking at the interviewer eyes. Keeping eyes contact all the time; and limited and appropriate gestures (body language). I was answering only questions asked and not comment on something that was not address to me. Secondly, I was feeling happy and motivated after receiving a warm welcome from the interviewer by greeting me prior the interview. When I was the interviewer, I started the interview by greeting the interviewee, and during the interview I was keeping my eye contact with the interviewee all the time. I started the interview by asking open questions only. I respected the interview timing. At the end of the interview, I reassured the interviewee that I will get back to her for the outcome of the interview; and I gave her a waiting time of two weeks according to our recruitment process. On the other hand, after my role play, I also learned a lot from other colleagues’ mistakes and good points. It is not realistic to offer a tea or coffee to your interviewee knowing that the interview is taking place on Teams.  At the end of your last question, you can ask your interviewee if he/she has a question to ask you. One minute or couple minutes will be enough so that you will move to the conclusion of the meeting.  Going forward, as interviewer I will make sure to avoid sitting straight face to face to the interviewee hence it is an intimidation position; I will positioner myself still facing the interviewee but slightly left or right to the interviewee. And I will avoid looking at the watch constantly hence is making the interviewee not to feel comfortable. I’ve could prepare myself and practice more, at least twice or three times a week if my role play partner was available. I’ve could have a better internet connection if I must do my interview on Microsoft Teams. If it arose again, I will be fully prepared mentally and physically. Also, I will definitely give myself enough time for practice.
[bookmark: _Hlk80308217]2.4 SMART
SMART Goals (Doran,1981)
We rarely question the need for goals, and the familiar acronym SMART instructs us that
good goals should be specific, measurable, achievable, realistic, and time-based (Reeves 2018).
 Be specific in any project ensuring the good functioning of a team or an individual’s project is a good practice.  With SMART approach, each member of the team will know his designated task, and the Team will know his strong goals. All the organisation’s objectives should be measurable. It will not be measurable or achievable to build a castle with five-hundred pounds.  However, projects need to be true to life, practical and doable (achievable and realistic) and time keeping is one of the keys to accomplish goals. The common sense shows that is not possible to complete a 2000 words assessment in two hours. 


















[bookmark: _Hlk80312189]3. SWOT Analysis
SWOT (Humphrey,1960) 
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Swot is a popular 4-box strategy analysis and strategy development framework (Sarsby 2016). To be a successful employee or businessperson, the knowledge of the 4 box is a powerful tool. Strengths are natural gifts and are also things that you master after more practices. The knowledge of your strengths is an advantage hence you can only be a good team if every Team member know his strengths. However, everyone has is weakness (es) regardless your knowledge or power. Moreover, it is another advantage knowing your weakness (es) and sharing them to your Team members so that those who are strong in that specific area, will always cover you for the success of the Team knowing that Team means together everyone achieve more. Even as a solo, the knowledge of your weakness is important for the improvement. You cannot improve certain weak area in your life if you are not aware of them. On the other hand, opportunities are not to be missed hence the are rare and they can be a life changed event. Be aware of the threats surrounding your career will help to avoid failures.


[bookmark: _Hlk80312231]4. Development of personal/career Vision
 Employees’ attitudes are developed based on the experience gained in…(Holtschlag,2011).
My vision is to lead the Republic Democratic of Congo as president in five or seven years. I am studying Business and leadership in the University of Wales Trinity Saint David. These studies will be for three years. Also, after business leadership, I will study politics for another two or three years. I have the internal drive to save my Country from the predators and dishonest leaders who are there for their self-service instead of serving others. I know my Strengths and my weaknesses. I am a self-motivated person and a self-efficacy person in nature. However, Career development course is a good tool to shape a future.  It also to gain a Positive Thinking which will perhaps help to shape yourself about an attractive future of your life. The self-awareness will raise; therefore, it will raise the knowledge of thoughts and will put them in practice. Also, I can define my strong goals. Being in a good environment will be a good move hence it is impossible to achieve strong goals alone. Buddy up with trusted people who are sharing the same vision with me will be advantageous instead of working solo.       
5. [bookmark: _Hlk80312292]Different Learning Styles
5.1 VAK Learning Style.
VAK (Fernald,1920)
According to VAK Concept, everyone learns differently; therefore, it is advantageous for individuals to know their learning style.
After doing the VAK questionnaire, the result came across that I am a Visual and kinesthetic learner. I like to watch and learn from a video or a picture than I can see; I prefer to learn by experimental (touching and feeling). When I am learning from a video link, my memory is recording the video; at the end of the video, if I concentrate myself, I can replay the video in my mind and start taking not for important points. Also, when I am learning by touching, my memory is recording all the movement and feelings. Later on, I can practice the same thing without any difficulty.





5.2 Kolb (Kollb,1984)
Learning does not end at an outcome, nor is it always evidenced in performance (Kolb, 2007).
Doing thinks is always my choice than observing other people doing it.  After doing things, I start thinking about them, then I conclude if I need to use a different approach for a better experimentation. After the experimentation, Then I restart the cycle for a good improvement. I correct all the mistakes, start doing things again by avoiding the past mistakes, then observe them in a reflective approach, then look at them in new perception, then a make decision. It helps me not to stand in one point. Always moving in circle for a better result for my career.

6. Conclusion:

A Professional Career Development is a circle of learning and experience.  Learning constantly will always give more knowledge; then knowledge will lead to practice; practice will help for goals achievement. Then a goal will be a new starting point for a better result and success. As long an individual is willing to learn and experiment what is learning, he/she will obviously progress in his/her career. Those who are not practising will be static. Therefore, they will never develop their career to the next level.  Learning, having knowledge and practicing are the three Professional Career Development keys.
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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 



		           MARKETING MANAGER


                                                                                                 



		How did you learn about this vacancy?

		                                                                                                 





		1. Personal Details



		Title

		Mr                                                                                    



		Surname

		Mafuta                                                                                   



		Previous Name

		                   



		Forenames

		                                                                                                                 David



		Address




		



		Post Code 

		



		Telephone number

		

		Mobile No

		                                        



		E-mail address

		



		National Insurance
Number

		



		



		1a. Additional Information

		

		

		



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




		Yes

		    X

		No

		                   



		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

		

		                                      Y



		Employers Name

		Cobra UK Security                                                                                                                                                                    



		Address




		60 Cranbrook Road,

ILFORD


ESSEX






		Postcode

		IG1 4NH






		Job Title

		Close Protection Officer



		Dates of Employment

		

		01.04.2021

		

		Ongoing



		Reason for leaving

		

		

		



		Brief outline of main responsibilities and key duties

		A close protection officer or a bodyguard needs to be physically and mentally fit and have extensive experience in military or law enforcement role. They should have the necessary expertise to keep you and your property safe from every threat that can occur.





		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

		                                                                                                        



		Address




		



		Postcode

		



		Job Title

		



		Dates of Employment

		From




		

		To




		



		Reason for leaving

		

		

		



		Brief outline of main responsibilities and key achievements 

		





		Previous Employment

		



		Employers Name

		                                                                                                                                                                                                                                              



		Job Title

		



		Dates of Employment

		From

		

		To

		



		Reason for leaving

		

		Salary

		



		Brief outline of main responsibilities and key achievements 

		





		Previous Employment

		



		Employers Name

		                                                                                                              



		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



		NON-QUALIFICATION 

		

		

		

		





		 Further/Higher Education Qualifications 

		

		

		

		



		Name of Qualification 

		Date Gained 

		Level

		Grade

		Awarding Body



		CERTHE 

   SKILLS FOR THE WORKPLACE

		OCT 2021

		4

		

		





		Professional Qualifications 

		

		

		

		



		Name of Qualification 

		Date Gained 

		Level

		Grade

		Awarding Body



		

		

		

		

		





		CPD / Training and Development

		



		Brief description / course title 

		Date Taken 



		

		





		4. Interests and hobbies


Please provide details of your hobbies / leisure activities / voluntary work



		Tennis, soccer, travelling, cooking, music and reading.







		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

		                                                                                             



		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

		                                                                                           



		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, XX           No





		6. Reason for applying



		l



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



		I have a strong background in management and marketing. I successfully worked as area manager for many years. I also have experience in sales and marketing. I used to sell holiday products; regardless of the saturation in the market, I sold more than ninety holiday packages in two years. 

I am open to new ideas and possess a desire to understand a concept that may be difficult to grasp at first glance. I have a problem-solving skill, a sale minded person. I life coach in NLP (Neuro-Linguistic-Programming. Therefore, I can easily adapt myself.

I also have negotiation skills.





		Please specify how you meet the criteria for this role.



		· Curiosity and Innovative Thinking. A marketing manager should stay open to new ideas and possess a desire to understand a concept that 


· Ada


· Sales-Minded.


· Curiosity and Innovative Thinking. A marketing manager should stay open to new ideas and possess a desire to understand a concept that may be difficult to grasp at first glance. ...


· Creativity. ...


· Good People Skills. ...


· Adaptability. ...


· Sales-Minded.


· Curiosity and Innovative Thinking. A marketing manager should stay open to new ideas and possess a desire to understand a concept that may be difficult to grasp at first glance. ...


· Creativity. ...


· Good People Skills. ...


· Adaptability. ...


· Sales-Minded.


HHHHJSJJHJHJHJHJJHJHJH







		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:                                                                                                                 Date:10/07/2021

Print Name:


David Mafuta
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QUESTIONNAIRE for David Mafuta.docx
  QUESTIONNAIRE: 

1.Tell me about yourself. 

2. You are applying for the Counsellor position; Can you explain the difference between advising and counselling? 

3. How do you manage stress? Give me one example when you managed stress at your workplace in the past.

 4. I believe you done your research regarding our company. If you are successful on this interview, what can you bring to our company that will make you stands out?

 5. What do you know about TEAMWORK?   

 David Mafuta
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