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[bookmark: _Toc60683980][bookmark: _Toc60690098][bookmark: _Toc60690171]Introduction
In this report I will discuss what employment is and how it is regulated, explaining the main legislation. I will also explain how the recruitment process works, with a reflection on the interview role play we did in week 9. After that I will write about myself and the skills and knowledge I gained during my life, which I have developed not only in the workplace but in any kind of experience I made. This is really important to acknowledge in order to recognize all my strengths and weaknesses. I am going to use a specific tool for this, namely the Personal Development Plan.
[bookmark: _Toc60683981][bookmark: _Toc60690099][bookmark: _Toc60690172]The employment relationship
[bookmark: _Toc60683982][bookmark: _Toc60690100][bookmark: _Toc60690173]How it is regulated
Employment laws regulates the relationship between employers and employees; those laws set out duties and rights of both parties, which are fundamental to the effectiveness of such relationships. Those regards:
1. Recruitment: It is protected by the Equality Act 2010, that makes unlawful for the employer to discriminate the applicant by his gender, age, sexual orientation, disability, race, religion, marital status, pregnancy or gender reassignment.
2. Employment contract: It is protected by Employment Rights Act 1996, under which the employees have several rights, such as the right to be given employment particulars, to have the protection of wages, to work on Sundays, to have time off work etc.
3. Data protection: It is protected by the General Data Protection Regulation; it is about safeguarding personal data and to make sure it will be used in a proper and legal way. Penalties for breaching these rules can be severe.
4. Pay and holiday entitlement:  It is protected by the Working Time Regulations 1998, which states that the minimum amount of holiday a full-time worker is entitled to is currently 28 days a year.
5. Working time: Working Time Regulations 1998 also states there is a limit of 48 hours per week, however a worker can opt-out.
6. Discrimination: As said above, there are various protected categories which fall within this protection and regulated by the Equality Act 2010. 
7. Health and safety at work:  It is protected by Health and Safety at Work Act 1974; those obligations include carrying out risk assessments, publishing a health and safety policy, appointing health and safety representatives and provide safety information and training.
8. Discipline and grievance: These are protected by Employment Act 2008 and Employment Tribunals Regulation 2008, which state that the employers and employees should do all in their power to resolve disciplinary and grievances issues by themselves. If this is not possible, a third party can be used as a mediator to help resolve the issue. The employment tribunal is the last option to resolve those disputes.
9. Dismissal and redundancies: Dismissal happens when a contract ends with or without notice, or when it is not renewed.
[bookmark: _Toc60683983][bookmark: _Toc60690101][bookmark: _Toc60690174]Employer’s responsibility
An employer needs to have a happy workforce that can attract and retain people to enhance their productivity, so as to make sure his business works at his best. To make this happen, an employer has the responsibility to maintain good employment practices. This can be achieved treating the employees in a fair way. (MSSolicitors, 2018)
Employers’ main responsibilities include fair recruitment practice, as stated in the Equality Act 2010; to write particulars of employment usually in form of contract which can also be used as an evidence of employment. This must include the names of the employee and the employer, when the employment began, salary and method of payment, hours of work and overtime policies, holidays entitlements, sick pay, length of contract, length of notice and discipline procedures. An employer must treat employees with trust and confidence and take care of their safety, as stated by Health and Safety at Work Act 1974.
[bookmark: _Toc60683984][bookmark: _Toc60690102][bookmark: _Toc60690175]Employee’s responsibility
Just like the employer, also the employee has its own responsibilities such as following the rules and policies of the company, avoid taking any bribes, do not make any secret profit or put the hands in the till. They must also reveal any misconduct from other employees and avoid doing anything that can affect the health and safety of other people at work.
[bookmark: _Toc60683985][bookmark: _Toc60690103][bookmark: _Toc60690176]Breach of contract
A breach of employment contract happens when either you or your employer breaks one of the terms and conditions, for example your employer does not pay your wages, or you do not work the agreed hours.
For the employer this can make ground for dismissal; on the other hand, the employee can remain in job and claim damages or leave the job and claim a constructive dismissal.
[bookmark: _Toc60683986][bookmark: _Toc60690104][bookmark: _Toc60690177]The recruitment process
[bookmark: _Toc60683987][bookmark: _Toc60690105][bookmark: _Toc60690178]Advertising
The advertising step can be difficult for the employers to approach; however, this process is fundamental and must be made in the right manner, because it has a cost and needs to attract the right quality of applicants. Employers must plan their advertising, considering the content and the design of the job advert. They should also choose the right time to publish it and the most suitable media in order to reach the best audience. (Williams, 2017)
[bookmark: _Toc60683988][bookmark: _Toc60690106][bookmark: _Toc60690179]Job description
For a successful recruitment process, job description is an important part of advertising. In fact, it provides information about the main duties, job location, summary of the job, rate of pay and on the specification of the ideal candidate.
[bookmark: _Toc60683989][bookmark: _Toc60690107][bookmark: _Toc60690180]Person specification
Employers need to be careful when writing the person specification; they must avoid bias and set a reasonable standard, because they could miss a good candidate if he does not perfectly meet the criteria, such as physical and mental specification, skills and qualification needed, past experiences.
[bookmark: _Toc60683990][bookmark: _Toc60690108][bookmark: _Toc60690181]Application form
An application form is an effective way for an applicant to apply for an open position in a company. The applicants are asked to compile the form as honestly as they could. The employer uses this data to evaluate if the applicant is suitable for a specific role in the company. The main information they usually ask is personal details such as full name, address and contact details. They would also ask for professional employment history and educational background, which includes the college degree, dates and institution attended. (Template.net, 2017)
[bookmark: _Toc60683991][bookmark: _Toc60690109][bookmark: _Toc60690182]Shortlisting
“Shortlisting is the process of identifying the candidates from your applicant pool who best meet the required and desired criteria and who you want to move forward onto the next step of your recruitment process, which is usually some form of interview.” (Ji-A-Min, 2019).                                  Employer can follow specific step to shortlist the ideal candidates in a proper manner. First, they should choose applicants that satisfy the minimum qualification for the job, then sort the applicants that have the preferred credential such as their certifications, relevant experiences and other skills. Subsequently, they need to shortlist who have both minimum qualification and preferred credential. (Jobsoid.com, 2016)
[bookmark: _Toc60683992][bookmark: _Toc60690110][bookmark: _Toc60690183]The interview
Interviewing is the final step of the recruitment process. “The candidate interview is a vital component of the hiring process. To hire the most qualified candidates, human resource professionals and hiring managers must be well informed on how to conduct interviews effectively.” (shrm.com, 2020)
Interviews need to include questions about past experiences as well as questions about behavioural conduct of the applicant during specific situations.
[bookmark: _Toc60683993][bookmark: _Toc60690111][bookmark: _Toc60690184]Reflection on the role play
While I was preparing the interview role play, I thought about what I did wrong in my past interviews and what I need to enhance. The first thing I acknowledged I needed to improve was my confidence while talking to someone that covers a managerial position. In fact, this makes me a little bit nervous and increase the chance I am going to do or say something wrong. In the role play I tried to do my best for this purpose, but this was not enough yet; in fact, I was not smiling at all and I was too serious. This affected the final result, which was not very high. Therefore, I did not feel satisfied about my grade.
An interview is the most important part of the hiring process, you always need to do a good impression, because if on the CV you have the best qualification or you write that you have thousands of skills, it does not matter if you do not show a “can do” attitude and self-confidence.
[bookmark: _Toc60683994][bookmark: _Toc60690112][bookmark: _Toc60690185]Career development
My personal development was firstly influenced by my academic career, which has not been brilliant for too many factors. I was not able to follow the lessons and I did not like how the teachers acted with me and other students, treating us in different ways, so I decided to leave school. I was not sure if that was the right choice at that time, but I lost all my confidence to continue so I started to work in restaurants and in a real estate to maintain myself. 
I was feeling that I was not satisfied by my life anyway, therefore I decided to move to London to have a chance to change my life in better. Now I am sure I did the best decision of my life; I feel that all my efforts are not wasted. I feel gratified in every field of my life, from the workplace to the university. Now I am really satisfied for all the opportunities I got and I am going to have in the future.

[bookmark: _Toc60683995][bookmark: _Toc60690113][bookmark: _Toc60690186]Personal Development Plan
A personal development plan is fundamental to recognize what skills I am lacking, because if I do not know what I need to improve I cannot work on it. In doing so, I will be able to achieve what I want in my life. Moreover, I can enhance skills I have already managed. This helps me to keep myself motivated and to track my progression.
“Employers are increasingly aware of the importance of investing in their staff and often have structures and processes in place to provide opportunities for the training and development of their employees. Nonetheless, managers also need to take personal responsibility for renewing and updating their skills and knowledge throughout their working lives.” (Institute, 2009)
[bookmark: _Toc60683996][bookmark: _Toc60690114][bookmark: _Toc60690187]My target job
Since I was a child, I have developed a keen interest in the IT field. The first time I approached a computer, I was immediately surprised about the power it has and the fact you can almost do whatever you want fascinated me.
This is my personal development plan:
	
	Short-Term Time Frame  
 
 
	Mid-Term Time Frame  
 

	Long-Term Time Frame  
 


	Section 1 - My Goals   
  
 
 
 
	 
 Continue my course of study and improve my skills and my knowledge.
	
I want to do an internship for a big company in IT field
	 
I want to cover a relevant role in a company in IT field

	Section 2 - Skills and 
Knowledge to be  
Learned  
 
	 


I need to work on my academic soft and hard skills
	 


I want to develop my knowledge in computing and networking systems
	 


I need to master my knowledge in coding, statistics, and cyber security

	Section 3 - Next Steps 
  
  
 
 
	 


In my academic path, I am going to focus on my hard and soft skills
	 


In my internship, I am going to develop my knowledge and practice
	 


I am going to master my knowledge with a course or with practice



[bookmark: _Toc60683997][bookmark: _Toc60690115][bookmark: _Toc60690188]Learning style
Everyone has a different way to process new information in life. The main learning styles are: Visual, Auditory and Kinesthetic. I made the VARK questionnaire in order to recognize which one I prefer to use and the result is Kinesthetic. Therefore, I prefer a physical approach when learning a new skill. In view of this, I will try to use such method when I am going to practice a new ability so as to absorb it in a more effective way.
[bookmark: _Toc60683998][bookmark: _Toc60690116][bookmark: _Toc60690189]Conclusion
Since I started my academic path last year, I have been able to improve my writing and communication skills and also how to recognize my soft and hard skills. 
I learned to give the right importance to specific factors affecting my employability.
In order to start working for an IT company, I need to develop my knowledge of computing and networking and to improve my knowledge regarding cyber security, coding and statistics. 
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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 | Waiter

How did you learn JobToday
about this vacancy?

1. Personal Details
Title
Mr
Surname
Cieslik
Previous Name
Forenames
Salvatore
Address
198 Windsor Road, London
Post Code
EC83 7GE
Telephone number Mobile No 7700 900581
E-mail address
salvatore.cieslik@outlook.com
National Insurance
Number SY4905240

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? Yes X No
(Proof of right to work in the UK ID will be required)
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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 Meat and Wine Co.

Ariel Way, London
Address
Postcode W12 7GA
Job Title Waiter
Dates of Employment From 08/12 To Date

10/09 2019/20
Reason for leaving Redundancy Salary £19.000 per
year

Brief outline of main
responsibilities and key Taking orders, serving food and beverages, providing information on
duties menus, collecting bills

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 Happy Face
Handyside Street, London
Address
Postcode N1C 4DN
Job Title Head Waiter
Dates of Employment From 15/10/18 To 05/12/19
Reason for leaving Termination of employment Salary £18.000
Brief outline of main
responsibilities and key Serving food and beverages, collecting bills, preparing tables
achievements

Previous Employment

Employers Name

Job Title

Dates of Employment From To

Reason for leaving Salary
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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

Middle School Diploma 22/06/2011 2 6/10 R.
Annecchin
o

Further/Higher Education

Qualifications

Name of Qualification Date Gained Level Grade Awarding

Body
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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

I like to go to the gym, and this helps me lifting heavy objects.
I sometimes play soccer, which helps me improve my resistance and my speed.
I enjoy reading, which improves my communication skills.
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5. Referencing

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 Lina Simkus

Job Title Manager

Employers Name Meat and Wine Co.

Address Ariel Way, London

Postcode W12 7GA

Telephone Number 7700 900652 Ext. Number
E-Mail Address lina.simkus @gmail.com

Are you willing for this

e oo monted |ves[] ]

References

Name of Referee Alin Ivanov

Job Title Supervisor

Employers Name Happy Face

Address Handyside Street, London

Postcode N1C 4DN

Telephone Number 7700 900316 Ext. Number
E-Mail Address alin.ivanov76@gmail.com

Are you willing for this

mir i e | Yeslxd ML
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6. Reason for applying

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

| have been working in the hospitality for almost ten years and | would like to continue
growing in this sector. | applied for this position because | think it is a great opportunity to
improve further my actual skills.

After many years working as a waiter, | am confident | will contribute to the growth of your
company by giving immediate results.

Please specify how you meet the criteria for this role.

In my previous experience | developed high communication skills and improved my costumer
service. | am very punctual and attentive. | am also able to work in a team as well as alone. |
am informed about intolerances and alcohol beverages regulations. | can manage to serve
several tables at the same time. | am capable to solve problems with costumers as soon as
they occur. | am patient and have a great social perceptiveness.

7. Declaration

Please complete the following declaration and sign it in the appropriate place below.

| certify that:
e 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
e | possess all the qualifications which | claim to hold
Signed: Salvatore Cieslik

Date: 04/01/21

Print Name: Salvatore Cieslik
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VAK Test

VAK Learning Styles Self-Assessment Questionnaire

Circle or tick the answer that most represents how you generally behave.

(It's best to complete the questionnaire before reading the accompanying explanation.)

1. When I operate new equipment I generally:
a) read the instructions first X
b) listen to an explanation from someone who has used it before
c) 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 X
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 X
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 X

5. Itend to say:
a) watch how I do it X
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 X

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 X

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 X

9. If I was buying a new car, I would:

© V Chislett MSc & A Chapman 2005
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10.

11.

12.

13.

14,

15.

16.

17.

18.

VAK Test

a) read reviews in newspapers and magazines
b) discuss what I need with my friends
c) test-drive lots of different types X

When I am learning a new skill, I am most comfortable:

a) watching what the teacher is doing X

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

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 X
c) imagine what the food will taste like

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 X

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 X

¢) move around a lot, fiddle with pens and pencils and touch things

I choose household furnishings because I like:

a) their colours and how they look X

b) the descriptions the sales-people give me

c) their textures and what it feels like to touch them

My first memory is of:

a) looking at something X
b) being spoken to

c) doing something

When I am anxious, I:

a) visualise the worst-case scenarios X

b) talk over in my head what worries me most

c) can't sit still, fiddle and move around constantly

I feel especially connected to other people because of:
a) how they look

b) what they say to me

c) how they make me feel X

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

¢) imagine making the movement or creating the formula X

© V Chislett MSc & A Chapman 2005
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19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

VAK Test

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 X

c) encourage them to try and talk them through my idea as they do it

I really love:

a) watching films, photography, looking at art or people watching X

b) listening to music, the radio or talking to friends

c) taking part in sporting activities, eating fine foods and wines or dancing

Most of my free time is spent:

a) watching television X

b) talking to friends

¢) doing physical activity or making things

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

I first notice how people:
a) look and dress

b) sound and speak X
c) stand and move

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 X

I find it easiest to remember:
a) faces

b) names

c) things I have done X

I think that you can tell if someone is lying if:
a) they avoid looking at you
b) their voices changes X
c) they give me funny vibes

When I meet an old friend:

a) Isayit's great to see you!”

b) I say “it's great to hear from you!”

c) I give them a hug or a handshake X

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 X

© V Chislett MSc & A Chapman 2005
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VAK Test

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 X
30. I tend to say:

a) I see what you mean

b) I hear what you are saying

c) Iknow how you feel X

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

As= 10 Bs= 5 Cs=15

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.

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):

© V Chislett MSc & A Chapman 2005
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VAK Test

Someone with a Visual learning style has a preference for seen or observed things,
including pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, 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 Kinaesthetic 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.

Please note that this is not a scientifically validated testing instrument — it is a free assessment
tool designed to give a broad indication of preferred learning style(s).

More information about learning styles, personality, and personal development is at
www.businessballs.com.
With acknowledgements to Victoria Chislett for developing this assessment.

Victoria Chislett specialises in performance psychology and its application within organisations,
and can be contacted via email: performance_psychologist at yahoo.com.
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