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[bookmark: _Toc122702548]Introduction

The following report is a deep dive into what attracts a person to their potential employers. More specifically, how does one sell their skillsets to an employer they wish to work for, as well as the other side of this coin, which is what the employer desires from a future employee? These skills, knowledge, and experience-based factors are what is known as “employability” meaning how great the chances of a person are to get hired in their desired position in the chosen field of work, based on the qualifications that person can prove they hold to a potential employer. Things like time management, taking initiative, and communication skills, are amongst the most universal such qualities which employers expect of employees. (Craig, 2017) The second section of this report will discuss the employment relationship and how it is regulated. Then, we will detail the recruitment and selection process with reference to an interview role play exercise, which has been done in week 9 of the career development module. Finally, the above will be discussed in relation to the author’s own reflection on the interview, and their own potential job position. 
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The process of hiring new staff in the UK is regulated by legislative acts of parliament. Their contents describe both what an employee’s responsibilities, duties, and rights are, as well as what the employer must abide by in a lawful relationship between the two. Like with any legislative act, these are enforced by local and national courts and employment tribunals with the intent of protecting both participating parties’ interests. (Craig, 2017) When hiring new staff and along the course of their employment, employers must abide by the Equality Act (2010) this states that as an employer it is your responsibility to hire staff without taking into consideration certain “protected features” like race, sexual orientation, religious beliefs or ethnical background, as well as to respect cultural traditions in certain cases even making exceptions to rules, for example, allowing religious headwear in a space where no headwear is allowed to others. (UK GOV, 2021) It is the employee’s responsibility to not let these “protected features” prohibit them from doing their job at the highest level. This act also promotes diversity in the workplace, by encouraging employers to hire the most qualified person from any background, rather than, in the case of the UK, hiring predominantly white males. (Gov.uk, 2021)
After this, during the employment of staff, they are protected by the Health and Safety at Work Act of 1974 which is one of the main legislative documents, which details that working conditions must be up to a predetermined standard and inspected by impartial external or internal parties in order to form risk assessment reports. (UK GOV, 1980) It is the employers’ responsibility to enforce this, in order to best understand what PPE (personal protective equipment) their employees might need, for example, or to protect the health and safety of their workers in other ways. On the other hand, employees must also respect the guidelines of this act, in order to not get themselves or their employer in trouble with unlawful practices at the workplace, for example, professional drivers not having their monitoring cards in, and driving over their allowed allocated time to do so endangering other motorists in the process. (Gov.uk, 2021)
Finally, the Employment Rights Act of 1998 is an amendment of the Employment Rights Act of 1996, one of the main acts of parliament, which guide the employability relationship. The amendment focused on redundancy, unfair dismissal, and disability discrimination. It is a way for employers and employees to resolve disputes over any form of dismissal or unfair treatment from one side, by allowing the Advisory, Conciliation, and Arbitration Service (ACAS) to determine the facts of a dispute and settle it, once again, as a third impartial party, only working to protect both employer and employee, without favouritism. (UK GOV, 1998) 
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Advertisement – in the past traditional methods such as tv, newspapers, or magazine prints were used to market available job positions, nowadays it is mostly all online. Social media and recruitment websites like Indeed.com act as software to compile all job openings from any employer using their service. They are what are known as “Aggregators” which compile job offers in one place and work with employers on a “cost per click” “cost per applicant” or “cost per hiring” basis. (Pullen, 2021)
Job description – “A job description sets out the overall purpose of a role and the main tasks to be carried out.” (University of Strathclyde, 2021) These are mostly written by the Human Resources departments of the company hiring, providing a description of the main responsibilities of potential applicants, and what are the minimal skills and experience they will be looking for. “The job description forms part of the contract of employment, detailing what is expected of the post-holder and used as a measure of performance going forwards.” (University of Strathclyde, 2021)
Personal specification – “The person specification details the skills and experience required in order to perform the job effectively.” It is a part of the job description and details the essential duties one must be able to perform, as opposed to desirable duties, which would help, but not determine the final outcome of how an employer scores the potential employee in terms of complexity and responsibility against the job level descriptors. (University of Strathclyde, 2021)
Application forms – collect relevant skill level, job experience, and qualifications information in a standardised manner relating to the potential employment of new staff. Once this form is completed and signed off to an employer for review, this also serves as a guarantee that the information given in a CV, Cover letter, or anything else relating to the application is true. (Doyle, 2022)
Shortlisting – Once all of the above has been reviewed, based on the minimal criteria requirements a list of candidates who satisfy them is created. Based on the job level descriptors, this list is formed, with the names of candidates who are to be admitted to a formal interview with the hiring company. (Craig, 2017)
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Based on conducting an interview and filling out a job application form in the roleplay exercise the author of this report has managed to determine their readiness for employment, by using methods such as the VARK questionnaire to determine their style of learning and the Johari Window model of visualising one’s interpersonal awareness of what qualifications they bring to the potential employer and which ones to gain or improve with the intent of understanding what skills and knowledge are required to work effectively. (Peyman et al., 2014) For example, in the appendix section of this report, the interview and job application form are given. The author states they wish to apply for the new job, given all the skills and education history they have in the field of caretaking, due to the low payment of their current job in this field. Upon examining the diplomas and skill level of the author, however, it becomes clear that they do not have the qualifications or experience to ask for a higher salary, as these only satisfy the basic job level descriptors for a level 4 education and a couple of extracurricular courses obtained through attending private training courses for things such as manual handling, etc. It is a good basis, but the author is currently taking this higher education course, to further prove the skills they have gathered over three years of working experience and develop their resume to achieve the employment goal of a higher salary. 
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It is a mutual responsibility of both the employee and their employer to provide each other with truthful information on skill levels and knowledge that they either possess or require, respectively. This ensures that the employer has the quality of staff required and that the employee develops their full potential. (Craig, 2017)
According to the VARK Questionnaire results, the author of this report uses a multimodal way of studying and more specifically bi-modal. (Peyman et al., 2014) Reading and writing as well as Kinaesthetic learning means that the best way for the author to learn the required skills to increase their salary, they have to enroll in a higher education course to satisfy the reading and writing way of learning theory, while continuing their job in the field, so as to improve their skills through kinaesthetic learning, meaning on the job tactile and practical application of the theory in order to get the best results from the author. These are so-called hard skills, like written and verbal communication and comprehension along with knowledge of relevant literature to the healthcare and caretaking career. (Craig, 2017)
Soft skills which need improvement have been identified using the Johari Window:
[image: ] (Shapiro et al., 1983)
For my desired job of higher paid live-in carer for adults with disabilities, the known skills the author can demonstrate are level 4 in health and social care, and subsequently an adequate level of English language skills required to obtain such a qualification. Hidden soft skills to my employer which have been identified for improvement through more private training courses are in areas such as first aid yearly refreshments, epilepsy, EpiPen training, and health and safety when handling biological waste.  In order to verify the level of communication in English assumed from the author’s education, I must obtain IELTS or Cambridge Certification for level C or above in this language. With the identified strengths are the author’s proactivity and desire to have documentation proving the skills claimed in the CV. 
Personal Development Plan (Diagram) Section one is what the basis for improvement will be built on. Section two is where I must improve within the next academic year, in order to later go on to the stage three of development, which must be achieved within one astronomic year of writing this reflection. The final section must be achieved within six months of writing this report, based on financial situation of the author. 
[image: ](Shapiro et al., 1983)
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This report in summary looks at all aspects of employability from the perspective of an employer and the employee, as well as detailing each stage of the recruitment process, from initial stages to becoming employed and the subsequent relationship that must be maintained between both parties for mutual benefit. This was done to better understand what skills, qualifications, and minimal job level requirements give one a better employability chance. Legislation protecting and giving responsibilities to employers and employees was discussed to give an accurate picture of who is responsible for a beneficial work relationship and finally, the author’s personal reflection is given with the help of the Johari Window model and VARK questionnaire results.

[bookmark: _Toc122702554]References

Craig, W. (2017) Why a strong employee/employer relationship is important, Forbes. Forbes Magazine. Available at: https://www.forbes.com/sites/williamcraig/2017/09/20/why-a-strong-employeeemployer-relationship-is-important/?sh=1072e6f064d9 (Accessed: December 15, 2022). 
Doyle, A. (2022) Review a job application form sample, The Balance. The Balance. Available at: https://www.thebalancemoney.com/job-application-form-sample-2061607 (Accessed: December 16, 2022). 
Gov.uk, G.C. (2021) Employment, fairness at work, and Enterprise, GOV.UK. Available at: https://www.gov.uk/government/publications/the-report-of-the-commission-on-race-and-ethnic-disparities/employment-fairness-at-work-and-enterprise (Accessed: December 15, 2022). 
Gov.uk, G.D.S. (2021) Driver CPC training for qualified drivers, GOV.UK. GOV.UK. Available at: https://www.gov.uk/driver-cpc-training/getting-your-driver-cpc-card (Accessed: December 15, 2022). 
Peyman, H. et al. (2014) Using vark approach for assessing preferred learning styles of First Year medical sciences students: A survey from Iran, Journal of clinical and diagnostic research : JCDR. U.S. National Library of Medicine. Available at: https://www.ncbi.nlm.nih.gov/pmc/articles/PMC4190729/ (Accessed: December 19, 2022). 
Pullen, A. (2021) Recruitment advertising: What is it?, Appcast. Available at: https://www.appcast.io/what-is-recruitment-advertising/ (Accessed: December 16, 2022). 
Shapiro, D.E., Heil, J. and Hager, F. (1983) “Validation of the johari window test as a measure of self-disclosure,” The Journal of Social Psychology, 120(2), pp. 289–290. Available at: https://doi.org/10.1080/00224545.1983.9713227. 
UK GOV, G.C. (1998) Employment rights (dispute resolution) act 1998, Legislation.gov.uk. Statute Law Database. Available at: https://www.legislation.gov.uk/ukpga/1998/8/contents (Accessed: December 15, 2022). 
UK GOV, L. (1980) Health and safety at work etc.. act 1974, Legislation.gov.uk. Statute Law Database. Available at: https://www.legislation.gov.uk/ukpga/1974/37/contents (Accessed: December 15, 2022). 
UK GOV, L. (2021) Equality act 2010, Legislation.gov.uk. Statute Law Database. Available at: https://www.legislation.gov.uk/ukpga/2010/15/contents (Accessed: December 15, 2022). 
University of Strathclyde, G. (2021) Developing a job description and person specification, University of Strathclyde. Available at: https://www.strath.ac.uk/professionalservices/hr/recruitingatstrathclyde/developingajobdescriptionandpersonspecification/#:~:text=A%20job%20description%20sets%20out,to%20perform%20the%20job%20effectively. (Accessed: December 16, 2022).
[bookmark: _Toc122702555]Appendix

Job Application Form

[bookmark: _kpr05n82n26c]Application for Live-in Carer Position
[bookmark: _zidixfu2h1to][bookmark: _Toc122702556]My details

Name: Rositsa Zdravkova

[bookmark: _obvz8px9oj35][bookmark: _Toc122702557]Education and training
Please give details:

	1991-Secondary Education
2023-Health and Social care level -4
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Please give details:

	2000-First Aid
2001-Manual handling
2002-Medication management
2003-Giving fluids
2004-Giving injections
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Name of employer: Alpenbest Care

Job title: Live-in care

Length of time with employer: 3 years

Reason for leaving: Low salary

Duties: Elderly care

	My responsibility was to give medicine to the patients. Provide advice and emotional support.
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Other jobs and the skills used or learned in those jobs.

	Raght at Home
Care
Attend catheter exchange. -COURSES
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Reasons for applying for this job and why you think you are the best person for the job.

	I am a very responsible person. I like to take care of people who need help to have a quality of life. I also have experience with autistic children. I can work with people with dementia. Ability to work 24 hour shifts. Excellent verbal and written communication skills.
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Do you need a work permit to work in the UK? Yes / No

Yes, I have all documents permitting me to work in the UK – these have been obtained prior to Brexit.
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Angel Solakov - Alpenbest Care

Senju Raght - Raght at Home

[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k][bookmark: _Toc122702564]Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name: Rositsa Zdravkova

Signature: RZ

Date:24.11.2022
Questions Asked at Interview Roleplay:


Tell me about yourself.
What was the last book you read?
Why did you choose our company? 
What are your strengths and weaknesses?
Why are you leaving your present job?
Describe what you feel to be your perfect working environment.
Can you work under pressure, and respect deadlines, etc.?
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