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Introduction

At present, work and university readiness requires primary capabilities that are broadly split into academic and employability skills. Adopting these skills to real-life functions and circumstances calls for hard and soft skills to build a distinct career direction. Cottrell (2015) studies consider these skills essential in offering career development opportunities and developing fundamental academic knowledge to seek the highest learning. Employers are mostly searching for these skills when considering future applicants chosen for various career openings (Cottrell, 2015, p. 8). This report will firstly discuss the employment relationship and how it is regulated. Secondly, it will look at the recruitment and selection process, reflecting on the interview role-play exercise using Gibbs' Reflective Cycle Theory. Finally, there will be a review on career development, followed by a discussion on my position along the Personal/Professional Development Plan to assess scopes for achieving the desired objectives and establish strategies to achieve my goals.

















The employment relationship
 
The jobs system is a civil arrangement between employers and workers. It happens when, in some cases, a person performs work or services in return for remuneration. (Employment Relationship, 2020). When we speak about employment law, we apply to the various rules or Acts that set out workers' legal entitlements to their employer's specific actions, benefits, and employment privileges (Employee Rights 101 - FindLaw, 2019). Besides, employment law is part of what we refer to as civil law rather than criminal law, which deals with state and wrongdoer problems (Employment Relationship, 2020).
In contrast, civil law deals with issues between the two parties and, in this case, between the employer and the employee (What legislation covers the employment relationship? | Informi, 2020). The employment relationship is regulated mainly by the Acts of Parliament. An Act is legislation passed by the Parliament, and Act (not including Schedules to Acts) can only be amended by another Act of Parliament (What is an Act of Parliament, 2021). 

How are legal standards set?


 (Source: the Author)


[bookmark: _GoBack]Employment Laws

		Recruitment
	      Equality Act 2010, Rehabilitation of Offenders 1974, Data Protection Act




		Pre-employment checks
	Safeguarding Vulnerable Groups Act 2006, Immigration, Asylum and Nationality Act 2006




		Employment offer
	Employment Rights Act 1996, The Fixed-term Employees (Prevention of Less Favourable Treatment) regulations 2002, The Part-time Workers




		Training and Development
	Equality Act 2010, Employment Rights Act 1996, Education and Skill Act 2008, The Employee Study and Training Regulations 2010




		 Change in personal circumstances
	Employment Rights Act 1996, The Flexible Working Regulations 2014, Employment Act 2002




		Performance Management
	Equality Act 2010, Employment Rights Act 1996

	
	




		Industrial Action
	        Trade Union and Labour Relations 




		Mergers and Acquisitions
	The Transfer of Undertakings (Protection of Employment) regulations 2006 




		End of employment
	Employment Rights Act 1996, Equality Act 2010, The Trade Union and Labour Relations (Consolidation) Act 1992, The Collective Redundancies and the Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 1999





(What legislation covers the employment relationship? | Informi, 2021)








What are the employer and employees responsibilities?

Without rules, several issues and disputes may occur in the employer-employee relationship.  For things to go well at work, the employer and the employee must comply with certain legal obligations (Rights and Responsibilities of Employers and Employees | Éducaloi, n.d.). The employees' significant commitments are first, to personally do the job they have been hired to do and second, to carefully and thoughtfully do their duties (Employees' responsibilities | MyLawyer, n.d.). Likewise, it is the employee's responsibility not to put themselves or others at risk and be honest (Beck, 2014). Overall, the purpose of employment regulation is to govern the relationship between companies and their workers. Hence, by complying with relevant laws, employers and their workers will ensure that their recruitment processes, dismissal processes, and workplace as a whole are equal to any individual (Cheary, n.d.).
















The recruitment process

Recruitment is the process of getting the right person at the right place at the right time, and it is indeed vital to the organization's success (Equality and Diversity Considerations in Staff Recruitment and Selection, n.d.). Moreover, recruitment is an essential task for the HR team and line managers involved in the selection procedure. Therefore, all those involved in recruiting activities should possess relevant qualifications, knowledge, and skills (Woodhams and Taylor, n.d.)
At each point of the recruiting process, recruiters should consider value diversity; processes and procedures should regularly eliminate prejudices and secure that talent is not blocked from joining the company (Equality and Diversity Considerations in Staff Recruitment and Selection, n.d.). Besides, everyone involved in shortlisting and interviewing should be aware of the applicable laws and the importance of preventing discrimination (Equality and Diversity Considerations in Staff Recruitment and Selection, n.d.).(Armstrong, 2011)


Keeping in mind that each phase should be successful in terms of cost-effective methods and sources, efficient to generate sufficiently appropriate applicants without excess, and ensuring to found the best match for the job and the company. Hence, securing that decisions are taken on merit alone in the process (Understanding employers' graduate recruitment and selection practices, 2015).

Job analysis
Refers to collecting information about the work's essence before hiring for a new or existing role; this involves thinking about the job's material and purpose, the outputs expected by the job holder, and integrating into the enterprise context.

Job Description
Job research refers to writing a job summary illustrating the applicants' work and supporting the recruiting process by giving specific feedback to all parties on the job criteria. It may also express success goals to staff and supervisors to better ensure good work performance.

Personal specification
The person's specification sets out the required and desirable selection criteria. These conditions are increasingly based on a collection of competencies defined as appropriate for the work's success. Competency constructs may be supplemented by task or individual specification, but both can indicate duties and obligations.

Application form
Application forms allow information to be viewed in a standardized way, making it easier to obtain job candidates' information in a structured style and critically determine their suitability for a job. They should be sufficient for the level of the work. 
Shortlisting
Using various methods relevant to the time and resources available should ease the selection decision process. The directed person involved in the shortlisting process should note incorporating strategies that apply to its job and market goals (CIPD Factsheet Recruitment – An Overview, March 2012).


Reflection on role-play

At the end of the term, during week nine, we performed a role-play situation, with students pairing online to act as both interviewee and interviewer for a role linked to our personal goals. As the interviewer, we were responsible for ensuring that the whole interview would not exceed five minutes and conduct the process; whether as an interviewee, we were asked at least five critical questions concerning the role linked to our personal goals. Those questions had to be related to the role's essential requirements, such as skills and experience in specific contexts. Professional career development skills are essential in all industries, both as a graduate looking to develop yourself and demonstrate to potential employers your employability (Cottrell, 2015). I always acquired work skills based on a hand's-on approach directly within the organization; therefore, I was curious to grasp specific information from an academic point of view. Being a manager requires creativity and the ability to consider a staff member's value, maintaining the morale satisfied by assigning them based on their interests, priorities, and skills. Thus, working as a manager has helped me develop skills and inspired me to become a training specialist. The role is one that I am genuinely passionate about, and I get lots of job satisfaction from helping the people I am training to achieve their objectives. Besides, it fulfils me to spread knowledge when this can impact someone on a positive note.
While I had to prepare for the role-play, I discovered several interesting facts that I was not aware of and took for granted in the past. For instance, I have read that the recruiting process is not merely about selecting potential workers for the future. Besides, it is also about potential recruits finding out more about the company and deciding whether the enterprise is one for which they would like to work (CIPD Factsheet Recruitment – An Overview, March 2012). At first, this seems a simple statement. However, it made me reflect that it is crucial to consider the job itself and (to mention one) the company's values, which have to resonate with our values to feel truly gratified. Another part of the task I particularly enjoyed was learning the correct way of developing the interview questions. The lecturer explained how important it is to create each question differently to test each aspect and the candidate's potential situations. For example, it is vital to consider inquiring about the candidate's interpersonal skills and lesson planning skills. Similarly, we can challenge the candidates with questions to reveal possible weaknesses and address the candidate's knowledge of the latest training methods. Betterteam platform helped me develop my questions, to understand the job description and requirements on a deeper level.
Furthermore, reflecting on the role-play experience, I remember feeling quite anxious before the exam. For that reason, I made sure I practiced many times before the assessment day while paying particular attention to my breathing and posture during the exam. In this context, I found it helpful to apply a communication tool, the SOLER method, studied in term one, which I intend to continue using in the future (Maund, Schriek, and Tinkler, 2017). The feedback I received was excellent; my lecturer informed me that the answers were well prepared. I was very good at explaining and presenting, keeping good eye contact, and was very professional, achieving an 80% mark overall. I felt overwhelmed by joy, and I felt very gratified because I did put much energy and planning to get such a high grade, and I felt all my efforts had paid off. Evaluating the overall experience, I could say that it has impacted me positively. Firstly, I had the opportunity to deepen my knowledge, not only by discovering myself on a deeper level, but from a professional point of view too. Secondly, I got to practice my dream job interview, which boosted my confidence while learning several new tools to apply in this context. For those reasons, if I had to, I would re-live the occurrence precisely as it was; I would plan it, and I would keep consistency every day. 












Career development

Personal career growth it's a lifelong learning and decision-making process that takes you closer to your dream career, skill set, and lifestyle (Cottrell, 2015). It demands to successfully manage your career decisions and prepare for jobs that suit your backgrounds, abilities, and interests (Prajapati, n.d.). According to Forbes's research, when companies tried to address the obligation, findings revealed the main variations between the two groups' views (Quast, 2014). Most employees agree that the employer has to teach career development through vocational training, recognize employment openings, and provide career growth mentoring. On the other hand, most employers' support that staff must take responsibility for their professional development. Stating that 98% of staff should regularly refresh and strengthen their qualifications, 80% say that they should be responsible for building their work hunting (Quast, 2014). This way of exerting ownership from both sides' ensures that the employer has the quality of staff required and that employees develop full potential (Maund, Schriek, and Tinkler, 2017).

Personal Career Development Plan

This module introduced me to different tools to help identify personal skills, learning styles, and consequently, boost them. Vak's questionnaire pointed out my learning style, and the SMART goal tool helped me identify my priorities. Finally, the swot analysis enabled me to analyse my strengths and weaknesses, work along with a PCDP, and implement an action plan to succeed in my dream job.

Short Goals
This strategy begins with completing a junior advanced training course, including an opportunity to participate in complex business project activities. I will develop my trainer skills in decision-making, communication, and organization across the course. 

Medium-Term Goals – 2 to 3 years 
I'm going to search for ways to direct and handle a wider team of workers supporting puzzling business ventures. From this opportunity, I will gain considerable market visibility by participating in cross-functional ventures. Wye and Lim (2009) urge trainers to sustain efficient and collaborative teams by making the most excellent communication and positive working relationships.

	Areas of Improvement
	What needs to be done
	Support and Resources needed
	Measuring Success
	Target date for Review
 

	Academic and Training Skills






	Completing a comprehensive academic writing course
	Training resources
	Course assessment
 
Appraisal reports will assess potential and performance
	After completing the course

	Greater understanding of the knowledge in leading internal and external business activities
	Build the confidence and trust of my team
 
Identify training opportunities
	Advice from Line managers
 
Team Feedback
	Formal, informal and self-appraisals
	Bi-annually

	Improve planning and decision making skills
	Gain deeper experience in business analysis process
	Use training opportunities
	Mentoring and
Performance appraisal
	End of the training session



(Source: the author)




Conclusion

Apart from the career development plans listed, I plan to use all the resources I have learned during this term. These methods would allow me to formulate a series of measures required to pursue and accomplish those objectives. Moreover the experience will help lay down feasible plans and outline timetables to complete the organizational environment's targets set.
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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 

	
Training Specialist 

	
How did you learn about this vacancy?
	
Amazon.com



	1. Personal Details

	Title
	
Miss

	Surname
	
Cantone

	Previous Name
	


	Forenames
	
Carlotta

	
Address

	

56A Lightcliffe road, London



	Post Code 
	
N13 5PW

	Telephone number
	

	Mobile No
	
07710891277

	E-mail address
	
carlotta.cantone@hotmail.com

	National Insurance
Number
	
SN934554C


	




	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.

	

	Current or Most Recent Employment
	
	

	Employers Name
	Wagamama

	
Address

	
202 Southbury road, Enfield, London

	Postcode
	EN1 1UY

	Job Title
	Black Belt; Trainer

	Dates of Employment
	From

	24/08/20
	To

	Date Current

	Reason for leaving
	n/a
	Salary
	12p/h

	
Brief outline of main responsibilities and key duties
	· To identify training needs by evaluating strength and weakness
· To deliver training courses
· To periodically evaluate on-going programs to ensure that they reflect any changes
· To liaise with managers to determined training needs and schedule training session
· To prepare educational material such as module summaries and videos
· To support and mentor new employees 
· To motivate the team by showing belief in what they accomplish and how they accomplish it 
· To build effective relationships with the team and understanding their individual needs









	

	
	




	Previous Employment
	

	Employers Name
	Cabana

	Job Title
	Assistant General Manager

	Dates of Employment
	From
	12/12/18
	To
	28/09/19

	Reason for leaving
	Starting University
	Salary
	30000 p/a

	
Brief outline of main responsibilities and key achievements 
	· To ensure company standards, policies and strategies are followed
· To implement office procedures
· To supervise projects
· To prepare reports
· To implement quality and productivity objectives to achieve company goals
· To optimise profits by controlling costs
· To manage direct reporting related to financial, business and administration matter
· To hire, train and develop new employees
· To provide leadership and directions to all employees
· To develop positive working relationship to ensure propel operation support
· To delegate daily work assignments and schedules for junior managers





	Previous Employment
	

	Employers Name
	Wagamama

	Job Title
	Senior Manager

	Dates of Employment
	From
	05/10/2015
	To
	02/11/18

	Reason for leaving
	I was looking for a new challenge
	Salary
	27000p/a

	
Brief outline of main responsibilities and key achievements 
	
· To play an active role in the recruitment and inducting new starters
· To finalise contracts, training and orientations for new starters to guarantee they get the best welcome
· To ensure that new starter paperwork is collected and everything is completed to company requirements
· Calmly and effectively leading a large team, delivering an informative pre-shift briefing and encouraging the team to excel
· To forecast and then planning weekly staff rotas to ensure labour costs came in on company budget
· To organise and plan restaurant bookings and walk-ins to maximize profit without compromising the guest experience
· To respond to all concerns highlighted by guests, in a professional and timely manner, ensuring each complaint is investigated fairly and compassionately
· To conduct daily internal audits in regards to brand standards, financial, cleanliness and food safety
· Stock Control ordering and rotation whilst managing wastage
· To ensure all paperwork is filled out and filed to a high standard and collated to satisfy internal audit purposes
· To maintain the strictest confidentiality when managing internal disputes of any scale, ranging from informal back office chats to formal disciplinary
· To implement the disciplinary procedure, issuing verbal, written warnings and facilitating disciplinary meetings





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

	
Scientific Diploma
	
20/06/12
	
College
	
B
	
n/a



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
Cert HI skills for the workplace
	
December 2020
	
4
	
65
	
n/a



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
· Fire training

· First aid

· Health and Safety

· Food Hygiene

· COSHH and HACCP

· GDPR

· Food allergy


	
10/2015

 2/2015

10/2016

06/2014

10/2017

10/2019

08/2020


	

	

	






	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	

· Manual handling

· Train the trainer







	
08/2020

05/2016





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	
My favourite hobbies are Arts, Painting, Photography, Programming, reading books on psychology and human behaviour’s, Personal Development, Travelling, Reading, Dancing and Singing. All these activities help me to keep myself fulfilled, as I am a very active and naturally curious individual. 
Learning new things keep me excited and stimulated. As well as socialising with new people and going out to different restaurant on a weekly basis. 

















	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
	Christian Hill

	Job Title
	Operation manager

	Employers Name
	Wagamama

	
Address

	
Argus Loft’s, Kensington St. Brighton 

	Postcode
	
BN1 4AJ


	Telephone Number
	
01273 688892

	Ext. Number
	
n/a

	E-Mail Address 
	christianhill@wagamama.com

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



	References 
	

	Name of Referee
	Serena Sciannamea

	Job Title
	Assistant General Manager

	Employers Name
	Wagamama

	
Address

	
202 Southbury road, Enfield, London

	Postcode
	EN1 1UY

	Telephone Number
	020 3117 5904

	Ext. Number
	n/a

	E-Mail Address 
	serenasciamma@wagamama.com

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





	6. Reason for applying

	

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

	Having reviewed the individual's specification and the job description for this function, I feel that I have the qualifications, qualities, and attributes needed to perform the job at a very high level. I'm a results-driven trainer who always focuses on helping a team or an individual develop through targeted training that is alight to the employer's strategic goal. During my tenure at Cannizzaro College, I developed a passion for public relations. I have sought out multiple opportunities to develop my communication skills. For instance, I have developed a diverse sets of skills and qualities that ensure the training I provide is always reaching high standards. I am confident; I have exceptional interpersonal and communication skills; I am a healthy planner and organizer. I have an impeccable eye for details, and I have the ability to quickly identify specific training goals that are in the best interest of the organization I'm working with. I want to be a training specialist because the role is one that I'm incredibly passionate about, it is a role I get to make a positive difference daily, and I get lots of job satisfaction from helping the people I'm training to achieve their objectives. Having also researched the business in-depth, it seems to be a very constructive attitude to the job you do, and I also like the way you aim to provide an adequate level of instruction. High levels of training are not common today, and I certainly want to work in a company that looks after its employees, cares, values, and invests time in their personal development. Also, during my research, I managed to confront a few of the employees who work for you.  They had nothing but positive things to say about the company that leaves me, because if I do get the job, I plan to stay with you for a long time and it was excellent to see that your employees are happy at work.  Finally, after reading the job description, I understand that there will be further opportunities for training, development, and, eventually, the acquisition of additional qualifications within the company; as a trainer, this appeals to me, as I always like to improve and grow both personally and professionally.








	Please specify how you meet the criteria for this role.

	The training specialist shall be responsible for arranging adequate training for all team members on an annual basis and on the basis of requirements. During my experience as a Agm I was responsible for motivating the team by showing belief in what they accomplish and how they accomplish it, building effective relationships with the team and understanding their individual needs and highlighting potential and supporting their personal progression. 
Additionally, I played an active role in the recruitment and inducting new starters, finalizing contracts, training and orientations to guarantee they get the best welcome as well as ensuring that new starter paperwork is collected and everything is completed to company requirements. Working as a restaurant manager for the past seven years helped me in becoming a strong and ambitious person, I am today as a role like this comes with a lot of responsibilities. For example, my experience in Mc Donald’s gave me the ability to communicate and engage effectively and professionally with people from many different cultures. Also, I gained the ability to handle difficult customers by being able to keep calm and to be patient so that I could perform under pressure and work as a mediator between front and back of the house. Further experience in the customer service (Wagamama) enhanced my leadership skills, as I had to organize and promote the teamwork, receive and give person-focused feedback to staff to improve the quality of service through supervision, recruitment and training. Finally, my experience as a manager in Cabana made me an excellent time and budget manager because I had to be aware of the everyday needs that the business requires such as orders needed to be placed on time, meeting deadlines and attending meeting with seniors and directors in order to provide greatness and drive the restaurant to success. Being a manager requires flexibility and the ability to understand the importance of team member, keeping the moral happy by allocating them based on their personal needs, goals and skills. Also, by keeping everyday records and reports, I gained a methodological approach to work and improved my organization skills. All these are transferable skills that I have found useful in other contexts, as well as in my academic path. I believe that my personal qualities such as self-awareness, insight, willingness to learn and achieve my personal goals make me the ideal candidate as I am ready to commit and engage to any future challenges that will come along the job.










	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:   Carlotta  Cantone                                                                                           Date: 26/11/20

Print Name: Carlotta Cantone











Defining requirements 


Planning recruitment campaign 


Attracting candidates 


Selecting candidates 








1


Common law, also known as case law or precedent, has been developed by judges, courts, and similar tribunals


2


Primary legislation – Acts of Parliament; May set down new legal requirements; It can also reverse the judges' decisions in the case-law; and repeal or modify current legislation.  


3


Sent to Parliament for approval in a simplified procedure than the passage of the Act. Secondary legislation; (subordinate legislation) -Made through statutory instruments It is also referred to as 'regulations.' 
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