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1.	INTRODUCTION

	The purpose of this report is to explain the definition and what qualities are expected from employees.  Employment can be defined as an agreement that exist between an employer and an employee where the employee provides certain services to the employer.  For these services that are supplied, salary is paid to the employee by the employer.  This can either be hourly wage or salary (Heathfield S, 2020).
	In this report, I will also be discussing the relationship between the employer and the employee as well as what UK laws regulate employment.  In addition, I will be speaking about the steps taken to recruitment and how the selection process works when employing an individual.
	The qualities that an employer expects from an employee are: honesty; reliability; trustworthy; positive attitude/good work ethic; punctuality; team player; ability to work on own initiative; good communication skills and flexibility
	Employers are looking for all these important attributes in any potential employee in the work environment.  This is to deliver an outstanding work environment and to make the work effective.  

2.	EMPLOYMENT RELATIONSHIP
	
	This is the relationship between the employer and their employees.  Employment relationship includes but not limited to: working conditions, salary paid and any benefits in the employment and maintenance of a work-life balance for the employee (Breathe, 2020).  This relationship is regulated by the Employment Rights Act 1996.  This act deals primarily with the rights that employees must get when they work, which includes unfair dismissal, notice that should be given prior to dismissal, rights by employees when taking time off work, rights during redundancy and more (legislation.gov.uk).
	This act ensures that the terms of the employment contract are in writing and provided to the employee within two months of commencing the employment.  This contract states the express terms of the employment contact. (Wikipedia, edited 2020)
	It is not only the employer who has responsibilities but also the employee towards the employer.  It is the duty of the employee to ensure that they take reasonable care regarding the health and safety of themself as well as other who may be affected by any actions or omissions.  It is also the duty of the employee to ensure that any requirement imposed by the employer in accordance with the relevant statutory laws, full co-operation is given by them in order to ensure that this duty can be performed or complied with (Beck S, 2020).
2.1	RECRUITMENT PROCESS
	This is the process of sourcing the right candidate for a vacancy within an organization.  This process identifies what vacancy is there to be filled, analyse the job requirements, vetting the application, shortlisting the applications, interviewing potential candidates and selecting the right candidate.

2.2	Identify the Vacancy
	This is the first step in the recruitment process.  This is normally because either the company has expanded hence job vacancy has arrived within the organization; an employee has left the company or an employee has been promoted thus leaving their previous role vacant.  Once a vacancy has been identified, this is then advertised by way of internet, newspaper, social media or any other form of advertisement.
	
2.3	Job Description
	This is often compiled by the organization which states what tasks and job responsibilities for the individual.  This document has information such as, the duties to be performed by the employee, the renumeration to be given, the amount of hours to be worked in the week, amount of days to be given for the individual’s annual leave and the conditions of work. 

2.4	Person Specification
	This is a document which states the skills and qualifications that are needed in order to satisfactorily carry out the job.  The skills and qualities that are required does not have to be mandatory and can be listed as essential for the job.  
	
2.5	Application Forms
	These are either sent out to the applicants or can be filled out on the company’s website.  At times, a curriculum vitae (CV) is requested by the potential employer.  If the applicants are to submit an application form, questions are pre-prepared in advance.  In doing so, the company can compare applicants and determine who are the top three or five applicants.
	
2.6	Short Listing
	When a company advertise a job vacancy, normally they would receive more applicants for the one position.  Should a company receive too many applicants for the one position, it would be too expensive to interview all the applicants.  This is why companies shortlist the best applicants that best suits the vacancy requirement that was advertised.  All the shortlist candidates will then be invited to attend an interview (BBC, 2020).

2.7	The Interview - Reflection on the Role Play
	We were given instructions in class from the lecturer to organise a role play where we had to team up with another person to conduct the role play.  During this role play, one person would be the interviewer and the other person would be the interviewee.  This role will then reverse.  Each of us had to chose the job role that we want to be interviewed for and the questions that we need to ask.  We were told by the lecturer to ask relevant and important questions.  	
	When I was told about the interview role play in class and that it I had to choose someone to team up with, at first I was a bit hesitant about the entire situation because I was unsure how it was going to play out.  We had to complete an application form, whereas we had to put down our personal details and qualifications such as name, address, telephone number, NI number, current or most recent employment, employment history, formal qualification, training and development.  We also had to write about my CPD.
	I have completed my CPD training which was done in order to keep me up to date with the relevant skills and knowledge needed to ensure that I am able to deliver a good service to clients.  The CPD has helped me to gain more knowledge and has opened up new avenues for me career wise.  
	During the role play exercise, I was a bit nervous at the beginning, however, my nervousness eventually calmed down.  In the role play, I was being interviewed by my role play partner.  This interview was about me applying for the position of Day Care Director.  I had to speak about my role as a Day Care Director where I was asked a lot of questions.  
I was asked 5 questions which are as follows:
1.	What do you know about our company?
I had to let the interviewer know that I am aware of the nursery’s reputation and how it operates.  
2.	Why do you want to work for us?
I am passionate about working with children.  The nursery years are the most important years of a child’s life and that this nursery has an outstanding reputation and is known for the growth and development with children.  Due to this, I would like to be a part of the development and growth in children’s lives.
3.	What do experience do you have as a Day Care Director?
I have been working in the church for 6 years with 40 children and staff and I am responsible for ensuring that the children are being well taken care of.  In addition we have to ensure that the curriculum are carried on a monthly basis.  I also had to ensure that the ratio of staff to children we adequate so that children could receive the well deserved attention.  It was also one of my duties to ensure that the facilities were clean and safe.
4.	What is your biggest weakness as a Day Care Director?
Because I am so passionate with working with children, I tend to take home my job with me.  I don’t know when to switch off and leave the things at work.  
5.	If a parent came to the nursery upset and angry because her daughter told her that a child bit her and teeth mark was on her arm, how would you handle this?
I would first apologise to that parent about that child’s behaviour.  I would also reassure that parent that I would separate that child from her daughter immediately and investigate this matter further to see what could have caused this child to behave in such an aggressive manner.  If this is a behavioural pattern that needs serious attention then a meeting would have to called between the parents in order to come up with an amicable solution.

3.0	Career Development
	This is referred to as the process where an individual undergoes to turn around their status in their occupation.  This process is used for making decisions in order to fulfil the personal needs of career advancement for an individual (Wikipedia, 2020).
	In my own position as working towards becoming a Day Care Director, I am required to have a Bachelor’s Degree in a related field.  I should also have experience in early childhood education.  I should have a pleasant countenance, adaptable and ability to keep calm under stressful situations.
	In my current position as volunteer in the church where I work with children, in order to finish this course I will need to attain certain skills.  The necessary skills that will be required are excellent written and verbal communication skills, good leadership qualities and interpersonal skills, ability to solve problems and good time management in my chosen career.

3.1	VAK Learning Style[image: ]


Figure : VAK Style of Learning
Source: Oakvine Educational Consult (https://www.facebook.com/oakvinefoundationconsult)


Visual Learning:  For these learners to fully understand their lessons, they need to see the teacher’s body language as well as their facial expression.  These type of learning tend to be seated at the front of the class.  They prefer visual displays such as diagrams, textbooks that are illustrated, videos and flip charts, etc (southwesterncc.edu, 2020)

Auditory Learning:  These type of learners thrive best in lessons that are verbal and have discussions.  They prefer to engage in dialogue and listen to others.  By doing so, they can listen to the speakers tone of voice, the pitch and how fast the teacher is speaking.  These type of learners prefer to read their text aloud and use tape recorder as an aid in their lessons.

Kinesthetic Learning:  These type of learners prefer a hands-on approach as they explore their physical world around them more actively.  Sitting still for a long period of time is very challenging to these type of learners and they tend to be distracted due to the need for constant activity and exploration.  In addition, these type of learners often take breaks and they enjoy listening to music whilst they study.  They often go through their learning material quickly in order to get an overview of what the lesson is about before they sit down to fully engage in their lesson.

Through the VAK learning questionnaire, I have gotten to understand that my learning technique is auditory learning style that I mostly use.  

In accordance with the model used to determine VAK, most individuals prefer one specific style, however, there are others who have a mix and a blend of all three styles.

3.2	Johari Window
This is used by an individual, in order to improve self-awareness.  It assist us in understanding our relationship with ourself and others.  This is a useful way of improving our communication skills.  This was developed by Joseph Luft, an American psychologists and Harry Ingham in 1955.  Generally speaking, this is used in group exercise that specialises in self-help.  This can assist an individual in learning things about themselves (Toppr, 2020).

Johari Window Diagram[image: ]
Figure: Johari window framework
Source: https://www.successfulculture.com/wp-content/uploads/2016/06/johari-window.png

· Open Self:  The section deals primarily with the behaviours and actions as well as the information that are known both to the individual and those around them.  This type of information is public and includes, skills, facts and attitudes, that is, any information that is already in the public domain.

· Blind Self: This is also known as the blind spot.  Although the behaviours and actions are known to others, the individual themself is not aware of them.  This information can either be negative or positive and can include strengths that are hidden or areas that are in need of improvement.

· Hidden Self: This is often referred to as the facade.  Although this information is known  to the individual, this is secret to everyone else.  This is because this type of information is often private and the individual may often choose to keep this information this way.  Information such as dreams and aspirations, feelings will often be kept private because there may be a feelings of distrust.  Once the trust is gained, then the individual may choose to divulge some of the information.

· Unknown Self:   This pane includes information and skills, however, they are unknown to the individual and as well as others.  These are often information that are in the subconscious such as childhood memories, talents that are undiscovered, etc. (Explorance, 2020)



3.3	Target Job
	During my studies at the University of Wales Trinity Saint David, at the moment I am studying CertHE skills for the workplace, however, my future goal is to progress for the three years and obtain a BA Degree in Business.  This is done in order to be fully qualified for my desired job role as Day Care Director.  In order to obtain the skills that I need for my target job, I will have to continue of the path that I have chosen.



3.4	PDP Plan
	A Personal Development Plan (PDP) can be defined as a structure framework that an individual can use in order to make know the skills that they have as well as to further obtain those skills that are required in order to carry out the job function.  This plan can be used as an aid to understand what is needed to be achieved and how one can go about achieving this (The Open University, 2020)

	Objective
	Action
	Success Measurement
	Timeframe

	Successfully complete year one of a three year course.
	This can be achieved by keeping on time of my studies and do not wait until the last minute to begin any revision
	This is help me in not falling behind in my studies.
	9 months

	Successfully complete year two of a three year course
	Continue on the current path in order to obtain a successful outcome in year two
	Keep on progressing and obtaining the grades needed to fulfil my long-term plan.
	18 months

	Obtain my BA Degree in Business
	Keep a steady momentum and obtain a 1st Degree in Business
	Graduate from University
	36 months

	Start working in the desired career of Day Care Director
	Will have to start at entry level jobs in order to obtain relevant working experience.
	Continue in gainful employment until it is the right time to start my own business.
	3 - 5 years.











4.0	Conclusion
	
Everything that has been completed above has been done to show that I have undertaken a professional development career course and I learnt how to development my skills in order to become more employable.  I have conducted a VAK learning style which demonstrates what my learning style is.  In addition, I have done a PDP plan which shows what my long-term goals are.  I have also added the Johari Window which shows how I am able to improve my self-awareness and it also assists us in understanding our relationship with others and ourselves.
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