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INTRODUCTION
The soft skills that enable you to collaborate effectively, use knowledge to solve problems, and blend in with any workplace are among the list of employability skills. They also consist of the professional abilities that help you succeed in work. Because you can use them for employment in any industry, these are also regarded as transferable talents. (Doyle, September 17, 2020)
  few illustrations of employability abilities.
In any position, you will be expected to communicate with co-workers and customers and be able to properly express your perspective, both orally and in writing.
Collaboration is something that employers value since it helps teams achieve common objectives. Being able to collaborate also entails having good people skills.
Critical thinking is the capacity to comprehend, analyse, and act on the information available to you at work. You will always need to use logic to consider problems and situations that happen at work and find a solution, making this a crucial employability skill.
Employers want you to be able to manage yourself and fulfil deadlines and goals without a lot of supervision, unless it is essential. While there is nothing wrong with asking for assistance, companies prefer that you receive training so that you can manage your daily tasks.
Adaptability: Being able to shift with the times at work and make the required adjustments can mean the difference between continuing to succeed in business or falling behind.
Employers want to know that they can depend on you in all areas of the job, that you are on time and complete projects, as well as that you can maintain an important level of performance without being given specific instructions.
Being able to plan and stay organised will help you to learn how to accomplish your responsibilities in a timely and organised fashion. To accomplish goals and deadlines, make schedules and follow them.
Employers value your leadership abilities because you will need to step up, when necessary, whether it is regarding your work performance, team projects, or because you are a leader and oversee others.
All occupations demand a willingness to learn because you are always expected to pick up new skills on the job, be open to learning on the job, and take on new responsibilities. (Needle, 2022)
The employment Relationship
All contacts between employees and their employers are part of employee relations. Concerns about pay, working conditions, dress code, benefits packages, job security, and workplace diversity are all part of employee relations. Internal human resources issues like sexual harassment allegations or wrongful termination lawsuits may also be a part of employee relations
Because they lay the groundwork for trust between a company and its employees, employee relations are crucial. When supervisors treat employees with respect for their contributions to the organization's success, they are more likely to work diligently and remain loyal to the business. ( Katreena , 2021)
· Health and safety at work Act (1974)
An essential aspect of UK workplace legislation is the Health and Safety at Work Act 1974 (HASAWA). Wherever an employee works, it guarantees that all employers provide a secure workplace and care about their well-being.
It has to do with the health of everyone who works there, including regular employees, contract workers, independent contractors, and temporary employees.
Despite being a large piece of legislation, the following six points can be used to summarise its main principles:

1. Establish a secure workplace
This relates to the actual workplace and verifies that the surroundings are up to code. It considers things like maintaining cleanliness, managing rubbish, and managing dangerous substances. There are more considerations than there are for office buildings for places of work like hospitals or construction sites.

2. Provide secure tools
Computers and other electronic equipment used at work must be kept up to date to be safe to use. This would typically entail regular safety inspections by a designated individual and a defined procedure for reporting any issues so they may be fixed.

3. Ensure that personnel are appropriately educated
Having a team of responsible and qualified employees around you will help to promote a safe workplace. This covers both general health and safety training, like manual handling and fire safety, as well as onsite training (to make sure all personnel have been educated to use equipment properly).

 4. Conduct risk analyses
Comprehensive risk assessments are a crucial component of HASAWA so that companies may implement the right preventative measures for each risk identified. The law has one restriction: Employers must safeguard their workers' health and safety "as far as is reasonably practicable." In this case, risk is crucial. It might not be necessary to act if something is found to have an extremely insignificant risk and would be expensive to mitigate.

5. Offer suitable facilities
This includes necessities like bathrooms, potable water, heating, and air conditioning. Any appliances you provide must be inspected and maintained appropriately if you have culinary facilities. Employees must also take personal responsibility for their own health and safety in addition to maintaining these places' cleanliness and order. 

6. Designate a qualified individual to oversee health and safety
This devoted individual would oversee making sure that all health and safety obligations are conducted and followed by workers. This may entail managing daily operations, conducting regular safety inspections, and collaborating with safety representatives across the organisation. You will also need to communicate with a designated representative if your organisation belongs to a union. (Foulis, 2021)

-Employment Rights acts (1998)
The European Convention on Human Rights' declarations of human rights are put into practise via the Human Rights Act. These are known as Convention rights.
Examples of human rights or conventions include:
the right to freedom of religion and belief, the right to life, and the right to respect for family and private life.
If your human rights have been violated, you may file a lawsuit in the UK courts under the Human Rights Act.
-Equality act (2010) 
People are legally protected from discrimination in the workplace and in larger society by the Equality Act of 2010.
It strengthened protection in particular circumstances and made the legislation more easily understandable by consolidating earlier anti-discrimination statutes into a single Act. It outlines the many ways that treating someone improperly is prohibited. (Office, 2015)
The Recruitment Process
Employers can identify highly skilled people through the intricate recruitment procedure, which helps them fill open positions at their businesses. The hiring manager, human resources division, hiring manager, or department manager typically manages the recruitment. When a small firm must hire inexperienced staff, for example, the owner of the business may be able to step in and manage the hiring process from beginning to end. (Team, 17 August 2021)
          -Advertisement
You can locate a lot of applications by posting job ads on your career’s website, job boards, social media, and trade publications. Additionally, it promotes your employer branding and improves the standing of your business. External advertising can be quite expensive, which is a drawback. (SMITH, JULY 22, 2021)
         -Job description 
A job description outlines the duties of the position and the perfect applicant for it throughout the hiring process. With a full description that makes the position sound alluring, the job description aids in targeted recruitment to find the best people. It can be used by hiring managers to eliminate applicants while selecting prospects for interviews. The description's key elements might be used as the framework for interview questions.
· Person Specification
Many times, when businesses and organisations hire fresh staff, they compile a list of the ideal characteristics of a candidate. A list of the skills required to successfully perform the duties that make up the profession may be found in this summary.
           This kind of brief is known as a person specification in most businesses. Employers can     profit from developing a thorough person specification, but there are drawbacks as well. To write a successful person specification, there are a few rules to abide by. (White, December 18, 2022)
· Application forms
These forms, which may be electronic or printed, are often used to collect data about candidates' backgrounds, qualifications, and professional experiences. Some employers further request a résumé, cover letter, or work sample in addition to the application form. Others may only require a personal identification card and an application form. (Herrity, February 25, 2020)

The interview- reflection on role play
 Finding the top candidates from a pool of applicants to fill a position is the goal of the recruitment process. Interviews, questionnaires, and other selection criteria are included for this job offer. Through this process, the workforce is ensured to have the knowledge and skills required to meet the needs of the business both now and in the future
The job posting is the first step in the recruitment process. The position title, location, pay, and benefits must all be listed. These specifics must be included in the job posting and must be conveyed clearly. A job advertisement's objective is to persuade competent candidates to submit applications for a position so that the employing party can select the most qualified candidate.

The next section is a job description, which should outline the responsibilities, tasks, and working circumstances of the position as well as the educational and technical prerequisites. Moreover, pay, bonuses, and benefits.

The person specification, which outlines the character traits desired in a potential employee, comes next. It outlines the perfect applicant for the job. It should outline the skills, expertise, credentials, and experience that the employer believes are necessary for someone to conduct the job at the requisite standard.
An application form must be completed to apply for a job.
An application form is a formal document that candidates must complete to be considered for a position. Each applicant must respond to a series of questions on the application. This quickens the application process and makes it simpler for recruiters to compare applications. It also makes it simpler to exclude those who are inappropriate or underqualified Typical application forms have areas for personal data, education, employment history, and professional experience in addition to competency tests and a personal statement.
examining the job applications and choosing the applicants who best meet the position's requirements using the predetermined criteria. These candidates then move on to the final selection stage.
A crucial step in the job application process is completing the application form.
The first assignment was a role-play. My companion SAIYAARA and I played the roles of interviewer and job candidate, with her playing the interviewer and me playing the job candidate. Both SAIYAARA and I filled out job applications and prepared questions for each other. SAIYAARA also prepared a job application and questions for me. 
Most individuals find it difficult to speak in front of an audience but practising for interviews makes it appear less stressful. I was surprised by how well I prepared for the interview.

I experience some anxiety during the interview. My poor English skills and concern that they would impair my performance.
Overall, I found the role-playing assignment to be quite helpful.
I gained knowledge on how to accurately complete my job application. I also came to the realisation that it is crucial to research the organisation I am applying to before submitting a job application. Additionally, I must have read and comprehended the job description, as well as the responsibilities and qualifications of the position for which I am applying. This will enable me to better comprehend the talents and attributes the business is seeking.
Feelings:
Three days prior to the interview, despite my best efforts to prepare, I am sick with the illness. I did not want to attend the interview, but I had no choice because I was unable to swallow anything, my head was heavy, and I had a fever.
I asked the lecturer if I might go home immediately following the interview because I did not feel good.
Evaluation:
The experience was difficult for me, and I am sorry that I did not react as I should have. However, I am happy that my professor reacted to the criticism in such a constructive way.
Career Development
When someone is concerned about their career growth, they recognise their own advantages and weaknesses and put forth significant effort to develop their abilities. Additionally, it entailed looking for opportunities to progress, studying about other roles and industries to determine which ones matched their strengths, and even switching careers completely if they discovered one that was more fit. (McKay, August 4, 2020)
 Both the employee and the manager are responsible for career development; it must be a joint effort because it cannot be conducted independently. The ultimate some of the blame The Alliance: Managing Talent in a Networked Age states that one crucial aspect of a manager's job is to maximise the alignment between corporate goals and the professional ambitions of the employee. The idea is to "help improve the company and I'll help transform your career. (JOYCE, 23 February 20215)
Conclusion
 As new standards and best practises are developed and the way we conduct business is redefined in today's changing environment, we are continuously learning new things. The need of continuing education in both our personal and professional life has never been greater than it is right now












Job application form


Application for [job title] - Nurse Assistant
Your details
Name:  YELMI SEBASTIAO
Education and training
Please give details:
· office document
· I.T New clait
· L2 Computer for work
· communication skills
· Higher Education Diploma
· BTEC 2 

Qualifications
Please give details:
· Prior experience as a nurse assistant.
· A qualification in nursing.
· A nursing license.
· Compassion.
· Patience.
· Attention to detail.
· Ability to remain calm under pressure.
· Excellent interpersonal skills.
· Relative physical strength.
· Ability to work long shifts
Employment history
Your current or most recent employer
Name of employer: River Tech
Job title: Nursing Assistant
Length of time with employer: three years [of voluntary]
Reason for leaving: N/A
Duties: 
· Take patients' vital signs.
· Serve and/or feed patients.
· Provide and clean bedpans.
· Change and clean linen regularly.
· Bathe and dress patients.
· Ensure that bedridden patients are moved.
· Observe and record patient progress

Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.
· Team player 
· Good work ethic
· Attention to details 
· Patience
· Emotional strength
· Effective communication skills

Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

                                                                      YELMI  SEBASTIAO
                                                                      yelmi@gmail.com
                                                                     November 22nd 2022
Dear SIR/ Madam, 

                         Regarding your work as a nursing assistant at CRANE & JENKINS, I am writing to you. I work hard to give patients the finest care I can because I am a devoted and compassionate person. I am thrilled about the possibility of working at a well-known long-term care institution like CRANE& JENKINS, and I think my expertise in patient care qualifies me for this role.
I recently completed a school for nursing assistants, although I have prior experience as a patient care assistant and nursing assistant. I spent three years working at River Tech prior to enrolling in the Nursing Assistant programme, which helped me develop my knowledge, abilities, and awareness of patients' needs. I obtained the Certified Nursing Assistant (CNA) certification after passing the nursing assistant competency test.
I have prior experience working as a nursing assistant, which includes providing patients with basic care such as feeding, grooming, and bathing. When necessary, I help the nurses with their daily tasks. I have always been a valuable employee because of my empathy for patients and my ability to interact with them effectively.
My patient-focused attitude, CNA skills, and enthusiasm to learn new jobs will all be benefits to CRANE&JENKINS.
I appreciate your time and thought in advance. I am eager to see you and talk with you so I can find out more about the job and CRANE&JENKINS. Meetings in person can be quite advantageous for both sides. Feel free to contact me whenever you have a query.
Sincerely,
Yelmi Sebastiao

Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
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: Yelmi Sebastiao

Signature:

Date:22/ 11/ 2022

INTERVIEW
QUESTIONS
1, What do you know about our company/Why do you want to work for us?
2, What do you see as being the most difficult task in being a manager?
3, How do you feel about leaving all your benefits?
4, How do you resolve conflict on a project team?
5, How would you describe your own personality?
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