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[bookmark: _Toc59046304]1.Introduction
“Employment is defined as an agreement between an employer and employee that the employee will provide certain services. In return, the employee is paid a salary or hourly wage. Although employee can negotiate certain items in an employment agreement, the terms and conditions are primarily determined by the employer”
(HEATFIED, 2020)
Qualities employers looking in employees are Communication skills, Honesty, Loyalty, Dependability, Teamwork, Flexibility, Self-reliance, Eagerness to learn, confidence, Work ethic, Determination, Problem-solving skills, Positivity, and Ambition
(Indeed, 2020)
Every employer looks for people who can be part of their business to help make the business grow or become successful and therefore look for some qualities in the potential employees, some of these qualities are communication skills, employers knows how important it is to employ someone who has communication skills both verbally and written, having that skills will allow the employee to correspond well through emails and checking information’s before sending to make sure they are clear and brief. Having good communication skill will allow the employee to listen and give thoughtful feedback 
Honesty is a quality every employer looks from employees, being part of the company, the employer should be able to trust the employee in every aspect of the job being entrusted in that person, honesty goes beyond interview process, any employee who accept mistakes and learn from it is an advantage to the company.
Loyalty is very important for any company looking to employ people, the company would want to know you are trustworthy and looking for the company success.
Dependability is also important for every company, as an employee the company would expect the employee to work independently and accomplish task deadline.
Teamwork is not required in all workplace, but companies would prefer to employ people who can prove themselves to work effective and cordial in a teamwork.
Eagerness to learn will allow employee to better themselves and many companies like to employ people who are eager to learn new things to always upgrade themselves.
Confidence, every company would like to employ people who have confidence in themselves and know what they want, lack of confidence in a person will always bring the worst in him.
Work ethic is something employers look from employees, person with good working ethic is always on target and happy with their work.
Problem-solving skills, companies look for someone who can recognise a problem and have answers to those problem so that the company will move on but not get stuck because of unsolved problem.
Positivity, positive attitude always overcome setbacks and brings good environment in a workplace.
(Indeed, 2020)

[bookmark: _Toc59046305]2. The employment relationship
“Employment relationship is the law that regulate between employers and employees, it governs what employers can expect from employees, what employers can ask employees to do, and employees rights at work”
(CIPD, 2020)
The ACTS of Parliament are laws which are pass through parliament and they are there to protect both employers and employees. Employment Right Act 1996, Equality Act 2010, Employment Act 2002, Enterprise, and Regulatory Reform Act 2013 these are legislative process, employment legislation include Public Interest Disclosure Act 1998, Data protection Act 1998, National Minimum Wages Act 1998, Human Right Act 1998.
Equality Act 2010 was pass so that all people will be treated equal before the employment law, no one will be discriminate because of their race, gender, culture, and background. At my workplace, this law works very well, Tower Transit bus company where I work is made up of people of different race, culture, gender, and background but everyone is treated equal before the law and I can say there is harmonious environment between the employers and employees.
Data Protection Act 1998 was passed by parliament so that all employees will be protected from their information being passed to unauthorised people and employees are rest assured that their information are kept confidential. I have been at this work for the last 19 years and not a single time have I heard any employees complaining of their information coming out. 
[bookmark: _Toc59046306]2.1 Employer Responsibility
In every workplace it is the responsibility of the employer to make sure that employees are working in a safe environment, they are not in danger of any health hazard, the tools and equipment they use are safe to use, they must make sure safe working practice are setup and followed, first aid facilities are available, make sure all facilities at the workplace meet health, safety, and welfare requirement. Make sure employees are not expose to any material that may cause health damage, employers must provide free protective clothing or equipment to the employees. It is the employer’s obligation to pay employees, make sure the employees are given work to do, treat employees with trust and confidence, employees’ complaints must be dealt with promptly. 
[bookmark: _Toc59046307]2.2 Employee Responsibility
As the law required employers to have responsibility so do the law required employees to have responsibility as well, it is the responsibility of the employee not to accept or take bribes, employees do not have to steal from work, they are not to do anything to make profit, they are not to report any misconduct of their fellow employees, they are to keep all trade secret confidential, they are not to engage in any secret trade with customers until their employment ends. It is the responsibility of the employee to take care of their own health and safety that means not to put themselves in a harm way when performing the duty at work, they are also responsible not to put others in a harm way, employee must use any equipment given to them in a proper manner and not misuse it, employees must report any injury sustain at work while doing their job.
(QCS, 2014) 
[bookmark: _Toc59046308]2.3 Employee’s Right
It is the right of the employee not to be unfairly dismiss from work after two years in service, employee has the right to Sick pay, Maternity pay, Redundancy payments, Notice Rights, Wage protection insolvency, protection from discrimination. 
[bookmark: _Toc59046309]3. The Recruitment Process
I learnt that recruitment process comprises of the following which I will explain each one of them, Advertisement, Job description, Person specification, Application Form, and short listing.
[bookmark: _Toc59046310]3.1 Advertisement
Advertisement is the first process of recruitment, the job must be advertised where potential applicants would be able to read, advertising the job means that a lot of people are going to be aware of the job and as a result will attract more people looking for similar job to apply. The company will have the opportunity to hire the qualified person.
[bookmark: _Toc59046311]3.2 Job Description and person specification
I learnt that before a job is advertise a full description must be given to describe the tasks and the responsibility of the position, for example job title, job purpose, job duties, qualification required to get the job, it must include company mission, culture, and the benefit it provides. In my play role I applied for staff manager job at Tower transit bus company, I had to fill an application form where the job description and person specification was made clear. I answered all question and stated why I felt I was the right candidate for that position. 
[bookmark: _Toc59046312]3.3 Application Form
The next recruitment process is the application form, the potential applicant must fill this form to prove how they qualify for the job. They must show that they have the qualification described on the job description and person specification. When I applied for the job of staff manager at the Tower transit bus company, I had to prove myself qualified for the job according to the job description and person specification.
[bookmark: _Toc59046313]3.4 short listing
Short listing is the process where some of the applicant will be chosen for interview, and this depend on the criteria the company has set, eligible applicant will be called for interview. During my application for the job as staff manager at Tower transit bus company I was short listed and called in for interview, and this was my chance to prove to the interviewer why I think I am the best candidate for the job.

[bookmark: _Toc59046314]4. Reflection on play role
 In the last term of the course, we did interview as task one of our assignment, I chose a partner whom I did the play role with, I sent an application form to him about my future career job which is Staff Manager at Tower Transit bus company. The job description was that the applicant should have experience in managing bus industry, should be able to resolve conflict and deal with complaints from customers and employees, applicant should ensure that staff members follow company policies and procedure. The job specification was that the applicant should have bachelor’s degree, strong understanding of bus business management. Excellent communication skills, time, and project management skills. I sent application form to my partner who was representing the company, I had an interview with him, and the following question were asked.
Q 1. what motivated me to apply for the job.
I said after reading the job description and the person specification I have a lot of strength of what is required, I have done conflict management, communication skill and decision making at UWTSD. I have also worked in the bus industry for nineteen years which has given me experience in the industry, 
Q2. The interviewer asked me what my strength are.
I said to him my greatest strength is my ability to take on and complete multiple tasks while under pressure.
Q3. I was asked what 3 things my last boss would say about me.
I explained to him that without doubt my last boss will refer to me as reliable, trustworthy, and completing tasks on time.
Q4. He asked me what my expectation salary was.
I said to him I believed I am worth the top range of £35,000 but I was prepared to take slight lower of £30,000 as I understood I must prove myself of the top range. Finally, he asked me if I have any question for him, I asked him what the future plan for the company was and do they have any exciting service being launched soon, and he said they have two new routes coming up. 
Reflecting on the interview I believe that I did my best based upon the questions asked but I could have done more better. I could have prepared well. I should have made more eye contacts. Me and my partner should have been more fluent with our question and answers.
[bookmark: _Toc59046315]5. Career Development
Career development is not just changing job but getting ready for my life’s work, it involves these six processes, Assessment, at this stage I must know what my strength and weakness are, investigation, at this stage I must research to see what my job opportunities are in the world. preparation, I must start gaining experience and knowledge and set my goals. commitment, at this stage I know what I want to do so I must focus on my target. retention, here I must update myself and stay current to my field. and transition, at this stage I must be making career changes.
(Casto, 2003)
[bookmark: _Toc59046316]5.1 My Career Development (Goal)
My career development is to become a staff manager at tower transit bus company where I have worked as a bus driver for nineteen years. The skills I need to do that job is to acquire knowledge of conflict management, communication skills, time management skills, problem solving skills, effective team working and undergraduate degree, I have now acquired very good knowledge of all the mention skills they need through the Certificate of Higher Education course I did with UWTSD. I am also doing the level 5/6 to acquire the undergraduate degree the company requires, using SMART analysis I am confident I will achieve my goal as a staff manager.
Through the VARK questionnaire I found out that I have both visual and auditory style of learning.
[image: ]
The Johari window model has helped me to understand my open quadrant which is my action, behaviour and information, my blind quadrant which are information known to others but not myself, my hidden quadrant which are information known to myself but not others like feelings and ambitions. The last quadrant is the unknown information that is not known to me and others like skills.
(Explorance, 2020)
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[bookmark: _Toc59046317]6.Conclusion
In conclusion, with the knowledge I have acquired through this course and the level 5/6 which I will be doing. I am very optimistic to achieve my goal as a staff manager at Tower Transit bus company.
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