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Executive summary

The purpose of this report is to discuss employability skills and how to be prepared for a job and the process of each stage’s that will take place. I will discuss how to apply the skills required. I will be exploring on the internet the different processes people use to apply for a job via the internet. 
I will be looking at two sets of learning style questionnaires also I will be using subheadings, GO MAD chart to write about the each stages to apply for a job also out line of my CV and how to write a cover letter. 
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Introduction
Professional career development is important for lifelong learning which gains skills, knowledge, and experience for both formally or informal as we ensures we are in profession.
(careersengland.org.uk)
From my study and research I have developed employability skills that employers look for in the current employment process. I have read a lot of sources online and reading through the university books I have broaden my knowledge about employment for example how I need to prepare for an interview.
Communication skills is one of the most important we must have, different roles are required for different skill.
Skills that is required for us to get a job-
. Writing a good CV 
.  Applying for a job
.  Writing a good covering letter
.  Interview skills
Aim of this report is to show how I have developed my knowledge, experience and skills for employability and how to apply for jobs and what we require for the job role. Best ways to apply, organise, prepare for interviews and step by step on each stage. I also have a content page list of each step’s that I have gained from this research and my study for this assignment.
10 of the most important skill for recruitment process and the steps are-
1. Identifying the hire needs
2. Planning
3. Searching
4. Identifying viable candidates
5. Recruiting a candidate with good level of experience and education
6. Telephone screening
7. Face to face interview 
8. Offering of employment
9. Hiring of the candidate
10. On boarding of the candidate
(www.topechelon.com)

  Findings
I have learnt in class and researched online how to be well prepared for the recruitment process.  Before I apply for a job I must read the job description and the person specification if one is available. I should know whether the job is full time or part-time and have basic background information about the particular company or business I would apply to.
In class I have learnt how to develop skills for employability and in employment. I shall be explaining in depth each stages of my theory and models that I learned in class and out of my class study. The researches I conducted and books that I have been reading during my studies gave me more knowledge in the way the recruitment process works. I have broadened my knowledge in this area through team work in class and at work.
I will be writing about how I reference my sources using the Harvard system.



Swots
Here I have identifed my development needs my own personal SWOT-

 SWOT- Activity

· This helps me focus on my strength, minimise my weakness and take the greatest possible advantages of opportunities available to me.

SWOT analysis

Strength 
· I can communicate well with a team
· I am completely committed to my studies 
Weakness
· Presenting makes me feel very nervous and self-conscious.
· I focus too much on the details and sometimes this effects how I manage my time
· Lack of confidence
Opportunity
· I’m doing a presentation as part of my professional career development. This will help me to start to build my confidence public speaking. 
· I can apply for a new job which will help me develop my confidence 
Threats
· Stronger applicants may apply for the job

The outcome of the SWOT analysis

Strength 
· I should consider myself being stronger as a person.
· Become someone with more confidence
Weakness
· To improve my technical skill 
· Manage time better 
Opportunities
· Opportunity to get a better job
· I can use my strength to build up on my plans
· Grab any opportunity which will allow me to learn new technology skill
Threats 
· Threats I need to eliminate/minimise
· Internal strength I can use to overcome these threats 




My personal GO MAD


The GO MAD framework helps you develop as a leader, save’s time cost it also defines personal goal plans priorities also it involves others.
This can change the difference if you want to change or make a difference in plans.

(gomadthinkinking.com)

(GO MAD table in appendix page 15)
  

Learning development plan

I used honey and Mumford charts this style this plan had helped me to learn. This style is clear to use as preferences can change when required to do different work, learning style helped me to find new ways to study that is better for me at work and during my study.
Kolb’s experiential learning style proposed that we all learn from our experience kolas also mentioned that we all observe what happens and then reflect on experience. This experience and reflection is then cooperates knowledge that they person possesses sorted by reading and training

(Learning development plan questionnaire see in appendix page 15)
www.skillsyouneed.com

Professional Skills and Experience
 Being with the most relevant job applying for and brief details of main experiences and skills gained during each. It will not have to repeat skills but rather should indicate additional skills developed and how skills have advanced throughout different placements. variety of experiences  may have had: Not everyone will have had the same experiences; ensure it stands out.

www.chester.ac.uk/sites/files/chester/Career_planning_for_Nursing..
https://nationalcareersservice.direct.gov.uk/job-profiles/.


Personal development plan 
My personal development in the future will include me to believe in myself and be more confident as a person. I will need to seek free training to improve the technical side of computing. I will make an action plan to set my-self tasks that will improve my personal development for the long term.   




Example of suitable job preparing process
A job description details the purpose, tasks and responsibilities of the job. It is importance both in the recruitment process.  subsequent management a safe practice following appointment it can help with induction and training. The purpose of the job description is to: 
  it able tasks and responsibilities of the post.
  Enable jobseekers to read about the position before applying for it.
  Use as a reference when short listing applicants. 
[bookmark: _GoBack] Assist with organising and designing the new staff member and provide training program.
   appraisals as an ongoing tool throughout the employment


www.brighton-hove.gov.uk/sites/brighton-hove.gov.uk

Job description, specification
A job description entails detailed information about the role the person will be doing on a daily basis including working hours. Job responsibilities will be listed as well as duties that will need to be conducted in the role. 
Application CV, cover letter

Structure for before applying develop a written CV	present ate along with job application with a covering letter completed application form.



How to write a and CV, cover letter I have researched online on the guardian article

https://www.theguardian.com/careers/careers-blog/cv-cover-letter. 

CV, tailoring and my cover letter to the role (or company if it's a  speculative application. It will take time and commitment, but it will help me structure my job seeking campaign.
Talking through my CV with my assignment a competency-based CV is pretty much what I will need for all CVs now. It means that instead of just writing a list of my previous duties, will look at exactly what the employer says they are asking for me to show an I will have what they need. My suggestion is go through each one of their selection criteria and think of where I have to demonstrate it. It is helpful to talk it over with a friend or coach as sometimes it can be difficult to think of examples myself.

An example of my cover letter for a job application
Dear Sir/madam,

I am writing to express my interest in the lead support worker vacancy and attach my CV for your consideration.  

I am a meticulous and self-motivated professional, who has extensive experience in health and social role and more recently management roles.

Recognised as a hard working individual, who is a self- starter intuitive and extremely focused, as demonstrated throughout the course of both my education and career to date.

Additionally I am an excellent communicator who is able to assertively liaise at all levels in order to achieve the desired result with a decisive manner, applying motivational skills and maintaining a positive and supportive attitude to effectively deliver solutions.

As someone who works well under pressure and who thrives in highly challenging working environment, I am confident that my experience and abilities would provide a positive influence within your organisation.

I would welcome the opportunity to discuss my interest further.
Should you require any further information, please do not hesitate to contact me either by email or on my mobile number-07460018581

Yours faithfully
Ms Musamot Sultana Rezowana Begum   







Interview prepares and process    
Interviews are set by the employer who is recruiting an employee. During the interview process the employer will be questioning the candidates about their experience they have and why they would like to join their company. In most interviews employers gives scenarios to the candidate and will ask the candidate how they would react to the situation if something like that was to happen. The employer expects the candidate to respond in a productive way to assess if the candidate is aware of the role they will be playing. 
Candidates must prepare before the interview by researching similar jobs and knowing what is expected from the role so when questioned by the interviewer the candidate can respond positively. 















Appendix
[image: ]
GO MAD chart
This chart helps to manage my goals and plans. I can use this chart to plan systematically apply to improve the probability of success of any tasks for business improvements. This system helps individuals and organisations. This also identifies what works and what doesn’t work. 

Learning Styles Questionnaire


Honey Mumford

This questionnaire is designed to find out your preferred learning style(s). Over the years you have probably developed learning "habits" that help you benefit more from some experiences than from others. Since you are probably unaware of this, this questionnaire will help you pinpoint your learning preferences so that you are in a better position to select learning experiences that suit your style and having a greater understanding of those that suit the style of others.
This is an internationally proven tool designed by Peter Honey and Alan Mumford.

	√
	1. I have strong beliefs about what is right and wrong, good and bad.

	x
	2. I often act without considering the possible consequences

	√
	3. I tend to solve problems using a step-by-step approach

	x
	4. I believe that formal procedures and policies restrict people

	√
	5. I have a reputation for saying what I think, simply and directly

	√
	6. I often find that actions based on feelings are as sound as those based on careful thought and analysis

	√
	7. I like the sort of work where I have time for thorough preparation and implementation

	x
	8. I regularly question people about their basic assumptions

	√
	9. What matters most is whether something works in practice

	√
	10. I actively seek out new experiences

	√
	11. When I hear about a new idea or approach I immediately start working out how to apply it in practice

	x
	12. I am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.

	√
	13. I take pride in doing a thorough job

	· 
	14. I get on best with logical, analytical people and less well with spontaneous, "irrational"

	√
	15. I take care over the interpretation of data available to me and avoid jumping to conclusions

	√
	16. I like to reach a decision carefully after weighing up many alternatives

	x
	17. I'm attracted more to novel, unusual ideas than to practical ones

	√
	18. I don't like disorganised things and prefer to fit things into a coherent pattern

	x
	19. I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done

	√
	20. I like to relate my actions to a general principle

	x
	21. In discussions I like to get straight to the point

	√
	22. 1 tend to have distant, rather formal relationships with people at work

	√
	23. I thrive on the challenge of tackling something new and different

	√
	24. I enjoy fun-loving, spontaneous people

	√ 
	25. I pay meticulous attention to detail before coming to a conclusion

	x
	26. I find it difficult to produce ideas on impulse

	x
	27. I believe in coming to the point immediately

	√
	28. I am careful not to jump to conclusions too quickly

	√
	29. I prefer to have as many resources of information as possible - the more data to think offer the better

	√
	30. Flippant people who don't take things seriously enough usually irritate me

	√
	31. I listen to other people's points of view before putting my own forward

	√
	32. I tend to be open about how I'm feeling

	x
	33. In discussions I enjoy watching the manoeuvrings of the other participants

	x
	34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance

	x
	35. I tend to be attracted to techniques such as network analysis, flow charts, branching programs, contingency planning, etc.

	√
	36. It worries me if I have to rush out a piece of work to meet a tight deadline

	x
	37. I tend to judge people's ideas on their practical merits

	x
	38. Quiet, thoughtful people tend to make me feel uneasy

	√
	39. I often get irritated by people who want to rush things

	√
	40. It is more important to enjoy the present moment than to think about the past or future

	√
	41. I think that decisions based on a thorough analysis of all the information are sounder than those based on intuition

	x
	42. I tend to be a perfectionist

	√
	43. In discussions I usually produce lots of spontaneous ideas 

	√
	44. In meetings I put forward practical realistic ideas

	x
	45. More often than not, rules are there to be broken

	x
	46. I prefer to stand back from a situation

	√
	47. I can often see inconsistencies and weaknesses in other people's arguments 

	x
	48. On balance I talk more than I listen

	√
	49. I can often see better, more practical ways to get things done 

	√
	50. I think written reports should be short and to the point

	x
	51. I believe that rational, logical thinking should win the day



	√
	52. I tend to discuss specific things with people rather than engaging in social discussion

	x
	53. I like people who approach things realistically rather than theoretically

	x
	54. In discussions I get impatient with irrelevancies and digressions

	√
	55. If I have a report to write I tend to produce lots of drafts before settling on the final version

	√
	56. 1 am keen to try things out to see if they work in practice

	√
	57. I am keen to reach answers via a logical approach

	x
	58. I enjoy being the one that talks a lot

	x
	59.  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

	√
	60. I like to ponder many alternatives before making up my mind

		x	
	61. In discussions with people I often find I am the most dispassionate and objective

	√
	62. In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking

	√
	63. I like to be able to relate current actions to a longer term bigger picture

	√
	64.  When things go wrong I am happy to shrug it off and "put it down to experience"

	x
	65. I tend to reject wild, spontaneous ideas as being impractical

	√
	66. It's best to think carefully before taking action

	√
	67.  On balance I do the listening rather than the talking

	x
	68.  I tend to be tough on people who find it difficult to adopt a logical approach

	√
	69.  Most times I believe the end justifies the means

	x
	70. I don't mind hurting people's feelings so long as the job gets done

	x
	71. I find the formality of having specific objectives and plans stifling

	√
	72. I'm usually one of the people who puts life into a party

	x
	73. I do whatever is expedient to get the job done

	√
	74. I quickly get bored with methodical, detailed work

	√
	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events

	x
	76. I'm always interested to find out what people think

	√
	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 

	x
	78. I steer clear of subjective or ambiguous topics

	x
	79.	I enjoy the drama and excitement of a crisis situation 

	x
	80. People often find me insensitive to their feelings




Downloaded from university Moodle

Scoring and Interpreting the Learning Styles Questionnaire
The Questionnaire is scored by awarding one point for each ticked item. There are no points for crossed items. Simply indicate on the lists below which items were ticked by circling the appropriate question number.
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Learning Styles Questionnaire Profile Based on General Norms for 1302 People
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Learning Styles - General Descriptions
Activists
Activists involve themselves fully and without bias in new experiences. They enjoy the here and now and are happy to be dominated by immediate experiences. They are open-minded, not sceptical, and this tends to make them enthusiastic about anything new. Their philosophy is: "I'll try anything once". They tend to act first and consider the consequences afterwards. Their days are filled with activity. They tackle problems by brainstorming. As soon as the excitement from one activity has died down they are busy looking for the next. They tend to thrive on the challenge of new experiences but are bored with implementation and longer-term consolidation. They are gregarious people constantly involving themselves with others but in doing so; they seek to centre all activities on themselves.
Reflectors
Reflectors like to stand back to ponder experiences and observe them from many different perspectives. They collect data, both first hand and from others, and prefer to think about it thoroughly before coming to any conclusion. The thorough collection and analysis of data about experiences and events is what counts so they tend to postpone reaching definitive conclusions for as long as possible. Their philosophy is to be cautious. They are thoughtful people who like to consider all possible angles and implications before making a move. They prefer to take a back seat in meetings and discussions. They enjoy observing other people in action. They listen to others and get the drift of the discussion before making their own points. They tend to adopt a low profile and have a slightly distant, tolerant unruffled air about them. When they act it is part of a wide picture which includes the past as well as the present and others' observations as well as their own.
Theorists
Theorists adapt and integrate observations into complex but logically sound theories. They think problems through in a vertical, step-by-step logical way. They assimilate disparate facts into coherent theories. They tend to be perfectionists who won't rest easy until things are tidy and fit into a rational scheme. They like to analyse and synthesise. They are keen on basic assumptions, principles, theories models and systems thinking. Their philosophy prizes rationality and logic.  "If it's logical it's good". Questions they frequently ask are: "Does it make sense?" "How does this fit with that?" "What are the basic assumptions?" They tend to be detached, analytical and dedicated to rational objectivity rather than anything subjective or ambiguous. Their approach to problems is consistently logical. This is their "mental set" and they rigidly reject anything that doesn't fit with it. They prefer to maximise certainty and feel uncomfortable with subjective judgments, lateral thinking and anything flippant.

Pragmatists
Pragmatists are keen on trying out ideas, theories and techniques to see if they work in practice. They positively search out new ideas and take the first opportunity to experiment with applications. They are the sorts of people who return from management courses brimming with new ideas that they want to try out in practice. They like to get on with things and act quickly and confidently on ideas that attract them. They tend to be impatient with ruminating and open-ended discussions. They are essentially practical, down to earth	pile who like making practical decisions and solving problems. They respond to problems and opportunities "as a challenge". Their philosophy is: "There is always a better way" and "if it works its good".
In descending order of likelihood, the most common combinations are:
	1st	Reflector/Theorist
2"d	Theorist/ Pragmatist 
3rd	Reflector/Pragmatist 
4th 	Activist/Pragmatist
From the questionnaire I completed I found out that I am a reflector learner. As a reflector I like to observe from different perspectives and collect data, both first hand and from others, and prefer to think about it thoroughly before coming to any conclusion which is correct. I am a cautious person and I do think about implications before making any move. During meetings I am not confident enough to be a spokesperson as I like to hear others thoughts. If I am asked to give my opinion I do then get involved in the talk.  






Conclusion/Recommendation

During my studies I have learned that I need to be more confident about myself. I need to practice more the technical side of the software’s and be able to do more complicated tasks on the computer. I will also need to manage and plan in advance my deadline so that I do not get anxious near the time. 







.Reference/ websites

https://www.theguardian.com/careers/careers-blog/cv-cover-letter. 
https://nationalcareersservice.direct.gov.uk/job-profiles/.
(careersengland.org.uk)
www.topechelon.com
www.brighton-hove.gov.uk/sites/brighton-
hove.gov.ukwww.chester.ac.uk/sites/files/chester/Career_planning_for_Nursing..
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