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1. Introduction
The report will discuss about some topics learnt through the last term with the lecturer.
It is going to explain the main Employment Relationship which is the effort of an organization is to create and maintain a good and positive relation with its employee. It is going to explain how it is regulated, what are the employer’s and employee’s responsibilities. This part of the report is going to talk about also the main three Acts of the Employment Relationship which are the Health and Safety at Work (1974), The Employment Act (1998) and the Equality Act (2010).
Then it going to move to the Recruitment Process, which is a process of seeking out, finding and hiring candidates for a specific position or job. This process is involved from identifying the hiring needs, which is commonly known as what the company is looking in a person suitable for the position, moving into the advertisement and recruitment of the job, to finish with the reviewing of the applications form.
Another point of this report is the reflection on the role play that every student did with the person that they choose to pair with. The role was based on a job interview that the student choose to apply for. The lecturer gave us some application from to fill up, and the students with the help of each other choose the right question to ask based on the application form of the interviewee. At the end of the role play the lecturer gave the feedback based on the practice.
Lastly, the report is going to discuss about the future career development, which will include the Professional Development Plan (PDP) of the student. The PDP is a sort of plan that describes the future plan of someone, by including the length of time and how is going to achieve the goal.


















2. The Employment Relationship
The Employment Relationship establish a few rights in a workplace. Regardless of how it is defined, the Employment Relationship establishes reciprocal rights and obligations between the employee and the employer. In the domains of labour law and social security, it has been and continues to be the primary way by which workers receive employment-related rights and benefits. It is the primary source for defining the nature and scope of an employer's obligations and responsibilities to its employees.
The Employment At (1996) regulate the main terms between the employee and the employer, and it has to be given in a written way to the employee before the employments begins. It includes the disclosures and detriment, which means that the employee may not disclose any company’s private or confidential information to a third party. An employee has the right to receive a holiday pay off for public responsibilities and duties such as jury duty.
Another act to write about is the Health and Safety in Workplace (1972). Employers are given a lot of responsibilities under this law. Employers are responsible for their employees' health, safety, and well-being at work, as well as the health, safety, and well-being of others on their premises, including casual workers, self-employed individuals, clients, visitors, and the general public. This Act also gives an employer the opportunity to argue that the costs of a particular safety measure are not justified by the risk reduction it would provide. However, just saying that the employer cannot afford to make improvements does not absolve the employer of their responsibility.
The last Act that this report will talk about is the Equality Act (2010). This law protects persons in the workplace and in society from all forms of discrimination. It merged all of the important anti-discrimination legislation into a single Act, simplifying the law and improving protection in some areas. It highlights the different ways in which treating someone illegally is prohibited. There were many pieces of law in place prior to the Act's introduction to address discrimination, including the Sex Discrimination Act 1975, Race Relations Act 1976, and Disability Discrimination Act 1995. It is forbidden to treat someone unfairly or less favourably than another person because of a personal attribute, according to the Equality Act of 2010. Age, handicap, gender reassignment, marriage and civil partnership, pregnancy and motherhood, colour, religion and beliefs, sex, and sexual orientation are just some of the areas of discrimination that this Act can address. Anyone is protected against discrimination in the workplace, educational institutions, public services, and other settings under the terms of this Act. Age, handicap, gender reassignment, marriage and civil partnership, pregnancy and motherhood, colour, religion and beliefs, sex, and sexual orientation are just some of the areas of discrimination that this Act can address. Anyone is protected against discrimination in the workplace, educational institutions, public services, and other settings under the terms of this Act.
[bookmark: _GoBack]The Recruitment Process
Before hiring new employees, businesses go through a formal recruiting process that consist of a few stages to come to the suitable candidate for the position looking for.
To choose a person to do a job in an organization advertisement, interview, application forms, hiring, are some of the stages to go through while the recruitment process. Recruitment is essentially the process of finding and hiring the best and most qualified candidate for a job opening. It can also be defined as the “process of locating prospective employees and stimulating and encouraging them to apply for position in an organization. It is a complete process that begins with identifying the company’s needs in terms of the job and ends with the employee’s introduction to the organisation. Speaking about the recruitment process, the first thing that comes in mind is activities such as analysing the job requirements, attracting candidates to apply for that job, screening and selecting them, and hiring the chosen candidate to become a new employee of the organisation. Clearly, the main reason for implementing the recruitment process to find the applicants who are best qualified for the positions available within the company and who will assist them in achieving organisational goals. However, there are other reasons why recruitment process is necessary.
There are many steps for a recruitment process to be successful, and the principal are: advertisement, job description, person specification and application form.
Recruitment Advertising is the marketing process of obtaining candidates’ interest in your company through advertisements in order to create a talent. Advertising has become a popular and necessary strategy for employers seeking to reach qualified candidates. Recruitment advertising enables organisations to reach candidates across the internet, improve their employment brand, and generate a consistent pipeline of talent that can be hired in the end. With the use of internet candidates can easily find information and learn more about the company culture without ever speaking to the recruiter. Previously the main sources to advertise a job were newspapers, magazines, TV, taxi ads etc. nowadays, the most common source for a company to use as a marketing for recruitment is the digital advertisement.
According to Praino (2021) a Job Description is a document intended to provide job applicants with an outline of the main duties and responsibilities of the role for which they are applying. The description is usually written by the individual in the organisation who oversees overseeing the role’s selection process, often with the assistance of the company’s HR department or an external recruiter. A job description in an important process as it helps the applicants to evaluate whether the role is a good fit for their skill set and whether it is a job they want to do.
The Person Specification describes the qualifications, skills, experience, knowledges and other attributes that a candidate must have in order to perform the job duties. The specification is derived from the job description and serves as the foundation for the recruitment process. Since the person specification in only seen by the hiring team and not the candidate, it is easier to determine the degree of fit between who the company wants to hire and what the candidates possess un terms of knowledge, skills, experience etc. this process is extremely important in the recruitment process as it aids in the identification of job candidates who have the potential to best fulfil the job responsibilities. 
An Application Form is a formal document that a potential employer will require candidates to fill out when applying for a job. The application form enables the employer to ask a series of specific questions to each candidate. This form usually contains the applicant personal information, education, work experience and employment history as well as a personal statement. Nowadays, the application form is completed and submitted online, but in some cases, the paper one is still acceptable. The form permits to make the first impression on a employer and in most of the cases, it can be the reason to a rejection or to an interview. A best application form will help the candidate to show how the experience, qualifications and attributes that has got can be relevant to the role applied for.





2.1 The Interview – Reflection on the Role Play
One of the tasks for this module was a role play based on an interview done at the 9th week. The lecturer explained to us that we needed to choose someone to pair with so we could work together. I choose my friend Nahla as my partner for this task. As we both knew each other from the first term, we did not have any kind of problem working together, in fact I really enjoyed working with her. As the role play was an interview, me and my partner played the part of interviewer and interviewee vice versa. However, before doing the interview we had to prepare ourselves some question to ask to each other based on the experience and qualification of the other. The lecturer gave us an application form to fill up, so we could write down our experiences, qualifications, employment history and all the information that an application from have. The form consisted to find a job to apply for and helped us to find suitable questions to ask on the interview day. The lecturer told us to choose at least five questions and the last question that everybody should ask is if it is there any other question to the interviewee. I managed to ask Nahla some questions about her future goals and experiences based on her application form, and she did the same. As we had enough time to be prepared for the interview, we practised at the university and I also did it when I was at home as I thought that I would not be prepared enough to do a good interview. When the interview day came, I was very nervous as I thought that I might not be able to answer the question because of my English, as I am not confident with it and mostly because talking in front of a public makes me nervous. My partner started as the interviewer, so I was the interviewee, and she started to ask me some questions about my experiences and my qualities. I answered the question in the best way I could also by mentioning my previous jobs and skills and after I finished my interview we switched with each other and I was the one to interviewing Nahla. She was very confident and answered the question that I asked her relaxed and in a positive way. At the end of the interview I thought that the lecturer would gave us the feedback, but he told us that he would send it to us by email. When I received the feedback I was very happy as the lecturer gave me a very good review, by saying that I had a good eye contact and a positive body language. I did not expect it to have done the interview this good and I am pretty sure that even the lecturer was happy with mine and my partner’s interview. I am really happy with the result as it will help me with future interviews and I am pretty sure that I learnt a lot from this experience.
















3. Personal Career Development Plan (PDP)
	
 NAME

	
Rafeda Amin
	Target Job/career
Example: Teacher, Manager, Business Person
	
Manager



	
TIME PERIOD
	
From: 01/2022
	
To: 01/2023



What Skills do I need to achieve my goal?
	
       SKILLS
	
How Will I get them
	
What resources or support will I need?
	What can prevent me from achieving my goals: (unemployment, illness
	
How long should it take 

	Negotiation




Time Management


Conflict Management



Dealing with changes


	By improving my duties at my current workplace

By managing my personal and work life

By improving my communication and problem solving skills

By being a fast learner
	Be good at communicating and explaining


Working out for my goals and prioritising

Communicating with patience 



Managing and planning the tasks


	Anxiety and luck of motivation



Procrastination



Anger Issues




Not being committed to the job
	4-5 months




4-5 months



6 months




6-7 months









4. Conclusion
In conclusion, this report discussed about the main Act’s that an employer should know about an the process of the recruitment when it comes to apply for a job. 
The report, discussed also about the Role Play of the interview, which helped me to gain more knowledge and learn about some tips on how to look confident and above all I learnt that a good eye contact and a positive body language means a lot when it comes to give a first impression.
The Career Development, however, would assist in being deliberate and plan about the development about future roles. It will assist someone toward the personal goals and aspirations by helping to identify and outline the learning objectives, and tracking the progress throughout the learning and development journey. At the end of the report there is my own chart with my Personal Development Plan(PDP), that contain my future goals to be a manager and the skills that I might need to be a good manager.
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6. Appendix


Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] – Administrative Assistant
[bookmark: _zidixfu2h1to]Your details

Name: Rafeda Amin

[bookmark: _obvz8px9oj35]Education and training
Please give details:

	2021-2022 CertHe – Skills for the Workplace
2015 – 2020 IPSSEOA Amerigo Vespucci (Hospitality and Tourism)


[bookmark: _qhulv5cexz75]
Qualifications
Please give details:
	
2021 – SIA Door supervisor

2019 – HACCP Food Hygiene and Safety Procedures


[bookmark: _97j1ykgd1f2u]Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: Systematic

Job title: Security Officer

Length of time with employer: 4 months

Reason for leaving: Achieve new challenges

Duties: 

	-Patrolling and securing the area
-Responding to emergencies
-Dealing with the guests queries and complains
-Checking visitors/guests in and out of the area
-Keeping an incidents and complains report




[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Travel agency/ Assistant Manager
-Sets sales targets and monitoring staffs’ performance
-Marketing skills in the tourism sector
-Budgeting and Finance
-Customer service skills
-Communication and organizational skills


[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	[bookmark: _ojwn8qfpdqo4]I write in response to your add seeking an Administrative Assistant. As a highly competent Administrative Assistant, I would bring a resourceful, flexible and hardworking attitude for this role.
In my previous position, I maintained an exceedingly functional office environment while providing administrative support for a fats-raced production company. I have a knack for problem solving and work well independently and with little oversight I response to the requests from the colleagues and customers in a timely manner.



[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? No
[bookmark: _t2k2hyav6xgs]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. 
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]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: Rafeda Amin

Signature: Rafeda Amin

Date:




QUESTIONS:
1) Tell me about yourself
2) What contribution do you think you could make to our company?
3) What do you consider to be your biggest professional achievement?
4) How do you handle stress and pressure?
5) What are your expectation from this job?
6) Are there any question you would like to ask?



