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Introduction

The aim of this report is to show the understanding of the relationship between employers and employees, working effectively and to show the importance of maintaining a good atmosphere in the workplace. Working  effectively is  good because is going to achieve the goal which the company has settled. Being an employee of the company there should be some skill needed and also knowledge about the job and roll , which must be taking as a responsible person which is ready to give the best. The employer should give motivation to the team and to be a good at guiding people , should be good at creating a good relationship with employees and showing them that they are appreciated. 
The interview -roll play 
In this roll play I was the interviewer and also the person which is interviewed , both of the was interesting, being interviewed was more simple because I had this experience before and is very important  to have good answers to the questions, showing confidence and knowledge about the job , having a proper body language and manners. Being the interviewer can be easy as well, in case the person is very experimented, I find it difficult not much, having no experience , my acting was showing that I was scared which should not be part of the interview, after this experience I understand how is to be in that position and what I should expect from the person which want to get the job.

I consider that an employer should be friendly with his employees , to create a relationship of trust between, making sure all the right are respected , having conversation and create questionnaire to see if everyone is happy with everything, or if there is any problem. In workplace there are regulations which make people to be equally and to do not be put at risk: 
“Health and Safety regulations 1999” 
“Protection from harm or any injuries which can happen at the workplace”
“Information and instruction about how to deal with the risk”
“Discussion about health and safety issue with employees”
Employees are receiving information and getting knowledge about the rules and policies which they need to follow, those people need to have skills as time management, communication, responsibility, to be a good listener and follower. Because they are going to be part of a team , should be appreciation , cooperation, team working and accepting each other , no matter the weakness , everyone is having one , however is important is see that and accept.
People usually learn from mistakes from past, there is a cycle model to help them to see what happened and how to learn, Gibbs cycle model is one of them , reviewing from the first opinion in past to present , also are some steps : description, feelings , evaluation, analysis, conclusion and action plan . I will be using this model to reflect on few topics  as: time management, paraphrasing, cover letter and referencing.
Time management
 Description- When I start working I had few issue with my time, I was not able to manage everything because I was new in what I was doing , trying to pick the knowledge and practice, my colleagues were more experimented and faster , helping me and encourage me to be patient. 
Feelings- I had that feeling that I will never be as good as they are , a bit stressed , however, I had hope and a bit of courage that I will manage to do everything n time and without mistakes, I realized that is important to have someone beside and patient with others.
Evaluation- it was a stressful situation , I did not manage my time very well , instant I understood that I can improve my skills and accommodate with new things, it is not very easy when the knowledge about a skill is not that good, however everything can be improved.
Analysis-when someone does not manage a skill properly the person become stressed about it , it matter if that person wants to improve and move forward, as I did, I managed to do things in time and even better and of course all the time will be a hard to do something new good from beginning , however, it is not impossible.
Conclusion- I learned that nothing is too hard to do , I need to have patience ,listen and let others to show me how they manage because is more easy when someone else with experience is teaching me , if I could go back I will be more calm and positive about it.
Action plan- in future when I will stand in front of the same situation I will analyze the situation better, finding a easier way for me to learn it and asking some experienced people for advice.
Paraphrasing
Description- first time when I learned about paraphrasing I was confused, I knew how to use it , I did not know that is named like that. The teacher was explaining very clear and I understood where to use it and what not to do, for example not to copy the words or the text, I should use synonyms and write the text with the same meaning with different words.
Feelings- having some knowledge about it I was calm and confident, I was happy to know more things about it and to make some exercise. Sometimes when I know some things about something is more easy to analyze it and discover more.
Evaluation- it was a pleasant lesson , I learned some of the keys of paraphrasing better and having a better text, however, knowing the synonyms and the meaning it is important to put the text in a right form and to have a good grammar.
Analysis- paraphrasing is used by many people and it is easy to captivate someone`s attention as my teacher was doing with me, I was listening very carefully and I learned good things, that helped me a lot on my assessment.
Conclusion- I learned that even if I know something it does not mean I know everything, there are more knowledge which must be useful now or in the future, paraphrasing is important and is not wrong saying something which someone else was saying , I just need to reference and tell people that is not my own idea.
Action plan- if there will be any situations like this I will remain the same , calm and confident, nobody was born with knowledge , I believe there is a beginning for everything, improving the skills on doing something is making the person better and with more knowledge. 

Cover letter
Description- When I learned about this I did not know much , it was new for me , all I knew at first it was that is very important to have a good one when I want to apply for a new job. Was  bit confusing .
Feelings-  I felt confuses because it is alike CV which is important , however I understood that they are different, because cover letter is having more details about everything, after knowing the difference I was more confident.
Evaluation-was a bit difficult and as well interesting , maybe I suppose to be more realistic and see that it was not that hard , was similar as a CV , however more details.
Analysis- dealing with new knowledge which are similar with other is difficult on the beginning to make a difference, however my teacher was explaining me really well as result I understood everything about cover letter and how to make one.
Conclusion-I learned many information about this letter, the importance of it and how much can influence a job application , I wish I could know about it before, I was using it to get a good job somewhere else however in the future I will know.
Action plan-in the future if I will deal with similar situations I will try to be more confident and I will analyze more the situation. 
Referencing
Description-When I first learned about referencing was something new for me, I did not know there are so many thing which I have to write for it for example: author, name , year , the link to access it and the date, I did not know how they can be found or where need to be placed, the lecturer knew that those are new for me and my colleagues , she had patience and also gave as instructions how to find them if we forget anything. 
Feelings- it was unknown , however I was prepared to find everything about this referencing, I was calm , ready to learn, patient and happy for knowing this a helpful topic.
Evaluation- the atmosphere was really good, not too much confusion and this gave me confidence and trust that it is not going to be very difficult to memorize or to put in practice, everything was clear as I had an example and as well explanation for each part.
Analysis- as it was new for me was hard looking at how many things are included in references, however putting them in practice turned out to be really easy ,  being calm was helping me as well, I have been looking at this topic enough to see how to put every component together.
Conclusion- I learned how to show the source of my inspiration in a academic way and this is making me to be proud and also that there are different kinds of inspirations which are having other way of referencing. 
Action plan- in the future , if I will going through similar situations I will focus as well and try to practice as much as possible , I will learn more faster.

Conclusion
The purpose of this reflective report it was to express the knowledge and information about working effectively , and the understanding of the relationship between employer and employee. Having a Gibbs circle model used on few topics and also the understanding of the roll play.
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