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Introduction 

This report will discuss the employment relationship and how it is regulated. Secondly, I will be looking at the recruitment and selection process, where I will access the role-playing interview that was completed in week 9. Lastly, my own position and career development will be discussed.
Employability Skills are the 'transferable skills' that an individual requires in order to be 'employable.' Employers frequently describe a set of abilities that they expect from an employee, in addition to solid technical understanding and subject knowledge. The employability skills most employers look for is communication, confidence, teamwork problem-solving skills etc. (Exeter,n.d)
 Even if they have the same qualifications and/or talents, if their attitude and knowledge base aren't fit for the position, other applicants with these skills will have a greater shot at the job.










The employment relationship
The relationship between an employees and employers is important as it flows the increase of individual workplace rights and the historical loss in trade union reach and influence, the job relationship is becoming increasingly individualised. Individual employee relationships are focused on contract law and the terms of the employment contract. Employer handbooks or staff manuals are also essential, as long as they it complies with the Acas code of practice. 
Th employability relationship is regulated by the laws such as:
The equality act 2010- this legislation protects people from the workplace and in a wider society. It combined earlier anti- discrimination measures into single act, simplifying the law and improving protection in certain cases. It includes the different ways in which it is illegal to treat someone. (Gov.uk, 2013)
Grievance procedure- the grievance procedure is a formal way for an employee to notify their employer of a problem or complaint. If that employee believes that expressing the issue unofficially has not yielded results, they can file a formal grievance. Some problems can’t be solved casually for example, sexual harassment or whistleblowing. (Acas,2019)
Disciplinary procedure- a disciplinary procedure is a process for dealing with employee misconduct that has been identified. Depending on the seriousness of the infraction, most organisations will implement a variety of disciplinary procedures. Disciplinary proceeding is divided into two categories: informal and formal. Informal disciplinary procedures are less likely to be regularised and handled 'privately' by a manager, whereas formal procedures are more likely to be instated in a company handbook or employment contract and closely followed by the employer because disagreements over handling could lead to an employment tribunal. Employees are likely to be suspended from work while disciplinary action is taken. (Hzone,2013)
Health and safety law 1974- The British safety council states that this law requires workplaces to provide the adequate staff training to ensure that health and safety measures are understood and followed and workplace welfare provision that are suitable. Employer must also provide a safe working environment that is well-maintained and in which operations are carried out safely. Lastly, they must provide provision of necessary information, instruction, and monitoring in a timely manner. The health and safety executive are the government- appointed organisation in charge of enforcing health and safety laws in the workplace in the UK. When it comes to enforcing regulations, however the health and safety executive and the relevant local authorities are normally responsible. (British safety council, 2018)
The employment rights act of 1996- this act is combined employment-related laws. Unfair dismissal, redundancy pay, wage protection, zero-hour contracts, flexible working, and termination of employment etc. are all covered by this act. (www.lexisnexis.co.uk, n.d.)
The relationship between employers and employees is controlled by employment law. It defines what companies can expect from employees, as well as what employers can ask them to do and their rights at work. (CIPD, 2021)
All employers have the legal obligations to provide a safe and healthy work environment. As an employee, you have rights and duties for your own and your co-workers’ well-being. (nidirect, 2019)
 Employers have the responsibility for the health and safety of their employees and any guests to the sites, such as customers, suppliers, and the public.
Regardless of the size of the company, all employers must make the workplace safe by eliminating health risks, ensuring that tools and equipment are safe to use and establishing and following safe work procedure. Establish that all items are handled, stored, and used in a secure environment and make effective first-aid facilities available. Employers also must give you information, instructions, training, and supervision as required. 
In addition to, setting emergency plans to inform employees about any potential hazards from the work you do for example chemicals and other potential substances. Assess that ventilation, temperature, lighting, toilet, washing, and rest facilities all fulfil health, safety, and welfare standards. Verify that the necessary work equipment is provided, that it is being utilised properly, and that it is being maintained on a regular basis. (NiDirect, 2019)
Employee’s responsibilities in the workplace are:
· Following health and safety training which is important in minimising risks in the work environment. Employees have an obligation to obey instructions and follow the laws and regulations put in place for the protection of themselves and others around them. If employees believe their training is lacking, it is critical that they seek more training, as continuing to work without the necessary training raises the risk of accidents and injury.
· Communicate with your employer is important because management sets the bar for health and safety norms in the workplace, employees must be willing to follow their employer's regulations.
· Reporting workplace risks is crucial so when employees are asked, employees should cooperate with management, but they should also be forthcoming with relevant vital information when not asked. Employees have a critical role in reporting accidents and hazards when they detect a possible concern. Identifying dangers and reporting them promptly keeps everyone on guard and makes workplace health and safety a group effort.
 (CHAS, 2021)
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The recruitment process
The process of placing the appropriate individual in the location at the correct time is known as recruitment. It is critical to the success of an organisation. Not only for the HR team, but also for line managers who are more involved in the selection process, recruitment is a significant step. Everyone involved in the recruitment process should have the necessary knowledge and abilities.
It is critical to spend time gathering information on the nature of the job before recruiting for a new or current position. This means considering not only the job's content, but also the job's purpose, the job holder's outputs, and how the position fits into the organization ’s environment. A job description and person job profile should be based on this analysis.
Advertising 
The first step is to attract candidates' curiosity, which can be accomplished in a number of ways. For example:
· Employee referral schemes- employee referral programmes are used by several companies. Current employees are usually rewarded for helping in the recruitment of family or friends. Employers, on the other hand, should not rely on such initiatives at expense of attracting a more diverse staff.
· External recruitment services- Many organisations enlist the help of outside vendors to help with recruitment. They are commonly referred to as recruitment agencies or recruitment consultants in the industry, and they provide a range of services to employers, including recruiting candidates, managing candidate responses, reviewing, and shortlisting, and running assessments on their behalf.
· [bookmark: _Hlk92489846][bookmark: _Hlk92489831]External methods- there are a range of method to attract of the organisation to attract interested member of the public these would include advertisement placed in newspapers, commercial job boards (for example, indeed, Totaljobs, reed etc.), and the organization’s website. The use of social networking sites as part of the hiring process has become more common. Technology is increasingly being applied to manage the application process, such as storing candidate information and generating application responses. All advertisements should include the requirements of the job, the criteria of the job, job location, contract length and details on how you can apply.



 Job description
When it comes to crafting a job description, there are a few things to keep in mind. This clarifies the position to candidates and helps the recruitment process by offering a clear guide to all involved parties regarding the job's needs. It can also be used to communicate performance expectations to employees and managers in order to ensure effective job performance.
Person specification
A person specification, often referred as a job profile, sets out the essential and desired selection criteria. Typically, work specifications are based on a set of skills that have been determined as necessary for the ability to do the job. Skill sets can replace job or person specifications, but they must include a description of roles and responsibilities. 
Application forms 
Application forms provide for the presentation of information in a structured form, making it easier to gather data from job applicants in a systematic way and objectively assess the candidate's suitability for the position. 
The form and language of the application form is also important; a poorly designed application form can result in some good candidates' applications being overlooked or people being deterred from applying.
Shortlisting 
Shortlisting and evaluating applications to determine who should be offered a job are the two basic stages involved in selecting candidates. Decisions about which tools to use should be made after using a range of tools that are acceptable for the resources available. 
(CIPD, 2020)
Roleplay
In the role play, I was interviewing for the position of marketing assistant, and I was questioned about the talents I believe would be required for the job, as well as the kind of experiences I have that are relevant to the position. I had to explain how the skills I acquired are employable and linked to the job description's skill. This role play allowed me to improve my ability to think of new and fascinating solutions. However, I still need to focus on providing instances of how I apply those talents in a business setting.

Career development
Career development is both the employer and employee responsibility as this ensures that the employer has the quality of staff required and that the employee develops to their full potential.
I want to improve my employability abilities. I would need to improve my teamwork skills because I prefer to work alone, but I understand how important it is to be able to collaborate in the workplace and outside of it. I would also need to improve my leadership skills because I prefer not to take on leadership roles because I don't believe I am confident enough, which needs to be improved. I believe I have a strong sense of professionalism, a strong work ethic, and a high level of dependability, all of which I believe make me employable. I need to improve my abilities. I utilised the Vark questionnaire to determine my learning type, which revealed that I am a strong kinaesthetic learner. This means that I prefer to learn through practical activities, experiences, and examples.
I'd like to work in marketing and advertising for a manufacturing company in the future. Confidence, organisation skills, commercial awareness, adaptability, creativity, solid teamwork skills, communication skills, math abilities, and IT skills are all skills I'd need to start as a marketing assistant. I intend to enhance these talents by seeking input from friends and former co-workers on my weaknesses and strengths, as well as looking for activities that I enjoy that are connected to my skill set. I'm hoping that developing my skill set won't take too long, but I'm willing to put in as much time as is necessary to better my abilities for the future.












Conclusion
Finally, this report has shown me how I might improve my abilities in order to advance towards my future profession. It also helped me understand the various laws and regulations in place to safeguard employees, as well as the employer and employee duties. I also evaluated my most employable skills and limitations.
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Appendix
1. you seem passionate about this profession. Could you please tell us the most
essential attributes and personal specification needed for this role? 
The following are key attributes for a marketing assistant role: Understanding of current marketing tactics and how to apply them
Excellent communication abilities, both written and oral. Current IT skills with specific experience working with Microsoft Office applications, particularly Word, Outlook, and Excel; high level of accuracy, attention to detail, and presentation skills; current IT skills with specific experience working with Microsoft Office applications, particularly Word, Outlook, and Excel; and current IT skills with specific experience working with Microsoft Office applications, particularly Word, Outlook, and Excel. To be adaptive, flexible, and to have a can-do attitude. Demonstrate great organisational skills, as well as the capacity to work under stress and to tight deadlines. The ability to form and sustain relationships at all levels, as well as work well as part of a team
Be active and dynamic at all times, using a creative and inventive approach. Maintaining adequate levels of secrecy is a must. Ability to adhere to procedures that have been established as well as a desire to suggest improvement opportunities and the ability to arrive at work on time and reliably. (Hesley group, n.d)
2. You mentioned you worked alongside with your manager in your previous job. How would your manager describe your strength?
My prior boss would characterise me as quick on my feet, diligent, and dependable since he could give me a task and trust that I would complete it on time.









Job application form
Application for Marketing Manager
Your details
Name: Khadjha Wilson
Education and training
Please give details:
Virgo Fidelis Covent school
2012-2016
University of Wales Trinity Saint David
Cert HE skills for the workplace
2021-Current
Qualifications
Please give details:
7 GCSE’s- A-C
Employment history
Name of employer: One catering
Job title: Marketing/crew work
Length of time with employer: August 2018- August 2019
Reason for leaving: COVID 19
Duties:
· Serving customers
· Cashier work
· Cleaning 
· Food prep
· Stock replenishing 
· Posting on social media
· Advertising special deals on posters and social media around festivals
Previous employers
Please tell us about other jobs you have done and about the skills you used or
learned in those jobs.
Kintan restaurant 
August 2017 – October 2017
Waitress
Key responsibilities 
· Cleaning
· Serving customers 
· Escorting customer to tables 
Supporting statement
Please tell us why you applied for this job and why you think you are the best
person for the job.
Informally, I've worked in marketing and have always enjoyed assisting businesses in reaching their full potential. I believe I am the best candidate for the job since I am committed to my work and can guarantee that I will only work to enhance the firm and be a trustworthy partner. This is my dream job, and I will always ensure that my work meets the highest standards.
Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
References
One catering
Phone:0756437889
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: Khadjha Wilson
Signature: KWIL
Date:26/11/2021
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