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Abstract

This piece of work will highlight my understanding of this module in Term 3. I will also attempt to use reflective writing to express my work along examples of an interview process, a job description advertisement, and an in-class activity.
The PCD module is an interesting one as it touches on a lot of things any individual going through a job application process will ever experience. Over the last 8 weeks things as all the topics were being covered it became clearer. One of the purposes was to show the importance of levels of competence and transferable skills required for employment. 
As we went over the different aspect of the module it became clearer that most employers will use an interview process prior to a job offer. This consist of a conversation between a candidate and a representative of the employer, which is an assessment whether he/she should be hired.

Introduction

Going back to the beginning of Term 3 where my knowledge and experience were more on the practical side, being a manager in retail myself, it soon became clearer on multiple levels and it touched a lot of my personal understanding, which may have been somehow different from the actual meaning of it. 
As the tutor went through the breakdown of each topic it made a bit more sense. On a personal note, the importance of having the basics right and clear from the beginning will make the process easier to go through. 
The second part I will cover will be the interview process itself in a little bit more detail, looking at both sides such as an example of a job description and a small guide of interview questions and answers, along with some tips and ideas which I learnt during the term.
Lastly an in-class activity which we covered as part of the assessment process, which was a face-to-face role play via Teams. This activity allowed all colleagues to be both in the seat of the interviewer and interviewee. As each was given a set time and an opportunity to be in both seats.




Methodology

When you start applying for jobs and going for interviews your potential employers will most likely ask how you have reached some specific skills. 
One way to face this process is to be as prepared as possible. By this I mean doing a lot of research on the job description and practice your interview skills. Role play with a friend, colleague or even partner can help to be more confident and reaching your potential.
Let us face it, an interview for a job can be a nervous period to go through, even for the experienced candidates. A methodical approach, along with some homework on the job/ business background and a twist of your own interpersonal skills should make it a more pleasant process. Some interviews can be conducted through multiple stages so it can be quite a competitive process and designed by the recruitment team to select the best candidate.
On the other hand, an employer has its own challenges to set up new employment. Firstly, a strong recruitment team, with qualifications covering employment laws and legislations. This is vital as they have a duty of care and must follow the Employment Rights Act 1996.

Case Study 4.1

My first case study will look at the job advert process from a candidate’s point of view. The potential employee will normally look for job adverts in the field they are interested in. This includes online advertisement, job centres and on the employer’s website. The job description will show duties, tasks, and qualifications requirements for a particular role.
The task example I will use is a job for a Restaurant Manager.
 Find below a class activity exercise I submitted in week 6, updated based on feedback given.

JOB DESCRIPTION

Job title: Restaurant Manager

Reporting to: General Manager


Responsibility for: Leading all aspects of the business.


Location:  Shoreditch, East London


Overall purpose of the job: Delivering a high-quality menu and motivate staff to offer great customer service.

Job summary:

A busy French bistro is looking for a Restaurant manager with experience to manage the colleagues and operation of the business. The chosen candidate will carry responsibility for implementing the establishment’s policies and procedures and be part of collective input for setting goals.
The Restaurant Manager will also ensure that colleagues stay compliant with respectable laws and that customers’ needs are dealt with promptly.


Key responsibilities: 

· Train and supervise staff.

· Ensuring all food and safety regulations are strictly followed.

· Implement relevant strategies to follow trends and take appropriate action.

· Coordinating daily restaurant management operations

· Delivering superior food and beverage service and maximizing customer satisfaction

· Responding efficiently and accurately to restaurant customer complaints

· Appraise staff performance and provide feedback to improve productivity.

· Create detailed reports on weekly, monthly, and annual revenues and expenses.

· To perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy.  

·  To perform any other duties as may be reasonably be require from time-to-time.


Skills preferred: 

· 2 + years’ experience in the restaurant industry

· GCSE’s or equivalent

· Excellent interpersonal communication skills

· Exceptional organization and leadership skills

· Ability to work flexible hours, including nights and weekends.

· Dependable and reliable.

· Commercial awareness 


References are required for contact prior to job offer.



Case Study 4.2

The second task I will look is the interview process. 
An interview is, wherever possible, a meeting of people face to face, mostly for consultation. This is also an opportunity for the employer and potential employee gets to meet physically for the first time. 
There are generally two types of primary interviews which are used by businesses. A screening interview and a selection interview. The screening process is when a potential candidate submits their CV and cover letter to a job advert, most of the time online, and the recruitment team sifts through all the applications. The second part where candidates are either selected or rejected based on their qualities and skills.
The process of an interview itself is a specifically structured conversation where one participant asks questions and the other give their answers. In this way the employer is gathering information and finding out more about the character of the candidate. Questions could vary regarding your career, personality, and life. The aim is also to get answers as honestly as possible. 
As a candidate, this is the only opportunity to meet your new potential employer for the first time. So, making a first good expression is key. In my opinion, good preparation is important. By doing your homework will make you more comfortable and confident during the process. Communicate clearly and do not venture off-topics.
Top tips for the interviewee:
· Be punctual. Try to reach before the interview time.
· Try to have a pleasing appearance as it is significant of your personality.
· Answer the questions honestly and confidently.
· Be always courteous and professional.
· Do not make negative comments or statements about your previous employer.
· Maintain a positive body language during the interview, i.e., eye contact, straight posture, smile when appropriate.
· Practice as much as possible and try to rehearse beforehand. 

The next part I will touch on is the other side of the desk, the interviewer. This individual would have great people skills, able to communicate openly and great listeners. 
A good interviewer is active, not passive. One who has also done their homework like reading the candidate’s CV and cover letter before the meeting. This shows professionalism and respect. It will also empower them to ask relevant questions and check on competencies of the candidate.
Interviews go rather quickly, contrary to what it may feel like. So, it is imperative to ask the right questions so that you can gather crucial information. Rule of thumb is to ban any closed ended questions and let the candidate answer thoroughly. Be prepared to through any curve ball but keep it natural. Observe any changes in body language as this will show the abilities of dealing with pressure. Ultimately you will see whether the person will fit in your team.

Top tips for the interviewer:
· Be an active listener and not interrupt.
· Should conduct the interview in a friendly manner to make it more relax and comfortable.
· Be precise when asking questions and stay within time allocated.
· Be prepared with the questions and plan.
· Choose an appropriate location with minimal to no distraction.
· Be observant and check on body language.
· Make sure to take any notes 



Findings

The last part of this report I will look at the actual role play activity that was carried out during the last week of term 3. The task initially started by pairing up with a class colleague to put the learnings into practice.
This gave the opportunity to experience both sides of an interview process. 
Students will have a mock simulation of a real-life scenario, which undoubtably will give a kick of confidence to the many.
As I got into the character of an interviewer, which was not a first for me, I had made sure I read about the job profile and description. The scene was set. Below are the 5 key questions I used.

Job being interviewed for a Project Manager in Construction

-Introductions, ask the candidate how they are, make sure they are relaxed and comfortable. Offer drink, i.e., water.
1. Could you tell me a bit more about yourself and how you suit this job role?
2. Have you been in a Leadership Role previously and what was your experience?
3. Have you anticipated any problems and what measures did you take to prevent it happening again?
4. Have you been criticised for a job you did and how did you handle it?
5. Could you describe a situation when you achieve a set goal and tell me what you did to get there?

[image: ]


Career plan development

The continual process of managing your learning, work and leisure progress in your professional life is known as a career development plan. It also includes any skills and knowledge you might acquire along the way. It is important to have a career plan in place as it will give you a well needed plan and direction as to where you are in your career. It shows your strengths and weaknesses and what is needed for your progression. A modern career development plan can be done in six stages.
1. Assessment 
2. Investigation
3. Preparation
4. Commitment 
5. Retention 
6. Transition

In most place of work, your manager will have a monthly or quarterly and yearly review to check on your progression. This is crucial for your development helps identifies any areas that make you who you are. This also allow a face-to-face honest conversation and checking on your next move, career goals etc. 
A common tool often used is a SWOT analysis. This will measure your personal Strengths, Weaknesses, Opportunities and Threats. It is a clever framework and is very personal to you. Use it appropriately and it will help put you in the right path. 

Conclusion:

As you go to choose a career path, there are several steps along the way. It can be overwhelming but with the right guidance and focus it should get you there. This module has helped me in many aspects and made things clearer for me to understand. From interviews to development plan, job description and some employment legislation laws. This have given me a boost of confidence as well in my professional life. It has also prepared me in setting out any future and goals in my career.
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Interview  Feedback Form   Date:      11/12/2020   INTERVIEWEE :      Bode Williams ID 1913013                   INTERVIEWER:      Ashvin Ramh it     SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor    

 5  4  3  2  1  Comments  

ARRIVAL, APPEARANCE &  POISE       Dressed  form ally displayed good body lang uage and inter acted  well.   Cou rteous and polite  

       Firmly shook hands of interv iewer ,  smiled   and greeted  5           

       Maintained eye contact  5           

       Hand and facial movements were natura l  5           

       Posture (sat up straight, etc.)  5           

       Displayed confidence  5           

       

SKILLS PRESENTATION & D ELIVERY       Candidate presented well an d answered all question s .   He  was  professional and did not deviate his answers.  

         Demonstrated knowledge about the company  5          H e  was able to provide examples when prom pted to so and a ble   to  stay positive thr ougho ut.  2   question s had a slight ly longer  answer but we manage to keep it within the timeframe, just.  

       Aligned an swers with the needs of the company  5          Bode sho wed  that   he is comfort abl e in this interview and  remained calm and collected.  

       Demonstrated skills with examples   5          He   demon strated t hat he was prepared and ha d done re search  

       Acted  in a polite manner  5          P rior . O verall he performed well and his interv iew would progress  

       Answered questio ns in full and in a timely manner    4        T o  the next level had it been in re al life.  

       Understood  the  position  5           

       D isplayed enthusiasm  5           

       Focused on strengths; avoided weaknesses  5           

       Referenced specific items on CV    4         

       Emphasised qua lifications  5           

       Asked appropriate questions of the interviewer    4         

       Spoke clearly and at a reasonable volume  5           

       Limited the use of filler words such as "um" or "like"  5           

       Did not talk negatively about   previous employer (s)    4         

       

OVERALL PREPARATION  5          LECTURER:   PLEASE SIGN   AND DATE IN THIS BOX TO CONFIRM  COMPLETION OF  THE  INTERVIEW .     

      

                                      POINTS AVAILABLE   100       
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