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[bookmark: _Toc81429552]I. Introduction
Employability can be defined as the skills and abilities necessary for an individual to be considered "employable" in the workplace. (Homden, 2020). This concept is closely related to the notions of skills and talent management and involves the notion of professional development and career management of an employee. Consequently, it is not something that can be easily ignored. Thinking about your employability from an early stage is likely to increase the chance that you will be successful in your chosen career. In order to develop employability, an individual needs to be able to reflect on and assess the current level of his or her skills and the different training actions needed to develop them.
Knowing yourself is the key to everything, whether for a relationship or in the job search. Indeed, consider the job interview, that first step in a company during which the employer asks questions only to get to know the person in front of him. How would you manage to answer them without having taken the time to self-analyse?
Employability is one of the main qualities that employers look for in a potential employee, along with initiative, a positive attitude, team spirit, results orientation, responsibility and a desire to continue learning. (Miller, 2020).
This report will explore the employment relationship and the regulations to which employers and employees are subject. It will then look at the recruitment and selection process with a reflection on the interview role-play exercise carried out this term. Finally, a personal career development plan will be discussed.
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In the workplace, both the employer and the employee have certain obligations and rights that are regulated by Acts of Parliament and enforced by Industrial Tribunals and Courts of Justice. These laws specify what employers can expect from employees, what they can ask them to do and the employee's rights at work. All of them cover various important points of working life, such as equality, health and safety, minimum wage, working time, data protection, rest breaks and employment contracts.
Most of these topics are also covered by the Employment Rights Act (1996), which is one of the most complete pieces of legislation in this field. It has been introduced to consolidate the previously established employment regulations into one main legislation and to further develop the rights of employees. (The National Archives, 2002). For example, the employer is required to provide a payslip to the company's workers, to pay them at least the national minimum wage and to allocate a certain amount of paid holiday each year, depending on the type of contract.
Health and Safety at Work etc. Act (1974) is another important legislation that has taken a large place in our current working environment. The Act has been introduced to require employers to make additional arrangements to ensure the health, safety and welfare of all their employees in the workplace, as far as is reasonably practicable. It is the employer's duty to protect his employees and others who may be affected by his activity. He must give his employees information about the potential dangers in the workplace as well as instruct and train them on how to deal with these risks. However, employees also have their own responsibility to take reasonable care of themselves and to not put others in danger. (Willis, 2019).
And what would our world be like without the Equality Act (2010) which protects employees from unfavourable and unfair treatment arising from any of the nine protected characteristics such as age, gender, race, disability, religion and sexual orientation. Moreover, employees who complain about, or support, another staff member with their discrimination claim are also protected from any risk of discrimination that can arise. The application of this law starts before you even work in an organisation. It begins with the recruitment process.
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When time comes to hire in an organisation, whether due to the leaving of a colleague or the creation of a new position, a process to find and attract the perfect candidates to fill the vacant positions is put in place. This is also known as the recruitment process.
This recruitment covers the 5 basic steps that the person in charge (often the HR department) has to follow:

-Writing a job description and person specification. (Crowley, 2017). A job description is an important document which provides information about the scope and responsibilities of the position. It is often complemented by a section entitled 'Person Specification'. This section states the qualifications, skills, experience, knowledge and other attributes that a candidate must have to perform the job duties.
The employer will use the information provided here as a basis for the screening and interview stages.
-Advertising. In order to find the right candidate, as many people as possible should be aware of the job offer. Moreover, wide advertising would avoid the risk of involuntary discrimination.
-Short Listing. When candidates are interested in a job offer, they have to fill in an application form provided by the company, which allows them to introduce themselves to the employer. This document asks a wide range of questions about the person's work history and job-related skills. The use of these forms allows employers to better identify and pre-select the best candidates for a position and to remove those who are unqualified or unsuitable for it. (Indeed Editorial Team, 2021).
-The interview. Shortlisted candidates are invited to meet the employer for a face-to-face interview during which both can ask additional questions.
-Selection. Employers finally select the person they consider most suitable for the job.

Throughout this process, candidates may feel that they are powerless in the face of the employer's final decision, but this is not the case. Their first opportunity to make a good impression is when they fill in their application form and then at the interview.
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I will now discuss the interview role play conducted online, using Gibbs' model of reflection.
Description
For this term's work, we were asked to prepare a role-play in pairs, during which one played the role of the employer asking questions and the other the role of a person attending a job interview. For that, the first thing that we had to do was to individually search for a job description of the position we wanted to apply for and fill in an application form. Once this was done, I sent my application form to my partner, and he gave me his. After that, based on his application form, I had to come up with 5 questions that I would ask him during his interview and vice versa.

Feelings                                                                                         
I felt a bit nervous before starting because of the stress that any exam has on me, but also, confident because my partner and I had prepared well for this interview together and we both knew exactly what we had to do and what we had to say. Moreover, we were both comfortable with each other because we had worked together during the previous terms, and we knew how each other was working.
Perhaps I felt more relaxed when it was my turn to be the interviewer, as I find it easier to have to only ask ready-made questions than to try to properly answer questions about yourself. 
Finally, I was very satisfied because I felt that my partner and I had done a good job.

Evaluation
The only negative point for me was that all my classmates were present during our role play and this was the main factor of my stress. However, the fact that this interview was conducted online reduced this anxiety as I was able to ignore that other people than my partner and teacher were listening and watching me, and it was also a good training to start fighting this fear of speaking in front of many people.

Analysis 
I think it was an excellent project topic because I feel that the job interview is a moment in life that more or less everyone will have to face, and it is quite rare that someone really takes the time to prepare it properly by doing a deep work on themselves. However, the training did not really respect the reality of the situation since we had the possibility to know in advance the questions our interviewer would ask us, which of course never happens during a real job interview. Nevertheless, this exercise made us discover and think about the questions an employer would ask during an interview and how we can be prepared by getting to know ourselves better. And I believe that this is the best way to succeed in a job interview, because all the employer wants to know is who you are.

Conclusion 
The feedback from the teacher was that I did a good job in both the interviewee and interviewer roles. As well as I was friendly and welcoming, with a good conversational style and good eye contact. This feedback gave me the confidence to believe in myself and my abilities. As a result, I don't know what else I could have done, except perhaps try to take the exam in a more realistic situation, meaning without knowing the examiner's questions in advance and trying to answer them on the fly.

Action Plan
I know I will have to work on my confidence for further presentations, as well as on my self-awareness. These are things that take time, but I've been working on them all this year and will continue to do so.
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Career development is the process of self-awareness, exploration and decision making that shapes our career path. It is about setting goals and acquiring the skills needed to achieve them. When people pay attention to their career development, they identify their own strengths and weaknesses and then work hard to improve their skills. In addition, this process also involves learning about the different roles and sectors that exist in order to find the job that matches your personality, skills and interests. (McKay, 2020).
Both the employer and the employee play a role in this process. By doing a deep self-reflection, employees can identify their strengths, weaknesses and abilities and define a career development plan that will allow them to fill the gaps that prevent them from achieving their goals. On the other hand, the employer has to ensure that the employees' abilities can be developed within the company.

For the interview, which I mentioned in the previous section, I had decided to apply for the position of secretary. After analysing my strengths and weaknesses throughout the year and reading the personal specification of a secretary, I realised that I have all the necessary skills to succeed in this position. I did not choose this job only for this reason, but because it is a job I would like to do in the future for some time and also because after doing different tests to find out which job was the best for me, it often came out. 
Nevertheless, I am aware that I have one major weakness, which is the lack of confidence. Even though I know that I am a fast learner and that I already have a large set of skills, this insecurity prevents me from undertaking big projects. However, over the last few years I have felt that I am gaining in confidence, perhaps as a result of speaking a second language. Over the next two years I plan to continue to develop my spoken English and do a group activity in my spare time to reduce this weakness before moving in another country and developing new skills.

SWOT Analysis
	Strength
	Weaknesses

	Good Time management skill
Organised
Friendly
Welcoming
Fast learner
	Public speaking
Lack of self-confidence

	Opportunity
	Threats

	Working productively and with precisions.
Giving people confidence.
Learn and develop new skills easily.
	Difficulty expressing myself or making myself clear to others.



Personal Development Plan analysis

	
 NAME

	
Perrine VINCENT
	Target Job/career
Example: Teacher, Manager, Business Person
	
Secretary



	
TIME PERIOD
	
From: 09/2021
	
To: 09/2023



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?
	
How long should it take?

	Self-confidence.

Public speaking.
	Practicing public speaking.

Train at University.

Develop my English speaking.
	Language Courses.



































	Another Lockdown that would prevents practise.

Leaving London.

	2 years.
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In the world of work, as in many other areas, it is important to be well prepared if we wish to achieve our goal. This starts with objectives, a plan to get there and a good self-awareness. The plan may change along the way, but the need for personal development will always be there.
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Questions asked as interviewer.
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The Application Form completed as applicant.
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1) Why do you want to work here with us?

2) In your own words, what's the goal of marketing?
3) What motivates you to succeed?

4) What publications and blogs do you read?

5) What is the first thing you’d do if hired for this position?
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Private & Confidential
Application for Employment

To ensure that you are able to complete the application form in full, please refer to the shortlisting
criteria on the job description.

Position Applied For | Secretary

How did you learn
about this vacaney?

1. Personal Details

Title

Miss
Sumame VINGENT

Previous Name

Forenames
Perrine Roxane

Address

Post Code

Telephone number Mobile No

E-mail address

Nafional Insurance
Number
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1a. Additional
Information

Do you hold a full, clean driving license vaiid in the UK?

Yes

No

Do you have the right o work in the UK without restriction?
(Proof of right to work in the UK ID will be required)

Yes

No
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2. Employment History

The last 5 years employment should be detailed, including any gaps in employment.

Please continue on a separate sheet if required.

Current or Most Recenf
Employment

Employers Name Cheryl Morgan

Address

Postcode

Job Title General Assistant

Dates of Employment From 1910972020 To

Reason for leaving Salary 70,108/

Brief outline of main

responsibilties and key
duties

* Delivering meals around the college campus,
*Receiving the meals and delivering them to allocated rooms.
*Helps out with light duties which includes cleaning communal areas
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Please continue on a separate sheet if required.

Formal Qualifications and Training & Development

Continue on a separate piece of paper d. You will be required to provide original qualification
cerifcates if successful.

Secondary Education Qualifications

Name of Qualification Date Gained Level Grade Awarding
Bod

Alevel (management) JULY 2016 3

Further/Higher Education
Qualifications

Name of Qualification Date Gained Level Grade Awarding
Bod

CERTHE OCT 2021 4
SKILLS FOR THE WORKPLAGE
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4. Interests and hobbies

Please provide details of your hobbies / leisure acivities / voluntary work

Sport: | have practised gymnastics since | was 5 years old and trained young children during 4 years as
volunteer in my club at Saint-Prix (France).

Trips: They captivate me. | went to Spain, Japan, Miami, Colombia and | am currently living in England.
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6. Reason for applying
o e e ]

Please detail below reasons for applying for the position including your skills,
experience and attributes.

I believe that | can do a good job s a personal assistant and that | can bring some value to
the office as a secretary. | also believe that | have all the skills needed to be a good
secretary. | am organized, curious, scrupulous, reliable and have good time management
and communication skills

I'love learning different languages and can speak French, English and Spanish

1 have studies management for 2 years, in high school, more specifically related to finance
and | am following a course about skills for the workplace.

Moreover, | know software package like OpenOffice, Excel, Word... used throughout my
studies

Please specify how you meet the criteria for this role.

I have strong writing, organisational and communication skills which | believe are the
main skills that a secretary should have. Moreover, | have the ability to plan my own
work, use initiative and meet deadlines.

I'am reliable, friendly with everyone but know how o stay professional

1love working as a team and help people when needed.
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