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1. INTRODUCTION

In this report I will talk about the strategy that managers should use for selecting the right people in their company, and also about how people should get ready for face an interview, and of course been selected. There are some methods where we have to focus, for example: personal development plan, some self-awareness tools and overall, we could use the SWOT analysis for find our straights, weakness etc. In this report I’ll make some key points of rule play; in this way the readers could easily understand how it works. 

2. INTERVIEWEE

According to the ‘Cambridge Dictionary’, an interviewee is the person who has to answer to the questions in an interview to see whether they are suitable for job or course.  In the next points we will analyse what the interviewees needs to be successful, and being selected in the job/course they are applying for

2.1. PERSONAL AND PROFESSIONAL DEVELOPMENT PLAN 

First of all, what is the personal development plan? 

Personal development plan is a process that help to reflect upon their own learning and achievement, and fix an own personal, career development and educational goal.
It is used for became aware of skills you have. Identify and develop the skills you need. It helps overall to find the way to reach the aim. (university, 2020)

The professional development plan, in easy words, contains all the strategy, skills and education someone need for reach their career goal. 

2.2. SELF AWARENESS

To have a better idea on your professional development plan, self-awareness would be a very important step, because it will help to manage yourself and engage with other people productively. 
But what does the word ‘awareness’ mean? In easy words is the details you notice around the world. Is the perception you have about somethings, and it can change by person and person. 
Self-awareness instead is all about focusing your awareness on yourself. Is being honest with yourself and manage once you recognize your emotions. 
How can I earn some self-awareness though?
1) First of all we have to be curious for what we are, and the best way to discover this ‘question’ is have some experience, depends on the road of our journey: what we learned, what we like, what we don’t like etc. 
2) The second thing we have to do is defending ourselves from something we don’t like in ourselves. 
3) Look at the mirror for judge ourselves is a good tool for improve the self-awareness, this because when people look their own face in the mirror, how they talk etc. they are very critical, and this could help for be ready in an interview for example. 
4) Keep some journal notes is a good way to be mindful. When you pay attention on your journal ‘journey’ you could notice how you feel, the negative and positive aspects of the day. Then you can ask to yourself why and how this task caused happiness or sadness to you. 
5) nowadays we are all used to stay at home and chatting with people, is recommendable, though spent more time face to face with people, it will increase you face to face communication as well!
6) You could ask to other people how they see to you, but attention, you shouldn’t base on their judgement, keep in consideration just constructive critical points and/or positive points of you. (today, 2019)

2.3. SWOT ANALYSIS

Swot Analysis is a planning process that helps you or your company to overcame challenges and determine a target/goal. Is composed by the straights, weaknesses, opportunities and threats. 
In our case, the interviewee should use this method for find ‘himself’, know his potential and evidence it; know the weakness and hide it, but try to overcome this problem by solve it; know the opportunities that he could catch and the threats he could face. 

2.4. HOW TO BUILD A CV

Once the employee knows about his potential, the most important step is creating a CV.
 The curriculum is a document that people normally build for give to the companies when they apply for a job. Is advisable read first the job description before creating the curriculum, because you could add some details of experiences you had in past, that could be crucial when the company will select the people. 
For build a curriculum you have to be first of all honest: don’t add experiences that you never had in your life.
You should in this question before creating your curriculum:
1) How old are you?
2) Where do you live?
3) Where have you worked before? 
4) For how long you worked? 
5) Where did you studied? 
6) Witch certificate do you have?
7) Which skills do you have with the computer?
8) What are your experiences? 
9) Give information about your contact
10) Write a short description about yourself

Is advisable why are you interested to apply for the job, specify for how many hours you’d like to work per week, and the salary you would like to have. 

2.5. HOW TO FIND A JOB

Once the interviewee will build his curriculum, his first thought will be how to find the job.

There are many ways for find a job: give the curriculum directly in the company or easily apply via online. This last method is nowadays the most used one. There are many websites that could be useful for find a job: 
Careers fairs, GOV.UK’s finds a job service, jobs boards, local and national press, recruitment agencies, indeed etc. 
One of the main problems, though, young people are facing is about the experience, because company want to point just on experienced people, so it is advisable to gain experience by doing internships, volunteering etc. (Knowles, 2019)

2.6. HOW TO PREPARATE FOR A JOB INTERVIEW

The last step for the interviewee is about the job interview. If you are selected, for what are you waiting, let’s make ready for go there! There are few advice and tips for get ready for a job interview: 

1. OUTFIT

When you will go for an interview, you should pay attention eve how you have to wear. Your good-looking presence in front of the manager of the company is already a good beginning for start the interview. Be elegant is a good way for accomplish this step. 

2. TRY TO BE HAPPY AND KEEP SMILING

An interviewee should be happy and keep smiling in the day of his interview. If the manager looks a smiling people will have a good reputation on him, because this could even mean that this person could be suitable and easier to insert in the team. This is a small detail where interviewee normally should pay attention.

3. STUDY AND BE ABLE TO TALK ABOUT THE COMPANY

Knowing where and for who are you working, is very important, because that’s mean you choose the company after analysing it. Sometimes even the interviewer asks about their company, just to check if you are able to answer about the company you applied for, so make sure you are ready to talk also about this. 

4. PRACTICE YOU ANSWERS TO THE COMMON QUESTIONS

Sometimes even to simple question we could think hardly, so make sure you are able to answer even to the easiest question that they will make. 

5. ASK SOME QUESTIONS ABOUT THE COMPANY

Asking is a good way for demonstrate you are interested to know about something, so during the interview, ask something that you think is a genuine and relevant question.  (guest, n.d.)

3. INTERVIEWER 

According to Cambridge dictionary, an interviewer is a person who ask question an interview to find out if someone is suitable for job or course. In our case, the interviewer has a very important rule, because he has to decide who would be the best candidate for the company. 
For select the right candidate, the interviewer should do some things before and during the interview.

1) Read the candidates resume and print a copy for reference during the interview. 
2) Prepare a list of question to ask

The interviewer should focus on every details of the interviewee and take notes. Is important also took rate the candidates answers. But before is very important keep confident the candidate, make some compliments, and look how good he could be.  The interviewer for judge, need to take his time and reflect about it. Is important also reflect after looking the notes and the valuations, how was the body languages and the language style.  (bika, n.d.)

3.1. JOB DESCRIPTION

Before considering the candidates, the interviewee has to upload the job announcement on websites. So is important knowing how to write a job description. 
First of all, he needs to add a job title, then he has to summarize the duties and responsibilities of the candidate, detail also the essential requirement and qualification. Is important specify the working hours and the salary.

3.2. RECRUITMENT POLICY

Once the manager completes the process of job description and upload on websites and social media, he has to think about recruitment. 

First of all, the recruitment is the selection of people in base of the rule etc. Is called ‘recruitment’ the entire hiring process’. 

The recruitment process consists basically of comparing different type of job recruitment and find the best one, establishing some standards for find out the ideal candidate, taking proactive steps to integrate employees and be careful on the latest trends and best practices in recruiting. (sage, n.d.)
In the recruitment there are some things that we should consider. 
For example, the introduction, the equality among the candidates, equal opportunities

3.3. SELECTION METHOD 

There is different type of process on recruitment and selection: 
Efficient - cost effective in methods and sources. 
Effective- produce enough number of candidates that can be fit for the job and find the best one for the organization. 
Fair - have the duty of ensuring that right through the process decisions is made.
But basically, for selecting the right candidate, you have to observe some details, for example their body language, their talking style, their past experiences, how interested they are in this rule, how excited they are to join alone or with the team etc. If everything is suitable with your company, you could select the candidate. 

4. CONCLUSION

From this report, readers could understand some key points to have better chance to make ready an interview as a manager or as a candidate. There are some very important points that probably people couldn’t know. In easy words, candidates often should focus on their straights rather than other staffs and invite the manager with his (candidates) personality to select him instead of other people. Managers, instead, should have good personality and select the right one in base on few points that I specified in this report. Personally, this was very important for me because I learned in 360° how to be selected among many candidates, and this is very important if you want to reach some goals, because you are able already to beat the competitors. 
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SUMMARY IN 150 WORDS WHAT WE DID IN OUR THIRD TERM'S FIRST
LESSON

The last term was probably the most important. We were guided by the
lecturer Afzal Munna. He helped to us to focus on some small and big
details that we probably never noticed before. The aim of this subject was
gaining some skills to apply in workplace or in daily staffs.

The first lesson was the 9* of October 2020, with the lecturer Dr. Munna.
In this term this lesson lasted every Friday for 4 hours. We spent our first
2 hours for presenting ourselves and talking about our previous terms,
then Dr. Munna started to talk about PCD, and reviewed SWOT Analysis
and personal development plan that we did in our past terms with other
teachers. Dr. Munna at the end told us about the utility of this subject
and which benefits we can claim from this subject once we will finish the
term beside talking to us about the assessment and how we should do it.





