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1. Introduction 

Employability is defined as the combination of skills, readiness for work, and the applicability of these factors to the present job market. The term can be used in a variety of ways: one in a broad sense, to indicate that you have the skills necessary to obtain and keep a job, two in a more specific sense, to indicate your readiness for a specific range of roles, such as graduate jobs or specialist positions in a given field, or three in a relative sense, to indicate how strong your chances of obtaining a job are compared to the competition (Cotrell,2021). Employers are looking for employees who can come up with well-founded ideas and then follow through on them. For example, Shell (2014) stated, "We're searching for employees with the intellectual, analytical, and creative aptitude to learn rapidly, identify problems, and provide solutions." Employees with soft skills, a range of knowledge and experiences, and the ability toA connect and contextualize them are in high demand (Glazer, 2019). The following report will explain the employment relationship and how it is controlled, as well as the recruiting and selection process considering the interview role-play exercise completed in week nine. In addition, the report will cover personal reflection and career progress, as well as my position and actions that will be required for the future work role of Team Leader in the hotel industry.
[image: ]

[bookmark: _Hlk102565212]Source: Pool & Sewell (2007), “The key to employability: developing a practical model of graduate employability”.
2.0 The Employment Relationship 
The employment connection is the link between employees and employers that allows them to market their services to one another. The employment relationship is governed by specific legislation, which is normally enacted as Acts of Parliament and enforced by Courts and Industrial Tribunals.

2.1 The Health and Safety at work Act of 1974
[bookmark: _Hlk102488692]One of the most significant pieces of legislation ever enacted is The Health and Safety at work Act of 1974 which governs workplace Health and Safety. It highlights the obligations of employers and the employees in creating a safe working includes putting warning signs, ensuring that the utensils are in good working order and are safe to use and that enough first-aid facilities are readily available. Employees are expected to look after their own and others' safety politely including wearing Personal Protective Equipment and following Health and Safety rules. (BBC Bitesize, (n.d.)

[bookmark: _Hlk102552996]2.2 Employment Right Act 1996
The Conservative government introduced the Employment Right Act of 1996 to mix previous and current employment standards into single major labor law, as well as to enhance the individual rights of all employees through the law's extra protection. According to the law (Employment Right Act,1996), a contract of employment shall be provided within two months after starting a new job. It must contain details such as the job title, pay, working hours, holiday entitle, commission statutory sick pay, dismissal, rest break redundancy payment, and length of service. Both the employer and employee are required to sign the contract. Employees can be properly fired for a variety of reasons, including no longer being regarded as capable or suited for the role, unacceptable behavior, retirement, or being declared redundant or disciplinary because of poor work, stealing, or sexual harassment.

2.3 The Equality Act of 2010 
Discrimination in the workplace is prohibited under the 2010 Equality Act. It outlaws’ discrimination against workers based on nine protected characteristics, including race, gender, age, handicap, sexual orientation, religion, sex, pregnancy, and maternity. It outlines the many ways wherein which treating someone unfairly is illegal (Carby-Hall, 2020). If people were discriminated against, harassed, or victimized before October 1, 2010, this Equality Act does not apply to the person.


3.The Recruitment and Selection process
The word "recruitment" refers to the whole employment process, meaning it covers everything from the first interview through the employee's integration into the organisation. Recruitment is a critical duty not only for HR but also for line managers that are more actively involved in the hiring process. Most employers will be seeking a slightly different mix of skills, education, and experience. Identifying open positions should be the first step in the recruitment process. Job specifications are examined, including the knowledge, abilities, and experience required for the position. When a firm has a vacancy and needs to fill it, the company first advertises internally before advertising externally. Social media, newspapers, websites, and word-of-mouth will all be used to distribute the advertisement. The recruitment process starts with recruitment planning, which includes analyzing and summarizing job descriptions, qualifications, experience, and competencies required to fill open positions. Recruiters should be able to properly identify the job vacancy and outline the ideal candidate's characteristics. They should also produce a clear job description with person specification that helps candidates to understand the role and determine whether they are the skills fit for it. Skills can be developed through a range of experiences; the key is to recognize them in oneself and be able to apply them to new situations (Cottrell 2021). After that, the applicant must complete the application form and return it while waiting for a response. Speculative applications are rare, but they can be successful if they are carefully targeted and developed which means learning about the organization, understanding the culture, and then expressing those same principles in your application. (Morgan,2020) Shortlist applications must be screened quickly and accurately to move further, although before getting an offer letter or a rejection letter, shortlisted applicants will be interviewed.
  





3.1 The Interview Roleplay
I spent a lot of time reading academic papers and articles to learn more about the hiring process. This role-playing exercise has been very beneficial to me since it has given me a better understanding of the recruiter's perspective and how to persuade the recruiter to hire me, allowing me to begin preparing for a meeting. In week 2 our lecturer spoke about our assignment. He told us that we were going to do an interview role play and we must organize ourselves in pairs, to be interviewed and then become interviewees. I was thankful when one of my colleagues approached me and asked me to be her pair. I knew we going to make a good pair, and everything will go smoothly. After all the instructions given by the teacher, I searched the site Total job for the job I wanted to do so then I studied the job description, read the person specifications, and completed the application form. While I was preparing for this interview roleplay, I faced mixed feelings. I felt excited because I was kind of familiar with completing the application form as it is straightforward and standardized, but I was not that confident about how to search for the questions. Adding on`, it was a bit challenging when I had to search for those five questions, I did not know if my questions for my pair are meeting the criteria of my partner’s application. I have sent my application form and all questions to the lecturer. As soon as he gave me the feedback, which he said was very good, I started to feel more confident which resulted in me to start practicing with my partner for the interview. On week nine the day of the presentation, I felt relaxed and confident, and I encouraged my partner who at some point started to feel nervous, after a short period I convinced her, that everything will be alright, so we eventually carried out positively our roleplay. I have done my best to follow my tutor’s instructions to keep eye contact, pay attention to body language and not read the notes we have made. According to our work and involvement, the tutor's assessment was a good role play. I was very delighted with the feedback we got, and this give me more confidence to speak in front of an audience. In general, I enjoy putting myself in the shoes of both an employee and an employer. I've learned that if I'm eager to look for a graduate job I can make my application stand out in some way. This implies that I should consider what sets me apart and ensure that employers are aware of it for the correct reasons. This Interview Roleplay boosted my confidence and will benefit me in the future when I put into practice all the skills gained: creativity, communication, self-confidence, self-motivation, and the ability to solve problems. To maintain continual progress, it is necessary to engage in a process of self-analysis and development, which can be accomplished through reflective practice. Thus, I will be ready to demonstrate the talents that the company is looking for.

4. Career Development
Employees need the chance to advance in their jobs, “opportunity is the top reason why thirty-nine percent of employees are engaged.” (Dixon, 2017). The foremost step is by separating the factors, considering personal professional strengths and qualifications, and finally creating weaknesses and areas to improve upon. Choosing a career path will involve risk. Self-management aids to decrease uncertainty (Risha, n.d.). With a personal SWOT analysis, you can discover potential methods for matching organizational needs with individual career growth by studying its elements, determining their relevance, and providing ways to generate them.
SWOT
Once individual strengths, weaknesses, opportunities, and threats factors have been identified, each element should be assessed, compared, and used as a situational analysis tool. If the advantages outweigh the disadvantages, then areas of interest may be a good avenue to pursue. If weaknesses outweigh strengths, consider developing a plan to learn additional skills or earn certification. 
[image: Diagram

Description automatically generated] Personal SWOT Analysis made by me: Team Leader in Housekeeping


Strengths 
Experience: I create a good sense of order and the workplace is well managed. I also help the team reduce the risk of slips and trips, which can lead to injuries and costs.
Flexibility: I can be easily reached by the operations team, responsible for dealing with employees, and I can work with any generation regardless of their experience and abilities.
Quick learner: I can learn fast and be able to learn more. I can use a variety of different chemicals, cleaning equipment, and computer activities.
Organized and detail-oriented: My ability to pay attention even to small details. I will cover all the day’s tasks before the day runs out and is completed as scheduled.
Communication: I can listen to the manager and communicate well, especially when the setting come in contact with different nationality and co-workers on regular basis, such as requests for additional items or reporting the condition of the room makes easier. 

[bookmark: _Hlk102565679]
Weaknesses
Lack of Professional Training: To achieve the best results, hospitality businesses should have well-trained staff for the highest level of quality and care. Many online training programs such as Reed and National Careers Service offer to learn principles, terminology, procedures of professional cleaning, and leadership. Gabs in Education and Certification: Continuing education improves employability and career growth. Enrolling in university courses such as a diploma or certification in higher education would improve my English language, clear goal, performance, and healthy behaviours. 

Personal Development Plan

According to Cottrell (2019), the PDP process cultivates reflective, strategic, analytical, and creative thinking talents, which are beneficial in both school and life. It can often motivate you to learn key skills, develop behaviors, and gain knowledge that will support you compete and coping in the world.


	NAME
	Floarea Balan
	Target Job/career
	Team Leader



	TIME PERIOD
	From: May2022
	To: May 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

	Academic qualification
	Enroll in the course,
Apprentice 
	Research,
Course adviser,
Books,
Course leader
	Family commitment,
Finance, 


	1year

	Technology
	Utilized in mobile and laptop
	Laptop
Books
Mobile

	System upgrade,
Addiction such as gaming, 
Eyestrain
	3-6 months

	Critical thinking skills
	By self -improvement and staying in control and do not let my emotions or feelings lead me, focusing on problem-solving

	Attending different courses and taking help from colleagues
	different situations can be analyzed and performed timely to handle the issues of the organization 
	4-6 months





Conclusion

In conclusion, career development is critical for both organizations and employees. It promotes career advancement and guidelines for improving workplace productivity. Individual careers can be developed by developing a career plan, identifying challenges, and making recommendations for improvement. This course has been tremendously beneficial to my development, for my future career, it offered me the chance to learn about a variety of topics such as: what sorts of questions are being asked by the employers, what sorts of verbal and nonverbal language is been considered, what topics of theories and education will be asked related to the field, what the company expects from its employees and vice versa, what is the interview environment. It has given me a better grasp of the employment process, as well as the laws and regulations that must be put in place and followed, otherwise, employers and employees would be unprotected, and the workplace will be chaotic.
I have conducted a SWOT analysis and discovered that my competencies and skills as a hospitality leader are lacking, I then established a professional development plan to help me gain those skills and advance in my career
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Appendix1
[bookmark: _Toc512265091]Interview questions 
1. Can you tell me something about yourself? 
2. From your perspective why is customer service important and what does it require?
3. Can you tell me how will you deal with a complaint? 
4. Have you ever faced a situation where you didn’t understand the client’s request?
5. Where do you see yourself in three, or five years?
6. What do you expect me to achieve in my first six months in this position?











Appendix 2

Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] – Team Leader
[bookmark: _zidixfu2h1to]Your details

Name: Floarea Balan

[bookmark: _obvz8px9oj35]Education and training

Please give details:

	

High school.
Baccalaureate.
IT course
Cert HE -Skills for the Workplace UWTSD
Driving license










[bookmark: _qhulv5cexz75]Qualifications

Please give details:

	[bookmark: _97j1ykgd1f2u]


With more than 5 years of experience in Hospitality, I have developed leadership skills, a responsible attitude, time management, and the ability to prioritize work and delegate tasks.











Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: Outsourcing Housekeeping Specialist LTD

Job title: Head of supervisors

Length of time with employer:5years

Reason for leaving: Because of Covid 19 the job was suspended

Duties: Compiling staff Rota, dealing with leave requests and arranging cover when necessary, allocating tasks and monitoring progress, maintaining safety standards, conducting risk assessments, training, and helping staff reach their professional development goals, ensuring that quality standards are upheld.


	

The responsibilities of my job were to manage the day-to-day activities of the team and individual performance. Feedback is provided where necessary and reporting team strengths and weaknesses to the management. Leading the team, providing guidance, support, and delegating tasks.











[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	


I have worked in sales and have learned to listen to people and to be more communicative. I have also worked in teams, where I have learned how to collaborate and co-operate with others. 






[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I have been working as a Head supervisor at Housekeeping Outsourcing Specialist LTD for over 5 years. I started as a supervisor, and I was promoted after 6 months. When started with this organization I had only 8 housekeepers to control, train, motivate, and inspect 150 apartments. The company grew up fast and we reach personnel of 50 housekeepers and 10 supervisors and over 750 apartments. I have developed a strong skillset including in-depth organizing of the Supervisors’ and housekeepers’ operations perfectly. My key task was to oversee the operation and coordinate the staff in performing quality cleaning to meet our client’s satisfaction.
With my previous expertise, I am convinced that I can make a significant contribution to the organization.
I have a certificate in COSHH, Health & Safety, and a Certificate in Higher Education (Skills for the Workplace) from the University of Wales TSD.
Being emphatic, listening actively, and having a positive attitude has given me the ability to approach and understand my colleagues, give them support and motivate them.




















[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs]References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
Anca Temea -07949330012
Vanitha Krishnasamy-07899954805

[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]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: Floarea Balan

Signature: FB

Date:13/03/2022
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