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       Part 1
            
          Swot Analysis
My Strengths are working in a team and an effective communication skill, because at the University I have learnt how to work in a team and how to talk with your members of team also I have problem solving skills what I have used during my online classes and ability to work under pressure.
My Weaknesses are that I am emotional and impatience sometimes in special when I most to wait for something what I really want it, lack of time management sometimes and perfectionist because I want to do perfect everything even if I know that sometimes it is not possible.
My Opportunities are graduation for Level 4 and starting to learn for Level 5&6 and to start to improve my role in workplace because of my studies and my workplace experience.
My Threats are that when I am with friends, I am tempted to spend more money, or if I am working or learning from home, I am too distracting.
My competencies are independent learning, self-knowledge, ability to learn.

My personality test it is a defender and I am agreeing with the results of the test because Introverted, Observant, Feeling, and Judging personality qualities characterise the Defender. In my way I am quiet, but I am worm and modest. I am responsible and efficient; I am paying attention to the small aspects in my daily life.
Defenders make the world go round in an unassuming, quiet way. People with this personality type are dedicated and have a strong feeling of responsibility for others around them. 
[image: ]
Part 2
Because I have been appointed to be a manager in my organisation and because it is part of my responsibility to assess the learning and development training of my staff. As a manager I prefer to use the SWOT Analysis on my workers during the learning and developing time because in this way I can decide who it is adequate for the job role and who not because for example if one of the workers are having any problem with the communication, I can help them or giving them some advice what they should to do. Using SWOT Analysis, it is important for me because in this way I can see the skills and the things in what the candidate are good, and I will know their threats as well.
 Before assessing to their learning and developing plan I preferred to choose the selection tool because in a company it is important to not choose those people who maybe are not qualified for a specific role job. My choice it is the selection tool because the careful selection of someone or something as the best or most appropriate for a specific situation is the act or event that takes place and employers conduct background checks on job applicants to ensure that only the most qualified individuals are hired or are qualified for that specific job. It is important the selection tool because in this way the hiring process can ending early based on the information what we have found about the people who will work with us.
The placement of an individual in a position where his or her personal qualities, work skills, and talents match the essential qualifications of the role should be given careful consideration (Greenberg and Greenberg 1980). A company's productivity will certainly suffer as a result of hiring the wrong manager, which will also result in low sales force morale, reduced control, and ultimately financial declension inside the organisation and if the manager is hiring wrong people with who to work will affect the company and the manager as well. It is especially important to choose the right people with who to work and for make easier the decision we have tools what are making our decision easy and if we are applying those tools, we have the opportunity to choose the right candidates for our job.

The selection tool what we are using as organisation are cognitive ability tests what are conducted on participants, tests of motor and physical ability are administered as well. Personality and interest tests are available, tests of achievement (and job knowledge), work sampling is important, centres for evaluation and job training and evaluation on a miniature scale. The selection process used by a corporation is comprised of a variety of factors, and tests are only a minor portion of the overall strategy. Additional tools may include, among other things, background investigations and reference checks, pre-employment information services such as honesty testing, graphology, and drug and alcohol screening, as well as other similar services, among other things. When it comes to reducing the chances of recruiting mistakes, one of the easiest techniques is to conduct extensive background investigation on the candidate. It is both cost-effective and, if done correctly, advantageous to the organisation to take this approach. Overall, there is no reason even the most senior executives in large corporations should be unable to check the references of candidates they are considering hiring, provided that they are aware of the applicable rules.
Tools used background checks are: 
-pre-employment information services are being used to check applicants' social media posts, and the following are some examples: Candidates' social media postings are checked by pre-employment information services before being hired.
-the graphology of the polygraph and the reliability of the polygraph are both important considerations.
-the physical fitness examinations
-testing and evaluating substance abuse problems
The manager also can help with the learning and developing plan by effective communication skill with the workers and explaining them many times what they most to do in case if they do not understand the job what they should to doing and in this way the workers will increase them trust and will create a good relationship with their manager what will be helpfully in the workplace to.

Part 3
 In this module I have learnt about a lot of things what have helped me in my workplace, and it was helpful for myself as well for example: how to write a professional CV and a cover letter to, how I should dress for an interview, and what it is important for every worker it is the UK employment legislation and PDP (Personal Developing Plan).
The most important thing what I have learnt it is that now I know how to write a CV, before you can begin your job search, it is critical that you have a CV that highlights your past schooling, career history, and achievements to date. I have learnt what most to include a CV and what I never should to write in a CV and the order in which I most to write for example my skills or my education and the previous workplaces. What I have also learnt that the CV most to be short and full of necessary information because that person who will read it will have just few seconds to read and he cannot read pages and on that way even if I am the good candidate for that role job I do not will receive the job because the reader will not have enough time to read my experience, my skills. I was taught how to write a cover letter what it is also important when I want to apply for a new job and now, I know that I can writing my skills and any experience how I managed to resolve a problem giving shortly an example and now, I know what they are expecting from me, I mean how to prepare a professional CV and a cover letter.
At the mock interview I have learnt how to dress myself and what are the things what I can hide for example my threats or how I can talk about my threats on the way how do not will affect me and I have learnt to face my fear because I have never taken part of an interview but I had a fear feeling all the time, but now how I have the opportunity the make an mock interview I have more confidence and what it is also very important that the things it is write in the cover letter and in the CV most to be the true because if they will asking me to tell an example about the lie what I have write I won't be able to answer it so it will affecting me.
 In this module also I have learnt about UK employment legislation what it is important because the employment law controls the interaction between workers and employers. It defines what companies can expecting from employees, what organizations can encourage employees to do, and staff members’ rights at work and because now I know how long most to be my break time when I am working 8hours or 12 hours. It was helpful because I know the allowed time by law for every worker. Another thing what was helpful, and I can apply in my workplace it is the entitled days for holiday which one are different if I am working in part-time or full time, and it is good to know that I am entitled to 28 holidays in full time.
Data protection is about securing essential information and ensuring sure it is handled appropriately and lawfully. All employers must make sure of their responsibilities under the law as the penalty for breaking the regulations can be severe and now, I know that my personal details cannot be shared with other people so even if they know many things about me, I am not fear that others will know to.
Another thing what I have use in my workplace it is the discipline because the employers and workers should do all they can to address disciplinary and grievance concerns individually and if required should be using a someone else (for example, an intermediary or an arbiter) to help resolve the situation, but till now I have been just quiet even I said the truth but no action was taking at the workplace. The discrimination about what I have learnt it is especially important because in many factories are happening that the new workers they did not want to return to their workplace because they are discriminated by other people in special at my last workplace where most of the workers and managers was polish people so there if we other workers not do it or worked how they wanted we just lost our workplace and we do not have to many rights just because we are not the same nationality, but now I know that even though they are more of the same nationality I have the same right like them and I can report to somebody who have higher position and the problem will be sort on the right way not just how they want.
For women what it is especially important to know how long it is the maternity and how they will be paid and the amount of the payment. If I am working with an agency recruitment, I am entitled to 39 weeks of maternity what will be pay the government if I have been worked, but if I have a contract and have worked for more than 6months I am entitled to 52 weeks maternity what my company will paying.
The difference between dismissal and unfair dismissal it is that at the dismissal the termination occurs when a contract expires with or without notice, a fixed-term current contract expires and is not renewed, or an employee quits, with or without notice, where they are right to do so owing to the employer’s actions.
Unfair dismissal is fundamentally different from wrongful discharge, which is a long-established relevant in terms from contract law.
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