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Task 1
Introduction 
This assignment is about personal development skills and the importance of why it is needed, so that I will have better chance of getting employed also more opportunity will open for me as well. These skills will help me manage my time more efficiently, have the latest IT skills so I will be up to date with new software such as Microsoft word, PowerPoint and others also my communication skill so I can work well with other teams’ members without any miscommunications. It is vital for me to learn and improve these skills so that I will be able to seek new opportunity and impress future employers.
When entering the real world various unique skills are needed, without them employment will be difficult, there are reasons why companies demand for certain skills for example team working skills is needed so that if a company is facing new threat/ problems then a group of people will gather together and share their knowledge to find a creative and efficient way to solve the issue. Another example why Punctuality is needed, this is because is employees or even students arrive late they will miss out important information which will set them back so they will have to attain that information in their own time; this is not good for anyone because time is wasted on both sides.
Creative thinking is all about coming up with ideas and not limiting the possible solutions you identify. This is an advantageous skill to have, I view myself as a creative thinker, able to change and adapt to new situations. I would describe myself as someone who is organised, able to balance a range of different demands and skilled at getting things done. This is great. It will help me a great deal if apply these skills and talents the tasks and challenges that are important to me.
Throughout education/ university I was able to learn and attain some skills, some skills I already and had the chance to improve them while others I didn’t have but I gained them. The main skills which improved/ learned were my digital skills, communications, confidence as well as be organised. Majority of these were gained while creating and presenting my presentation, digital skill was needed when creating my presentation and the others were needed when presenting it. Also, with my SWOT analysis I was able to know what my strength and weakness.







Questionnaire – enterprise catalyst 
I filled in a questionnaire to figure out what kind of a person I am below is the feedback from answering the questionnaire. 
Success is important to you – good, it makes all the difference! You are putting effort into achieving in the future. You want to be recognised for what you do at university or outside university. You may even get frustrated when things don’t go the way you want. This is OK as frustration is a sign that you want to do more. Use it, but don’t allow it to get in the way of enjoying yourself. Use it to deal with set-backs and challenges as it happens to everyone. 
You have a fairly strong belief that you can make things happen and this is great. This will help you to succeed at school and eventually get the type of job you want. You don’t rely upon luck to bring you what you want in life. It’s as much about hard work and effort as intelligence. This is a great quality and you should use it as much as you can to do the things you want to do. Use this quality to help you achieve success at school and then beyond school. 
You view yourself as being able to adapt to change and willing to take on board new ways of doing things. You are probably a good learner and interested in your school and/or college work. This is a great strength, as every year you are faced with new challenges, courses etc. Think about it like this ‘you are preparing yourself for a world that is changing and at times is quite unpredictable’. The more adaptable you are, the more successful you will be.
https://www.enterprisecatalyst.co.uk/ (25 /01 /2019)
Questionnaire – Myers Briggs personality test
After completing the test, I found out that I have a “Consul” personality. Consuls are excellent managers of day-to-day tasks and routine maintenance, enjoying making sure that those who are close to them are well cared for, so having a boss with this kind of personality will make employees or even teams members feel great because they know that I will have their best interest at heart. Also, if anyone has any problems, they would feel comfortable talking to me without any hesitation. 
Due to being caring this make people with my kind of personality extremely loyal and trustworthy partners and employees. Consuls are true pillars of any groups they belong to whether it is their family or a community club, people with this personality type can always be relied upon, this is showing how valuable my personality is and why companies should hire people whom persevere this type of personality.  

https://www.16personalities.com/esfj-personality (01/02/2019)




SWOT analysis 

Strengths
I have many different strengths one of them are; Motivation because success is important to you – good, it makes all the difference! You are putting effort into achieving in the future. You want to be recognised for what you do at school or outside school. Another strength is Self-belief because I have a strong belief that I can make things happen and this is great. This will help me to succeed at school and eventually get the type of job I want. Also, Readiness to learn is one of my strength because I view myself as being able to adapt to change and willing to take on board new ways of doing things. I am a good learner and interested in your school and/or college Work. Balanced is how to describe my approach. Success at University is a matter of balancing your desire to do different things whilst at the same time doing what university requires, I am aware of these two challenges and able to address them well. 
Weaknesses
One of my weakness is that I work well better independently and this is a weakness because in team work you will need to work well with others which I am not good at. And I am not good at interacting with people this is an issue because how will I be able to communicate with my team members this is a problem that needs to solve as a team. This weakness can have a massive impact on the team so if I don’t overcome this weakness, I will let my team down.
Opportunity 
In a business I will suit the job role as the problem solver because if think creatively, which gives me an advantage because I will be able to solve problems in many ways. So, if the team doesn’t agree with one of my solution methods then i will be able to think of another one that my team members will be much comfortable with.
Threat 
What threats could harm me?
Competition that is performing better than me and my team, also lack of skills to complete a set task.
From time to time you will most likely come across a factor that is both a threat and an opportunity. ‘If your employer’s business is going through a period of great change, you may regard this as a threat in terms of job security, but it should also be seen as a perfect opportunity to offer to take on a bigger workload or a project outside of your usual comfort zone.


GO MAD 
GO MAD is a framework that allows individual such as me to accelerate results and improve productivity. The image of the structure will be presented below and I will be following that framework starting from the bottom.
[image: ]
https://www.slideshare.net/timjmcp/go-mad-overview-ip8  

In order to follow the GO MAD structure, I first need to talk about the reasons why, Define goal and plan priorities.
1st stage 
Define Goals
At first is will define my goal, for example I will finish this university course. Defining my goals will help me stay focus, you can have all the potential in the world but without focus your abilities and talent are useless. By setting goals for yourself you can measure your progress because you always have an endpoint to compare how much work is left.
Reason Why 
Every situation has a reason why behind it, for my self it is because I need to educate myself so that I can attain more knowledge. By going university I will open up new opportunity for myself and new skills simultaneously. University often leads to a better career in the future for students.
Plan priorities
When you are seeking to accomplish multiple goals at the same time, it is necessary to prioritise and determine which goals are the most important so it helps you to maintain a clear focus on reaching the most important goals first and taking the steps to ensure that you do. Setting priorities also helps you to avoid becoming overwhelmed if you have multiple goals you are trying to reach. For example, while going university I need to prioritise my work life because I have a family to feed, so work and family would be above university 
2nd stage 
Self-belief 
Student confidence is an important factor in educational success. Without it students such as me may feel they are unworthy of obtaining our goals or think it is impossible to achieve them. People will always criticise you, it’s a part of life without it we wouldn’t have developed/ improve. It is important for you to believe in your own ideas despite other people opinions, so that you will a an unstoppable mindset.
Personal responsibility 
Your life is a product of your decisions, this is what accepting personal responsibility is all about. Instead of blaming other people for the things that didn’t turn out right in my life I have to accept it and know that I always have the chance to change my outcomes whether it’s by listing to other people or not 
Involve other 
Involving other people is a great way to create a bond with other, like thin you can divide and concur. When a huge load of works needs to be done it is okay to ask for help or assistance. In the real world there are at least 4-5 members in a team to complete a project. Like this you can meet deadline also the work load will never overwhelm you. If you have a great Idea but not sure if it will work asking for someone else’s opinions is great sometimes people need funds and capital to start up a business so by involving other people, it can potentially benefit you.
3rd stage
Take-action  
This is the final stage of the structure, before this stage it was all about planning and thinking now you need to act. Action will give you what you always desire about, in order to get your desire outcome you need to take action, Taking action isn’t difficult, only the first step towards your success journey can be little difficult, because that first step will move you out from your comfort zone. In order to be successful you need to take action because of knowledge with action will give you pleasing results.






Presentation 
[bookmark: _Hlk5278505]When I was presenting my presentation, there were many stages which I needed to overcome to be able to present a great well-designed presentation. I divided the stages into 5 categorise, which are Confidence, Eye contact, engage the audience, appropriate posture /manner and lastly practice. 

1.Confidence 
Without confidence people will think that I’m a shy person, which a presenter should not be because then people will take me as a joke and question my presentation whether it worth their time is. Unlike many speakers that wonder most of their speech whether the audience likes them, with confidence your focus shifts away from whether the audience likes you and moves towards building rapport and relating to your audience. 
2.Eye contact 
This is need in all the presentation because it’s a physical sign to the audience that you are interacting and talking to them, this will make them feel more connected with you and will find it easier for them to ask any question about your presentation.
3.Engage the audience 
This is important part when presenting because if people aren’t interested in your presentation, they will lose focus and you will have yourself to blame. One of the best ways to get your audience to stay focused is to make them feel like they’re a part of your story. There are a few simple things you can do to get your audience to participate in your presentation, by making it more interactive. You should always do an ice breaker so that everyone will know each other and the atmosphere in the room will be better.
4.Appropriate posture /manner
Speakers that lack confidence are usually so consumed and concentrating on their own body language and delivery style that they fail to take account of the nonverbal feedback from their audience. A confident speaker can adapt delivery style in response to the how the audience is reacting.
5.Practise  
Practise makes perfection, by constantly practising you will know your weak point and will have the chance to focus on it, then improve before you do it in front of lots of people.  If you want to encourage people to engage and ask questions you must plan that in which takes time so if you prepare beforehand you can manage you presenting time more productively. we realise when presenting that some of the information was either at the wrong place, wrong order or not specific enough to be useful. This is not a problem, because you are practising you can make chance until it looks perfect.
Task 2
Recruitment is a process of finding people to work for an organisation or company. It is about finding the right person for the right job at the best time possible. When recruiting, many things must be taken into consideration and requires a lot of skill. 
I will be giving a brief summary about selecting and recruiting an appropriate candidate from an employer’s perspective. 
There are certain processes you need to follow when selecting the right candidate for a job:
	Defining Requirements
	Planning the recruitment campaign
	Attracting candidates
	Selecting the right candidates 
Armstrong ,M(2011) A Handbook of Human Resource Management (11th ed) London: Kogan Page Ltd.

Hiring a Manager
The first process should be, (Job Analysis). Carefully identifying the vacancy and evaluate the need. Give a good description of the job and clearly explain the responsibility. For example, if you are looking for an experienced manager, you should always mention that you would want “Previous Experience Required” on applications, or “Candidate must have at least 4 years’ experience.”
Salary should always be mentioned in the application, e.g. Starting at £50,000 per annum. 
Also, the employer shouldn’t discriminate and welcome applications from women and individuals with disabilities. As an employer, the “Protected Characteristics” should be implemented. They are an age, disability, gender reassignment, marriage or civil partnership, pregnancy and maternity, race, religion, belief and sex. There are also laws that prevent discrimination and equal and fair rights for applying to a job. These allow 
Being a manager is a very high level and skill full job, so the employer can advertise the job in top newspapers such as “The Guardian” or if it is a small local company, a local newspaper. In this time, online advertisement is the best and most popular way of advertising, so online advertising on the web is a necessity. In some cases, the employer should welcome employees already within the company because they will have necessary knowledge and experience. This will give them a perfect opportunity to grow and show their talent. 
So far, I have explained the first process of recruitment from an employer’s perspective. Now, I will prepare a recruitment from an employer’s perspective. Now, I will prepare a recruitment process looking at putting together a job description, a personal specification. (Looking at and receiving CV’s). 
I will give an example of a restaurant manager. I love making food and working as a team. 
Job Description
If you like working as a team, making food and would love to own your own place, then we are looking for you. 
Responsibilities
	Working long hard hours daily. 
	Managing a team and working together to increase success rates. 
	Making sure all equipment is safe and usable. 
	Security checks.
	Being nice in general and being able to socialize with customers. 
	Serving meals and refreshments.
	Having first aid training and give first aid when necessary. 
	Completing paperwork and reports. 
Salary
Starting salary will be between £25,000-£45,000.
There are bonuses as you are a manager, you have more control. Additional payments from customers. 
Working Hours
This job will involve working extra hours on top of already long hours. Includes late nights, weekends and even on public holidays. Minimum 8 hours a day not including paper work and other work needed to be done. Part time opportunities are available, but they involve similar work patterns and hours. 
What to expect
The work is extremely demanding, both physically and mentally. You will have to work through tiredness and illnesses at times. You will be working almost daily so you must be able to handle tough and long hours. Flexibility will be needed, and excellent time management is crucial. Being adaptive is needed as sometimes you can’t expect some things to happen and you will have to work fast for it to be fixed. 
Desirable
Multilingual is a very impactful advantage because of the fact that all types of people will be coming to you and different languages will enable you to communicate better and solves problems faster and easier. 
Living nearby would be beneficial as you can get here whenever needed and this is beneficial to both you and the company as it saves time and effort. 
So why wait? If you think you’re right for this job and can handle a tough job like this, apply now online, or phone us and we will send you an application form. Please send us your CV within the application form. We will apply a deadline and make sure you know. 
After receiving all applications, our panels will shortlist the top applicants and we will call them each for an interview.
There are lots of methods we have learnt in our university, for shortlisting. For example, when everybody is getting good marks on essentials, we will see who has got the desirable qualities. Also, there will be a small test before they fill in the application forms. If anyone fails, they will automatically unable to fill in the form to proceed. 
The Interview
We will have three judges to give the candidate a score. The top candidate will proceed into the next stage, where we ask them ten questions and analyse how they answer. We will also look at other things such as how they are dressed, how they behave and how much knowledge they really have. 
After this, the top candidates will go be given tasks to do that a normal manager would normally have to do. We see how they work together as a team and individually complete these tasks. We will see how they react to certain situations and see how well they can use their skills to succeed and keep calm in emergencies. 
After all these stages, we will fairly decide on the right candidate. Write a letter to the candidate and offer the job. 
Call the candidate for an induction day and give further training on health and safety and other routine tasks. 
This process will be best for this job because you will know the candidate very well by the end of the tasks.
Assessing the candidate 
[bookmark: _GoBack]After the interview there will be a paid trial day for each successful candidate this is because many people can have the right requirement for the job role but when they’re under pressure and in a scenario, people tend to act differently. The candidate will be put in a real-life situation and there will be an examiner assigning them from a distance so they will not distract them and give them point if the candidate if following the right protocols and the correct health and safety rule. Due to the candidate working in a busy environment there will be points on how they treat other people in the work environment also how to work under pressure. At the end of the trial shit if the candidate is successful, we will give them a them job unless the candidate doesn’t wish to continue working at the work placement. If candidate is successful and agrees on working we will give them the earliest possible date to work. 
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