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[bookmark: _Toc113359892]Recruitment and Selection
[bookmark: _Toc113359893]Self-Refection as interviewer 
In my role of interviewer, I pretended to be a CEO of a small accounting farm. I had my classmate Khalilur Rahman to act like the person within in the company trying to progress. He was applying from Wearhouse employee to be warehouse manager. He came to me 2 weeks prior to the interview that he needs a raise as the living cost has gone up the interest rate has gone up, getting to work is getting harder day by day as the fuel prices are increasing. 
I believe I acted very well as an interviewer. I was able to explain to them what they are applying for. I gave him enough time to answer my questions and say what he needed to say. I was able to give good response. I told him why we can’t raise the employees’ wages. 
In feedback I think I could have spoken less slow. My voice tone and the smoothness were all good. However, I may have spoken a little fast and Khalil would have found it difficult to understand me. 
[bookmark: _Toc113359894]Self-Refection applicant
In my role of applicant, I pretended to apply for an admin role in cyber security. this is because it is my career pathway. In future I want to be a cyber security expert. I think this was a perfect choice for me as this will help me greatly in future career. 
This job would give me an opportunity to gain experience for my future job because my future job would require office experiences and this job would give that experience. I also believe my key skills was my confidantes, clear body language and communication skills. With clear confidants’ skills helps you tell the other person you’re ready to tackle any challenges coming towards me. With the clear body language skills, it helps you to tell the interviewer that your serious also body language is one the key skills many organizations look for. With clear communication skills it helps the interviewer understand what I am saying and how I am responding to the questions. Communication skills is verbal communication, and it could also be written, nonverbal. 
Another think went well was I had knowledge of what I applying to, this allowed me to have a smooth and quick interview without any complications. I would give credit to my interviewer Khalil, he had very nice questions and gave me enough time to respond. Overall, I believe I did quite well and was able to give quick response and knowledgeable answers. I also motioned all the key skills that are needed for the jobs in which I am qualified in and allows me to progress in the job without having to redo any courses or any top courses. The jobs require key skills which needs certain certificate, and you get them by attending training.  
[bookmark: _Toc113359895]Reflection- Kolb’s model
Reflection is believed to be a good practice believed to improve job performance. It also has been verified by list scholarship. It is also help improve academic disciplines including nursing, business, the sciences, and more. (Purdue University, 2021). I will be using and explaining my experience through Kolb’s model. 
Experiential learning describes Kolb's reflective paradigm. Our own experience serves as the foundation for this model, which is then methodically reviewed, analyzed, and assessed over the course of three steps. The fresh experiences will serve as the foundation for a new cycle after this one is finished. (Brown, n.d.)
Kolb’s model can be used to reflect effectively as it is divided into four different stages. See the image below:
[image: ] (NursingAnswers.net, 2003-2020)
[bookmark: _Toc113359896]Four stages of Kolb’s Model 
· Concrete experience: Any learning process, including learning because of starting a reflection, according to Kolb, starts with a concrete, real experience. In this paradigm, our motivation to learn comes from having some sort of experience and then thinking about the implications of that event. The scenario, event, or skill being studied cannot be fully understood through vicarious or second-hand experience (reading about how to become a teacher, for example, or viewing a demonstration video, for example). Only first-hand experience can provide the student with the full picture. (NursingAnswers.net, 2003-2020) I could use this in future by simply practice more of the role play or in some cases think before I say something. 

· Reflective observation: Retrospective observation, the second stage, entails stepping back from the experience so that it may be adequately evaluated. Processes for evaluating what has been done, the efficacy of the strategies being used, and the potential for changes or adjustments to the real experience already undergone can all be taken into consideration. Kolb understands that this process may be more natural for certain people than it may be for others. While some people are naturally reflective, others need to take a more formal and systematic approach to reflecting on their past experiences and drawing lessons for the future. (NursingAnswers.net, 2003-2020) Refection allows me to understand what mistakes I made that could be avoided in the coming future. 

· Abstract conceptualization: Drawing conclusions from our experiences and what they signify to us is what Kolb meant by conceptualization. After thinking on our experiences, we might form ideas and then make conclusions from them. In the cycle's abstract conceptualization phase, we are encouraged to make sense of our experiences and better understand the connections between them and the rest of the universe. This could entail engaging in further thoughtful, thought that links our work to larger theoretical principles (such as connecting live teaching events to a range of learning theories which may explain them in various ways). Other sources of insight include coworkers, classmates, one's own past, and similar experiences. All of this can help us create new meaning from the actual experience we have had along the cycle. (NursingAnswers.net, 2003-2020)

· Active experimentation: The Kolb's cycle's active experimentation phase is where the hypotheses developed in the preceding component are tested. Working through the cycle might have prompted several potential alternative strategies, in which case it might be wise to test them all in actual scenarios. Such experimenting will result in novel concrete sensations. For learning to become ingrained, it must be put into practice rather than simply being thought about in the abstract. However, simply exploring alternatives or being confident that one's previous method of operation was the most suitable under the given conditions is insufficient. For a complete understanding, the cycle must be sustained as we continually reevaluate the value and significance of our experiences and look for ways to advance. (NursingAnswers.net, 2003-2020)
[bookmark: _Toc113359897]Gibbs’ reflective cycle
The Reflective Cycle was presented by Professor Graham Gibbs in his book "Learning by Doing" from 1988. It's extremely beneficial for assisting people in learning from routinely occurring circumstances, especially when these don't go well. (tools, n.d.). Image below shows the Gibbs’ reflection cycle: 
[image: Gibbs' Reflective Cycle Diagram] (tools, n.d.)


Step 1: Description
First, request a thorough description of the circumstance from the individual you are mentoring. You only want to know what happened at this point; any conclusions will come later.
To assist him in describing the event, think of asking him questions like these:
· When and where did this happen?
· Why were you there?
· Who else was there?
· What happened?
· What did you do?
· What did other people do?
· What was the result of this situation? (tools, n.d.)
Step 2: Feelings
Encourage him to discuss his thoughts and feelings because of the experience next. Don't comment on his emotions at this point.
Use the following inquiries to help steer the conversation:
· What did you feel before this situation took place?
· What did you feel while this situation took place?
· What do you think other people felt during this situation?
· What did you feel after the situation?
· What do you think about the situation now?
· What do you think other people feel about the situation now? (tools, n.d.)
Step 3: Evaluation
Now you need to motivate the individual you're teaching to evaluate strategies objectively to see what worked and what didn't.
Ask him:
· What was positive about this situation?
· What was negative?
· What went well?
· What didn't go so well?
· What did you and other people do to contribute to the situation (either positively or negatively)? (tools, n.d.)
Step 4: Conclusions
After assessing the scenario, you can assist your teammate in making inferences about what transpired. (tools, n.d.)

[bookmark: _Toc113359898]KNOWLEDGE OF LEGISLATION
What is employment legislation?
Employment law refers to the various statutes or acts that specify the legal entitlements employees have to actions, benefits, and privileges from their company or employment. Any HR employee will receive training on employment law and how it pertains to all facets of employment. Instead of being a component of criminal law, it is considered civil law. (infomi, n.d.)
The table below lists the many phases of an employee's life cycle along with the laws that are in effect at each phase.
	Employee stage
	Laws to be aware off

	Recruitment
	Equality Act 2010, Rehabilitation of Offenders 1974, Data Protection Act

	Pre-employment checks
	Safeguarding Vulnerable Groups Act 2006, Immigration, Asylum and Nationality Act 2006

	Employment offer
	Employment Rights Act 1996, The Fixed-term Employees (Prevention of Less Favorable Treatment) regulations 2002, The Part-time Workers

	Training and Development
	Equality Act 2010, Employment Rights Act 1996, Education and Skill Act 2008, The Employee Study and Training Regulations 2010

	Change in personal circumstances
	Employment Rights Act 1996, The Flexible Working Regulations 2014, Employment Act 2002

	Performance Management
	Equality Act 2010, Employment Rights Act 1996

	Industrial Action
	Trade Union and Laboure Relations (Consolidation) Act

	Mergers and Acquisitions
	The Transfer of Undertakings (Protection of Employment) regulations 2006

	End of employment
	Employment Rights Act 1996, Equality Act 2010, The Trade Union and Laboure Relations (Consolidation) Act 1992, The Collective Redundancies, and the Transfer of Undertakings (Protection of Employment) (Amendment) Regulations 1999

	
	(infomi, n.d.)



Employment Rights Act 1996
Most aspects of the job relationship, including but not limited to entitlements relating to: (infomi, n.d.)
· Contracts of employment
· Pay
· Dismissal and Grievance
· Time off
· Pensions
· Study and Training
· Maternity, Paternity, flexible working
· Termination of employment.
Data Protection Act 1998 (DPA)
You'll retain a lot of documents for your company, many of which will concern your employees. You will have access to information like resumes, addresses, bank account numbers, and possibly even health-related information. The DPA regulates the handling and archiving of personal data. There are important data protection guidelines that all employers must adhere to. (infomi, n.d.)
Health and Safety at Work Act 1974 (HSWA)
The primary piece of legislation governing workplace health and safety is this one. The HSWA can occasionally feel overwhelming, not least because if you violate health and safety laws, you could end up having to pay a sizable fine or, in the worst situations, be charged with corporate manslaughter. 
In essence, you must make sure that you take all reasonable and prudent steps to protect your employees from injury and to guarantee that their health, safety, and welfare are not jeopardized.
The Health and Safety Executive carries out the HSAW's enforcement and offers a wealth of insightful advice on their website. (infomi, n.d.)


[bookmark: _Toc113359899]Rights AND Contract
[bookmark: _Toc113359900]Your employment contracts
Regardless of your employment status, if you are working, you should have an employment contract. Although verbal (oral) contracts are less common than written ones, they are nonetheless possible. Even while oral agreements are legally binding, it might be challenging to show what was agreed upon. You have greater control over your situation, and it may be simpler to settle disagreements if there is a written contract in place.
Even if you’re not given a written contract, you’re entitled to a written statement outlining your main employment terms. This should give you details of your: (helper, 2022)
· job title
· pay
· hours of work
· access to in-work benefits, such as sick pay and holiday entitlement
· employment start date and notice periods.
How your contractual rights relate to statutory rights
Statutory rights are those that are granted to employees by the law. Your employment contract's rights are in addition to any that you already have under the law. (advice, 2022 )
Statutory rights include rights to:
· paid holidays
· be paid at least the National Minimum Wage
· a written statement of the terms of employment
· an itemized pay statements
· maternity leave
· pay in compensation for being made redundant
· not be unfairly dismissed
However, you and your employer cannot agree to a clause in the employment contract that would leave you in a worse position than you would be under your statutory rights.
Your employer won't be allowed to enforce a contractual condition if it would put you in a worse position than before, such as if you agreed to work for less than the National Minimum Wage. You will still be entitled to the National Minimum Wage under the law.
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Appendix A and B for A1  
Appendix A: The questions asked as interviewer in the role play (A1)
1.  what can I do for you?
2.  In what case you think your in any good use to us? 
3.  What qualifications you have? 
4.  What experience do you bring to our company? 
5.  What is unique about you and your skills. 
The question/s asked as interviewee in the role play (A1)
1. What benefits does this job have?
2. Would I be able to progress ahead. 
3. Would I have an opportunity to progress to managerial role. 

Appendix B: Application Form completed as applicant for the role play (A1).

Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] - 
[bookmark: _zidixfu2h1to][bookmark: _Toc113359901]Your details

Name:

[bookmark: _obvz8px9oj35][bookmark: _Toc113359902]Education and training
Please give details:

	











[bookmark: _qhulv5cexz75][bookmark: _Toc113359903]Qualifications
Please give details:

	











[bookmark: _97j1ykgd1f2u][bookmark: _Toc113359904]Employment history
[bookmark: _itppkk92vaqm][bookmark: _Toc113359905]Your current or most recent employer

Name of employer: 

Job title:

Length of time with employer:

Reason for leaving: 

Duties: 

	












[bookmark: _81dqi68kkna8][bookmark: _Toc113359906]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	











[bookmark: _2hk78iv0b9mh][bookmark: _Toc113359907]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	





















[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t][bookmark: _Toc113359908]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs][bookmark: _Toc113359909]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. 
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k][bookmark: _Toc113359910]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:

Signature:

Date:
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