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Introduction

Employment is inseparable part of our lives.  Work has been part of human culture since dawn of civilisation. We spend most of our lives at work to receive financial means. But work is not only a way to achieve funds. Work also forms our personal characteristics and is part of our way to achieve life goals. While working we improve our social skills and provide merit to society. Employment also are seen as person’s future. His chosen career life will closely connect to his goals in life. Thus employment is important step for person’s development and life itself.
In this report I will explain definition of employment and its contents, reflect on our role play task, my career development plan as well as show my personal SWOT analysis and my readiness for employment.


Employment and Job recruitment definition

Employment – an agreement between employer and employee for specific services of employee will provide. While under this agreement employee will be paid agreed salary or hourly rate. Agreement can be verbal, written in type of email of job offer letter.
Job recruitment- a process when employer actively is looking out, locating and employing applicants for specific position or employment in the business. The term ‘recruitment’ refers to the complete hiring process, from the initial interview to the employee’s integration into the business. 







Cover letter and CV
Not all employers are in need for applicants cover letter, but it is handy to have one. A well written cover letter might be best way for applicant set himself apart from other who applied for the same job. In cover letter applicant can show his readiness for the role he is applying for and why he is exceptional for the position. To better understand this, explanation is needed of cover letter. 
Cover letter - a type of document applicant sends with his CV where explanation is given of applicant’s skill set for role he is applying for and why he is most suitable for the job.
CV - the most important document for employer when looking for potential employees. As an employee either employed or one looking for employment CV should be kept up to date. This document is crucial when applying due to information content. A standard well-made CV should cover the following: not too long description of personal profile, education summary, past and/or current employments, skill and capabilities summary, couple interest and references.
 
How to write a good CV

When writing CV most of applicants tend to forget some of really important points and tend to overdo this. CV should be fairly short and not chase around for any unneeded information for role you are applying. Keeping it simple and going right to the point applicant most like attract eye of an employer. There I will cover key points of good CV and how to write it.
Personal life summary -should be kept short while listing key skills and passion for job role 
Education summary - in chronological decreasing order to show applicants achievements in past and if there are current studies. Honesty is key as employer can easily check this and deny applicant application.
Employments – in chronological decreasing order. Description of role with dates of employment, main characteristics of the role and applicants most important accomplishments while working there.
Skills and capabilities summary-  should be written in short manner showing applicants skill set for job role. Highly sought skill set by all employers are: ability to work as part of group, client service, problem solving, capability to work under different circumstance and of course productivity. 

Skills all employers are looking for
There are big variety of skills an employee looking for job has, not all jobs require certain skills. When applying for job showing your skills that are best suited for position is crucial, but there are certain skills that highly sought by employers despite different job roles. There I will review and explain skills all employers require from potential candidates when they apply for any kind of job.
Communication skills: first and foremost, all employers are looking for good communication skills. In any kind of place of work communication is crucial part. By having clear communication between employees’ task are done the way it is meant to. Some must skills in CV should be: speaking, writing and listening.
Leadership: as one of best soft skills employers are looking for shows applicants ability to not only lead team, but to motivate it too. Some of must skills are: ability to give and take criticism, active listening. 
Team work/Interpersonal skills: crucial part of any business where person has to work with other colleagues. There is no ‘I’ in team. By showing that you are team player applicant should point out his: ability to interact with others, approachability to team, honesty and communication.
Learning and flexibility: it is important to adapt to changes in current fast passed changes in the place of work. These skills allow us to learn new ways and shows your flexibility to adapt to changes at place of work. By showing your readiness for needed changes and readiness to learn applicant can distinguish himself from others. Skills showing this would be: team work, communication, critical thinking.
Organisation and self-management: both of these skills are of high importance and shows how employee can manage his task productively, help business and show your personal growth at workplace. Skills of high importance to include: planning, self-motivation, time management, motivation and conflict management.
Computer skills: nowadays almost everywhere you might work there is high chance that there will be need to work with computers at some occasions requirement is more complex knowledge of computers, but at most you should know the basics. Good way to show it would to add your previous experiences of working with spreadsheets, email communication, word processing.
Problem solving: problem solving shows our capability to handle difficult scenarios while resolving them in efficient and effective manner. This is a must skill in any kind of business where team work is essential. A good way to show this would be highlighting skills like: communication, research and decision making skills of yours.
Open-mindedness: even if application is done for job role you are experienced in this business might do things differently. Showing your readiness to learn and take them positively is crucial for any new employees taking new position in new workplace. 
Strong work ethics: Another fantastic characteristic to showcase while applying for jobs is a strong work ethic. Employers want staff they can rely on to do their tasks and meet deadlines without requiring them to be micromanaged. When no one is checking your progress on a regular basis, having a strong work ethic guarantees that you can finish your duties and manage your job successfully. 


Task 1: role-play

My chosen profession in role-play task was my long term goal and where I would like to see myself in 10 years. In this part of my report I will use reflection style of Kolb’s and explain how I think this task went and where I could improve. Kolb’s reflective cycle has 4 steps: experience, reflection, conceptualisation, experimentation.
The goal of this task was to complete job application form of chosen career path and exchange this with other student in your group. To fulfil this task, I played 2 roles. Firstly, job applicant talking to company representative which had 5 questions to answer after which we swapped and I became representative while my colleague student was the one applicant for the job. My job application is shown in Appendix A and questions asked with explanation of why I have asked them is in Appendix B.
During first part of our interview where I was the one asking questions, there were no issues. I was enjoying that I followed up tips from our lecturer and had small talk to calm myself and my fellow student and asked all questions I wanted to ask, conversation was flowing in the pace we practiced. But then we swapped roles and my colleague started asking me questions. At first there was no issues and everything was fine until either my or his connection went bad for few seconds. I started rushing with questions, there was not so much of small talk and my answers to questions was less informative than I wanted them to be. This got me out of track and I started to feel nervous. Luckily I calmed down and our role-play ended up better than I taught it was. Despite this I felt down and upset that my research on this company, skill set I can provide and strong reasoning why I should be employed by them was not shown due to me being so nervous. 
This made me yet again realise that my weak side of presentations are in urgent need of improving. I am trying to improve this with help of my shift manager at work as currently I am doing weekly briefings, so far this is helping with my public speaking. Also for the next time I will try to make sure that connection is perfect from my side as I think this was the reason I started getting nervous.
Overall I really enjoyed preparing for this task and it was fun to talk with my task partner about our future career paths. Exchanging information about our professions and completing our practical task also gave me some tips where I could improve my skills and helped me to fulfil my SWOT analysis. 

Personal SWOT analysis
Self-management is very important task to be completed and important step to be taken in our lives. One of the greatest tools to understand your skills better is SWOT analysis. 
SWOT stands for Strengths, Weaknesses, Opportunities, Threats. This simple yet effective tool helps us better grasp our job objectives. It provides information based on a person's personality strengths and weaknesses, as well as what problems and opportunities are available to them now and in the future.








Below is my personal SWOT analysis with the goal of becoming a shift manager.
	Strengths
	Weaknesses
	Opportunities
	Threats

	Delegation Skills
	Public speaking
	Stand in shift manager
	Lack of experience

	Quick learner
	Time management
	Studies in university(current)
	Co-workers better at public speaking

	Leadership skills
	Too humble
	Further studies in management
	No degree in management 

	Strong work ethics
	Tendency to over-work myself
	Training at work
	Problematic workers



My personal strongest side would be my quick learning skills. I am quick to adapt to new methods and communicate them to my colleagues later. I believe this is duet to me really wanting to help and lead people around me. I am open to new ideas and take them to consideration when implementing something new later. As an example I could give that at my current place of work I am the ‘technical guy’, if there is a systematically issue colleagues will come to me for advice how to resolve this as I learned the system inside out. 
Other strong skills of mine would be leadership and delegation skills, I like to lead by example and motivate people. I like to know about people when they start working and learn about them so I can delegate them with the job best suited at.
My greatest weaknesses are public speaking and tendency to be too humble. I have trouble speaking in front of big crowds or when I need to present something. I do not like taking credit only for myself its always the team. Many of my colleagues are telling me that this weakness is greatest of all as I might not get so much recognition as other colleagues.
Other crucial weak points of mine come together. While completing task I like to add that little extra push for sake of task being done better, this leads me stuck on one task at longer time than others or even doing multiple tasks at once and wasting time and effort. 
There are numerous opportunities open to me in my goal for career advancement. I must to create the most of the opportunities myself. My study or extra training, for example, is a current opportunity for me. It provides me the option of taking use of the situation and succeeding, or not taking advantage of the situation and missing out on the opportunity to get a professional knowledge from lecturers and other material. Same is to be said about me learning at work from my shift manager and any other training provided.
There are few key threats in my path of me achieving my goal. One of them would be my lack of experience in the role, a lot of companies are looking for experienced or people with education in this field. This will be resolved with time as I gain experience and knowledge, other threats I might face would be colleagues trying to damage my reputation or just being problematic for the sake of me now advancing.


Personal development plan

	
 NAME

	
Mantas Stonys
	Target Job/career
Example: Teacher, Manager, Business Person
	
Shift manger



	
TIME PERIOD
	
From:2022
	
To:2024



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: (unemployment, illness
	
How long should it take 

	Public 
speaking

	Practise weekly briefings, be proactive with presentations

	Time at the start of the shift. Current shift mangers guidance and feedback. feedback from others 

	Nervousness and being too scared of failing

	1-2 months


	Management 
degree

	Finish current studies for higher education and continue for later studies

	Lecturers support, time management to complete tasks

	Not being accepted to university

	2-3 years


	Reports and weekly reports for meetings

	Extra training provided from company

	Shift managers support, extra time to learn.

	No one to cover me during my training
	1-2 months


	Overall experience as shift manager
	Covering absences and holiday across all shifts

	Senior team support allowing me to do this

	Not approved by senior management team
	continues

	
	
	
	
	





Conclusion

The career path I want to pursue is shift manager in warehouse. I strongly believe my skill set is suitable for this kind of role. I am improving on my weaknesses and strengths to be a well-rounded employee. My current working environment are impacting this greatly due to my raise in career. This also provides me with experience needed for the role. Following my personal development plan I expect to be ready to take on this position in following years. Also my possible opportunities to study and train further will add on top of all this what will make my goal highly achievable in 2-4 years’ time.











Appendices
Appendix A
Job application form for role-play
Job application form
[bookmark: _kpr05n82n26c]
Application for Shift manager Amazon warehouse
[bookmark: _zidixfu2h1to]Your details
Name: Mantas Stonys

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

	Akemene Gymnasium 2010-2014 (High school diploma)
University of Whales Trinity Saint David 2021-2022 certificate for higher education diploma in management- currently studdying











[bookmark: _qhulv5cexz75]Qualifications
Please give details:

	Dealz training course for management
24/7 agency training certificate for management
Inside business training on planning and payroll 


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

Name of employer: Dealz 

Job title: Team manager

Length of time with employer: 4+ years

Reason for leaving: currently working

Duties: 

	
Oversee daily operation parts like: loading, order picking, goods in, etc.
Performance manage colleagues
Communicate with multiple other departments inside business
Ensure staff members have appropriate knowledge and training required for their roles
Ensure companies processes and procedures are being followed
Complete reviews of newly employed colleagues 
Support planning rest of warehouse team when required 








[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 as agency supervisor for 8 months’ prior my current job, this have developed my communication skills and gave great start to experience job in management. I had to work close with planning ensuring enough staff was present to complete jobs, performance managed agency colleagues what lead to them getting contracts with company later on. 

Prior my job as agency supervisor I have worked for same agency company as order packer/loader/checker in same company by doing so I have great understanding of all aspects of warehouse. This also helped to improve my computer knowledge as I had to work as administrator.




[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 applied for this job with support of my shift manager from my current work place as he has seen my capabilities at work and sadly there was no available vacancies what lead me to apply here for my personal improvement.

I am experienced in Retail and good with working under pressure, perfect example would be when due to certain circumstances only me and other manager was running shift for whole week. Honestly it was tiring, but good experience which have shown that I can keep focus and accomplish multiple task while under pressure and understaffed.

In past 2 months with plan I came up our company have seen 15 percent improvement in our weekly KPI’s I will bring this knowledge to your business.


I am passionate with everything I do, let it be running a department or learning. I assure you that tasks given to me will be completed 110 percent as I like to give that extra push.



[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. 
[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: Mantas Stonys 

Signature: M.Stonys

Date: 24/04/2022




Appendix B
Asked questions and reason they been asked
Questions asked as interviewer:
1. Why did you applied for this job role, what do you know about our company?
2. What skills do you have that makes you a good shift manager? 
3. How would you resolve conflict between multiple employees? 
4. What experience you have that prepared you for this role?
5. How would you describe your management style? 
6. How would you give feedback?
Reason of questions: 
1. To have better understanding why person have chosen our company and at the same time to understand if any prior research was done about company.
2. To see how applicant shows his strong points and what they are.
3. To understand applicants approach in situation of conflict and what action applicant would take to resolve this matter
4. To see how applicant would describe his previous experiences in depth and to check if there is anything exceptional
5. To see applicants approach to other employees he might work with and how compactible this is with our company standards.
6. To have better understanding how applicant would approach colleagues in negative and positive way while giving criticism.
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