[bookmark: _osajwmfljf38]Professional career development report and role play (interviewee and interviewer) BMSW4005
Jhoshim Chaudhury 1921339
A.husam


Table of Contents
Introduction	3
Task 1 - Role Play	3
Task 2 - Report	3
Personal Reflection of role play	3
Career Development Planning	3
Skills and Knowledge for effective working	4
Personal strengths and further development	5
Establishment of employment goals	5
Personal Development Plan	6
Recruitment and Selection	7
Conclusion	8
References	9
Appendices	10




[bookmark: _Toc67680502]Introduction
In task 1, a role-play will be done between two students in a pair who will take the roles of an interviewer and an interviewee in a company called Topnotch Enterprise. Task 2 will illustrate the importance of role-playing. Career development planning will be done along with the mention of the skills and knowledge required. The task will contain my personal development plan. 
[bookmark: _ldi036me1isd][bookmark: _Toc67680503]Task 1 - Role Play
A role play is organised online through MS Teams by the lecturer for the students. Each student pair will get the role of interviewer and interviewee. One pair of two students involves Richard and Philips. In the role play, Richard will act as interviewer first and Philips as interviewee and then the role will be exchanged . The interviewee will produce an application form and the interviewer will ask five questions on the basis of the application. The job role being applied for by the pair Richard and Philips is an HR manager at Topnotch Enterprise. 
[bookmark: _mmt07wegtts6][bookmark: _Toc67680504]Task 2 - Report
[bookmark: _iytyznfn3cus][bookmark: _Toc67680505]Personal Reflection of role play
The role-play is an effective way of understanding the skills of the students in developing their knowledge of the employment. I have learnt the various questions that might be asked during the interview session (Hoover et al., 2018). It was slightly difficult to perform online due to technological glitches. However, I have learned to use Microsoft teams. This will further help me with group video calls during group study. The roles given were not very difficult because we are interviewee going to appear for various interviews soon after the completion of our academic career. 
[bookmark: _fsqo9gohwjcs][bookmark: _Toc67680506]Career Development Planning
The career development plan will consist of identification of career goals, the requirement of training, estimated costs for it, date of completion.  
	Goals
	To become an HR manager

	Training needed
	· Management training
· Advanced training
· Communication training
· Accountancy training

	Estimated costs
	£20,000

	Completion date
	December, 2023


Table 1: Career Development Planning
(Source: Created by learner)
The career development plan will require me to develop my strengths and remove weaknesses. I will have to take the necessary training for the courses so that I can place myself as an HR manager in any company. 
[bookmark: _minxkumxvs3e][bookmark: _Toc67680507]Skills and Knowledge for effective working 
There is some knowledge required for working in a company effectively. This knowledge will ensure that I can work in a company without any conflicts, I will be able to understand what the company and my team head will want from me(Casalino et al., 2020). This will enable me to reach the targets easily. The knowledge required for effective working is discussed below.
Factual and Theoretical Knowledge
It is important for me to have factual and theoretical knowledge in the subject I am going to appear in. As an HR manager, I need to have a good idea about management. This will enable me to work effectively in managing the workplace. I need to be good in mathematics and accountancy because it is the responsibility of the HR manager to produce work on the payrolls (Makhsudov, 2019). The HR manager also needs to keep a calculation of how many days an employee is working and how many days he is absent. This is the case not only for one employee but for all the employees. 
Maintenance of information
I need to have the knowledge of how to maintain information about the basic details of the employees. As an HR manager, I will have to hire employees. This will require me to access and use the details of the employees to register them in the company (Solnitsev et al., 2017). This information will contain details of their basic information. Skills, qualification etc. Thus, I need to have knowledge about how to keep information correctly and in an organised manner so that I can get access to them when needed. 
Besides this, I need to have some skills in how I can work effectively in a company. 
Communication skill
I need to have good communication skills so that I can communicate with my teammates in a problem. I will also need to address my subordinates confidently. I need to get access to conferences and meetings that will require me to communicate with the clients of the company. 
Time management skill
It is important for me to have time management skills so that I can submit my work on time. Meeting the deadlines is important to be an effective worker (Sainz et al., 2019). 
Teamwork skill
I will have to build in me the capability to work in a team, This will require me to work collaboratively. This is necessary for any company for effective working. 
Flexibility skill
I need to be competent enough to work in teams and be flexible to take up any work. Challenging ones self is important to prove the efficiency of working. 
[bookmark: _t00umjt3ifvv][bookmark: _Toc67680508]Personal strengths and further development
Strengths
I have the strength of communication skills. I can communicate with people easily. I have the knowledge required for becoming an HR manager. I am aware of management and I know what it takes to maintain good management in the workplace. This will require me to understand what it is to maintain employees and avoid conflicts. I have the skill of time management that is required to work in a company. If a work is given to me I will make sure that I finish it on time. 
To develop further my skill of communication, I should communicate with my acquaintances more. I should reciprocate in class. I should try to answer the questions that the teacher asks in the classroom. To develop my time management skill I will schedule my daily routine according to my need (Alias et al., 2019). I will divide my tasks into smaller tasks so that I can complete them on time. My knowledge of management can develop if I take up another course of management and practice. This will help me to visit companies as practical studying where I will get in touch with many employees and can ask them questions for a better idea on the subject. 
[bookmark: _gnseqtflhsif][bookmark: _Toc67680509]Establishment of employment goals 
I can develop my goal of working in a company effectively by the use of a SMART objective. 
Specific
I know that I have the aim of becoming an HR manager in a company after the completion of my studies. I have chosen this aim because this will make sure that I have used my management degree effectively. This will also provide an opportunity for working with people that will develop my capability of human understanding. My objective is to get a management degree and better my knowledge of the maintenance of information. 
Measurable 
This will require me to understand how much I want to develop. I have decided to become a master’s in management so that I can be a preferred candidate for the job applicants (Bjerke and Renger, 2017). My maintenance of information knowledge is not measurable in that way because this requires development. 
Achievable
The objectives are achievable because one of the objectives of having a master’s degree is the course that I am pursuing and the maintenance of information can be achieved with my personal effort. 
Realistic
These objectives are realistic and to turn them into real I need to work hard. I have the anticipation that these objectives will be achieved by me by the end of 2025 (Moore, 2017). 
Time
I have bound the time of 2025 for the achievement of these objectives. This is done to make sure that I am not wasting valuable time. My objective of maintaining information will be complete before 2025. 
[bookmark: _4zgmbabkwjf3][bookmark: _Toc67680510]Personal Development Plan

	Employment knowledge and skill
	Action
	Future Implications
	Time required

	Maintenance of infromation
	I will take information from newspapers and my tasks every day and keep them organised.
	I will be able to place myself as an HR manager in a company. This will develop my chance of increment and promotion.
	June 2021

	Time management skill
	I will improve time management skills by starting my day early and setting goals for the day. I will create deadlines for the author even if there are none.
	This skill will be applicable to do and submit my assignments on time with proper revision. This skill will help me as a professional person when delegating tasks to others will be easier.
	December 2021

	Teamwork skill
	I will develop my teamwork skill by participating more in group projects and assignments. I will be more actively participating in role plays in future.
	This will develop my quality as an employee (Pavlenko and Pavlenko, 2021). I will be able to work in any company without the arrival of conflicts.
	June 2022


Table 2: Personal Development Plan
(Source: Created by learner)
[bookmark: _cd6zn8udvr0h][bookmark: _Toc67680511]Recruitment and Selection 
The interviewer and interviewee role play conducted online helped me to form an idea about an interview process. The role play was conducted as authentically as possible. For better understanding, Gibbs reflective cycle can be used. 
Description - In the role play, I played the role of an interviewer at first and then an interviewee. The role of an interviewer was tougher than that of an interviewee. In the role of an interviewer, I prepared some questions that need to be asked during the interviews while my classmate prepared the answers. When I became the interviewee, I answered the questions (Markkanen et al., 2020). There were plenty of questions that could be asked as we researched. However, we had to choose only five, as instructed by the lecturer. I tried to choose the most important and relevant questions that are a must in any interview. 
Feelings - The feeling of the role-play was extra-ordinary because this is the first time I have done a role play that is based on employability and employment skills. This genre was completely new to me. I could imagine myself as an interviewee, however, imagining myself as an interviewer was a special feeling. This feeling is deeply moved by the participation of the classmate. I could express my dream of becoming an HR manager in a company. This feeling was special as I could understand that the desire of becoming an HR manager is not an easy job. I was happy thinking that I have experienced an interview for the same through the role play. 
Evaluation
The good part about the role-play was it was successfully conducted. There was appreciation from the lecturer and other classmates on how well I and my classmate as a pair performed well using all the necessary points. The lecturer complimented us for following the classes well. The bad part about the role play was the issues that we were having in the rehearsal sessions. As the role-play was conducted online, due to the pandemic situation of COVID-19, we had to rehearse through Google Meet and Skype. MS Teams was a good application to use for the performance, but network problems from my side created some interruptions in the practice session (Sekarwinahyu et al., 2019). 
Analysis
The role play was well conducted with the help of the lecturer who gave us some ideas on how we could add some points. The change in roles was effective. I have played both the roles of an interviewer and interviewee and this was helpful because I could place myself in both situations. 
Conclusion
I have learned about the skills that are required to become an HR manager through this role play. I have also learned how to be confident while giving an interview. I have learned to fill an application form effectively by highlighting my own skills (Tawanwongsri and Phenwan, 2019). 
Action Plan
I have been able to prepare myself for role plays that may be held in future. I have understood the allotment of time required for preparing for the role play. I will use the learning of interviews in my future interviews. 
[bookmark: _haghq2vof0p2][bookmark: _Toc67680512]Conclusion
The role play conducted between me and a classmate has been helpful to develop an idea about how to fill an application form and the questions that might be useful. In task 2, the importance of role play has been discussed with two tools - Gibbs Reflective Cycle and SMART objective. The skills and knowledge required by me have been discussed. Plans have been made and shown on how I can develop myself to become an effective worker. 
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	Job Description
	Person Specification

	· Topnotch Enterprise wants to receive applications for the post of the assistant human resource manager.
· He will be hiring and termination employees depending on the need of the company. 
· This will require organising meetings, interviews and conferences. 
· The role will perform the following tasks - payrolls, correction of mistakes of payrolls, termination process and exit interviews. 
· The job requires HR to maintain an ethical code of conduct in the workplace. 
	· The candidate who will apply for the post should have good leadership and communication skills.
· Good multitasking and instruction skills are required. Decision-making skill is a must. 
· The candidate must possess the good administrative skill. 
· The candidate should have a Bachelor degree in any business or management course. A Master’s degree will be preferred. A minimum of 2-year in human resource management is compulsory. 


Job Description and Person Specification for HR Manager in Topnotch Enterprise

	Topnotch Enterprise

	Application for HR Manager

	Personal Data

	Name: jhoshim chaudhury
	Contact: 12345678

	Email: joshali_79@icloud.com
	CNIC: 5634

	Employment Status

	Type of employment sought
	· Full time                       Part Time

	Job position sought: HR Manager

	Availability if hired: Immediately

	Desired Salary: £35,000/ year

	Education and Skills

	Begin from the most recent please:

	S. No.
	Degree Title
	Completion Year
	Institute Name
	CGPA

	1.
	MBA
	2020
	University of Wales
	8.9

	2.
	BBA
	2018
	University of Wales
	9.1

	Skills: Computer – MS Office, Tally, Software and Networking.

	Job Experience

	Company
	Job role
	Year
	Last salary received

	BKS Enterprise
	HR Manager
	2
	£30,000/ year



	Application form of HR Manager by the interviewee	

Questions asked by the Interviewer:
Interviewer: Good morning, josh
Interviewee: Good morning. 
Interviewer: What is your last qualification?
Interviewee: Master’s in Management from the University of Wales.
Interviewer: Why do you want to work for this company?
Interviewee: This company will provide me with the capability to enrich my skills for a HR manager. This company is specialised in the latest technologies and provides a good salary. Working here will be a dream of any applicant. 
Interviewer: Why should we hire you?
Interviewee: I have the preferred qualification of Master’s in management. I have good communication and decision-making skills. I possess experience of 2 years working in a company as a HR Manager. I look forward to serving this company with equal dedication. 
Interviewer: What are your strengths and weaknesses?
Interviewee: My strength is in my verbal communication skill and decision-making skills. My weakness lies in written communication skills. 
Interviewer: Describe an ideal workplace.  
Interviewee: An ideal workplace will have social equality and ethics in all of the employees. Here employees will work in teams to reach the organisational goals without any conflicts. The employees will be guided by the leaders and there will be no issue regarding payment or achievement. 
Interviewer: Alright, josh. Thank you. A confirmation mail will be sent to you if you are selected. 
Interviewee: How long will it take for the confirmation mail to arrive, Sir?
Interviewer: Not more than 7 days. All the best. 
Interviewee: Thank you, Sir.
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