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Reflective Review – A Professional Career Development Strategy.

Introduction 
I am Joanne Jarrett. I was born and brought up in the UK. My sister and I both went to the local Primary School, a (20) minute walk from our home in South London. 
I had a great time at school and found my experiences there productive and enjoyable. I moved onto Secondary School a bit further away from home – but still enjoyed it all, with the high points for me being ‘Prize Days’, at the end of the winter term each year. I was awarded books and a small badge most years and winning these prizes gave me a great sense of achievement and filled me with confidence in my academic abilities that set me on a path to deciding what it was that I wanted to do with my life when my formal education had come to an end. 
After finishing my compulsory school years in London, I went into further education briefly and also took a number of short, secretarial and IT courses, but always wanted to continue studying at a higher educational level, because this is something I enjoy and I also felt, I would then be able to go on to utilise the knowledge and skills I acquired. 
I have had a long-ish career working in administrative and secretarial positions and over several years have worked within various sectors, including the law, insurance, education, the court system and the charity sector, which I now feel has all steered me to towards this point in my life. 
Although I have had set backs, my motivations haven’t diminished during this time, in that I believe I can and will achieve the career change I want in my life, as well as the fact that I enjoy studying and learning new things and so, I enrolled onto the ‘BA Leadership and Management Skills for The Workplace’ course at UWTSD. 
There were various ‘Push Factors’ that influenced my decision to leave the world of employment and move towards self-employment. I found the lack of any challenge within my job sector very de-motivating, however, the most significant factor in my reason for leaving was that my expectations for my career goals long-term, were not being met within the organisation and managers didn’t seem to want to, or be able to address the issue of wide-spread job insecurity and now, my lifestyle currently allows me the time and space needed to dedicate to studying for a higher qualification. The major ‘Pull Factor’ was the incentive of being able to create my own career agenda. I’m also attracted by the sense of freedom that running my own enterprise will give me.   
Having completed a life-line exercise and also a mind-map, based on the high and low points, these have helped me to see what my priorities are now and are likely to be in the future and that influences my ability to set and control my earning power and work to securing my own financial agenda – as well as assisting others in doing the same. 
This university has a great reputation and ranks among one of the oldest in the UK (third, after Oxford and Cambridge) and this has played a large part in my decision-making process of where to study. Obtaining a degree is fundamental to my personal sense of achievement and accomplishing my set of goals and so earlier this year, I finally decided to ‘bite the bullet’ and return to full-time studying in order to obtain a qualification in my chosen subject – ‘BA (Hons) Applied Business Entrepreneurship’, which will enable me to pursue my passions and these are aligned with what influences me and that ultimately, is the need to be in control of my working life. 
I have experienced challenges along the way and at this point – probably not dis-similar to my fellow colleagues on the course and realise they are there to be overcome…
1.    Recognition of Individuality
Following on with the theme of this review, I can identify that during this year studying at university, I have developed several valuable qualities, two of which are my ‘team-building’ and ‘co-operating’ capabilities. On examination of the benefits, this is backed up by -
Mullins. J. Laurie & Christy, Gill (2016, p. 117), who assert that - 
“The individual is a central feature of organisational behaviour. Organisations are made up of their individual members, whether acting in isolation or as part of a group, in response to expectations of the organisation, or as a result of the influences of the external environment. 
Individual differences can foster creativity, enjoyment and satisfaction at work but can also be the potential for conflict and frustration. Managers are required to be competent at selecting and developing individuals who will be valuable to the organisation. They need to be observant about the individuals who are capable of effective performance, have the potential for development and work well with other people within the context of the organisation as a whole. Effective management of people requires not only an understanding of individual employees, but also recognition of the culture of the organisation. What is expected and accepted in one work situation may not be the same in another. For instance, creativity and individuality may be encouraged in one organisation but undermined by bureaucracy in another. Managers also need to be able to recognise, respect and value individual difference and be sensitive to contrasting needs. Finally managers need to know themselves and understand their uniqueness and the impact of their own personality on others.
Managing relationships at work has always been a key skill, but the speed of change in organisations and the external environment places increasing pressure on individuals at work. Sensitivity to individual needs and differences, especially in terms of their resilience, becomes particularly significant when organisations embark on change initiatives. When change appears to be externally imposed, the management of people takes on a different dimension in terms of the sensitivity required. Such changes may lead to new mindsets, attitudes and perceptions that enable people to cope with and adjust to the different world. Managers will be expected to understand the strains employees feel during times of change, but at the same time deal with their own levels of stress.” 











2.    What Do Employers Look For In Employees?
According to ‘Nesta: The Foundation for Research and Innovation’, (Nesta, 2018) the top 10 skills employers looked for in potential employees in the UK (between 2014 - 2016) are below, with many relating to interactive skills, needed for example in customer service and team-working positions - as well as basic abilities:-
· Communication skills
· Organisational skills
· Planning
· Customer service
· Microsoft Excel
· Business management
· Teamwork/collaboration
· Writing
· Detail-orientated
· Sales
From 2016 to date, more commonly stated skills include:- 
However, during the same period, the (10) abilities required more commonly, included the below -
· Big data
· Information technology industry experience
· Contract accountancy
· On boarding (a method of incorporating a new employee into a group/company, or a new client with a specific product/service) 
· Digital marketing
· Information security
· Transportation logistics
· Front-end development
· Patient care skills
· Mental health experience
The above skills were in the most demand and indicated the most often between (2012 & 2016). An upsurge in requests for these skills can be explained by the variety of positions that now need this type of expertise and also the inevitable increase in positions available to those seeking this kind of work. 
Some of these abilities, relate to jobs in the ‘caring professions’, with a further cluster of abilities replicating conditions associated with our more technological environment. 







3.    Self-Evaluation
Being self-motivated is having the ability to thrust ourselves forward and ahead and keep going, striving to achieve – perhaps in the face of adversity. This force according to MindTools – which is an online portal for Management & Leadership Training, is what helps us build self-confidence and enables us to develop and focus on our objectives.
My score on the online Self-Motivation Quiz was – 49, which although close to the higher end, when I examine the questions and some of my responses, does leave room for some improvement and in particular, using a tool such as Eisenhower’s Urgent/Important Principle to manage my priorities, will help me identify which should be at the top of my list going forward. 
Dwight Eisenhower famously said, “What is important is seldom urgent and what is urgent is seldom important” and as a Business Consultant, having the skill of being able to organise tasks into ‘urgent’ and ‘important’ categories would be quite a significant element to my success. So, I’ve put together a basic diagram illustrating the differences between the two.
THE Eisenhower Matrix
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4.    Learning Styles 
Each individual is a product of their own life experiences and along with our personality, we will all have a set of individual characteristics, which will allow us an innate way of dealing with and understanding new skills and tasks and as a result, we have different learning styles, which help us to integrate and adapt to the things we need to do, in order to make progress in the development of our careers. 
In 1984, David Kolb’s developed a method of assessing a person’s skill set, against their job requirements. The ‘Experiential Learning Model’ was based around (4) stages – experience, perception, understanding and actions.
                 [image: Image result for kolb theory of learning styles]
Fig. 2.	Kolb’s Learning Model
During my time, working as a Legal Secretary, for a large firm of solicitors in Central London, there were often occasions when, without realising it, when contemplating returning to study, I used the ‘Reflective’ & ‘Observational’ stage of Kolb’s Experiential Model.
Peter Honey and Alan Mumford further developed Kolb’s Model and came up with (4) of their own additional ways that people prefer to learn and the labels that they attached to these types are:-
Activists (doers)
Reflectors (Reviewers)
Theorists (Thinkers)
Pragmatists (Planners)
      [image: Image result for honey and mumford learning styles]
Fig. 3.	Honey and Mumford’s Learning Style
Having completed the ‘Honey & Mumford: Learning Styles Questionnaire’, their theory would suggest that I lean equally towards being ‘Pragmatic’ and a ‘Theorist’ – scoring (18) in both. I however, consider my learning style to be a combination of ‘Reflector’ and ‘Pragmatic’ and can demonstrate this by discussing the occasion when I was given the task of managing a small project within the department I current work in. 
Our department of (36) people were arranged into (6) groups. We were given the task of creating an humorous, 10 minute end-of-year presentation and our group – with me leading, decided to write a poem set to music, where each staff member could choose a verse and perform their 1.5 plus minutes along with amusing slides. 
Once ideas had been brainstormed and - with the help of the rest of the group - I quickly learnt that the most pragmatic way forward, would be to take a moment to stand back, observe each group member, consider their past performances and current behaviour and then use that information to reflect on their capabilities in carrying out the task. I quickly put a strategy into action based on Kolb’s Learning Model, and with each of the personalities of the other (5) staff members. 

Use refs














5.    Management Tools
SWOT Analysis
A SWOT Analysis is a management tool and a way to understand the Strengths, Weaknesses, Opportunities and Threats normally associated with businesses and organisations – but can also apply to an individual and because the analysis is clearly defined, is a useful tool in determining what is working in a particular area, or whether changes need to be made to succeed. 
Below is my Personal/Career SWOT Analysis.


Looking at my weaknesses, being uncompromising can be seen as both a strength and a weakness and is just a question of balance, but this can also be viewed as an opportunity to turn a weakness into a strength by firstly making decisions based on sound judgements and then resolutely sticking to them. 
I also have a propensity to be impatient sometimes not only with others, but also myself and doing the necessary work to reduce this, can only be a benefit.
Finally, I am inclined to have too many on-going projects and ultimately spreading myself too thinly. This tendency could be turned into an opportunity, by eliminating the unimportant and time-consuming, in order to focus on those projects that will produce the greatest benefits. Using the SMART Model would be a useful exercise in helping me to structure my various goals. 




The SMART Model
The SMART Model, is also a management tool and is another way of structuring a plan, but is more precise than a SWOT Analysis, as it not only drills down into the elements that will make your objectives achievable – but when and how. 
S – Specific (begin business i.e. with name, web presence, marketing plan etc…by 1st Aug 2019)
M – Measurable (Gauge financial progress by end of year)
A – Actionable (Review methods of success achieved at end of year)
R – Relevant (Monitor & clarify current business goals – use Pareto’s 80/20 Rule)
T – Timebound (set limits for attaining each target)

Johari Window Model 
Invented by Joseph Luft and Harry Ingham in 1955, the Johari Window Model, is a different sort of management tool, in that the intention is to increase effective communication and understanding between an individual and those they work with. It is made up of (4) sections, that are flexible, according to different variables. 
In evaluating myself, the Johari Window model, would be a very useful means of assessing how I see myself and what I am capable of and also how others see me and would be beneficial as part of my personal development plan.

Panel 1. According to Peter Morgan (2017. P.29-30) ref.
What we know about ourselves and what others know about us: ‘The Arena’
When someone goes to fight in a boxing match or compete on a tennis court, everything that they do is public – their anxieties, their abilities and how they react when things are going well or badly. 
The same is true when we talk about our day-to-day skills as well: people can see what we struggle with and what we excel at, hence the name of this conceptual place. 
	


Known to self
	


Unknown to self

	

	
Arena
	
Blindspot


	
Known
to others

	
Façade
	
Unknown


	
Unknown 
to others



Fig. The Johari Window Model

Panel 2. 
What we know about ourselves but what others do not know about us: ‘The ‘Façade’ or ‘Mask’
There are certain times and occasions – or certain activities – that make us behave in ways that we would might consider embarrassing or wrong, and there are times when we do things we probably should not. In both contexts, we keep such behaviour hidden from others we know. For example, people at work might see us quite differently from our family and friends, so we typically keep some parts of who we are hidden, or masked. 
These activities would come into the box labelled ‘Façade’.

Panel 3. 
What we do not know about ourselves but what others believe about us: The ‘Blindspot’
In terms of vision, everyone has a blindspot: an area of vision that is momentarily obscured. If you drive you might have a number of mirrors to enable you to see around the car, but there are places which may be missed and you will need to move your head to see. In both situations, we talk about the ‘blindspot’. 
In terms of personal development, the blindspot consists of those skills which you have but are not aware you have them, or those skills you think you have, but have never been told that you were poor at them.

Panel 4. 
What We Do Not Know about Ourselves and What Others Do Not Know about Us: The ‘Unknown’
If you have never been skiing, ice-skating, or jumped out of an aircraft to go skydiving, then you will not know whether you are any good at it – and the same applies to any skill we might need to demonstrate, In addition, no one else will know whether you are any good at it either, and in such situations we would say that we are operating in ‘the unknown’, or – to put it more simply – we are exploring our skills. 
When we are children, we do this all the time. Can I climb? Walk? Count from 1 to 100, and so on. But as adults, we start to slow down our development and often concentrate on things that we are good at. There is really nothing wrong with this, as long as we have all the skills we need to do everything we need to do both now and in the future; however, life rarely stays the same. We change jobs, change our plans, get married, start to use technologies we have never used before, become parents, and so on, thus there will nearly always be something we need to develop.







6.    Recruitment & Selection Processes 

From an employer’s viewpoint, the recruitment and selection of potential employees can be a complex area. Legislation exists to both guide the employer and protect the job-seeker, or employee, at each stage of the process. These days companies and many organisations use various approaches when looking to add to the workforce, with the objective being – ‘having the right person, in the right place at the right time.’ (CIPD, Factsheet Recruitment – An Overview, March 2012). 

So what is ‘Recruitment..?’ 

In the context of employment, it is basically, creating a list of possible contenders for a job, using the most time-effective, tangible and fair processes, also taking into account the type and culture of the organisation, or business. Some businesses conduct recruitment from both within and outside of the organisations and there are both advantages and disadvantages, with using either means. There are numerous methods that employers, or recruitment companies use to communicate the availability of a job, or jobs. The main components of this would be to convey the reasons the employer/company is seeking new candidates and how do they propose attracting the right type of person? The second step would be to create and distribute an appropriate job description and communicating with potential job-seekers during the course of recruitment. 

Finally, the advantages to recruitment companies in taking on these projects from ‘big business’ and also enlisting job-seekers to their agencies are the financial incentives which makes the ‘recruitment industry’ very lucrative. 


Job Description…?

This is the complete breakdown of what the job will entail on a practical day-to-day basis. It will also outline a description of the duties and responsibilities to be undertaken.


Person Specification..? 

This document will describe qualities, or abilities the employer or agency is looking for in a candidate, in order to fulfil the requirements of the ‘job description’.  

For example, the conditions that need to be met, might be termed both ‘essential’ and ‘desirable’ – with the criteria being:-

Qualifications 
Skills/competencies
Knowledge
Previous Experience 
Experience Required
Personal Qualities (e.g. good communicator at all levels)







What is ‘Selection…?’ 

This would be where an employer has created a list of potential candidates for an available vacancy and then, taking into account the ‘Job Description and the required ‘Person Specification’, he/she would then need to carry out a method of choosing the most appropriate applicant for the position. 

The criteria that is normally used when making a decision on who to choose for a given position would be based on a number of things. Firstly, how well the candidate performs at interview, the content of his/her CV, the accuracy, presentation and completion of an application form, the results of any references and finally, how closely the applicant matches the ‘Person Specification’ with the overall purpose of the job and the key duties and activities to be performed.

What would your (‘the employers’) decisions be based on, when selecting a candidate?

· The completed application form
· The CV
· The interview
· How closely they match the ‘person spec’
· References


It might be interesting to note here. The world’s leading search engine ‘Google’, have been known to use clever, ‘brain-teaser’ type questions in their process of shortlisting applicants to their organisation. However, this may well have been an exaggeration and just another clever way of adding to Google’s method of smart, ‘market-positioning’, by using the ‘recruitment/ selection’ process to increase their dominance.   



[image: http://www.acas.org.uk/media/image/2/8/recruitment-top-tips-700.png]

7.    Good Practice in the Workplace

According to ‘The Office of National Statistics’, December 2018 figures; the number of people in paid work in the United Kingdom stood at 32.48m. These numbers included mainly both the ‘employed’ and ‘self-employed’. (Clegg. ONS. 2018)



‘Good Practice’ in the workplace, or sometimes referred to as ‘Best Practice’, is a way in which systems and procedures, backed up by legal and moral rules and regulations, are normally used within businesses and other organisations to encourage effective, productive and harmonious environments within the workploace often, with the intention of increasing output. 

Patience Wheatcroft, considers the recent issues that brought into question ‘Good Practice at Work’ regarding Ted Baker founder Ray Kelvin…

 ‘Boards must step up to control alpha founders… just ask Ted.’

Ted Baker is rather of a paradox. According to the yearly accounts Ray Kelvin is identified as the company’s chief executive with the addition of, “(closet man to Ted”). Since opening a single shirt shop under the name Ted in 1988, ‘Ted’ has become a character, travelling the globe, defining fashion rather than being behind it and “mingling commerce and having a good time, whenever he wanted to”. 

In Ted Baker, Kelvin has shaped an excellent promotional device that he has utilised to construct a business that last year had proceeds approaching £600m. The business asserts that its accomplishments are determined by continually asking the question: “Would Ted do it that way?

Kelvin is the only one able to respond to this query. Until he went on holiday last week, he ran an openly cited corporation with a board of directors who hadn’t ever encountered Ted. Should Kelvin proclaim that Ted would do something in a particular way; why would they dispute this?... 

The Ted Baker board welcomed David Bernstein in 2003. He became chairman in 2013. If the improper hugging, ear massage and such, purported to have been Kelvin’s way of steering business, was widespread, possibly Bernstein should have been cognisant of it. However, if he did have suspicions, could he ever have controlled Kelvin, aka Ted?...

Kelvin is a brash, extrovert man who decided to make Ted Baker, more of an exaggerated personality, the essence of the company. He concedes he did support a “hugging” culture but a formal written request signed by employees, maintains that the behaviour had crossed the line.

A strengthened chairman might have used the opportunity to recommend it was time for a more reserved attitude. It is ill-fated perhaps, that the business brags of the significance of “creating an exceptional worker occurrence”.

It seems as though the reality of being a worker at Ted Baker may certainly have been extraordinary, but what is the point of being reliant on a group of people in charge, if it is not able to guarantee that a business, as well as its chief executive, performs appropriately? (Wheatcroft, 2018)





8.    Rights, Laws and Obligations
Allied to the above, there are also laws and regulations passed by Acts of Parliament which employers need to know and keep abreast of, not only when seeking an employee, but also once an applicant has been engaged and offered work – this applies especially in cases where there have been legislative changes. These laws and rules are also there for the benefit of employees.

Employment Law
This came about through Common Law – which were decisions made by judges
    Contracts made between employer and employee, used to be covered by Common Law

Through Acts of Parliament
    Health and Safety at Work Act (1974)
    Enterprise and Regulatory Reform Act (2013)
    Equality Act (2010)
    National Minimum Wage Act (1998)
    Human Rights Act (1998)
    Data Protection Act (1998)

Via The European Union
    European Union Directive 2012 – Parental Leave 
    Protection of Employment Regulations (2006)
    Working Time Regulations (1998)

The (2) key laws apply to:-

Discrimination – The Equality Act 2010
The Rehabilitation of Offenders Act 1974

The (9) ‘protected characteristics’ of the Equality Act (2010) are:-

Sex
Race
Pregnancy and Maternity 
Disability 
Age
Sexual Orientation 
Gender Reassignment
Marriage and Civil Partnerships 
Religion & Belief
















9.    My Professional Development Plan
 ‘Micro-Business Start-Up Consultant’ 

Name:					Joanne Jarrett		
Student No.:				1711041
From: 					1st January 2019 
To:					1st August 2019

Current Role
· Executive PA to Group CEO – Charity Sector Organisation 
· Manage and provide a confidential secretarial service to Group CEO providing full administrative duties as required including; booking rooms, producing agendas, taking and transcribing confidential minutes of meetings, circulating appropriate papers/documents, etc…
· Arranging travel – (internal & international).
· Manage incoming emails, calendars, post, expenses, purchase orders, telephone enquiries & calls for the CEO.
· Maintaining office systems and equipment.
· Acting as ‘point of contact’ for various VIP bodies who work in liaison with the organisation (whilst observing appropriate internal protocol).
· Liaise with other Executive Board members, arranging and providing ad-hoc additional administrative support as and when (under direction of the CEO).
· Standing in for the manager in their absence
· Acting as office manager and supervising other administrative staff
· Manage office accounts and budgets (limited).
· Manage expectations, milestones, budgets, deadlines within small projects.
· Co-ordinate and ensure all comms and advertising is on brand, according to organisation and house-style guidelines.
· Assist in strategy development and post-analysis on marketing and advertising campaigns.
· Assist in writing communication copy (hardcopy, online & social media) 
· Analyse and keep abreast of key competitor activity; strategy, design and media usage, also consumer behaviour applicable to our business brand and target audience.
· Assist with event planning and attend events as required.
· Working collaboratively and maintaining databases of contacts (incl.) external stakeholders (e.g. advertisers, marketing & promo organisations,   )

Future Aspirations / What do I want / Need to learn?
· Choose structure of my business e.g. (sole trader, partnership, limited co., charity etc…)
· Create brand 
· Decide who is/not my target clientele
· Establish my rates
· Offer packages 
· Construct website 
· Provide a valuable service
· Encourage/incentivise repeat clients
· Develop a specialism in my subject area

· How to create and attract a ‘Specific Target Client’
· Learn/develop new skills – 

· Soft - e.g. improve interpersonal, communication, managerial, leadership & analytical skills
· Hard – e.g.  basic bookkeeping, basic marketing, project management, print media writing, etc...

What will I do to achieve this? 
· Attend networking events/workshops/seminars/courses/meetings
· Via Eventbrite etc… (1 per fortnight) 

‘Presenting With Confidence Workshop’ in partnership with the British Library’ – Weds, 20th February 2019 – (10 – 1pm)

‘How to get Featured in Newspapers’ High Profile Club – Weds, 20th February 2019 – (6 – 9pm)

BA Applied Business (Entrepreneurship) UWTSD/Ducere (Jan 2019)

· Research other Small Business Consultant businesses 
· Create a business plan
· Devise a mission & vision statement
· Build relationships with other Small Business Consultants/ Advisors 
· Adopt SMART principles and use a SWOT analysis
· Sign-up to directories – (incl. online)
· Publish articles
· Track progress – end of each month

What resources or support will I need? Fy7nhyjy7
· Seek expert advice
· Ask contacts for assistance
· Read appropriate literature on subject
· Join relevant groups/organisations
· Increase my profile
· Keeping up-to-date with current news/opinions via the media/ colleagues/business groups etc… 

What will my success criteria be? 
· By 1st August 2019
· (5) clients 
· New business connections 
· Income = £????
· Completion of first assignment (Ba Hons Degree)

Target dates for completion & review?
· 1st August 2019

My ‘Professional Development Plan’ covers the period from: Beg Jan 2019 – Beg Aug 2019 and I have arrived at this strategy as a result of reflecting on my experiences, using various models and theories to evaluate the effects.
At the end of this stage, my intention is to be in my 1st/2nd year of BA (Hons) Applied Business Entrepreneurship. 
The course involves the relevant units I will need in order for me to progress to setting up my own initiative – including:-  
Fundamentals of Entrepreneurship
Applied Entrepreneurship: Concept Development and Validation 
Fundamentals of Management
Managing Employee Relations
Fundamentals of Project Management
Digital Business and Disruption
Digital Marketing
Capital Raising
Competitive Market Positioning
Marketing Strategy and Planning
Business Model Development
Corporate Responsibility  































10.    Professional Mission Statement
In his book Stephen Covey, describes creating a mission statement as ‘connecting with your own unique purpose and profound satisfaction that comes from fulfilling it’. 
My professional mission statement incorporates values and beliefs that sum up my attitude and intentions for the career purpose I am working towards.
During the past 4 years, I have successfully achieved several personal/professional goals. 
Past Successes
The first being the loss of approx. 12 kilos over a period of 18 months. This has been the result of many hours, regularly attending my local gym, while at the same time, paying attention to my nutrition, food intake and stress levels. Although a personal achievement – I believe this will go a long way towards being an important part of my overall professional appearance and well-being.
The second was (during this past year), I learnt how to stand in front of an audience of strangers – basically and present my business idea in a calm, straight-forward manner and not allow nerves to get the better of me - thanks in part to practice with my group and also videos on You Tube and ‘hey presto’ – much easier...
Completing the first year of my degree course and being accepted onto the second year of the perfect course for me. (Covey, 1994)
Taking into account my Core Values –
· Loyalty 
· Strength (of character)	
· Kindness
· Compassion
· Integrity
· Tenacity
· Analytical 
My Mission Statement is – 
“To help provide the practical expertise and inspiration, to move future entrepreneurs toward their goals. All things are possible with courage and determination…”
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WEAKNESSES


OPPORTUNITES


THREATS


Extensive life experience	


Extensive workplace experience


Single-mindedness


Tending to be involved with too many projects at one time


Premature burnout 


Limited management experience


Good planner 



STRENGTHS















Personal & career marketing & promotion


Professional skills/training (other)


Impatience 


Uncompromising


....


Strong English language & writing skills


Resourcefulness


Or








Organised


Good crisis management skills


Uncompromising 





























Insufficient IT knowledge


Undertake further IT courses


Visit networking events


















DO Do it now...
Complete business accounts - deadline 1 hour!

 



DECIDE Schedule a time to do it...
Supermarket Shopping & Housework 




DELEGATE Who can do it for you...?

Create list of events/seminars to attend next month







DELETE Eliminate it...
Cleaning kitchen cupboards
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+ Make ‘reasonable adjustments' if the candidate is disabled

« Sift applications with at least two people to select candidates

« Prepare for the interview! tests/ assessment centre

+ Conduct the interview! tests/ assessment centre and score candidates
+ Select the best candidate for the job.

Complete final details

+ Offer the job and make necessary pre-employment checks

esolve any queries over the contract of employment and the checks.
 File documentation eg candidate’s written acceptance of the job offer
+ Start to prepare for the new recruit's arrival
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