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In my reflective report I am going to explain how it was for me the experience to have an interview job.
I will structure my reflective easy, explaining my career plan, also I am going to describe and analyse my own skills and knowledge. 
Furthermore, I am going to do my SWOT analysis and I will add my Personal Development Plan.  Besides, I will give the theory of Kolb’s reflective cycle and Gibb’s reflective cycle. In addition, I am going to explain Johari theory and my smart goals. 
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As a personal I was really good to have the opportunity to do a role play about an interview job. As I learned how to be prepared for the real one. 
Also, I learned from my colleagues and practicing with them. 
I was a little bit nervous but I did some practice with Parwana so the day of the role play I was more relaxed. 












[bookmark: _Toc60259499]CAREER PLAN

According to (Francine Fabricant, 2013), an adjustable and active career grants you to expand and progress as a human, because your interests, skills, and values ​​will also grow.
I am going to create my career plan, as a practical strategy allowing me to know what my skills and interest are, and I will set a specific time to achieve my goals. 
HOW I AM?
Organised, punctual, hardworking, good communication, responsible.

EDUCATION
Level 3 in Travel and Tourism. 
Level 4 in Certificate skills for the workplace

EMPLOYMENT
H&M- Sales Advisor
City Cruise- Customer Service
C&A- Sales Assistant 



	MY GOALS 

MID TERM
WORK: Continue with the following levels of my degree. As well gaining more experience in my workplace. 
HOME: Star saving money to think to buy a property. 


SHORT TERM 
WORK: Finish my Certificate Skills in the Workplace and gain a new skill.
HOME: Visit brother in America. 










LONG TERM 
WORK: Becoming expert in my field and working as a Business Management in UK. 
HOME: Thinking to move a better flat. 








PERSONAL PREFERENCES
Being implicated in an ambitious ambient by opportunities to grow up. 
ADVANTAGES 
Able to work under pressure, able to work in a team or individual and efficient in what I need to do. 
 LIMITATIONS
Foreign language.

CURRENT COMPETENCIES, SKILLS, KNOWLEDGE EXPERIENCE
Good communication, organisation, perseveration and motivation, teamwork and customer service.
Experience working in a team and individual. Experience working with customer.








EVOLUTION NEEDS AND SKILLS REQUIRED FOR PRESENT JOB AND FUTURE GOALS 
Understanding problem solving and decision making, to be satisfied in my career. 
Gain leadership skill, to manage a team. 
Participation in courses to get marketing and sales skills. 









ACTION PLAN
To achieved what I want I would need to work hard. I will need to do extras courses to gain more knowledge to gain new skills and to be really expert in my field. As well as a foreign I will spend more time to gain better speaking and listening. 
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According to (Sarsby, 2016) “SWOT is a four-box strategy analysis and strategy development plan”. Swot is: Strengths, Weaknesses, Opportunities and Threats.
Swot is a tool that has been in use more than ten years and it is the most commonly used planned tool actually. As an example, at my workplace I have every trimester a meeting with my managers, so they give me a report about how I have been working these 3 months. It has a similitude with the SWOT. Managers provide me a feedback in what areas I need to improve and what areas I am working well. Swot can help me to develop myself in the company. 
To achieve my goal, I will need to do my SWOT analysis. It will guide me to develop myself to show advantages of my abilities. I will do the internal factor, Strengths and Weaknesses. 
After I will consider the external factors doing my Opportunities and Threats.

	Strengths 
· I consider myself responsible. I usually received good feedbacks from my managers.
· I am organized I like to do my tasks with time. 
· I have the ability to plan my routine with weekly or monthly time before. 
· I am friendly and helpful. In my job sometimes I swap my shift to my colleague so we can be a team. 
	Weakness 
· I am afraid of public speaking; I get nervous and that can have a bad impact when I need to do presentation. 
· Sometimes I can be poor handling stress. I put too much responsibilities on myself. 
· I can be impatient, when the things do not go in the way that I want it. 
· I have strong, compulsive need to do things with time. 



	Opportunity 

· I am doing my “Certificate in Skills for the Workplace” it will help me to have more knowledge.
· Working in retail and studying this specific degree can help me to have more experience and grow up in my job for a better position. 
· Attending to this degree I will improve my English too.  
	Threats 

· Due to recent COV-19, managers have to reduce staff, so now I am often overworked. 
· Manage studies, work and family, can be hard for me. 
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After I have done my SWOT Analysis, it helps me to find my weaknesses, so I had recognized what are my obstacles that I might face and how I will need to improve them. Now I am going to do my Personal Development Plan. I will need to ensure exactly outlines my personal goals, and I need to explain why they are important to me, and how I will plan to achieve my goals.
To complete mi PDP I will need to follow some steps to have a good PDP. So, first, I will need to do my opportunities analysis: 

	Identified Opportunity

	Supporting Factors (Strengths)

	Opposing Factors (Weaknesses)


	Doing my Certificate Skills for the Workplace.
	Do assignment with time
	When I need to do presentations, I get really nervous. 

	Getting more knowledge and work experience.
	Being friendly and helpful 
	Impatient to don’t learn all about. I want to learn quickly.

	Improve my speaking and listening. 
	I am really persistent.
I do not give up until I reach what I want. 
	I can’t control the stress when I am not learning. 






After I will need to set my goals. 

	What do I want to learn?

	Why do I have to do?

	What support and resources will I need?

	How will I measure success?

	Target date for review?


	Improve my listening skills
	I will need to improve because I will feel more confident understanding 100%. Also, I will have better understanding in my workplace. 

	I will need to enrol in listening courses.
Use textbook audio and text.  
	I will show more understanding and I will feel better to speak with different people. Also, I will progress in my workplace and in my professional career. 
	November 2021

	Improve my presentation/public speaking skills
	I need to do it because I will need to work with different people, so I need to be ready to speak in front of people and not to be in panic. 
	I will need to practice, attend to another people presentation. 
	After I develop my skill, I will feel confident. I will be able to speak without fear and to express or comment my ideas. 
	November 2021

	Improve my problem solving and decision making
	I will need to do it because sometimes I have issues to choose the best decision. I am indecisive, so it is really complicate to make a good decision.
	I will need to learn to focus on the solution, not the problem.
	After I have managed to improve my problem solving and decision making, I will feel more confident to make the best decisions. It will help me in the future in my professional career. 
	November 2021

	Manage stress effectively
	Sometimes when I have many things to do, I get stress, because I want to have everything done on time. I need to learn manage my stress.
	I will need to do more exercises, take time out, I do not need to be too hard with myself.
	After I had learned how to manage the stress, I will manage everything better. It will help me in future and with my family. 
	December 2020

	Balance my studies with my family. 
	I will need to do it to feel better with myself and with my family. 
Spending quality time with them will help me to have more power to not give up and continue to achieve my professional career. 
	I will need to organize my time. Having time to do assignment and also time to spend with them. 
	After I organize myself, I will know when I can do activities with them, so I will feel freer and more active. 
	December 2020  



Now, I need to set my personal objectives, and I will need to set a specific time. 

	SHORT TERM GOALS (Next 12 months)

	My goal is to finish my first year in Certificate Skills for the workplace Level 4 to later move to next level. In this year as well, I will try to manage my stress that will help me to have better results in my studies and with my family. Furthermore, I will be organised myself to spend more time with family and do my assignments on time. 
I am going to become more visible in my workplace so I can move from sales advisor to team leader. 


	MEDIUM TERM GOALS (Next 2-3 years)

	I am going to take the responsibility to manage and lead a small team in my workplace as a team leader. So, I will be able to learn how to manage a team, as well I will put in practice my listening skills, and my problem solving and decision making. 
After 3 years I will be finishing my degree in Business Management. 


	LONGER TERM GOALS (Beyond 3 years)

	I see myself in 4 years working as a Manager it can be in my actual workplace or maybe in different. I am going to be able to manage a large team, achieving all that it comes, to keep growing and move forward.  At this point I see myself really confident with the skills that I have had to learn to move to following steps. 
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According to (CHANDGE, 2018) Johari Window model was design by psychologists Joseph Luft and Harrington Ingham in 1955. The model is helpful and functional to singular and groups also for growing well comprehension of oneself and other group members. Johari Window was first designated as a tool to encourage communication and strong teamwork.
I will use this tool as a personal development. 


Known to self			Not known to self

	Open Area



	Blind Spot

	Hidden Area





	Unknown 




Know to others





Not know to others






1. Open area: This window act for those aspects that are known both to the self and to others
2. Blind spot:  It be those attributes that others suppose about us, but we don’t know about our own selves. Are attributes that we are not aware of.
3. Hidden area: This window act for those actions that we know about us but are unknown to others.
4. Unknown: Some these attributes cannot apply at all to us, even so, they make different level of perception.
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SMART Goals are structured in the following way. Specific, Measurable, Achievable, Relevant and Time-based. Each section of the SMART structure operates in conjunction to generate a goal that is carefully designed, clear and trackable. According to, (Forster & Kahan, 2004).
SMART Goal: I would like to improve my presentation skills. 

SPECIFIC: I've got low mark doing my PowerPoint at my previous term assignment. Refining my skills requires that I learn how to utilize PowerPoint effectively and to practice I will use to make different presentations. I would like to know everything about PowerPoint, to be ready for my next course. 

MEASURABLE: Next course, I have to be able to make presentations
that includes graphs, images, and different media in less time. I need to be
expertly using and making templates in PowerPoint.

ACHIEVABLE: Improving my PowerPoint skills is essential to continuing ahead in my personal career. I need to coordinate weekly time apart to watch PowerPoint videos and also join in an online class that can help me to learn new skills.

RELEVANT: Using PowerPoint is around 25% of my course. As I continue with my next course, I will need to spend more of my time making PowerPoint presentations and word documents. I like my course.

TIME-BASED: In three months, I must be expert in PowerPoint making sure it is engaging less time instead of the 40% of the time I spend actually.
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David Kolb bring out his studying way model in 1984. Kolb's innovative learning cycle compound on 2 levels: a 4 stages cycle of learning and 4 distinct learning styles.  Ample Kolb’s theory is covered with the student’s inside emotion procedures. According to  (McLeod, 2017)
“Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).

Testing the New Concepts
Theorising and Development of Concepts/Ideas
Observation and Reflection on Experience
Concrete Experience 















Examples of my experience. 

CONCRETE EXPERIENCE: 
Last term, I learned how to use Kolb cycle. As well, I developed my time management skill. 
OBSERVATION AND REFLECTION EXPERIENCE: 
Looking back, I realize that for me this module was a little bit hard to understand. I found that the way of the structure of this cycle it is more complicate. 
THEORISING AND DEVELOPMENT CONCEPTS: 
I have learned that Kolb make this concept to help students to learn from the experience. Research indicates that, In Kolb’s theory, the momentum for the progress of latest ideas is supplied by latest circumstances. (McLeod, 2017). 
TESTING THE NEW CONCEPTS:
Applying this concept in my life will help me to learn from my errors, to go back and analysed the situation and have new experience. 
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According to (Jasper, 2003). The initial structured we found has been created from Kolb's idea in educational theory. The reflective cycle created by Graham Gibbs 1988 to provide composition to learning from experiences. 
It gives a structured for studying circumstances, and offer its periodical nature gives itself especially fine to replicate circumstances, letting the student to study and arrange from experiences that also went right or did not go well. Compost by six phases:
Description 
(What happened?) 
	Action Plan
(What would you do again?)								Feelings
									(What were you thinking)
										
										
										 												Evaluation
                 Conclusion 					(What was good and bad?) 
(What else could you have done?)
						Analysis
					(What sense can you make the situation?)



Example of my experience.

DESCRIPTION: 
Last term I have learned how to use the Gibbs reflective cycle and how to do a CV and Cover Letter.
FEELINGS:
I was feeling a little bit worry because I did not how to use the Gibb’s reflective. I remember that I asked a lot of questions to make sure that I was understanding everything. 
As well, after I practiced how to make a CV and Cover Letter, now I felt more confident. 
EVALUATION: 
It was good to learn how to use this cycle the previous term because now I know a little bit more how to use it. Also, it was really helpful to practice how to prepare a CV and Cover Letter as now I am going to use to do a good role play in my assignment.
ANALYSIS: 
I have learned that this cycle is a good way to learn through the experience. Also, I learned that CV and Cover letter it is something essential that I will need in my personal life and in my academic journey.  (Reed, 1960)
CONCLUSION:
I have learned that using this model can help me in the future to reflect in my experiences. Also, I have now the experience how to write an appropriate CV. 
ACTION PLAN:
If I had the opportunity to do something again, will be to have more practice using Kolb’s cycle as I did not practice a lot in class.
And also do more practise writing different Cover Letter. 
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After I have done my reflect report I have learned how to reflect from the experience, as you can explain how it was the situation. As well I learned how to use different tools to develop myself, such as PDP, SWOT Analysis. It has been really useful to use this tool as now I know what I want to do after this course and how I need to do it. 
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