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1. Introduction
Nowadays, the term career is commonly used in the professional field.  In other words, a career is a strategy for connecting people to the labour market that benefits individuals, organisations, and society, as well as contributing to social ideologies and stability (Collin, & Young, 2000). An employee's career development is determined by how well he performs in his professional career. The process of career development can be described as a continuous process of change, according to Riverin-Simard (2000). In light of all of these factors, I have decided to pursue a career in management. My long-term goal is to become a manager in the business world. Therefore, in this report, I will describe my chosen career and the skills that I have and need to acquire to be successful. Gibbs' reflective cycle will also be used to reflect on my job interview role play. 

















2. Self-Assessment
The swot analysis technique examines internal organisational and personal factors 
(Cottrell, 2021). Using SWOT analysis can enable me to identify opportunities that I might not have noticed before. In addition, understanding my weaknesses will help me eliminate or manage threats that would otherwise impede my professional development.

Personal - SWOT analysis
	Strengths
· Being trilingual
· GCSE Maths and English
· Certificate of Higher Education
· Organised
· Reliable
· Time management
· Multicultural work experience
· Digital competence
· Team collaboration
· Multitasking
	Weaknesses
· A poor stress handler
· Unable to say no
· An emotional person
· Public speaking anxiety
· Report writing
· Notes taking 
· Assuming many responsibilities at once - failure.


	Opportunities
· Developing my career
· New skills
· Experience in business field
· Work with latest apps
· Make new connections with professionals.
· Company expansion - translate for stakeholders.

	Threats
· Bella, my colleague, is a native speaker and competing for the same position.
· Overworked due to staff shortage- negative impact on my health.
· Old employees are not accepting of modern methods of working.







2.1 Current skills
Using SWOT analysis, I have identified some of my strongest skills, and some gaps in the skills I need to fill in order to progress in my career.
· Self–motivation - As humans, our motivation is a force that drives us towards our goals, fulfils us and improves our overall quality of life. Self-motivation is something at which I am good. Moreover, I do not need someone to force me to do things that I know are important for me. As a result of my motivation, I complete assessments, presentations, and other deadlines on time. It is beneficial for my future career to be a self-motivated employee because even if I experience setbacks, I will maintain optimism and carry on.
· Time-management - Managing my time is a skill I have acquired at the university. Success comes from focusing on the right task at the right time, according to McMillan & Weyers, (2021). In my role as a student, mother, wife, and employee, I faced many challenges. However, I managed my time efficiently and completed all my responsibilities on time after implementing this skill in my daily routine. The following tools were also valuable: diaries, timetables, and planners. For certain, this skill will fit in my chosen career because it will help to structure my work in a way that allows me to accomplish goals. Working as a manager means having a variety of responsibilities to help the company succeed. If I am responsible for a project, for example, I will make sure to note the deadline, write down the tasks that need to be done, and divide them between the days left to ensure that I will finish it on time.

· ICT (information and communications technology) - Essentially, ICT or IT refers to any method of storing, retrieving, manipulating, transmitting, or receiving information through electronic means (Holmes, 2017). In this process, substantial amounts of information can be operated quickly and efficiently using computers, digital televisions, email, storage devices, robots, and mobile phones. It is easy for me to conduct research online, use university libraries, and e-mail lecturers or colleagues having IT skills. I will be able to effectively use technology with these skills, even though the IT system in a business firm is complex and has links throughout the world.

· People skills - People skills are the ability to effectively interact with others (Cottrell, 2021). In addition, it involves having a good relationship with a wide range of people, showing empathy to them, and adapting to their habits and behaviours. From my colleagues, I have received feedback that I am sociable with others, and everyone feels free to approach me if they need help. Therefore, I do not expect to have any problems to get on with my new colleagues or communicating with them at the workplace. I anticipate adapting smoothly to my new position.
 
· 2.2 Employability skills
A person's employability consists of maintaining and developing work-related skills and knowledge throughout their career (Neugebauer& Evans-Brain, 2016). Furthermore, employability is a wide term that concentrates on all aspects of a career: study, developing skills, graduating, and finding a job that engages an individual that will keep them satisfied for the long term. As I move forward, I will describe the skills I must acquire to become employable. 
· Problem solving - The ability to analyse facts and situations, apply creative thinking, and come up with appropriate solutions. By learning this skill, I will be able to solve problems at work efficiently, for example: who will cover an employee's sick leave, or how to handle a problem between co-workers.
· Communication - It is the ability to communicate effectively with others via face-to-face interaction, written communications, telephone calls and social media (Trought, 2017). This skill will enable me to communicate effectively both professionally and academically.
· Leadership - Leadership skill is the ability to lead/influence people through positive personal characteristics and behaviours (CIPD, 2022). My future job involves managing people, which means I need to be a leader. It will be my responsibility to delegate tasks and motivate others to achieve a shared goal.
· Business and customer awareness – The skill helps an individual understand the business market, customer satisfaction, as well as challenges that company may confront (Trought, 2017). Having knowledge of the company's markets and customers will allow me to share my opinions/ideas regarding the company, adding value to my professional abilities.
· Teamworking - A skill that allows team members to communicate, cooperate and negotiate effectively with others while being respectful (Neugebauer& Evans-Brain, 2016). Through this skill, I can build strong relationships with my future colleagues. We will all work together for the same goal in the company, so feeling part of a team is crucial.

3.Systematic Approach to Skills acquisition 
Personal Development Plan
	Name
	Daniela Ambros
	Proposed Job
	HR Manager

	Time period
	From: 2022
	To: 2025

	Skills that I need to achieve my goal

	Skills
	How can I obtain them?
	Resources/ support
	Obstacles
	Time of acquisition


	Problem solving
	Practising
Brainstorming
Reading
	Books-Library,
Decision-making process- six steps (Schoenfeld, 2011). 
	Health issues
Tiredness
	12 months

	Communication
	Think before to speak, listen documentaries, speak clearly, write reports/essays,
read daily, presentations/play roles in class.
	Colleagues Lecturers
Workshops
	English as a second language - the emotions of speaking with native speakers.
	24 months

	Leadership
	Team Leader
A class representative
Practice discipline
Mentoring others

	Podcasts
Blogs
Feedback
My team

	A lack of confidence Impatience
Failure-related anxiety
	24 months

	Business and customer awareness
	Learn/read how a business operates and develops its strategies.
	Industry news/ events 
Social-networking sites-LinkedIn
	Low internal support and lack of interest
	12 months

	Teamworking
	Enhance workplace culture
Open communication
Make connections with colleagues at work/university
Support others
	Books
Belbin’s team roles (2010)
Colleagues
	Team size
Goal confusion
	18 months



4. Recruitment and Selection
During week eight of the module Professional Career Development, I was required to participate in a role play. My description of the role play will be based on Gibb's learning cycle. Gibb's learning cycle consists of six reflective stages: Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan. For accurate reflection, I will need to address all questions and follow up with the model construction.
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Figure 1: Gibbs’ reflective cycle (1988)
Description - My colleague Zina and I played the roles of interviewer and interviewee in our assessment role play during week eight. We assumed that one of us was a potential employee who was applying for a job and the other was a hiring manager. After completing the task, we performed the same act in different positions. 
Feelings - The moment we started our interview, I felt anxious, and my heart was racing. There is no doubt that Zina felt the same way. After a short period of time, I began to feel better and more confident in my abilities. After completing our play role, we were glad to have had sufficient time to prepare for the report writing process.
Evaluation - According to my lecturer, I used good questions, but they could be improved in terms of structure and with more follow-up questions. During the interview, our eye contact was also noted as being good. Overall, he was satisfied with the interview session.
Analysis - The overconfidence that I had in my abilities prevented me from showing my lecturer the final preparations for the interview, so that he could provide me with feedback on possible follow-up questions. Further, I would provide a better outcome to the overall process if I was more relaxed during my play role. In preparation for an important meeting, greeting someone warmly is an effective method for breaking down the ice and relaxing, it is what I have done myself.
Conclusion - Reflecting on our practice and learning from it is an essential part of professional development (Tarrant, 2013). My experience has taught me that I must seek advice from lecturers and that I may not be as knowledgeable as I think I am. My public speaking skills need to be improved. Additionally, our emotions influence our actions, so when I want to perform well, I must keep my emotions under control. Looking back, I can say this was a valuable experience for my career development.
Action plan - My goal for the next time is to keep my emotions under control by practising more in front of a mirror or with a colleague. In addition, I will request feedback from my university tutor or lecturer. I will also need to consult the online library.




5. Conclusion
Summarizing everything that I have written in this report, I would say that my primary goal is to become a manager. To be considered for this position, I must possess certain skills and abilities. In order to achieve these skills, I developed a personal development plan. In addition, throughout this paper, I was able to reflect on the play role assessment and highlight the significant steps of my experience using Gibb's Cycle. My view is that I should continue my studies in a responsible manner while closely following my personal development plan.
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7. Appendix
7.1 Job application form

[bookmark: _kpr05n82n26c]Application for [job title] – Administrator
[bookmark: _zidixfu2h1to]Your details

Name: Daniela Ambros

[bookmark: _obvz8px9oj35]Education and training:

	
· Certificate of Higher Education in Skills for the workplace, University of Wales Trinity Saint David, 2021-2022.
· GCSE Mathematics, Chichester College, 2020-2021.
· GCSE English, Chichester College, 2020-2021.
· NCFE Level 2 Certificate in Principles of Business Administration Chichester College, West Sussex, 2020-2021.




Qualifications:

	I am a highly motivated and hardworking person. I have had the opportunity to work as a trainer with a diverse range of people in the warehouse at The Body Shop. I understand the importance of being confident and organised and the impact that being a reliable team player who is happy to share and improve skills in the workplace has. I have developed strong leadership skills and have utilised them when multitasking and under pressure. Studying at the University and working at the same time has further cemented that I can provide first-class results, and meet demands, and deadlines through my diligent work ethic and dedication to quality. Now I work as an assistant administrator for PRO-Force recruitment company. My goal is to become a manager one day, but I must gain experience by taking various jobs and studying hard to achieve this goal.



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

Name of employer: PRO-Force

Job title: Assistant Administrator 

Length of time with employer: 1 year

Reason for leaving: It is my belief that I am professionally prepared for a new challenge in another organisation.

Duties: 
	· Shortlisting
· Booking
· Arranging job interviews
· Posting job adverts
· Amending/writing up job descriptions
· Writing up employment contracts
· Taking notes
· Replay emails and answer phone calls




Previous employers: The body shop – Littlehampton, West Sussex
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.
	Trainer position - I have defined training and human resources development goals to help teams provide consistent training throughout the organisation. I set up individual tasks, managed and monitored work programs, and established SAP tools and templates to support workflows. 
Skills: Active listening, IT skills, empathy, time management, effective delegation, mentoring. 




Supporting statement:
Please tell us why you applied for this job and why you think you are the best person for the job.
	Several reasons led me to apply for the administrator position.
Firstly, I have experience in this field and feel ready to take on new challenges.
Secondly, I am aware of the stellar reputation of your company and its excellent customer and employee reviews. Therefore, I would be able to gain a great deal of knowledge and experience by grouting professionally.
Thirdly, the recruitment agency will be able to utilize my multilingual skills as a translator if necessary.
Finally, my skills and experience match the requirements for this position, making me an ideal candidate.
Therefore, I strongly believe that I am the most suitable candidate for this role.




Right to work in the UK:
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs]References
Friend: Mihail Pecica; telephone number: 07478359949; email: mihail.pecica@gmail.com
Lecturer: Lizeta Demetriou; email : l.demetriou@uwtsd.ac.uk 
[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: Daniela Ambros

Signature:     [image: A picture containing text
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Date: 04 September 2022
7.2 Questions at the interview
The questions asked as interviewer in the role play:
1. Tell me about yourself and describe your strongest points.
2. What are the most important qualities for a hotel manager, in your opinion? Also, what are your weaknesses?
3. What motivates you to work in the hospitality industry? What strategies would you use to improve our offerings?
4. Why did you choose to apply to work at this hotel?
5. Why should we hire you, in your opinion?

The question asked as interviewee in the role play:
1. What are the company’s biggest challenge currently?


















7.3 Interview marksheet
                                                       PCD ROLE PLAY INTERVIEWS

NAME of STUDENT:  ____DANIELA AMBROS_______________                                           ID No.__2115350___________________ 2115350@student.uwtsd.ac.uk
C1: Welcome and Body Language                                                                                                5    4   3    2   1
	Did the Interviewer welcome the interviewee with a smile/body language
	x
	
	
	
	

	Did the interviewer maintain eye-contact
	
	x
	
	
	

	Did the interviewer make ‘small talk’ designed to relax the interviewee
	x
	
	
	
	

	Did the interviewer map out the interview
	x
	
	
	
	

	
COMMENTS Good welcome and allowed time for the interviewee to relax
	
	
	
	
	



C2: Questions
	Were the questions open ended - allowing the conversation to flow
	x
	
	
	
	

	Were the questions too soft or a good mix
	x
	
	
	
	

	Were the questions probing, asking for concrete examples 
	
	x
	
	
	

	Did the interviewer lay out a scenario and ask how the interviewee would react
	
	x
	
	
	

	COMMENTS: Overall, the questions were good, but could be improved in term of construction and follow-up 

	
	
	
	
	



C3: Interview Style
	Was the interview style friendly, encouraging conversation, or was it matter-of--fact
	
	x
	
	
	

	Did the interviewer ask follow-up questions where answers were abrupt
	
	
	x
	
	

	Did the interviewer allow the Interviewee to respond fully or did they interrupt
	
	x
	
	
	

	Did the interviewer maintain eye-contact throughout 
	x
	
	
	
	

	COMMENTS: there was good eye contact, the environment was friendly. More follow-up questions in the future is advised 

	
	
	
	
	


C4: INTERVIEWEE’s RESPONSE
	Did the interviewee answer the questions or just waffled
	
	x
	
	
	

	Did the interviewee appear confident and conversational
	x
	
	
	
	

	Did the interviewee show evidence of having researched the company
	
	x
	
	
	

	Did they show how they can contribute to the company 
	
	x
	
	
	

	COMMENTS:
Forget to introduce yourself by telling your name. the response to the questions were good straight to the answers. 
	
	
	
	
	


C5: Professional Standards
	Was the interviewer neatly dressed
	x
	
	
	
	

	Was the environment conducive to a serious dialogue or was there noise.
	x
	
	
	
	

	Were there problems with the audio-visual equipment and could these have been avoided
	
	x
	
	
	

	Were the questions grammatically well-structured
	
	x
	
	
	

	COMMENTS: Good interview session 
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