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Introduction

In this report I will be reflecting upon my personal journey, what I have learnt about myself, the knowledge and skills I have gained and how this has helped me develop my career aspirations. Everything I have learned in this module and the previous modules have given me an insight into the direction I want to head towards in terms of my career and have allowed me to establish employment goals. I have realised in order to understand my future prospects I need to understand my own personal strengths and capabilities and also my weaknesses and where I need to improve. I feel that I have managed to achieve this and will be going into more detail in this report.

There are two parts in this report.  In the first part of this report I will also be discussing various self-awareness tools we have learnt in class and the results that were obtained from them and how it has given me a broader outlook on myself.  Self-awareness tools can help you to not only reach your goals but also to discover who you are and what you want out of life (Riopel, 2020). These tools have allowed me to learn a lot about myself which is very helpful in guiding me towards my career goals.

In the second part of this report I will be talking about the mock interviews we had to undertake in class. I will be going into depth about how I searched and applied for my ideal job and how important it is to match your job application to the job advert requirements. Furthermore I will be explaining how I prepared for my interview, the feedback I received and how I can improve from there onwards. 


Part 1

What is Self-Awareness?

Self-awareness simple put is being aware and taking notice of oneself including traits, behaviours and emotions (Kondrat, 1999). Self-awareness is important because it helps us to have a better understanding of ourselves and discover our unique identities which include thoughts, experiences and abilities. This assists us in making positive changes and building on our strengths. It also helps us to identify areas for improvements.

Finding out about ourselves can come with some challenges. There are aspects of ourselves that others are able to see which we are unable to so there may be varied opinions on what kind of person we are from another person’s perspective. However no one can definitely say who we are as we may be withholding certain information that can lead to a more accurate judgement (Rose, 2012).
There are four levels of consciousness in self-awareness. Consciousness is focusing attention outward toward the environment and self-awareness is inward, toward the self (Morin, 2006).
· Consciousness- one will process information in the environment and respond to stimuli
· Unconsciousness- no processing of information from the environment or the self
· Self-awareness- becoming the object of one’s own attention and processing self-information
· Meta self-awareness- being aware that one is self-aware
Once we begin to know ourselves through self-awareness it is important to explore our goals and ambitions. This will help us decide the type of career we want to pursue and prioritise towards this (Quintanilla and Wahl, 2017).

Self-Awareness Tools

In class we used a couple of self-awareness tools in the form of short tests. These tests are called the Johari window, Motivation test, Career choice and Personality test. 

The Johari window is an information processing tool which includes feelings, knowledge and skills about a person from four different perspectives (Luft, & Ingham, 1961). These are:
· Open self- What the person knows about themselves which others also know
· Blind self- What the person does not know about themselves that others know
· Hidden self- What the person knows about themselves that others do not know
· Unknown self- What is unknown to the person about themselves and also unknown to others

The Motivation test, Career choice and Personality test all include questions which you answer to help you discover what kind of person you are and what career would be suitable for you.




The Personality Test

I will be going into more detail about the Personality test and how it has given me a deeper insight into the kind of person I am and the career path that is suited to me based on my personality. In the personality test you are given various scenarios which can be personal, emotional or work related and you have to choose how strongly you agree or disagree with the statement. Based on your answers you are told what personality type you are and how it relates to different aspects of your life such as your strengths and weaknesses, career and relationships.

The results obtained from my answers have revealed that my personality type is an Advocate. It explains that the Advocate personality is rare and that they are strong willed and decisive and will fight tirelessly for an idea that they believe in. I believe this is true in my case as I have been known to be very opinionated in something I passionately believe in and will fight to get my point across. 

The results also tell me that as an Advocate my mind is 53% introverted and 47% extraverted. Introverts are often thought of as quiet and reserved individuals who prefer to spend time alone as too much social interaction can leave them feeling drained (Bernstein, 2015). They only speak when they have something to say and tend to think carefully before they speak. Even though I am only slightly more introverted than extroverted I feel it is quite accurate. Most of the time I prefer my own company as it allows me to reflect on things that are important to me and helps me think more clearly. I do sometimes enjoy the company of others although I enjoy my own company more than social gatherings. I believe this has led me to choose a much calmer work environment such as office/ administrative work. I currently work in retail and do find it gets really hectic at times and does make me contemplate the preference of dealing with customers over the phone rather than face to face.

Strengths and weaknesses

According to the results of the personality test some of my strengths are being:
· Creative
· Insightful
· Inspiring and convincing
· Decisive
· Determined and passionate
I agree with most of the above. I definitely believe I have a creative side to me. I have a wide imagination and like to always think about how I could go about doing something or solving an issue or a problem. I believe it is a desirable skill to possess in the work environment. As Mumford & Gustafson (1988) say ‘Creativity, the generation of new ideas, and innovation, the translation of these ideas into action, have come to be seen as a key goal of many organizations and a potentially powerful influence on organizational performance’.

Being determined and passionate is shown as another one of my strengths. I definitely agree with this one as I believe when I set my mind on something it has to be done. I am very driven and will work hard to complete something. Being passionate when it comes to a particular job role is very important. Your passion is what would lead you to succeed in life and essentially get you the job you want. 

As for my weaknesses I am shown to be:
· Sensitive
· Extremely private
· A perfectionist
· Can burn out easily
I agree that I can be quite sensitive at times. I do not take criticism to lightly and can get upset by it. I see this as a weakness in the work environment. I believe criticism is important in all aspects of life as constructive criticism is beneficial and it is only from this you learn to grow and improve. As Eagleton (1976) says ‘It is difficult to see criticism as anything but an innocent discipline’. Although it is hard to control your emotions this is something that I will need to improve on. Just by telling myself criticism allows me to work on myself for professional growth I can hopefully see the positive side to it.

Another weakness of mine is that I can definitely be a bit of a perfectionist. Although I do not believe it is entirely a bad trait to have it can have a negative impact in the work environment. Essentially a perfectionist is someone who gets things done and does them properly. While it may make you appear efficient and well organised, it can have an adverse effect on productivity. Spending a lot of time and effort in ensuring each task is perfect means less is being achieved and delivered. I have decided to work on this by accepting that everyone makes mistakes and not to be hard on myself if something goes wrong. To succeed at work you have to be confident in what you do and have the ability to learn from your mistakes.

Career Path

The results for the Personality test reveal that as an advocate personality I need to find meaning in my work when it comes to jobs. I find the desire to help and connect with people very rewarding. The ideal careers for me are listed as social worker, nurse, healthcare assistant and etc. I agree with this because I enjoy helping people and find it very fulfilling. Other career options are listed as music, photography and design and art. This is due to the need to express our creativity and insight. Although I have a creative element to me I like to express it in my own time alone. Some of my hobbies include painting, sketching and decorating. I have never thought of pursuing my creative side as a career and prefer to keep if personal. It is something I find relaxing and therapeutic.

However the results go on to say that the advocate personality is able to find work that suits them in just about any field. As long as they find a job that aligns with their values and presents them with opportunities to learn and grow then it will leave them feeling satisfied and fulfilled. I agree with this and have chosen to go down the route of customer service/ administrative roles as it is what I have the most experience in and the right skill set and also enjoy doing which is really important.

According to the test results I am shown to be hard working, capable of handling tasks and having good workplace relationships. I also place importance on working together and have a desire to get things done. These are all importance and positive skills to have in any workplace.  In my current employment I possess all these skills. I have a good relationship with my colleagues and any allocated tasks I strive to get it done. I am confident I can carry these skills forward to any future employment. Also throughout this course I feel I have improved upon my current skills as well as learnt some new ones such as communicating more efficiently, problem solving and leadership skills. This has helped me to grow and develop as a person and I feel I am now a step closer to reaching my career goal.








Part 2

Exploring Employment Opportunities

The first part to landing yourself your ideal job is to know yourself. Now that I have got to know myself better through the self-awareness tools and recognise the type of career I wish to pursue I can go ahead and explore employment opportunities. This is the job seeking process which involves searching for jobs and doing you research before applying for it. 
The first place for me to start my job search is the Internet. The internet is the most effective tool for job searching as there are so many popular websites that help to match candidates to jobs. I had a browse through various websites and found a role that was of interest to me on Indeed.co.uk. The role was for a Business Customer Service Representative to join NatWest Bank. The job involved dealing with transactions and queries from business customers. It required me to have great listening skills, ability to remain calm under pressure and good organisational skills. I feel that I have gained most of these skills from my current employment as well as strengthened some of them throughout this course. As it was a Customer Service/ admin position I decided that I would apply for this job.

The Importance of the Job Advert and Application

The job advert is very important. It will contain the qualities and skills required from the successful candidate. They are usually referred to as ‘knowledge, skills, and abilities’ (Morgan, 2016). The job advert not only lists everything it is looking for in the ideal candidate but also gives you important information about the company itself , the salary you’re expected to receive and if they offer any training or opportunities to progress. It was crucial for me to read everything stated on the advert as I also needed to know how I can benefit from the company too. When searching for a job I have to remember that I am not just looking for any role but a position which is a fit between my skills and experience and the company’s needs and desires (Quintanilla and Wahl, 2017). In class we did an activity where we had to find the correct fit for a Customer Service Manager position by reading several different CV’s of applicants. I decided that the two people that were best qualified and experienced for the position were Sabeen Mansoor and Ann J Morgan. The reason being was that Sabeen Mansoor comes from a customer service professional background and has previously managed 15 people so she has management experience which is crucial for the role. Ann J Morgan has the right qualifications required for the position and has had various management roles previously. I believe they are best suited for the Customer Service Manager position. This gave us an idea of how employers select their employees to fit into their organisations.


Job Application

The next stage for me after I found my ideal job role was to initiate the application progress. This included creating a CV and producing a cover letter. As I already have a CV that I created years ago I decided to bring it up to date and tweak it up a little so it is relevant to the position I want to apply for. It meant adding in the extras skills that I have learnt recently. As Gallagher & Wodlinger Jackson (2010) state ‘The CV functions as a chronicle of your skills, experience, and training. It is a dynamic document that evolves over the course of a career, with changes in emphasis over time’. I made sure my CV was:
· Neat and easy to read in a professional format
· To the point and not too cluttered
· Focuses on what is important to the employer
· Did not state anything negative
· Tailored to my ideal position.

A cover letter normally accompanies a CV and is essential to most job applications. A cover letter is the opportunity to distinguish yourself from other candidates and should be relevant to the job you are applying for (Pearce, 2007). The cover letter should contain any additional details and highlight any specific skills and experience the position requires. As I wrote my cover letter for the Customer Service Representative position I made sure I expressed my interest by doing a little background research on the Company. I also went into more detail about my current role and what skills I can bring to their organisation from my experience. I kept the letter brief and only included information relevant to that specific position.

Preparation for the Interview

Interviews are one of the most common tools for selecting and identifying the right candidate for a job position as well as ensuring they fit into the organisation (Davis & Herrera, 2013). In the real world there are various types of interviews such as face to face interviews, telephone interviews and assessment centres. In my case I will be having a face to face mock interview on my chosen job position. With the interview looming I was feeling nervous as well as a little excited. The prospect of doing well in my interview excited me but the thought of not being well prepared made me nervous. I knew I wanted to do extremely well because I know sometime in the near future I will have a real interview and by knowing that I performed great will somehow make the experience less daunting for me. Therefore I had to ensure I took all the right steps to prepare myself.

We were given a helpful guide by our lecturer with the do’s and don’ts of preparing for the interview. I also did my own research on the internet on how I can best prepare myself. I did not want to miss anything that may make the process easier for me. I first did some research on the organisation. In my case it was NatWest bank so I decided to go on their website and find out some background information such as when they first developed, how many branches they have opened and what kind of banking services they provide. I felt it was crucial to do this research as in most interviews they will ask you what you know about their company. I feel this kind of knowledge demonstrates a genuine interest. It is also important to remember the job specification so you can identify the skills deemed necessary by the employer and clearly state them in your interview to demonstrate your suitability for the role (Zimmermann, 1997).

Another important step was to make sure I was dressed appropriately for the interview. Initial impressions are important and you should dress for success.  If you present yourself well the chances of the employer taking an interest in getting to know you is greater than someone who took little care in their presentation (Douman, 2011). I decided to wear a white shirt and a black skirt as I thought it looked smart and made sure I ironed my clothes the night before to save wasting time in the morning. I also had an early night to ensure I get plenty of sleep as I wanted to be alert and energised for my interview and also did not want to be late. Other steps I took to prepare myself for the interview was to ensure I took all my necessary documents, a pen and a notepad in case I wanted to ask questions and a bottle of water.

Results of my Interview

When the interview was over I was so relieved. It was nerve-racking having two people interview me rather than one but overall I thought I did well, better than I expected. I received the results from the interview the following week. As I was interviewed by two employers, I was given two grades from each. One was 74% and the other was 70%. My score range fell into the ‘we might hire you, but’ category. This meant there were a few things I will need to improve on. But first I will explain my results in more detail. 

First impressions were positive as I showed up on time and also shook the hands of the interviewers. I received good marks on greeting and maintaining eye contact and for dressing appropriately.  One key point that was made was that my introduction could have been stronger. Although I did introduce myself I realise it was a little brief and they expected to hear a little bit more about myself. It was also mentioned that I should pay attention to my posture as I was moving forward and backwards constantly. I know I have an issue with sitting still at times and realise I should focus more on moving less.

Another criticism from my interview was that I did not dwell too much on what I can be potentially adding to the company. Although I listed some of my skills that would be useful to the organisation I did not go into too much detail on how NatWest can benefit from them. This shows that I need to work on elaborating more instead of replying back with quick short sentences. And finally the interviewer specified that I should have asked questions about the organisation to show more interest. It is something that I have learnt as I did not think it was important to ask questions towards the end of the interview but realise that it is also an opportunity to find out if the job role is suitable for me.

On a positive note it was mentioned that I made good use of the STAR approach. This is a technique to answering behavioural questions where you give an example of a real life case on how you handled a certain situation (Latham & Campion, 1980). I answered a question about how I would solve a problem by giving an example of how I solved a customer related issue at my current workplace. It further provides evidence that you possess the experience and skills necessary for the job at hand.

Conclusion

To conclude, both the self-awareness tools and the mock interview have helped me to discover and learn my career aspirations and prepare me towards reaching that goal. Although I did all four self-awareness tests I found the Personality Test the most helpful. I feel it has given me an insight into the kind of person I am and nudged me in the direction of my career ambitions. As with the mock interview I feel it has given me the confidence to do an actual interview now that I realise how to prepare for one. I also recognise what I need to improve on from the feedback I received. I believe I could start looking forward now and feel like a weight has been lifted off my shoulder now that I know what my goals and aims in life are.
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Appendix
Job role
Customer Service Representative
Natwest585 reviews - Birmingham B1
Apply On Company Site
Birmingham B1
£18,765 a year
Join us as a Business Customer Service Representative in Birmingham
What you'll do
In this role you’ll be applying your customer service expertise when dealing with and referring business customer transactions and queries. As a Customer Service Representative for business banking, we’ll count on you to consider our customers’ requirements, and to help them with any issues they may have.
You’ll also be:
· Building great customer relationships, gaining their trust by having a genuine interest in their individual needs
· Gathering information to understand customers’ requirements and offer suitable solutions
· Maintaining a detailed knowledge of the financial services product range
· Identifying any possible complaints, resolving them as swiftly as possible or raising more complex matters to our specialist teams
The skills you'll need
To join us in this role, you’ll need to be passionate about excelling in customer service and building relationships in a fast paced, challenging environment.
We’re also looking for you to demonstrate:
· The determination to go the extra mile for our customers every day to provide that individual service
· Resilience, patience and hard work to achieve quality results while answering a high level of calls confidently and efficiently
· Great listening skills and the ability to remain calm under pressure while confidently managing calls
· Good numerical and organisational skills
· Strong multitasking skills, allowing you to navigating different systems and process information while talking to customers
What else you need to know
You'll enjoy a comprehensive structured training programme, and on-going coaching and support to enhance your development and open up progression opportunities. When you're ready, we’ll help take your career to the next level.
Salary: £18,765 per year (pro rata for hours worked)
You’ll join on a competitive salary of £18,765 (which is £10.31 per hour) and in addition you’ll receive money to help you save for retirement. You can choose from a range of protection, healthcare or lifestyle benefits from RBSelect, our fully flexible reward programme.
6 days ago - apply on company sitereport job
CV

Miss Shahina Begum

26 Ashcroft Grove, Perry Barr, Birmingham, B20 3JW
Mob: 07709161192  DOB: 29-11-1986
Email: shahina_2911@hotmail.co.uk

Personal Profile

I am a confident and highly organised individual with plenty of experience in customer service and working in a fast paced environment. I strive to deliver excellent customer service at all times and have a friendly and approachable persona. I enjoy working as part of a team but I also work equally well on my own using my initiative. I am a hard worker capable of working under pressure and I am also known to be extremely punctual and reliable. I have shown myself to be self-motivated, committed and determined in achieving any targets or goals set.

Education

Broadway Sixth Form-September 03-July 05

A-levels
Art					C
Religious Studies			D

Broadway School- September 98-July 03

GCSE’s
English Language			C			Mathematics			C
English Literature			C			Double Award Science	C, C
Design Technology			D			Business Studies		D
History					B			Expressive Arts		B
French					C

Employment

Debenhams- Sales Advisor- May 07 to Present

In my current employment I work as a part time Stockroom Assistant. I have worked at Debenhams for over 12 years and have worked in different departments. My responsibilities have included:

· Till operation
· Cash handling
· Answering phone calls
· Opening store account credit cards
· Interacting and serving customers face to face
· Dealing with customer complaints and enquiries
· Merchandising, stock replenishing and recovery
· Placing and dealing with customer orders and delivery.

Working at Debenhams has provided me with the valuable knowledge of working in a retail environment to provide excellent customer service and the ability to work within a team in a mature and professional manner.

Hamstead Law Practice- Receptionist- March 10

I have briefly worked at Hamstead Law Practice as part of a work experience while I was on a holiday break from my current employment. My position was a Receptionist and my duties involved:

· Answering and transferring phone calls
· Typing up letters
· Booking appointments
· Filing and faxing

This experience has given me the ability to learn basic office skills which I can demonstrate in future admin roles.

Sports Direct- Sales Assistant- November 05- May 07

I have worked at Sports Direct in the footwear department. My duties included:

· Advising and serving customers, assisting in sales
· Maintaining the stockroom by keeping all footwear in the correct code order
· Pricing, tagging, and keeping shop floor tidy
· Dealing with customer related problems and enquiries.

Hobbies and Interests

I enjoy meeting new people as I am a very social and outgoing individual. I also like to participate in certain events and activities. I spend most of my free time reading and studying for personal development.
[bookmark: _GoBack]

References available upon request














Cover Letter

Shahina Begum
26 Ashcroft Grove
Perry Barr
Birmingham
B20 3JW

                                                                                                             November, 2019

Dear Sir/ Madam,

I am writing to express my interest in your Customer Service Representative position which is advertised. Being one of the largest banks in the UK and providing a wide range of banking services I will be privileged to be a part of your company.

I am currently working at Debenhams and have been working there for over 12 years. Over this time I have learnt valuable customer service skills and strive to provide excellent customer service at all times. Coming from a retail background I know what it is like to work in a busy, fast paced environment so I am able to work efficiently and remain calm under pressure.

I am looking for a change and hoping to move onto new things. I believe this is a great opportunity for me as I am looking to work in an office based environment. I am a fast learner and can adapt to new situations.

I feel like I can be a positive contribution to your team as I am extremely focused and organised and determined to complete any given tasks to the best of my abilities.
I have enclosed my CV for your attention and will look forward to hearing from you. 
Thank you.

Yours faithfully, 
Shahina Begum




The Personality Test

The Advocate personality type is very rare, making up less than one percent of the population, but they nonetheless leave their mark on the world. People with this personality type tend to see helping others as their purpose in life
Really, though, it is most important for people with the Advocate personality type to remember to take care of themselves. The passion of their convictions is perfectly capable of carrying them past their breaking point. This becomes especially apparent when Advocates find themselves up against conflict and criticism. Their sensitivity forces these personalities to do everything they can to evade these seemingly personal attacks. When the circumstances are unavoidable, however, they can fight back in highly irrational, unhelpful ways.
Strengths
· Creative – Combining a vivid imagination with a strong sense of compassion, Advocates use their creativity to resolve not technical challenges, but human ones. People with the Advocate personality type enjoy finding the perfect solution for someone they care about. This strength makes them excellent counselors and advisors.
· Insightful – Seeing through dishonesty and disingenuous motives, Advocates step past manipulation and sales tactics and into a more honest discussion. Advocate personalities see how people and events are connected. They are then able to use that insight to get to the heart of the matter.
· Decisive – Advocates’ creativity, insight, and inspiration are able to have a real impact on the world. This is because they are able to follow through on their ideas with conviction, willpower, and the planning necessary to see complex projects through to the end. People with the Advocate personality type don’t just see the way things ought to be; they act on those insights.
· Determined and Passionate – When Advocates come to believe that something is important, they pursue that goal with a conviction and energy that can catch others off-guard. Advocates will rock the boat if they must. Not everyone likes to see this, but their passion for their chosen cause is an inseparable part of the Advocate personality.
Weaknesses
· Sensitive – When someone challenges or criticizes Advocates’ principles or values, they are likely to receive an alarmingly strong response. People with the Advocate personality type are highly vulnerable to criticism and conflict. Questioning their motives is the quickest way to their bad side.
· Perfectionistic – Advocate personalities are all but defined by their pursuit of ideals. While this is a wonderful quality in many ways, an ideal situation is not always possible – in politics, in business, in romance. Advocates, especially Turbulent ones, too often drop or ignore healthy and productive situations and relationships, always believing there might be a better option down the road.
· Can Burn Out Easily – Their passion, impatience for routine maintenance, idealism, and extreme privacy tend to leave Advocates with few options for letting off steam. People with this personality type are likely to exhaust themselves in short order if they don’t find a way to balance their ideals with the realities of day-to-day living.
Career Path
People with this personality are able to find work that suits them in just about any field. Advocate personalities need to find meaning in their work and to know that they are helping and connecting with people.  To be truly happy, however, they need to be able to work in a way that aligns with their values and allows them some independence. They need opportunities to learn and grow. People with this personality type need to know that their work helps people and promotes their own personal growth. Their work must be in line with their values, principles, and beliefs all the way alongside the people they are helping and contribute to the well-being of humanity on a personal level. Advocates will work hard and thrive. People with this personality type are more than capable of handling tasks and workplace relationships. Advocates are likely to place more importance on working together over efficiency, encouraging hard work, and helping others when needed. While this is usually a strength, there is a risk that others will take advantage of Advocates’ desire to get things done.
More details are found on: https://www.16personalities.com/infj-personality
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