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[bookmark: _Toc130157313]Introduction
Career is the goal of a person's life which determines the future of the person. A person has to decide to choose his career because there are many career options available in the world. Choosing a career depends on the skill, qualification, and educational background of a person. Different career options required different skills and qualifications to make progress in the career. I have selected my career as a property manager and developed myself according to to be a good manager. A manager is a person who has to manage various activities related to planning, organizing, controlling, and decision-making. The duty of a property manager is concerned with managing property and providing customers with the best property-related service. He has the responsibility to oversee total activity and ensure that customers are getting the best service from the company. Property management concerns financial transactions with customers related to property. A property manager has to observe and ensure effective financial management of the organization. Previous experience working as a property manager and customer service provider makes a person more capable of doing the job because he knows the details duty and responsibilities of the job to handle them efficiently (Sylvain and O., 2018).
The report will provide an idea about the required skill of a property manager. It will also provide a way of identifying the skill gap of a property manager and the way to complete the gap with the required skills. It also gives the reflection on the interview, recruitment, and selection process of the job. Kolb's reflective cycle is followed for making the reflection. 










[bookmark: _Toc130157314]Current skills
Every career requires skills and qualifications to do necessary tasks adequately.  Skills generally guide a task to be performed in the right and efficient way. Skills vary from job to job based on the duties and responsibilities of the job. Job specification generally defines employee specification for a job as well as the skills of the employee. My different current skills which can be helpful for my career are discussed below.
[bookmark: _Toc130157315]Communication skill
I have strong communication skills to communicate with surrounding people. Communication is a way of contacting other people for many purposes. It enables a person to express his idea to other people clearly and exchange views with them (Coffelt et al., 2019). He can easily get the attention of other people which is very helpful work win a team and connecting with customers. A property manager needs to deal with many customers and stakeholders regularly as a basic part of his duty. In this case, good communication is the way to get the best outcome from the duty done by the property manager.
[bookmark: _Toc130157316]Active listening
 Active listening skill is another important skill like good communication skills.  While dealing with customers, a property manager has to listen to the requirements and complaints of the people. Property management deals with many current tenants and potential tenants who are trying to be a customer of the business. They need basic guidance to get service from the business and for this reason, they have many things to know from a property manager. Sometimes there occurs many conflicts between customers and the organization about their interests (Bardi and J.A., 2021). Listening to a problem can provide a way to solve the problem easily. my active listening skill has been gained from my previous experience which can easily help me to do the new job.
[bookmark: _Toc130157317]Technological expertise
Today the whole world is updating day by day as a result of various technological innovations. E-business is a popular term that has to get popular during the pandemic period. Covid 19 has increased the opportunity of doing online business. People also have recognized that e-business provides customers with easy opportunities to buy a product and get a service (Nyadzayo et al., 2016). Property businesses also can easily do this with the help of online business ideas. A property manager has the responsibility to collect rent from tenants. This job can be easily done with online rent collection. I have good technical knowledge and skills which will make me able to do my job more conveniently. 
[bookmark: _Toc130157318]Customer service and Relationship management
Property management provides the base for dealing with many customers with a variety of their requirements. Professional customer service is essential to provide by the property manager. Customers are the most essential elements for any organization so they must be valued highly. When customers get a higher value from an organization, they become loyal customers. it increases the customer relationship of the organization and makes it better. My good skill in making good customer relationships can make me a good property manager who can help to retain the current customers of the organization. 
[bookmark: _Toc130157319]Skill gap
Property management is a very broad concept and requires more skills than I have now. To do considerable progress in the career, the necessity of new skills is obvious. Besides, current skills must have to be updated with time. Because technological skill is a skill which is needed to be updated with any updated version of current technology or with the innovation of new technology. New technology innovation provides a more convenient way of doing work than before. 
[bookmark: _Toc130157320]Assertiveness
Assertiveness is an important skill that I lack. The skill is necessary to deal with a problematic and tough situation. Sometimes, many troublesome renters create a problem by delaying the rental payment. This creates many external and internal problems (Daft et al., 2022). assertiveness can be shown as the way to go out of the problem and I need to learn the skill.
[bookmark: _Toc130157321]Team collaboration
Teamwork is done with many team members who share a work jointly. Hard and long work is given to a team and all members work to complete the task. For making efficient teamwork, team collaboration is the most significant part. A team member who can collaborate with others can bring the best outcome which is impossible where is a lack of collaboration among team members (Griffin and R.W., 2021). I lack the skill and need to improve in my career. Well-organized record-keeping is essential for doing better on the job. I have fewer organizational skills for the necessary part of my work.
[bookmark: _Toc130157322]Professional development and Organization
The industry is changing the industry with time. Constant development is taking place day by day to make progress. The most up-to-date information-holder manager can make the best contribution to his company (Zhao et al., 2015). I lack current knowledge about the industry which needs to be improved.
[bookmark: _Toc130157323]Approach to fill the skill gap
Current skill identification and goal setting
The level of skill I have needs to be identified first. This will help me to set a goal and do work targeting the goal. I have to know my strength and weakness to ensure that I can acquire the skill or not. 
Reading
The reading book can be helpful to develop more professional knowledge about the industry. Reading makes a man knowledgeable and wise. Previous books of important writers develop the knowledge current journals and research papers are helpful to get updated with current information (Button et al., 2020). A manager can be more professional when he has in-depth knowledge of the field. He can learn from a situation of a previous time and apply the knowledge in the existing situation to provide a better solution. 
Increasing group participation
Group participation provides a way of engaging in more teamwork and practicing it. Interacting with more groups has a positive impact on collaborating in a team. I can practice collaboration in various groups and improve my team collaboration skill which will be better to make me fit in my career. 
Online training
Online provides everything to do conveniently and it is applicable for skill development also. Many online training sessions are available which is a way of developing essential skills. Online training can provide a virtual environment to learn and practice collaboration and organizational skills (Suleman and F., 2018). It is also helpful for developing the assertiveness of a person.
Seminars
Many seminars are arranged for providing the opportunity for skill development. Wise persons and many influencers are present at these seminars. They can guide me on how I can improve my assertiveness and team collaboration. I can easily attend these seminars to learn the way of improving my skull to be a better fit in my job. 
[bookmark: _Toc130157324]Recruitment and selection
Recruitment provides the opportunity to apply for the job and an organization can get their best employee from the process. every organization has many tasks which are needed to be completed by employees. Not every people can be the best fit for every job. Skilled and knowledgeable are essential to have an employee do his duty efficiently. After making recruitment, there is a need to select the best applicant through the selection process. Many examinations, scrutinizing applications, and interviews are made to complete the selection process. I have learned a lot from the job interview role-play session. I know about job specification, employee specification, recruitment, selection, and interview about the job.
Job advertisement and employee specification
Job advertisements are made describing the job and employee specifications for the job. Every job has different duties to be performed by employees. The recruitment process starts with for searching the best employee from a pool of applicants (Ritter et al., 2018). A job description contains the duties and responsibilities that need to be performed by the employee. Job advertisement also determines the skill and qualifications are need to perform the duty. 
Necessary skills and qualifications
Skills are the most important part of a job. A skilled manager can do his job properly. The skill has mainly come from education, training, and previous experience of a person. My educational background has helped me to be skilled in management activities. Also, I have my previous work experiences which have made me more skilled and confident about the job.
Interview
The interview is the process to communicate with the interviewer and interviewee. It gives the way to face-to-face communication with a job applicant. A person can be known more from observing him very closely. Verbal and non-verbal communication both are essential to know about a person. The interview provides the opportunity to make a first impression about the applicant and the first impression tells many things about the person. Nonverbal ways of communication are done by observing the gesture, making eye contact, and looking at the first impression of the applicant (Suryani and L., 2015). This provides the interviewer with a clear idea about the confidence level and capability of an applicant. I have to describe myself in my interview session which provides me the opportunity to describe my strengths and capabilities to get the job. I have described my reason to desire for the job and why I am the best fit for the job. I have had the chance to express myself in the best way in an interview to be selected for the job. I have some limitations which have given me some problems in the role-play session without those I could do better. These are nervousness, lack of experience, and lack of confidence. By improving my confidence level and facing more experience, I could provide my future interview in a better way. I have also a little fear about it as it was my first interview role-play session and I lack knowledge about my strength and weakness.
[bookmark: _Hlk130153077][bookmark: _Toc130157325]Recommendation
Entering a new job is not the final goal for a career. It needs to be improved and progress with time to shine in your career. I have the plan to progress my career the way given below:
· Contributing my current skills and knowledge to the job duty.
· Providing the best effort to utilize the skills.
· learning new skills and knowledge to make further progress. 
· Be proactive in your career and take new initiatives continuously
· Improve current skills and be updated.












[bookmark: _Toc130157326]Conclusion 
I have some current skills and qualifications which help me make progress in my career. These are communication skills, active listening skills, technological expertise, customer service provided, and good relationship management. The skills of assertiveness, team collaboration, professional development, and organization need to be acquired through training, reading, seminars, etc. An interview role play is helpful to make students fit and make confident for giving a job interview.
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Role play for a job interview

Interviewee: Hello sir, may I come in?

Interviewer: Sure. Please sit down here.

Interviewee: Thank you, sir.

Interviewer: Introduce yourself.

Interviewee: My name is Andrei Tiron. I have completed my Bachelor's degree in business Administration from the University of Wales. I have chosen this degree to aim to be an efficient manager. I am an applicant with experience of 4 years in the field of property management and customer service providing. My strength is I have very good communication skills, active listening skills, and technological skills. I am also efficient in dealings with customers and can make good relationship management. I have some weaknesses regarding my profession like I am not a good team collaborator and organizer. I also lack assertiveness in completing a task. I have aimed to improve all of those skill gaps by taking step-by-step training and education. Thus, all of my weaknesses will become my strength and help me to make a great contribution to the organization.

Interviewer: Well. Now tell me why do we choose you over another applicant?

Interviewee: My 4 years of experience make me confident about my responsibility and duty off the job. I believe from my core heart that based on my experience that I can contribute for make progress in the organization. My two years of experience as a property manager has provided me with much valuable skill and lesson to do the job adequately. I am good at dealing with tenants and managing their problems. My active listening skill helps me to listen to the day-to-day problems of tenants actively and solve them. I am also efficient in relation making with both owners and customers. I have experience working as a sales manager for a company and it gives me the chance to interact with customers very closely. So, I can read the mind of customers well and find out what they expect. Besides, I have a clear idea about the local market condition of the industry which will help me to manage the financial issue of the organization. I can multitask at a time and I am highly ambitious about the job. As it is an important part of the ambition of my life, I will be dedicated to the job.

Interviewer: Tell me some ways of converting your weakness into your strength.

[bookmark: _Hlk130222255]Interviewee: Seminars, online training, joining many groups, and reading books, journals, and research papers are some of the ways by which I can convert my weakness into strengths.

Interviewer: why do you want the job?

Interviewee: I have discovered that the job can give me the best opportunity to progress my career and meet my ambition in life.

Interviewer: How do you respond in a tough situation?

Interviewee: I think about the situation deeply with a fresh mind without being tensed. Deep and critical thinking easily makes an idea about solving the problem by myself or going to someone who can assist me to solve the issue. 

Interviewer: thank you very much. Do you have any questions about us?

Interviewee: No sir. Thank you. 







· Job application form 

 

 

Application for Property manager – Brighter Living Care

Name: Andrei Dionisie Tiron

 

Education and training 



 

		

· Bachelor’s degree in Business Administration.

· The National Federation of Property Professionals Level 2 Award.

· Trained in property management.

· SCQF Level 5 Award.





Qualifications 



 

		 

· Experienced in dealing with building maintenance and repair teams.

· Experienced in private-sector housing management.

· Experienced in Microsoft Excel, Word, PowerPoint, and Outlook.

· Good initiator of a new task.

· Multitasking ability.

· Experienced in driving in the UK.

· Have driving license and car access.

 





Employment history 

[bookmark: _Hlk130134500]Most recent employer

Name of employer: Mr. XYZ

 

Job title: Property manager

 

Length of time with employer: 2 years.

 

Reason for leaving:  Need a job with better career progression. 

 

Duties:  

 

		

· Setting the budget for the property.

· Collecting the rent and depositing it.

· Maintenance handling.

· Safety inspection

· Searching and filling the vacant unit.

 





 

Previous employers 

Name of employer: Mr. ABC

 Job title: Sales manager

 Length of time with employer: 2 years.

 Reason for leaving: less job security.



 Skills learned from the job:

		

· Active listening

· Time management

· Leadership

· Problem-solving

· Communication

· Team management.





Supporting statement 

		

 I am highly interested in the position of property manager with the required skills and qualifications. I have also 4 years experience of working in this field which has motivated and make me confident to do a significant contribution to your organization. I am looking for an opportunity where I can progress my career as a property manager and develop and upgrade my current skills and knowledge.





 

Right to work in the UK 

I need a work permit to work in the UK. 

References 

		Name

		Mail address



		Mr. Smith

		Smith56@gmail.com



		Mr. Devid

		Devid677@gmsail.com







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: Dionisie Andrei Tiron

 

Signature: Dionisie Andrei Tiron

 

Date: 15-04-2023

 

 

 

Job role : Property Manager

Brighter Living Care

Reading

Part-time, Permanent

Job details

No matching job preferences

Job type

Part-time

Permanent

Shift and schedule

Weekend availability

Flexitime

Monday to Friday

Qualifications

· Property Management: 2 years (Required)

· Customer service: 2 years (Required)

Benefits

Pulled from the full job description

Flexitime

Free parking

On-site parking

Referral programme

Full Job Description

Property Manager – Reading

Part Time – 21 hours per week

Competitive Salary

We are looking for an experienced property manager/housing officer to join a growing organisation who provide supported accommodation to adults with extra care needs. The role is very varied and will require someone with excellent multitasking skills, ability to priorities tasks and have excellent customer service skills. The Property Manager will ensure that the Tenants receive effective customer focused property management service during their tenancy whilst ensuring their accommodation is safe and well maintained.

Day to Duties:

· Effective handling of day-to-day property maintenance issues and planned maintenance

· Ensuring all management systems are kept up to date and maintained.

· Maintain the highest standards of conduct and integrity ensuring that service families, colleagues, and stakeholders are treated fairly.

· On-boarding new tenants and assisting and manage housing benefits applications

· Management of utility companies

· Managing the health and safety documentation for all property compliance and keeping up the health and safety records up to date for the in-house maintenance team and outside contractors.

· Monthly house inspections and health and safety checks

· Invoice management and processing

· Monthly rent demands

Skills Required:

· Have strong organisational skills with meticulous attention to detail

· Experience in dealing with building maintenance and repairs teams

· Experience working in public or private sector housing management

· Competency using a wide range of operational software and Microsoft Office packages particularly in the areas of Excel, Word, PowerPoint, Teams and Outlook

· Ability to take initiative and be proactive in prioritising a diverse workload

· Be able to drive with a UK driving

· licence and access to car

What’s on offer:

· Hybrid working

· Flexible working hours

· On-site parking

· Competitive salary

· Driving mileage covered

Job Types: Part-time, Permanent
Part-time hours: 21 per week

Salary: £14.00-£15.35 per hour

Benefits:

· Flexitime

· Free parking

· On-site parking

· Referral programme

Schedule:

· Flexitime

· Monday to Friday

· Weekend availability







