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[bookmark: _Toc90900801]INTRODUCTION
  The requirements of the twenty-first century differ from those of the past. People must be ready for the quick changes that are occurring because of technology, and they must revise to new conditions, develop new skills, and be more accommodating to achieve the objectives they set.
  In a progressively dynamic and competitive socioeconomic, cultural, and work environment, providing students with theoretical and practical knowledge is insufficient. Pollit (2001) points out that there is a need to develop more flexible workforce capable of adapting to changing conditions, being accountable, and thinking for itself. According to Mckenna et al. (2009), reflexive learning is a method that leads to thinking on all sources of knowledge that can provide to understanding a situation, including personal sources and experiences. According to Colomera et al. (2013), reflective learning methodology encourages critical thinking and analysis of students' potential, proposing both development strategies and new approaches for overcoming problems that arise during the learning process. According to their findings, this appears to assist students in identifying their own learning needs as well as better understanding how they may value future learning.
  The goal of reflection is to comprehend what is already known and to incorporate new information, resulting in knowledge, new meaning, and a higher level of comprehension (Moon, 2004). Reflection, according to Boud et al. (1985), is a conscious gaze and thought about experiences, actions, emotions, feelings, and reactions, followed by interpretation to learn from them. On reflection, both authors' descriptions are similar. It is a deliberate and systematic approach to reflecting on experiences with the goal of learning and changing behaviour. 
[bookmark: _Toc90900802] GIBBS REFLECTIVE CYCLE
  One of the best well-established cyclical models of reflection, it guides you through six steps of delving into an experience: description, feelings, evaluation, analysis, conclusion, and action plan.
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Figure 1: Gibb’s Reflective Cycle

1. Describe. The therapist describes what occurred.
2. Emotions. Thoughts and feelings that occurred at the time and were later explored
3. Evaluation. An analysis is carried out in the form of identifying what was positive and challenging about the experience.
4. Examine. This analysis entails attempting to make sense of the situation and recognising the impact it had on the therapist's professional practise.
5. Conclusion. At this point the person should understand better the position and determine what else could have been done.
6. Action plan. A future action plan is developed, outlining alternative approaches if this or a similar situation arises in the future.
  In 1988, Graham Gibbs developed the Gibbs Reflex Circle to structure experience-based learning. It provides a framework for learning, and because it is cyclical, it is especially suited for repetitive experiences, allowing you to learn and plan based on what went well or bad.
  This model is a good way to get out of a predicament. This could be a single event or a recurring situation, such as meeting with a team that you need to work with. Gibbs initially advocated its use in repetitive situations, but these steps and principles also apply to individual experience. When launched as a stand-alone activity, the action plan can be broadened, and you can see how to implement your findings in the future.
  These phases can be used to analyse and suggest on a situation, habit, practice, or method of service. Models can be used at different times for convenience or deeper reflection. Both emphasize the importance of reading the literature and discussing the situation with other people, who may be collaborators, service users, managers, or family and friends. 
[bookmark: _Toc90900803]PESONAL DEVELOPMENT PLAN 
  A personal development plan (PDP) is defined by Lejeune et al. (2018) as an evaluation tool that is integrated into a larger development evaluation cycle and is used to collect and handle data about the skills and knowledge that the employee has worked on and prepares to develop in the future. According to Lam (2014), a personal development plan (PDP) is a special evaluation tool that promotes self-directedness as a procedure.
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Figure 2: My Personal Development Plan.
  For example, my personal development plan (PDP) starts with the purpose, which means the goals that I set, and then continues with my preparation. In addition, follows what actions did I take to complete these goals and finally the outcome. 
  My personal development plan (PDP) assisted me in identifying my learning needs as well as my personal aspirations and outlining ways to achieve them. Firstly, I assessed my learning requirements and established SMART goals (specific, measurable, achievable, relevant, and time-bound). When I was deciding on my goals, I tried to choose areas that interest me, as I would be more likely to devote myself to and enjoy the tasks. 
  My personal goal was to advance professionally. I wanted to obtain the CHE for the Workplace for this purpose. Through this process I wanted to gain new skills, enrich my knowledge, gain more experience, and continue my studies in Finance and Accounting. To achieve my goal, I enrolled in courses at UWTSD to obtain the CHE in workplace. Through this course I had to write assignments and reports, to create Power Point presentations, to take part in Role Plays, to communicate and collaborate with new people, and to read books to improve my English language and to enrich my vocabulary.
As an outcome of these procedure, I received an excellent study environment and learning outcome. I have acquired new skills, such as being more patient and properly organising and managing my time. I have improved in technology, and by that, I mean that I now know how to use my computer, as well as to find reliable sources, and I have learned the process of online learning. After all these steps, I consider how effective my PDP has been and whether there are any areas that haven't been addressed or haven't worked. Generally, my PDP in my opinion was very effective for me but there are areas I should work more such as my English language. 
[bookmark: _Toc90900804]ROLE- PLAYING
  Gaete-Quezada (2011) describes role-playing as a process in which participants interpret a set of cases and actions based on reality within the structure of a similar simulation. This enables them to comprehend the processes, cases, problems, requires, demands, and involvement of multiple people in real work settings, assisting them in developing the skills required for their future career.
  According to Rao and Stupans (2012) role-playing has been shown to be effective in achieving learning outcomes in the domains of affective, cognitive, and behavioural learning. Jones (2018) supports those the workforce market’s demands are related to aspects such as decision making, negotiation, and innovative thinking. On the other hand, Tomkins and Ulus (2016) point out that role-playing can also provoke feelings of anxiety, rejection, and personal failure, when the students dive into role-playing without adequate preparation and knowledge, they can quickly become tossed around in the waves of emotional reactions.
  In my opinion role play simulation contributes to the development of confidence or conviction in individuals that they can practise their professions, as well as to the development of professional identity. Through the role play that I had to prepare for my course, I had to think as a consultant manager, and I tried to find a possible solution that had to benefit both the company as well as my colleague. These situations are not easily managed and not every person is capable to handle such a situation. 
  The practise of effective communication skills and concepts through role play simulations help the integration of their newly acquired skills and approaches into a variety of settings, including the workplace.  For my role-play I required courage and determination, because for me it was something new and I didn't how to handle it. It was a very stressful procedure that I couldn’t handle it. During role play or after several times of practise I acquired new skills and greater self-confidence.
  Although after the procedure of the role - play I see different the things. I understand now that there are many advantages through this procedure. All these years I saw only my perspective when I was confronted with different problems in my work. Now as a consultant manager for a few minutes I understood and the other side. Imitating another human being is not easy. You need to understand the other person's feelings, needs and responsibilities and try to think like him. Through the experience of the role – play, the participants are likely to find that they do not deal properly with some situations or do not fully understand the point of views of others, thus leading to a re-examination of their perceptions and behaviour.
  A role – play can prepare you for a real situation that you maybe be confronted in the market. Improves communication and language skills and develops thinking, learning and problem-solving skills. The role-play experience is varied and powerful in its possibilities. Its strengths are found in its diverse capabilities, but also in what is probably the most crucial aspect of any educational experience: feedback.
[bookmark: _Toc90900805]CONCLUSION
  When I looked back on myself before starting these courses, I noticed that I had met several of the goals I had set for myself. Some skills existed, such as respect, listening, and honesty. However, because of the programme, I developed myself, learning new skills such as patience, time management and becoming more familiar with technology. The most difficult challenge I faced was changing to online learning, understanding the fundamentals of computers, and being faced with so many new things that I acknowledge I was scared at first. Another challenge I faced was a lack of social relationships, as I am a social person who is unfamiliar with these new circumstances.
  Challenges, pain, distress, and uncertainty characterise work. There are many things to learn and many mistakes to make, so becoming a skilled and experienced worker cannot exist without challenges and disappointments. However, we must never stop extending our horizons, remaining open-minded, evolving, and enriching our knowledges. The world around us is changing rapidly, and people must constantly evolve and adapt; after all, as Charles Darwin stated, "it is not the strongest species, nor the most intelligent, but the most adaptable to change that survive." 
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Development of personal/career Vision

It is highly essential for professionals to consider different aspects when aiming to achieve personal or career vision including attainment of knowledge, qualification, and position. 

This exercise is requiring you to consider yourself in 5 years (Be realistic here), and answer the questions below: 

Question one: where do you see yourself in 5 years? And why? 

I hope to work in the office for a successful company.  I would like to be seen as someone with deep knowledge, skeels and experience. I do not really know what the future holds, but this course with skills, knowledge and experience could really help in making that decision.



Question two: Where do you want to live? Are you restricting yourself to a particular geography/place?

 

Now, I am in London, and I want to develop my professional career here.



Question three:  Who are you in relation to the below? 

Artistic, intellectual, practical, caring, down-to-earth, active, thoughtful, kind. 

I am an active and ambitious person. For this reason, I achieve all my goals and plans.

And how do you think this can affect your career planning? 

…on the contrary, it can stimulate career activity



Question five: How many weekly hours do you see yourself working in 5 years? And why? 

I want to manage my time. For this I need to put a goal after a need to do weekly priorities, regular breaks, avoid multitasking and to have a limit.



Question six: Can you be in leadership position? Or happy to be in a non-leadership/managerial position? 

I hope to be strong candidate for the workplace. I want to be successful person with international laws.





Question seven: Do you want to be working from home? Office? Field? Virtual?...and why? 

I prefer to work in the office because I really like conversing with people.



Question eight: what type of organization are aiming to work for? 

Public, private, charitable, or own business. 

I will prefer to work in the big successful company.



Question nine: Are you planning to change career or grow in your own existing career? 

My future are to finish the course Certificate of Higher Education in Skills for the Workplace and continue my study Finance and Accounting.



[bookmark: _Hlk85143770]Question ten: As you are growing in your career: How do you think you can further support your wider community? 

With new skills, knowledge, and experience.



Question eleven: How do you want to spend your time beyond your professional engagement? Such as certain hobbies or commitments.  

I really want to combine work with hobbies



Question twelve: What sort of academic or professional qualifications do you want to achieve? And how this will help you to progress in your career?



I want to get an internationally recognized diploma that will help me grow in my career.

Based on the answers above: What is your vision in relation to your own personal/professional aspects? 



To be strong candidate for the workplace.
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Labour market overview, UK: January 2021



Direct link to the latest statistics based on the data presented by the Office for National Statistics: 

https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/employmentandemployeetypes/bulletins/uklabourmarket/january2021 







Discussion: 



1. Consider and discuss how Covid-19 is having an impact on the labour market.



2. How can you be better prepared to compete in the current conditions of the labour market? 





Skills development is critical in the immediate effort to mitigate the impact of COVID-19 while the pandemic is active, in building worker and firm resilience, and in planning for recovery. Time is of the essence in this response, as it will aid in the recovery from the recession, get people back to work safely, limit the career scarring effects of prolonged unemployment and skills mismatch, and seize opportunities that would otherwise fade away. These Rapid Assessment guidelines are intended to guide timely and practical action within the constraints of public health and workplace OSH policies.



Advance skills enable training providers, young people, policy makers, employers, and workers to make better educational and training decisions and lead to improved use of skills and human capital development through institutional mechanisms and information resources. This guidance note describes the essential components of competency anticipation systems, such as data, methodologies, tools, and institutions.
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Your lifeline



Many people find it helpful to look back on their experiences in order to think about what their priorities are and what they want from life. Producing a lifeline helps to give shape to the past rather than see it as a confusing jumble of events and experiences. This can be the first step towards considering the future and moving forward.



1. Print this form and, starting from your birth to the present day, note down key events in terms of the extent to which they mark high or low points of your life.

2. Were these key events instigated by you or the result of outside influences?

3. Do these experiences have anything in common?

4. Think about what happened and how you felt. What does this say about you and how might that affect your future decisions?



This lifeline should show your high and low points. Include key events in your life.





 (
High points
) (
Low
 points
1970
   
      10
      20                    
30
                   
40
                    
50
                   60
)







1970 -birthday



22-finish University and get married

25-financial crisis in the country and in the family

40-I built the house

51-study at the UWTSD























Source: http://www.open.edu/openlearn/ocw/mod/oucontent/view.php?id=28130&section=2.1 





Copyright © The Open University
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VAK Test




2VAK Learning Styles Self-Assessment Questionnaire


Circle or tick the answer that most represents how you generally behave.


(It’s best to complete the questionnaire before reading the accompanying explanation.) 


1. When I operate new equipment I generally:


a) read the instructions first


b) listen to an explanation from someone who has used it before


c) go ahead and have a go, I can figure it out as I use it


2. When I need directions for travelling I usually:


a) look at a map


b) ask for spoken directions


c) follow my nose and maybe use a compass


3. When I cook a new dish, I like to:


a) follow a written recipe


b) call a friend for an explanation


c) follow my instincts, testing as I cook


4. If I am teaching someone something new, I tend to:


a) write instructions down for them


b) give them a verbal explanation


c) demonstrate first and then let them have a go


5. I tend to say:


a) watch how I do it


b) listen to me explain


c) you have a go


6. During my free time I most enjoy:


a) going to museums and galleries


b) listening to music and talking to my friends


c) playing sport or doing DIY


7. When I go shopping for clothes, I tend to:


a) imagine what they would look like on


b) discuss them with the shop staff


c) try them on and test them out


8. When I am choosing a holiday I usually:


a) read lots of brochures


b) listen to recommendations from friends


c) imagine what it would be like to be there


9. If I was buying a new car, I would:


a) read reviews in newspapers and magazines


b) discuss what I need with my friends


c) test-drive lots of different types


10. When I am learning a new skill, I am most comfortable:


a) watching what the teacher is doing


b) talking through with the teacher exactly what I’m supposed to do


c) giving it a try myself and work it out as I go


11. If I am choosing food off a menu, I tend to:


a) imagine what the food will look like


b) talk through the options in my head or with my partner


c) imagine what the food will taste like


12. When I listen to a band, I can’t help:


a) watching the band members and other people in the audience


b) listening to the lyrics and the beats


c) moving in time with the music


13. When I concentrate, I most often:


a) focus on the words or the pictures in front of me


b) discuss the problem and the possible solutions in my head


c) move around a lot, fiddle with pens and pencils and touch things


14. I choose household furnishings because I like:


a) their colours and how they look


b) the descriptions the sales-people give me


c) their textures and what it feels like to touch them


15. My first memory is of:


a) looking at something


b) being spoken to


c) doing something


16. When I am anxious, I:


a) visualise the worst-case scenarios


b) talk over in my head what worries me most


c) can’t sit still, fiddle and move around constantly


17. I feel especially connected to other people because of:


a) how they look


b) what they say to me


c) how they make me feel


18. When I have to revise for an exam, I generally:


a) write lots of revision notes and diagrams


b) talk over my notes, alone or with other people


c) imagine making the movement or creating the formula


19. If I am explaining to someone I tend to:


a) show them what I mean


b) explain to them in different ways until they understand


c) encourage them to try and talk them through my idea as they do it


20. I really love:


a) watching films, photography, looking at art or people watching


b) listening to music, the radio or talking to friends


c) taking part in sporting activities, eating fine foods and wines or dancing


21. Most of my free time is spent:


a) watching television


b) talking to friends


c) doing physical activity or making things


22. When I first contact a new person, I usually:


a) arrange a face to face meeting


b) talk to them on the telephone


c) try to get together whilst doing something else, such as an activity or a meal


23. I first notice how people:


a) look and dress


b) sound and speak


c) stand and move


24. If I am angry, I tend to:


a) keep replaying in my mind what it is that has upset me


b) raise my voice and tell people how I feel


c) stamp about, slam doors and physically demonstrate my anger


25. I find it easiest to remember:


a) faces


b) names


c) things I have done


26. I think that you can tell if someone is lying if:


a) they avoid looking at you


b) their voices changes


c) they give me funny vibes


27. When I meet an old friend:


a) I say “it’s great to see you!”


b) I say “it’s great to hear from you!”


c) I give them a hug or a handshake


28. I remember things best by:


a) writing notes or keeping printed details


b) saying them aloud or repeating words and key points in my head


c) doing and practising the activity or imagining it being done


29. If I have to complain about faulty goods, I am most comfortable:


a) writing a letter


b) complaining over the phone


c) taking the item back to the store or posting it to head office


30. I tend to say:


a) I see what you mean


b) I hear what you are saying


c) I know how you feel


Now add up how many A’s, B’s and C’s you selected.


A’s =18



B’s =
3


C’s =9

If you chose mostly A’s you have a VISUAL learning style.


If you chose mostly B’s you have an AUDITORY learning style.


If you chose mostly C’s you have a KINAESTHETIC learning style.


Some people find that their learning style may be a blend of two or three styles, in this case read about the styles that apply to you in the explanation below.


When you have identified your learning style(s), read the learning styles explanations and consider how this might help you to identify learning and development that best meets your preference(s).


Now see the VAK Learning Styles Explanation.


VAK Learning Styles Explanation


The VAK learning styles model suggests that most people can be divided into one of three preferred styles of learning. These three styles are as follows, (and there is no right or wrong learning style):


· Someone with a Visual learning style has a preference for seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, etc. These people will use phrases such as ‘show me’, ‘let’s have a look at that’ and will be best able to perform a new task after reading the instructions or watching someone else do it first. These are the people who will work from lists and written directions and instructions.


· Someone with an Auditory learning style has a preference for the transfer of information through listening: to the spoken word, of self or others, of sounds and noises. These people will use phrases such as ‘tell me’, ‘let’s talk it over’ and will be best able to perform a new task after listening to instructions from an expert. These are the people who are happy being given spoken instructions over the telephone, and can remember all the words to songs that they hear!


· Someone with a Kinaesthetic learning style has a preference for physical experience - touching, feeling, holding, doing, practical hands-on experiences. These people will use phrases such as ‘let me try’, ‘how do you feel?’ and will be best able to perform a new task by going ahead and trying it out, learning as they go. These are the people who like to experiment, hands-on, and never look at the instructions first!


People commonly have a main preferred learning style, but this will be part of a blend of all three. Some people have a very strong preference; other people have a more even mixture of two or less commonly, three styles.


When you know your preferred learning style(s) you understand the type of learning that best suits you. This enables you to choose the types of learning that work best for you.


There is no right or wrong learning style. The point is that there are types of learning that are right for your own preferred learning style.


Please note that this is not a scientifically validated testing instrument – it is a free assessment tool designed to give a broad indication of preferred learning style(s). 


With acknowledgements to Victoria Chislett for developing this assessment. 


Victoria Chislett specialises in performance psychology and its application within organisations, and can be contacted via email: performance_psychologist at yahoo.com.
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How Self-Motivated Are You?


Taking Charge of Your Goals and Achievements

Are you motivated to achieve what you really want in life? And how hard do you push yourself to get things done? 


Wanting to do something and motivating yourself to actually do it are two different things. So, what's the difference between those who never reach their goals, year after year, and those who achieve one goal after another? Often, it's their self-motivation. 


Self-motivation is the force that keeps pushing us to go on - it's our internal drive to achieve, produce, develop, and keep moving forward. When you think you're ready to quit something, or you just don't know how to start, your self-motivation is what pushes you to go on. 


With self-motivation, you'll learn and grow - regardless of the specific situation. That's why it's such a fundamental tool for reaching your goals, achieving your dreams, and succeeding, in this journey we call life. 


So, how self-motivated are you? We've put together a short quiz to give you a better understanding of how self-motivated you are. After the quiz, we'll discuss some specific tips for improving your self-motivation, so that you can achieve still more in your life. 


The Self-Motivation Quiz


Use the online test below, and click the 'Calculate my total' button at the foot of the test.

© Mind Tools Ltd, 1995-2008. 

Top of Form


		Question

		Not
at all

		Rarely

		Some
times

		Often

		Very
Often



		1

		I'm unsure of my ability to achieve the goals I set for myself. 
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		2

		When working on my goals, I put in maximum effort and work even harder if I've suffered a setback. 
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		3

		I set goals and objectives to achieve my vision for my life. 
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		4

		I think positively about setting goals and making sure my needs are met. 
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		5

		I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time, I allow myself to take a coffee break. 
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		6

		I believe that if I work hard and apply my abilities and talents, I will be successful. 
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		7

		I worry about deadlines and getting things done, which causes stress and anxiety. 
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		8

		When an unexpected event threatens or jeopardizes my goal, I can tend to walk away, set a different goal, and move in a new direction. 
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		9

		My biggest reward after completing something is the satisfaction of knowing I've done a good job. 
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		10

		I tend to do the minimum amount of work necessary to keep my boss and my team satisfied. 
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		11

		I tend to worry about why I won't reach my goals, and I often focus on why something probably won't work. 
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		12

		I create a vivid and powerful vision of my future success before embarking on a new goal. 
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Score Interpretation




		Score

		Comment



		44-60

		Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are!



		28-43

		You're doing OK on self-motivation. You're certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life. Read the relevant sections below, and work on them to strengthen your self-motivation.



		12-27

		You allow your personal doubts and fears to keep you from succeeding. You've probably had a few incomplete goals in the past, so you may have convinced yourself that you aren't self-motivated - and then you've made that come true. Break this harmful pattern now, and start believing in yourself again. The tools and tips below will help you get back your motivation. 





Factors in Self-Motivation 


Self-motivation is complex. It's linked to your level of initiative in setting challenging goals for yourself; your belief that you have the skills and abilities needed to achieve those goals; and your expectation that if you put in enough hard work, you will succeed (or at least be in the running, if it's a competitive situation). 


Four factors are necessary to build the strongest levels of self-motivation: 


1. Self-confidence and self-efficacy. 


2. Positive thinking, and positive thinking about the future. 


3. Focus, and strong goals. 


4. A motivating environment. 


By working on all of these together, you should quickly improve your self-motivation. Let's look at each of these factors individually. 


1. Self-Confidence and Self-Efficacy (Questions 1, 2, 6, 8)


Part of being self-motivated is having good levels of self-assurance, self-confidence, and self-efficacy. More on these below!


Being highly self-assured means you will set challenging goals for yourself, and it's also a resiliency factor for when you encounter setbacks. If you don't believe in yourself you'll be much more likely to think, "I knew I couldn't do this" instead of, "This one failure isn't going to stop me!"


Albert Bandura, a psychologist from Stanford University, defined self-efficacy as a belief in our own ability to succeed, and our ability to achieve the goals we set for ourselves. This belief has a huge impact on your approach to goal setting and your behavioral choices as you work toward those goals. 


According to Bandura's research, high self-efficacy results in an ability to view difficult goals as a challenge, whereas people with low self-efficacy would likely view the same goals as being beyond their abilities, and might not even attempt to achieve them.


It also contributes to how much effort a person puts into a goal in the first place, and how much he or she perseveres despite setbacks. 


By developing a general level of self-confidence in yourself, you will not only believe you can succeed, but you'll also recognize and enjoy the successes you've already had. That, in turn, will inspire you to build on those successes. The momentum created by self-confidence is hard to beat. 


Take these steps: 


· Think about the achievements in your life. 


· Examine your strengths, to understand what you can build on. 


· Determine what other people see as your strengths and key capabilities. 


· Set achievable goals for yourself, work to achieve them, and enjoy that achievement. 


· Seek out mentors and other people who model the competencies, skills, and attributes you desire. 


As you begin to recognize how much you've already achieved - and understand how much potential you have - you will have the confidence to set goals and achieve the things you desire. The more you look for reasons to believe in yourself, the easier it will be to find ways to motivate yourself. 


		Our article on Building Self-Confidence teaches you how to develop this self-confidence, and gives you steps you can use to start feeling great about yourself. It will also put you firmly on the path to self-assurance and self-efficacy. 





2. Positive Thinking, and Positive Thinking About the Future 
(Questions 4, 9, 11, 12)


"Your life today is the result of your attitudes and choices in the past. Your life tomorrow will be the result of your attitudes and the choices you make today." 

- Author Unknown 


Positive thinking is closely related to self-confidence as a factor in self-motivation. It's important to look at things positively, especially when things aren't going as planned and you're ready to give up. 


If you think that things are going to go wrong, or that you won't succeed, this may influence things in such a way that your predictions will come true. This is particularly the case if you need to work hard to achieve success, or if you need to persuade others to support you in order to succeed. Your thoughts can have a major influence on whether you succeed or fail, so make sure those thoughts are "on your side." 


Positive thinking also helps you think about an attractive future that you want to realize. When you expect positive results, your choices will be more positive, and you'll be less likely to leave outcomes to fate or chance. Having a vivid picture of success, combined with positive thinking, helps you bridge the gap between wanting something and going out to get it. 


To apply "the power of positive thinking", do the following: 


· Become aware of your thoughts. Write down these down throughout the day. 


· Challenge your negative thoughts, and replace them with positive ones. 


· Create a strong and vivid picture of what it will be like to achieve your goals. 


· Develop affirmations or statements that you can repeat to yourself throughout the day. These statements should remind you of what you want to achieve, and why you will achieve it. 


· Practice positive thinking until you automatically think about yourself and the world in a positive way, every day. 


		For even more tips, see our article on Rational Positive Thinking. You can also take our short quiz, Are You a Positive or Negative Thinker?. 





3. Strong Goals and Focus (Questions 3, 7)


As we've said above, a key part of building self-motivation is to start setting strong goals. These give you focus, a clear sense of direction, and the self-confidence that comes from recognizing your own achievement. 


First, determine your direction through effective goal setting. 


		To set comprehensive goals in all areas of your life, use our Life Plan Workbook. 





When you set a goal, you make a promise to yourself. Part of the strength of this is that it gives you a clear direction. Part is that you've made this promise to yourself, and you'll want to keep this promise. And part is that it's a challenge, and it's fun to try to meet that challenge! 


But don't set just any goal. According to Locke's goal-setting theory, your goal should have the following characteristics: 


· Clarity - Effective goals are clear, measurable, specific, and based on behavior, not outcomes. 


· Challenge - Goals should be difficult enough to be interesting, but not so difficult that you can't reach them. 


· Commitment - Goals should be attainable, and should be relevant - that is, they should contribute in a significant way to the major objectives you're trying to achieve. 


· Regularity of Feedback - Monitor your progress towards your goals regularly to maintain your sense of momentum and enthusiasm, and enjoy your progress towards those goals. 


· Sufficient Respect For Complexity - If the goal involves complex work, make sure that you don't over-commit yourself. Complex work can take an unpredictably long time to complete (particularly if you have to learn how to do the task "on the job"). 


When you have a variety of goals, be sure to schedule your time and resources effectively. You can achieve the "focus" part of self-motivation by prioritizing, and by establishing a schedule that will help you succeed. It doesn't make sense to work until you're exhausted or give up one goal to achieve another. 


Using tools like the Urgent/Important Matrix and the Action Priority Matrix, you can quickly and easily see how each goal activity fits into the bigger picture of your overall objectives. If you fully understand your priorities, you probably won't feel as pressured to do everything at once. This can reduce stress and help you to concentrate on the most important strategies. 


See our article on Prioritization for a summary, and for links to our top time management and prioritization tools. 


4. Motivating Environment (Questions 5, 10)


The final thing to focus on is surrounding yourself with people and resources that will remind you of your goals, and help you with your internal motivation. These are external factors - they'll help you get motivated from the outside, which is different from the internal motivation we've discussed so far. However, the more factors you have working for you, the better. 


You can't rely on these "environmental" or outside elements alone to motivate you, but you can use them for extra support. Try the following: 


· Look for team work opportunities. Working in a team makes you accountable to others. 


· Ask your boss for specific targets and objectives to help you measure your success. 


· Ask for interesting assignments. See our article on Maximizing Job Satisfaction for tips on getting the most from your job. 


· Set up some goals that you can easily achieve. Quick wins are great for getting you motivated. 


· Buddy up with people who you trust to be supportive, and ask them to help keep you accountable. 


· Try not to work by yourself too much. Balance the amount of time you work from home with time spent working with others. 


When you start your self-motivation program, you may tend to rely heavily on these external factors. As you get more comfortable and confident with your self-motivation, you'll probably use them only as needed, and for a little extra help. 


Key points:


Self-motivation doesn't come naturally to everyone. And even those who are highly self-motivated need some extra help every now and then. 


Build your self-motivation by practicing goal-setting skills, and combining those with positive thinking, the creation of powerful visions of success, and the building of high levels of self-efficacy and self-confidence. 


Your attitude and beliefs about your likelihood of success can predict whether or not you actually succeed. Set goals, and work hard to achieve them. Examine ways to improve your self-motivation, and regularly reassess your motivation levels. If you actively keep your internal motivation high, you can significantly increase the likelihood of achieving your hopes, dreams, and visions of the future. 
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JOB DESCRIPTION



Job title: General Manager





Reporting to: Full -time position





Responsibility for: Restaurant Real Greek





Location: London, Spitalfields market WE25RT





Overall purpose of the job: Sincerity is a core company value and making transparency between management and employees a job requirement can help promote it even more.





Key activities: 



1. Marketing









2. Development









3.Customer Experience









4.Promosion









5.Sales











6. To perform the job in accordance with the company’s policies and procedures, especially the Equal Opportunities and Harassment Policy.  







7. To perform any other duties as may be reasonably be require from time-to-time.





Any special requirements: 
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Application Form MARIA VITOROI.doc
Application form




		Please use the tab key on your keyboard to move through the sections of this form 
or using your mouse, click into the grey area to type.



		Job position applied for

		ACCOUNTANT 



		Grade

		LIDER

		Closing Date:

		  

		  

		  



		Reference number:

		34567UDF



		Personal details



		Your preferred title:

		BE STRONG



		First name or names:

		MARIA



		Last Name:

		VITOROI



		Address 

and postcode:

		     



		

		     

		

		



		Home phone number:

		11111111

		 Mobile phone number:

		11111111111



		Work phone number:

		22222222

		 E-mail address:

		1234@MARIAGMAIL.COM



		National Insurance Number:

		SD00000003D





		Current or most recent employment



		Employer’s name 


and address:

		 MARIA VITOROI



		

		79 EAST HAM E77MF

		Postcode

		E77MF



		Job title:

		ACCOUNTANT



		Current salary:

		XXXXXXXX

		Dates employed 


(from and to):

		12

		12

		20

		to

		12

		12

		21



		Notice you need to give:

		     



		Reason for leaving:

		FAMILY PROBLEM



		Brief description of your duties (please continue on a separate sheet if necessary):



		     



		Fair Processing Notice


This authority is under a duty to protect the public funds it administers, and to this end may use the information you have provided on this form for the prevention and detection of fraud. We may also share this information with other bodies responsible for auditing or administering public funds for these purposes.


For further information, see http://www.barking-dagenham.gov.uk/9-council/fair-processing/fair-processing.html or contact the Corporate Anti Fraud Team  0208 227 2264
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		       Previous employment



		Please list the most recent first and continue on a separate sheet if necessary.



		Dates you were 


employed from and to

		Employer’s name


and address

		Job title

		Reason for leaving



		10.10.2015

		10.10.2021

		MARIA VITOROI 


79 EAST HAM E77MF


		ACCOUNTANT

		SMALL SALARY



		     

		     

		     

		     

		



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		     

		     

		     

		     

		     



		    

		     

		     

		     

		     



		/       /

		/       /

		     

		     

		     



		/       /

		/       /

		     

		     

		     



		/       /

		/       /

		     

		     

		     



		If you have had any breaks in employment since leaving school, please give details of these periods and your activities during these times (for example, unemployment, raising a family, voluntary work, training and so on).



		        Relevant education, technical and/or professional qualifications



		(Please name any Institute or Professional body in full, rather than using initials)


Education. Please include any qualifications, training and current membership of professional associations that are relevant to the post. Please see the person specification and continue on a separate sheet if necessary.



		Date from

		Date to

		Name and location of School/ College/Institute/Professional Association

		Subjects, status and qualifications achieved

		Level and grade

		Date achieved



		2021

		2022.

		UWTSD

		Certificate of Higer Education in skills for the Workplace

		level4

		21.02.2022



		     

		     

		     

		     

		     

		     



		     

		/       /

		     

		     

		     

		/       /



		/       /

		/       /

		     

		     

		     

		/       /



		/       /

		/       /

		     

		     

		     

		/       /



		/       /

		/       /

		     

		     

		     

		/       /



		/       /

		/       /

		     

		     

		     

		/       /



		/       /

		/       /

		     

		     

		     

		/       /



		Training, seminars or short courses that are relevant to the post.


Details of relevant personal development/training courses (Please continue on a separate sheet if necessary.)



		Brief description and course title

		Date of attendance

		How long 


it lasted



		     

		     

		     



		     

		     

		     



		     

		/       /

		     



		     

		/       /

		     





		       Personal statement



		Please use this section to tell us how your knowledge, skills and experiences meet the requirements of the job set out in the person specification. Please refer to the guidance ‘Applying for the job’ in the Recruitment Booklet. 
(Please continue on a separate sheet if necessary, with a maximum of two sheets).



		To be honest, I have all of the skills and experience you're looking for. I am confident that I am the best candidate for this position. My background in previous projects, as well as my people skills, will be useful in this position.     





		      Reference



		Please give details of two employers who can provide us with a reference, one of whom must be your current or most recent employer. In the case of a first appointment, one referee should be from your school or college. You should only give personal references if employment references are not available.





		1

		Name

		vvvvvvvv



		

		Address

		xxxxxxx



		

		Postcode

		677889



		

		Daytime phone number:

		2323333333



		

		E-mail address:

		ggggggggggg



		

		Job Title/Position within Organisation:



		

		supervisior





		2

		Name

		bbbbbbbb



		

		Address

		xxxxxxxxx



		

		Postcode

		888888



		

		Daytime phone number:

		5555555555



		

		E-mail address:

		ggggggggg



		

		Job Title/Position within Organisation:



		

		manager





		We may contact your referees if you are short listed for an interview, do you have any objections to this?



		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 


		





		      Extra information



		Can you provide evidence of your legal right to work in the UK?


(For more information, please see the recruitment booklet).

		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 




		If you are related to any Councillor or member of staff of this Council, please give details.



		Please answer the following questions only if the person specification for the post includes


these requirements.



		•Do you have a valid driving licence?

		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 




		•Do you have access to a vehicle which you are able to use for work purposes?

		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 




		•If not, are you able to travel, for work purposes, by another form of transport?

		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 




		If you have been convicted of a criminal offence, please give details (offence, date and sentence)


unless the conviction is considered ‘spent’ under the Rehabilitation of Offenders Act 1974


(For more information, please see the recruitment booklet)



		      Disability



		Impairment or disability



		Do you consider yourself to have a physical, learning,


sensory or mental health impairment or disability?

		Yes

		 FORMCHECKBOX 


		No

		 FORMCHECKBOX 




		If yes, please specify

		     



		(Some examples of impairments that meet the definition of disability under the Disability Discrimination Act 1995 are hard of hearing, partially sighted, severe back problems, arthritis, phobias, depression, speech impairment, dyslexia, diabetes, epilepsy, asthma and cardiovascular conditions.)


All disabled applicants, including people with personal experience of mental health illnesses, who show on their application form that they meet the minimum criteria for the vacant job will be guaranteed an interview.



		      Declaration



		I confirm that the information I have given on this form is true and correct, and you can treat it as part of any future


contract of employment. I understand that if I do not provide complete and correct information, you may withdraw an


offer of employment or, if I am already employed, dismiss me immediately. I also give you permission to use my personal information for monitoring and management purposes.


I understand that you will deal with all the information in line with the data protection legislation.



		Your signature:




		VITOROI

		Date:




		05/12/21





		I understand that you will deal with all the information in line with the data protection legislation.


Please return this form by the closing date shown in the advertisement, to the address below.


If you have downloaded this form from the internet, please return this application to the address


or e-mail address given on the advertisement.





Published by London Borough of Barking and Dagenham, April 2008, MC4412


		Equal Opportunity Policy


The Council is committed to ensuring equal opportunities in employment, and by law must monitor the racial diversity etc, of people applying to us for employment. You must fill this section of this form as it will help us to monitor the effectiveness of our Equal Opportunities in Employment Policy.


The information requested below is for statistical purposes only, and will not be made available to those


responsible for selection. This information is covered by the Data Protection legislation, therefore the


Council can only legally use the information for the purpose stated, i.e. as statistical information for the


monitoring purposes.


Thank you for your co-operation.



		       Personal details



		Status: (tick only one)



		Single

		 FORMCHECKBOX 


		Divorced

		 FORMCHECKBOX 


		Legally Separated

		 FORMCHECKBOX 


		Married/Civil Partnership

		 FORMCHECKBOX 


		Prefer not to say

		 FORMCHECKBOX 




		Name

		NNNNNNN



		Post applied for:

		45GHJKK



		Reference number:

		89JKLL56778



		Where did you see the post advertised? (if in a newspaper/journal or on a website, please state name.)



		website



		



		Sex Are you: (tick only one)

		Female?

		 FORMCHECKBOX 


		Male?

		 FORMCHECKBOX 


		



		



		Age: (tick only one)



		16 to 19

		 FORMCHECKBOX 


		50 to 59

		 FORMCHECKBOX 


		



		20 to 29

		 FORMCHECKBOX 


		60 to 65

		 FORMCHECKBOX 


		



		30 to 39

		 FORMCHECKBOX 


		66 to 74

		 FORMCHECKBOX 


		



		40 to 49

		 FORMCHECKBOX 


		75+

		 FORMCHECKBOX 


		



		Where do you live


Do you live in the Borough of Barking and Dagenham? (tick only one)

		Yes




		 FORMCHECKBOX 


		No




		 FORMCHECKBOX 




		Employment


Are you currently employed by the London Borough of Barking and Dagenham?

		Yes




		 FORMCHECKBOX 


		No




		 FORMCHECKBOX 






		








		Ethnic origin


I would describe my ethnic origin as the following (please highlight or tick one).



		White



		 FORMCHECKBOX 


		British (WB)



		 FORMCHECKBOX 


		Irish (WI)



		 FORMCHECKBOX 


		Any other white background 
(please specifiy below) (WO)



		

		ROMANIA



		Black



		 FORMCHECKBOX 


		British (BB)



		 FORMCHECKBOX 


		African (BA)



		 FORMCHECKBOX 


		Caribbean (BC)



		 FORMCHECKBOX 


		Any other black background 
(please specifiy below) (BO)



		

		     



		Asian



		 FORMCHECKBOX 


		British (ABR)



		 FORMCHECKBOX 


		Bangladeshi (AB)



		 FORMCHECKBOX 


		Indian (AI)



		 FORMCHECKBOX 


		Pakistani (AP)



		 FORMCHECKBOX 


		Any other black background 
(please specifiy below) (AO)



		

		     



		Mixed



		 FORMCHECKBOX 


		White and black Caribbean (MWBC)



		 FORMCHECKBOX 


		White and black African (MWBA)



		 FORMCHECKBOX 


		White and Asian (MWA)



		 FORMCHECKBOX 


		Black and Asian (MBA)



		 FORMCHECKBOX 


		Any other black background 
(please specify below) (MO)



		

		     



		Chinese



		 FORMCHECKBOX 


		British (BC)



		 FORMCHECKBOX 


		Chinese (C)



		 FORMCHECKBOX 


		Any other background (CO) 
(please specifiy below) 



		

		     





		Other ethnic group



		 FORMCHECKBOX 


		(please specify below) (O)



		

		     



		Traveller



		 FORMCHECKBOX 


		Irish Traveller (IT)



		 FORMCHECKBOX 


		Romany (R)



		 FORMCHECKBOX 


		English Gypsy (EG)



		 FORMCHECKBOX 


		Other (TO) (please specify below)



		

		     



		Sexual Orientation


This information will help us to monitor workforce and the effectiveness of our Equalities Policies. Which of these best describe your sexual orientation?



		 FORMCHECKBOX 


		Bisexual



		 FORMCHECKBOX 


		Lesbian



		 FORMCHECKBOX 


		Gay Man



		 FORMCHECKBOX 


		Heterosexual (“straight”)



		 FORMCHECKBOX 


		I prefer not to say



		 FORMCHECKBOX 


		Other (Please specify below)



		

		     



		Faith/Religion



		 FORMCHECKBOX 


		Buddhist



		 FORMCHECKBOX 


		Christian



		 FORMCHECKBOX 


		Hindu



		 FORMCHECKBOX 


		Sikh



		 FORMCHECKBOX 


		Muslim



		 FORMCHECKBOX 


		Jewish



		 FORMCHECKBOX 


		I prefer not to say



		 FORMCHECKBOX 


		I don’t know



		 FORMCHECKBOX 


		I do not identify with any religious groups



		 FORMCHECKBOX 


		Other (Please specify below)



		

		     



		Caring Responsibilities


Do you have caring responsibilities?



		 FORMCHECKBOX 


		Yes

		 FORMCHECKBOX 


		No



		A carer is defined as someone who:

“…cares for, or expects to care for, a husband, wife 
or partner, a relative such as a child, uncle, sister, parent-in-law, son-in-law or grandparent, or someone who falls into neither category but lives at the same address as the carer.”
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MARIA VITOROI





		





Contact Information:

TELEFON:

07388234828





E-MAIL:

mariavitoroi@gmail.com



LANGUAGES:

Romanian - very good

Russian - very good

Greek-well

English-fluent

		

		Education

15. 02 .2021-15.02.2022 University of WalesTrinity Saint David (London) 

Certificate of Higher Eductaion in Skills for the Workplace (London)

2011- 6 months accounting courses Moldova

2010- Finished Level 4 of Greek language in Greece

1998 - Computer skills: 

1987-1992 Pedagogical University Moldova

Physical and mathematics faculty

PROFESSIONAL experience

Real Greek restaurant London

10.10.2015-present 2021

Deli assistant 



Ibis hotel London

2017-2020- Chef kitchen (the second job evening)



Turist shop in Greece

2012-2015- Emploee- souvenir seller



Family supermarket in Greece

2004-2010-Emploee- seller in the market



Moltelecom Moldova

1995-2001-Accountant
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	COVERING LETTER



MARIA VITOROI

mariavitoroi@gmail.com

05 December 2021

REAL GREEK company

RE: Accountant Ref: rt56789kj 05/12/2021

Dear Ms. Nabil Tutu



As an experienced deli assistant, the posting for accountant with Real Greek company piqued my interest. While reviewing the job requirements and your website. I was excited to see that my qualifications and personal traits are aligned with your requirements and mission.

I bring a set of talents that I believe will be valuable to Real Greek company. In my accountant role, I honed my abilities in ability to prepare Financial Statements and Accounting Organizational skills, providing a solid foundation for the accountant position.

My customer service, people centric nature and eagerness to please have afforded me excellent Accounting Organizational skills.

I am eager to contribute my strengths and expertise in analytical and problem-solving skills to your team's efforts. As an extroverted and personable communicator with a proven track record in analytical and problem-solving, my focus on building strong professional relationships has been an asset throughout my career.

With reference to the gap in employment shown on my CV, I took the opportunity to travel to gain new experiences, foster my personal development and bring renewed perspective to my field of study. This period of travel allowed me to build strong connections with other individuals and cultures, which has cultivated new growth and a better understanding of my future goals.

Please review my CV for an in-depth of my work history and accomplishments. I would like to schedule an interview at your earliest convenience and will contact you next week to check on your availability. I am hoping to discuss how my personality and work history fit the accountant role.

Thank you for time and consideration.

Yours sincerely,

MARIA VITOROI 
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                                                       PCD ROLE PLAY INTERVIEWS



NAME of STUDENT: MARIA VITOROI                                                                                       ID No.2023024

C1: Welcome and Body Language                                                                                                5    4   3    2   1

		Did the Interviewer welcome the interviewee with a smile/body language

		+

		

		

		

		



		Did the interviewer maintain eye-contact

		

		+

		

		

		



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

		+

		

		

		

		



		Did the interviewer map out the interview

		

		+

		

		

		



		

COMMENTS

		

		

		

		

		







C2: Questions

		Were the questions open ended - allowing the conversation to flow

		

		+

		

		

		



		Were the questions too soft or a good mix

		

		+

		

		

		



		Were the questions probing, asking for concrete examples 

		

		+

		

		

		



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

		+

		

		

		

		



		COMMENTS:



		

		

		

		

		





C3: Interview Style

		Was the interview style friendly, encouraging conversation, or was it matter-of--fact

		+

		

		

		

		



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

		

		+

		

		

		



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

		+

		

		

		

		



		Did the interviewer maintain eye-contact throughout 

		+

		

		

		

		



		COMMENTS:



		

		

		

		

		





C4: INTERVIEWEE’s RESPONSE

		Did the interviewee answer the questions or just waffled

		+

		

		

		

		



		Did the interviewee appear confident and conversational

		+

		

		

		

		



		Did the interviewee show evidence of having researched the company

		

		+

		

		

		



		Did they show how they can contribute to the company 

		+

		

		

		

		



		COMMENTS:



		

		

		

		

		





C5: Professional Standards

		Was the interviewer neatly dressed

		

		+

		

		

		



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

		

		+

		

		

		



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

		

		+

		

		

		



		Were the questions grammatically well-structured

		+

		

		

		

		



		COMMENTS:
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ROL PLAY

My name is Maria Vitoroi 2023024, and today we will do the ROL PLAY from the module Professional Career Development with Dzheylyan Basrieva 2023967.

Why you chose to be an accountant?

· My profession in the past was accounting and I want to continue my career with international knowledge

· I can work in a variety of industries and roles to fill my career with purpose. 

· With great pay, opportunities for growth, and the chance to help businesses grow.

· Accountants are respected business professionals, and accounting is known to be one of the most trustworthy professions. 

· I will become a trusted advisor to others where I work, and my opinion will matter in making business decisions.

Do you work best in team or individually?

· I like working in a team and collaborating with people.

· Working in teams increases collaboration and allows brainstorming. As a result, more ideas are developed, and productivity improves. 

· Two or more people are always better than one for solving problems, finishing off difficult tasks and increasing creativity. 

· working in a team you can learn new things

What do you expect to get from this job?



· Three things that I'm looking for in my next job are a collaborative, 

· team-focused culture, 

· opportunities to learn and grow my skills from a technical standpoint, and a chance to learn more leadership skills over time.

Why should we hire you?

· Honestly, I possess all the skills and experience that you're looking for.

·  I'm pretty confident that I am the best candidate for this job role.

·  It's not just my background in the past projects, but also my people skills, which will be applicable in this position.



Do you have any hobby?

· Yes, of course, but unfortunately it doesn't allow me time.

· I really like dancing. I danced for about 6 years in a row.

· Dancing is the most complex form of movement, but also a spiritual stimulus, which develops both the health of the body and a relaxed and balanced mind.

Dance develops the ability to multitask and relieves stress in everyday life.
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