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Many studies have shown that reflecting and writing about personal and professional goals are a great way of mentalising goals and objects and making them more achievable. (Murphy, 2018). Throughout the academic year 2019/2020 in the course Certificate for Higher Education Skills for the Workplace, I have learnt several academic and employability skills. Many of those skills will be useful for my future studies as well and my professional career. This assignment aims to speculate on personal and professional aspirations for the future, analyse skills and knowledge based on a SWOT scheme and Personal Development Plan (PDP), and reflect on the events that occurred within the academic year. Therefore, the Gibbs reflective cycle (1988) will be used as an orientation structure for this assignment's reflective sections.

[bookmark: _Toc60594245]Reflection of the role play

Description 

On 11 December 2020, I performed a roleplay via Microsoft Teams. The purpose of the roleplay was to reproduce a job interview in partners. As part of the assessment, both members had to perform the roles of interviewer and interviewee. However, the evaluation only counted when one of the members acted as the interviewee. At my interview, I have applied for the position of assistant manager at a company. I was questioned about myself, my opinion about a healthy working environment, why the company should hire me, and my strategies to handle workplace conflicts and weaknesses. My partner (interviewer) managed to make me feel comfortable and confident throughout the interview. Meanwhile, the lecturer paid attention to the roleplay and took notes for an assessment of my performance. 

Feelings 
I truly enjoyed the experience of a job interview. During the interview, I also felt anxious as I faced the pressure of being assessed based on my capacity to conduct a successful job interview. However, I enabled myself to build up confidence and answer all the questions at the best of my knowledge. 

Evaluation 
Engaging in this academic activity has allowed me to observe both positive and negative aspects of my performance. This activity's positive side was that it provided a realistic approach to a real job interview and a preparation for future interviews. The only negative point of my interview was because it was online, and I could not experience the physical feeling of a face-to-face interview.

Analysis 
According to the website The balanced careers, “A mock interview helps you learn how to answer difficult questions, develop your interview strategies, improve communication skills and reduce stress before an actual job interview" (Doyle, 2019). Furthermore, online interviews allow employees to perform interviews pressure-free. In my case, I could notice this aspect during my performance. Additionally, conducting mock interviews, especially online, besides providing a modern approach to a new way of carrying out interviews. This activity also allows the candidates to observe the body language, tone of voice, eye contact and interview vestment, and confidence to answer questions. (Doyle, 2019)

Conclusion 
From my online interview experience, I am now more mindful about the different aspects to consider when taking part in job interviews. I was able to live the feeling of being assessed based on my performance to show that I am fit for the job position. This activity was vital for me to understand how to perform well in the future if I come across a similar situation.

Action plan 
In the future, as I will undoubtedly experience a job interview process, I will try to be as confident as I possibly can. Besides improving my body language, I will also work on my vocabulary and pronunciation as I have learned the importance of those from the roleplay activity. I aspire to become more competent academically and professionally so I could transmit more confidence as a candidate.
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My main career goals are:
· Become an accountant
· Find a job in a company with significant growth potential.  
· Gain good experience within the account and finance field
· Partner up with a large accounting firm
· Open my accounting firm

In five years, I visualise myself with my degree in accounting and finance and working for a company. This qualification will provide me with skills to become a specialist in accountancy, finances and management. Therefore, I intend to invest in my career development. I will invest in an Accounting and Finance master’s degree. In ten years, I see myself in a higher position working for larger firms and satisfied with my academic, professional and monetary achievements. Further on, I would also like to open my accounting firm. This is a goal that I would like to achieve because I would like to use my knowledge and experience to open my own business.
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The main aspects of my life that I would like to improve are my academic aptitude, knowledge and skills and financial status. 

Academic aptitude
One of my goals is to develop my capacity for content absorption and understanding as a university student. To build my academic aptitude, I will intensify my reading and writing practice and exercise my analytical skills. I will learn more about financial reporting cash management and diverse strategies to administer money and apply those into investments. 

Knowledge and skills
I will improve my knowledge and skills in business and accounting and finance because those tools will be included in my daily routine at work and because they will assist me in managing my finances and potential business ideas. I also want to improve my interpersonal skills because I will establish better connections with my co-workers and bosses. This will maximise the chances of successful teamwork and cooperation within the workplace. "In human resources perspective, soft interpersonal skill has been reliably positioned as greater as a significant prerequisite for successful steering performance in the division of every work unit." (Hardjati and Febrianita, 2019)

Financial status 
As a long-term goal, I will also improve my financial status. To achieve this goal, I will rely on the regular salary and other investments to add extra cash in my finances. In addition to this, I will use cash managing strategies to save and add value to my money. Achieving this goal will boost my confidence and lead to the financial freedom that I tend to achieve.
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Description 

Before starting university, I had necessary academic skills like paraphrasing, summarising and academic writing that helped me get through secondary education. However, as I went through the terms, I developed and deepened my knowledge of my existing skills and learned other complementary skills like referencing, university level of academic writing, effective teamwork and communication, and employability skills reflective essay. Besides that, the thick modules like problem-solving and decision making, professional career development and managing enterprise in the 21st century have provided me with more knowledge in business planning, managerial skills and personal and professional reflection.

Analysis 

Peter Honey and Alan Mumford have developed the theory of learning styles. Based on their findings, learners could be considered activists, theorists, pragmatics and reflectors. While activists learn by doing reflectors observe, think and discuss. On the other hand, while pragmatics learn by figuring how to put theory into practice, theorists lean by comprehending the ideas behind actions. (University of Leicester, 2020). Based on a class activity in which it was required to complete a quiz on our learning styles, my results have shown that I am an activist type of learner. This way, I am the type of learner who needs some practical activity to learn and understand. This aspect has turned very noticeable for me in my learning process at the university. I would feel more confident by doing practical tasks like mock presentations, case study, in-class exercises and pair work. In my future, I will align theories with practical activities during my studies for a better understanding of the content.
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	Develop critical thinking 

	
Analyse theories and reflect on how to apply them in practical situations



Interpret problems and use decision-making tools and techniques to bring relevant and applicable solutions 

	Books and articles about critical thinking


Videos and podcasts about critical thinking

Materials available at the university Moodle 



	Positive feedback from lecturers 



Become capable of solving problems confidently without involving emotions




	Become able to use problem-solving and decision-making tools to solve real-life problems by February   2021

Be able to make constructive critics and analysis by March 2021






	Improve presentation skills

	Become confident when talking to an audience


Use correct vocabulary and grammar in both writing and speaking


Present engaging and professional-looking slides 
	Watch YouTube videos about successful presentations

Watch video tutorials of creative and professional ways of assembling slides


Read academic books and articles about technical aspects of presenting



	Catch the audience’s attention during presentations 

Positive feedback from lecturers and colleagues


Score sixty per cent and above marks as grades in presentation assessments

 
	Become able to prepare professional slides and deliver high-quality presentations by March 2021

	Learn how to deal with challenging personalities in the workplace

	Understand others' point of view and intentions



Accept others’ personalities and understand their cultural and educational background
	Meditate


Read books related to emotional intelligence and control 
	Positive feedback from friends, family and co-workers
	Become more patient and wiser when dealing with different personalities by May 2021

	Learn accounting and finance
	Learn about accounting principles and statistics


Learn financial reporting and recording 


Learn about cash management, savings and investment strategies


Learn how to use Excel spreadsheets

	Attend to lecturers, seminars 

Use the materials available in the university Moodle


Read accounting and finance books


Use workbooks as support for doing exercises and apply theory concepts into practical cases



	Achieve higher grades in accounting and finance tests, exams and presentations
Receive positive feedbacks from tutors


Feel confident when working with excel spreadsheets and financial analysis and reporting
	Graduate in accounting and finance by July 2024


Acquire a master's degree in accounting and finance by July 2025

	Gain experience in the market 
	Enrol in a replacement year 

Work as a junior accountant assistant










	Help and advice from experienced accountants


Attend to events to learn from new contacts and develop professional effectiveness
	Be able to carry out tasks in the workplace with confidence


Become trusted by the team to accomplish more significant tasks






	Gain experience in accounting and finance by September 2026 
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Reflection of the academic year at level 4 

Description 

As a university student, engaging in a course is a significant achievement. However, the feeling of accomplishment after the successful completion of tasks is even more rewarding. During the lecture periods, I have learned many academic and professional skills applied to all the other modules to execute my assignments. I have done practical and theory exercises, a considerable amount of reflective writing, watched videos and discussed topics with my lecturers. However, because of the Covid-19 pandemic, for the rest of the academic year, all classes had to be delivered online through Microsoft Teams to secure all university members.

Feelings 
Term one was the hardest for me because I did not feel confident with most of the academic contents as they were new to me. However, in the second term, I was feeling more positive and familiarised with the topics. As all classes were delivered online, occasionally, I would feel very insecure about my learning, especially when my group and I had to provide the most complicated assignment, which was a business plan. On the third term, throughout the last online classes sessions, I started to feel a little drained and tired; however, I managed to recover myself and accomplish all the tasks.

Evaluation 
Retrospectively, the academic year in level four had both positive and negative aspects. The positive traits were mainly the academic and professional skills I have acquired. I was able to work with different people and discuss interesting topics with my lecturers. Besides that, my online classes experience has enabled me to adapt to a new way of learning. However, what I found negative about this academic year was the social distancing measures caused by the pandemic cancelled activities that involved students and lecturers' participation. 

Analysis 
In terms of academic skills, I have acquired many of which have helped me accomplish all modules assignments. I have noticed a gradual improvement in my performance and grades when comparing the first and third terms. I am currently more aware of the importance of avoiding plagiarism as a university student who aims to achieve high grades. Likewise, many other academic skills like referencing, paraphrasing summarising and digital skills will help my future studies. Moreover, I could also notice that I have acquired professional skills like effective teamwork and communication and problem-solving and decision-making that positively changed my posture in the workplace. It is also essential to highlight the importance of online classes in opening my mind to a new learning and communication way. 

Conclusion 
The experiences I have lived within this academic year has significantly contributed to my personal and professional development. However, during the learning process, I feel that I could have been more committed to taking notes and paying more attention to classes. Overall, I had fair participation and interaction with colleagues and lecturers.

Action plan  
I am mindful that in the future, I will face similar situations to the ones I have had in this academic year regarding presentations, execution of assignments and group work. Improving these skills will be essential for my future studies. They will broaden my knowledge and absorption of information as progress in my degree in accounting and finance.
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Listing personal and professional goals and reflecting on events are the best ways of setting future development goals and adding value to them. Throughout this assignment, I have analysed and reflected the most relevant academic and professional skills I have acquired within the academic year in the course Certificate for Higher Education Skills for the workplace. I have also used tools like SWOT Analysis to evaluate current strengths and weaknesses and potential opportunities and threats; and Personal Development Plan (PDP) as a guide for future planning and organisation. The Gibbs Reflective Cycle (1988) was used as the structure for reflections.
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JOB DESCRIPTION
Job title: Restaurant Manager
Reporting to: The owner (Diana Fernandes)
Responsibility for: Supervision of production process and service delivered to
customers
Location: Central London
Overall purpose of the job: Maintaining control of the production process while ensuring
that quality service delivered to all customers.
Key activities:
1. Be responsible for delegation of tasks and staff members control
2. Ensuring that the product and service delivered to customers meet their
standards of satisfaction as well as the company’s requirements.
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3. Provide regular reports about the company’s performance and customer
feedbacks

4. Take responsibility in solving problems related to production process as well
as ensuring effective teamwork and communication.

5. Ensure that health and safety measures are put into practice as well as the
supervision of the working environment

6. To perform the job in accordance with the company’s policies and
procedures, especially the Equal Opportunities and Harassment Policy.
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7.To perform any other duties as may be reasonably be require from time-to-time.

Any special requirements:

Be mentally able to cope with stress and have exceptional communication skills.
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Person specification
Company name: Food Paradise

Job title: Restaurant Manager
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Criteria Desirable
Qualifications Level 6 degree in Certificate for higher Not applicable
education skills for the workplace.
Skills/competencies - Effective teamwork and Be able to deal with customer related
communication skills issues
- IT skills
- Team management skills Making sure staff members understand
- Ability to identify issues immediately their tasks and execute them according
to instructions
Knowledge - Good understanding of problem Have an idea of each members

solving and decision-making principals
to apply in daily basis

- Knowledge team management

- Clear knowledge about company’s
policy

behaviour and working characteristics

Previous experience | At least two years of experience in food
industry

Not applicable
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Experience At least one year of experience junior Experience in dealing with tough people
Required manager or supervisor
Personal qualities - Willingness in the accomplishment of | Good mood
(for example, self- the tasks
motivation) - Self-esteem and self-motivation
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SWOT Analysis
Strengths ‘Weaknesses
¢ Good time management and organisation skills o The need of development in criical
e Highly concentrated and committed to the thinking
accomplishment of tasks given o The need of improvement in presentation
o Ability to learn new information quickly and keep on skills
track with innovation o Can find hard to work with certain
e Good IT skills personalities
o Ability to deal and perform well in pressure * Lack of experience in the labour market
*  Able to handle conflicts and tough situations wisely
Opportunities Threats
o Access to a wide range of online courses and ®  Economic Crisis that can occur at any time
resources to improve skills within the economy and harm employment
o Enlargement of education by acquiring more status
certificates like master’s degree or other
complementary certificates e Outbreak of Covid-19. Threatening public
e Placement year programs offered by academic health and employment status as
institutions to boost experience ccompanies should follow lockdown
o The different job opportunity offers restrictions
o Access to information about all the new events
going on in the market, opening doors for new ® Increase in qualification requirements
opportunities
o Career prosperity and consequently a salary e High demand and over competition for
increase jobs in the labour market
o Issues within the company (financial,
legal, political)
o The increase of new technologies and
robots to execute human tasks
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