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[bookmark: _Toc31322787]1 Introduction
Personal development skills are the qualities you require in order to pursue personal goals and self-empowerment. Through personal development, you can construct powerful and effective skills that will allow you to make appropriate and beneficial choices and decisions in the future.
When an individual conducts a development of a professional career, he or she learns new practical skills to promote current career opportunities or gain entry into a completely different sector. For example, to obtain certifications and permits, certain career sectors demand a specific number of hours of continuing education or professional development.
I am currently a student at university of Wales Trinity Saint David Birmingham campus studying for a certificate of higher education for skills in the workplace level 4. Once I have completed this level, I would like to progress onto health and social care level 5, as I believe that said course will help me towards achieving my short, and long term career goals. Within this report I will be sharing my insights gained during in class activities such as, self-awareness tests including my Johari window and a 16 personalities psychometric test I will then go on to discuss about recruitment and selection processes and my personal experience in taking part in the in class recruitment activities and will end with sharing my action plan of what I would do differently in the future.
My short term career goal is to be a health care assistant, to be able to gain more knowledge and experience for working within a clinical setting, experience that will be crucial for my long term career goal of becoming a registered medical nurse as I love having the opportunity to help make a difference to people’s lives, promoting and maintaining people’s health effectively. I would thrive in being able to provide direct community service to those who need medical help and are less fortunate. It was always my dream to give back to the community or to travel to poorer countries to offer assistance. After I have acquired sufficient nursing skills, I intend to enrol with both disaster registries and disaster response organisations. I would have the pleasure of serving the impoverished and vulnerable. I will not only be giving my support to others, rather I will also be expanding my medical knowledge and aptitude. It would give me the opportunity to connect with various people from various types of backgrounds. 
[bookmark: _Toc31322788]2 Self-Awareness
I have increased my self-awareness through attending the professional career development module I keep learning more and more about myself each week.
Self-awareness is being conscious of various elements of oneself involving characteristics, attitudes and feelings. Fundamentally, it is indeed a psychological state wherein the sole focus is on oneself. Self-awareness is one of the first elements that emerged from the self-concept. Although self-awareness is a thing that is integral of who you are, at each and every minute of every day, it is not something you are intensely concentrated on. Alternatively, self-awareness is ingrained in the culture of who you are and appears at various times based on your specific circumstances as well as your character.
[bookmark: _Toc31322789]2.1 Johari window
During week one of the module I gained knowledge in understanding that a Johari window is a psychological instrument developed in 1955 by Joseph Luft and Harry Ingham. It is an easy and effective method for gaining knowledge and training on self-awareness. One of our in class activities was to produce our own Johari window. It was very interesting to find out what characteristics other fellow students had noticed about me although I am happy that all my feedback was positive, it would have been good for me to receive some positive criticism as points for me to work on turning them from negatives into positives
	Open self
· Proactive
· Organised
· Approachable
· Optimistic
· Independent
	Blind self
· Relatable
· Influential
· Motivator
· Logical
· Relaxed

	Hidden self
· Reflective
· Sentimental
· Emotional


	Unknown self
· Spontaneous
· Accepting


  
The model operates on four quadrant areas. Whatever I know about myself and open to share forms part of my open area. Anything I didn’t know about myself but other students within my group were made aware of is in my blind area. There are also facets about myself that I am aware of but may not want others to know them, these are within my hidden quadrant. After conducting this in class activity I came to realise that there was qualities about me which neither me or fellow students were previously aware of these go within my unknown area. Overall using the Johari window aided me to understand how others may perceive me which prior to doing the activity I wouldn’t of thought. I can utilize my findings from my Johari window to try and work on my negatives and try to maintain my positive feedback and compare the differences the next time I do a personal Johari window.
[bookmark: _Toc31322790]2.2 Psychometric test
The activity of using tests that are designed to show someone's personality, mental ability, opinions, etc., in order to decide whether or not to employ them. (2020, Cambridge dictionary)
Another in class activity I took part in was the 16 personalities test. A website with a questionnaire of multiple choice answers that I answered honestly which at the end gave me the result of having the defender personality type. From this I decided to research a little about the defender personality type and all the information that I found seemed to describe me quite accurately. Below is a list of strengths and weaknesses that I have gathered based on my personality type:
	Strengths
· Supportive
· Patient 
· Reliable
· Creative
· Attentive
· Enthusiastic
· Hard working
· Practical skills
	Weakness
· Take things too personally
· Repress feelings
· Reluctant to change
· Overload themselves
· Too altruistic 
· Shy 



   
It is emotionally draining to take things personally, and an excessive, continual reversal of my self-esteem. Something that I have already been trying to work on by not jumping to conclusions when criticism or judgement seems to be aimed towards me, rather I try to remind myself that in truth most of the time their projections are not about me but rather themselves, their own problems, or their need to control a situation. I can now also try to work on my other weaknesses too with methods such as maybe talking more about my feelings rather than repressing them, this will also help me to work on not overloading myself, simply by saying no when needed. I have at times sacrificed myself, my time and even my level of happiness by saying yes, when the answer should have been no. Clearly working on these weaknesses of mine would be in my best interest.

[bookmark: _Toc31322791]3 Recruitment and Selection 
Recruitment is, “The process of finding and hiring the best-qualified candidate ( from within or outside of an organization) for a job opening, in a timely and cost effective manner.” (2020, Business Dictionary).
Selection, “The action or fact of carefully choosing someone or something from a group of people or things, usually according to a system.” (2020, oxford advanced learner’s dictionary).
Recruitment and selection are separate processes of management, they can prompt businesses to select the right candidate for the right job. Thereby, it could also assist to boost organisational efficiency. These processes bind businesses and human resources together. In general, recruitment and selection provide the gap through which organisations allow access to human resources willing and capable, just as a prospective employees obtain access to their chosen organisations. 
Below is a flowchart demonstrating the steps throughout the process of recruitment:

Selection committee- representatives ought to be objective, and should represent the best interests of the company. It is also wise to make sure that the representatives recognise the position aiming to be filled, and possess a fair understanding of equal opportunities.
Job description- a good job description will go a long way for recruiting activities for an employer. The job description will also let a potential employee decide if the position would be a good match for him or her, this will also assure the employers most competent pool of applicants. Ultimately, the more detailed and specific job descriptions can be, the easier it would be to recruit and retain high-quality staff who enjoy their work. A well written description also ensures that the expectations of the employer are met and support enhanced employee accountability while promoting higher productiveness. Furthermore from an employers perspective a well written job description could act as a useful legal document should an employee file a lawsuit against a company.
As said by Michael Page, leading UK recruitment organization, when writing an effective Job description there are 11 key points to cover:
1. Job title
2. Department
3. Who the role reports to
4. Responsibilities and expectations
5. Goals and objectives
6. Opportunity for progression and promotion
7. Required qualifications, education and training
8. Soft skills and desirable traits
9. Location and travel requirements 
10. Salary and benefits
11. Company culture and identity 
Advertise- The more places the job is advertised, the greater the chance that the perfect candidate will be found.
Arrange interviews- applications are reviewed and a short list is created by giving each application a score based on how close they met the job criteria, then invitations for interviews are sent out to the highest scoring applicants . An important note to remember at this point is that there should be absolutely no discrimination, there are 9 protected characteristics of discrimination these are:
1. Gender
2. Sexual orientation
3. Disability
4. Age
5. Being pregnant or having a child
6. Religion, belief or lack of religion or belief
7. Being married or in a civil partnership
8. Race, including colour, nationality, ethnic or national origin
9. Being or becoming a transsexual person
Conduct interviews- an interview should generally last around 30-40 minutes 10 good questions that may be asked at an interview according to The Muse are:
1. What one skill makes you the most qualified for this position?
2. To date, what professional achievement are you most proud of?
3. Can you tell me about a tie when you overcame a challenge?
4. How would you describe your own working style?
5. What three words would you use to describe your ideal work environment?
6. If hired, what is the first thing you would tackle in this position?
7. Why are you leaving your current employer?
8. What one skill would you like to improve and what is your plan for doing so?
9. What excites you the most about this position?
10.  What do you like to do outside of work?

Make selection- scores are compared and best match is selected
Check references- before candidate is contacted 
Formal job offer- once new employee has accepted all other candidates should be notified
[bookmark: _Toc31322792]4 In class recruitment activities
Another class activity was to prepare for a mock job interview with two of my lecturers acting as the employer of whatever job I would like to apply for, so naturally I chose to seek out a job role as a healthcare assistant. My first step was to  investigate the job description and person specification to see that I obtain all the correct requirements for the role such as my qualifications/ training/ education, experience, skills/ knowledge, personal qualities and any other job requirements  (please see appendix 1 and 2). As I had already previously created my CV I decided my next step was to create a cover letter for the job role. As part of a job application a cover letter goes with my CV, it gives more details about how my current skills align with the position, what I can offer and reason I want the position. The cover letter will allow my potential employer to gain a deeper understanding of my suitability and my enthusiasm for the role. ( please refer to appendix 3 and 4). The next step was where things started to not go too well for me- preparing for the interview. I didn’t manage my time efficiently. I did not prepare for any questions that might be asked at the interview and I also hadn’t prepared from the night before, the smart clothing I was intending to wear to the interview which was a big mistake as on the morning of the interview there was unforeseen circumstances that ended up in me having to choose between being late to the interview, or wearing jeans. I decided to prioritise punctuality. I still believe that I made the right choice with deciding to get to the interview on time, but had I prepared my outfit from the evening before, I wouldn’t have needed to make that decision at all. The interview itself was very daunting and I was extremely nervous. The feedback I received from the interviewee’s indicate that I have a lot of room for improvement, (see appendix 5). 
[bookmark: _Toc31322793]5 Action plan
I was satisfied with my overall performance during this module, however, there are various things I would do differently if I was to start over:
· Firstly I would try to manage my time more efficiently by prioritising my tasks or to do lists 
· I will also attempt to become more organised when preparing for activities such as interviews 
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