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Assignment
A. Produce a discursive report (2000 words)
· It should be based on the result obtained from utilisation of one of the self-awareness test tools learnt in-class.
· Report should focus on the relevance of the insights gained from test conducted to your career aspiration/progression. 

B. Produce a reflective report that focuses on the following elements of the in-class recruitment activities (2000 words) 
· The importance of the job advert (job description & person specification) and the application documents (cover letter/personal statement & curriculum vitae). Also, the relevance of the former, job advert, in the preparation of the later, application documents.
· The role of preparatory steps before interviews on performance.
· Lessons drawn from mock interviews and how it will influence career development.
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[bookmark: _Toc31329595]Part A
[bookmark: _Toc31329596]Introduction 
In the first part of this report I will be discussing the results that I have got from the self-awareness tests that I have done in class. The tools that I have used are the career motivational test, Johari window and the SWOT analysis. These tools will help me gain information about my personality, career ambitions, skills that have gained and skills that I will need to improve on. I will also be discussing the importance of self-awareness in the work place. Using the collected information I will be preparing myself for a future career. 
In the second part I will be doing a mock interview on a job that I have selected and prepare myself using the information from the self-awareness to get the job. Using the feedback I will do a reflective report to improve myself for possible future interviews.

















[bookmark: _Toc31329597]Self-Awareness Test
What is self-awareness?
According to Psychologists Shelley Duval and Robert Wicklund “Simply put, self-awareness is an awareness of the self, with the self-being what makes one’s identity unique. These unique components include thoughts, experiences, and abilities.” (Theory of self-awareness 2020). Importance of self awareness is essential as it creates opportunity to have a better understanding of ourselves, as we experience our unique, distinctive and individuality.  This process empowers to make changes by developing indentified areas of self improvements thus heightening our strengths and reducing our weaknesses. Knowing what you are good at and also accepting what you still have to learn is being self-aware. (Warwick, 2017) 
The following are results from 3 different self-awareness tools.
 [image: ]
[bookmark: _Toc31329598]Career Motivation Test
The online career motivation test is one of the first self-awareness tests that I completed which asked me questions on management theories if I could manage myself and a team in certain situations, questions on my future decisions, am I a team player of like working on my own, is salary an important factor and many more question along those line. 
Results in percentage 
Achievements		24		structure of order		13 
Balanced lifestyle	45		Change and Variety		70
Creativity		18		Financial Rewards 		100
Identity and purpose	30		Altruism			6
Contribution		25		Independence 		80
Inspiration 		10		Responsibility			50
Results continued 
Learning 		30		Mobility 			75
Power			89		recognition and appreciation 	84
Social factors 		52		stability			31
Status 			100		fun and enjoyment 		80
Customer orientation	12		job hopping			53
Active/high-pressure work environment				 22
The test gave me a 90% mark. From the information that I have put in about myself the Results show that I am confident, a team player, can work under pressure, likes motivating others, responsible and just self-orientated.
The next tool I used was the SWOT Analysis
[bookmark: _Toc31329599]SWOT
SWOT is a tool that is used to analyze the Strengths, Weaknesses, Opportunities and Threats of an individual or a business. The results will show you areas that you are good at and areas that you may need to improve. 
SWOT analysis that I have done myself.
[image: ]
Diagram 1 SWOT Analysis on myself
Looking at the data that I have collected from the SWOT analysis


Strengths shows that I have a good few strengths which all point that management level due to the experience that I have gained over the years from being self-employed
Weakness shows that I will need to improve on my time management and not used to taking orders. This is from the fact that I have picked up bad habits while I was self-employed as I have no one to answer to besides myself I became lazy and delayed things. Which I understand will not work if I am to work for a business or an organization as there will be someone above you watching your moves.
Opportunities I have joined the university to further my skills that I have and also improve and gain skills that I don’t have.
Threats that I have are family commitments as I have to you children and my wife also works. I will need to try and balance the family life, university and work life and try to come to some sort of arrangement.
Overall taking the time to do a SWOT analysis has pointed out to me ways that I will need to improve myself and how to plan future opportunities that come my way.
The final tool that I used was the Johari Window
[bookmark: _Toc31329600]The Johari Window
What is Johari window?
The Johari window is another tool that is used to help people better understand themselves and the relationship with others. The technique was created by 2 psychologists Joseph Luft and Harrington Ingham in (1955). I was created for understanding and training for self-awareness, personal development, communication skills, interpersonal relationships, dynamics of team work, team development and inter group relationships.
Using the Johari window it provides a communication window through which you can give and receive information about yourself and others. Using the Johari window you can learn things about yourself that probably didn’t know or find out things about yourself that you thought you knew but others don’t agree.  I was able to learn what my colleagues see in me and what I see in myself.

[image: ]
Diagram 2 Johari window done on myself with a few colleagues 
Three of us colleagues used the tool to describe what we thought of each other in a personal and a professional manor. We wrote down things about ourselves that we thought everyone knew and put it in the Arena box then wrote things about ourselves that the colleagues don’t or didn’t know about me and put them into the Façade box. 
We then matched our results and anything that came out about each other that did not match was put into the blind spot meaning it was unknown to the individual. 
The diagram above show my results that I gained from my colleagues it shows that both of my colleagues thought that I am idealistic, sensible, trustworthy, warm and reliable which made me feel proud as I people think I am reliable and trustworthy. My colleagues also agreed with me when I show them the façade box.


[bookmark: _Toc31329601]Conclusion 
I am pleased with the results that I have gathered from all the tests that I have done because it has given me more insight information about myself things that I knew about myself and on things that didn’t know using this information. The information point toward a management career which is what my future plans were. The things that I will need to improve on are things like time management, able to work in a hierarchy system be able to take orders, improve on my communication skill. I will try to improve on the skills and personal qualities by interacting with people and listen and learn to help me with my future career.     



[bookmark: _Toc31329602](Part B) Reflective Portfolio
[bookmark: _Toc31329603]Introduction 
In this part of the assignment I will be searching for a job, preparing a CV and a cover letter or a personal statement.  
[bookmark: _Toc31329604]Job Description 
What is a job description? 
A job description is a piece of document that is given to an applicant providing them with the main roles, duties and responsibilities for the job they are applying for.
The job description is drawn up by Human Resources or an individual from a smaller business who is responsible for the hiring of staff. A job description is important as it helps the applicant determine whether their skill set match with the job role. (Wikijob 2007)
Amazon job advert for an IT Support Engineer interested me I applied for the job as I am a dedicated and experienced technician. The document provided me with all the details that I need to know about the job, I have the relevant skill and qualification that required to apply for this job role.
For this job I am required to complete the application and send my CV with a personal statement a cover letter. The job description is attached in the appendix. 
[bookmark: _Toc31329605]Personal specification 
A personal specification is the skills and abilities that are required to do a job. It is the qualifications and the work- experience which will help to do the job properly. The personal specification helps in the selection and recruitment process.
[bookmark: _Toc31329606]Application 
After completing the application form for the vacancy the employer may require more information.  So providing an a personal statement and a Curriculum Vitiate will help and speed up the selections process as the employer will get all the information that they will need to make a decision on where you are capable and where they should invite you in for an interview. On some occasions they might even call you and have a telephone interview to collect more information.




[bookmark: _Toc31329607]Preparation for an Interview 
The way that I have prepared for the interview was by doing research on Amazon. I made sure that I remembered key information about the company just as how long the company has been around and the products and services they provide. I also looked in things like the growths and expansion. 
I started thinking of questions that they could possibly ask me in the interview and practiced them in front of a mirror or asked my wife to question me. On the day of the interview I made sure I ware formal clothing.making myself smart and determined person who will make me feel that I am made for this job.
I practice questions like;
· Tell me a little about yourself?
· What do you know about our company?
· What do you know about the job role?
· Why do you think you are fit for this job?
· Give me an example of a situation that you had to sort out?
· What can you bring to the company?
· What are your future plans?
· What do expect from us?
I made sure that I was punctual as punctuality is the first impression you will give to the interviewer therefore it is very important. I also practiced my body posture my facial expressions and hand gestures so it felt natural for me and feel easy when it comes to speaking. I made sure to speak in a clear and loud tone so that the interviewer can hear me making look confident.
How I think the interview went.
I was interviewed by two people I think the interview went pretty well as I was confident and answered all the questions I was asked, my body posture was good I showed that I had knowledge of the company and was prepared.  I think being prepared was my strong point as most of the questions asked were the ones I practiced. I gave scenarios and difficulties that I faced in previous jobs and explained how I overcame the problems or issues that I had. I was also very helpful that the job I applied for was the kind of job I was looking for as I had the kills and experience they required, it was like second nature to me when they were asking specific thing about the job.


[bookmark: _Toc31329608]Feedback
I received the feedback and was a bit unsure as on the comments both of the interviewers gave me a 70%.
[image: ]
Diagram 3 is from the feedback percentage guide
Which states that they might have hired me but? There was something that was not right from the list above. 
The reason I am confused is because one of the interviewer gave me good comments like:
[image: ]
Diagram 4 Comments from interviewer 1
All the comments above are positive so there is nothing that I could use to work on to improve myself.
Whereas the second interviewer was a bit different and she also gave me a 70% chance that I could have got the job. But her comment were a bit more constructive and detailed but not clear in regards to where I was lacking. 
[image: ]
Diagram 5 Comments from interviewer 2
Reading her comments to me it looks like I will need to work on my body gestures especially I contact when I speak to someone. As it was my first mock interview I think I might have been a bit nervous and just looked at one person when speaking as one of the comments states maintained eye contact and the other is reminding me to make eye contact.
The second part to the comments I think she might have been talking about my curriculum vitae. I will need to work on me CV and tailor it to the job that I am applying for.
[bookmark: _Toc31329609]Action plan 
I will take the comments into consideration and work on improving my Curriculum Vitae and also my body gestures especially my eye contact, I can do that as an everyday thing where I will practice eye contact with friends and family make eye contact with them when I speak to them making feel like the norm.  I will also look to talk more about my experiences and skills that have and show my enthusiasm to always constantly willing to learn and improve.
[bookmark: _Toc31329610]Conclusion  
In this report I have focused and discussed on the importance of self-awareness in our personal and professional lives. To understand yourself more and improve you must firstly recognize your qualities and emotions. Being self-aware open many doors and allows you to venture into unknown territories and gain knew experiences and skill which help develop your career path. Becoming more self-aware means weeding out those weakness and planting new and improved skills making you more confident and professional.
[bookmark: _Toc31329611]
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'WE MIGHT HAVE HIRED YOU, BUT...

60-79

 Resume was not presented or needed work

o Showed up late and/or dressed semi-professionally

o Not enough poise, body language indicated lack of interest, some
eye contact made

« Confidence is not convincing

o Specific answers to some questions, others too general

o Comes off as too inexperienced; vague in selling skills

"Appears to have some communication problems

Skills do not match job description; lacks preparedness in research
Attemprs to be professional when responding;

Manner of speaking is comprehensible, but sometimes a bit unclear;
frequent use of filler words (um, uh, ke, etc)

Some maturity is evident (professional, articulate, manners)
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Career Motivation Test — Sample Report

career
MOTIVATORS

SUMMARY nTRO. GRAPHS DETAILS

Many people struggle with the frustration of working in a job that either does not interest
them or that does not meet their needs in some other important way. The best way to
ensure long-term work satisfaction is to choose a work environment that meets your
specific motivational needs. While it is often the case that people have to take whatever
job they can get, especially in a tough economy, ending up in a career that is a good
match is something to strive for over time.

The result below is zn overarching personality profile based on your motivators. It will
provide a general overview of what is important to you in a job, and what inspires you to
do vour best.

Your Personality Type: The Tycoon

People with a Tycoon personality are destined to reach the top, no matter the obstacles
they encounter along the way. These fearless individuals are motivated to conquer all
chellenges and beat others to the top. They want power and all the rewards that come
along with it - finarcial security, status and prestige. Tycoons know that to reach the
o they have to work their tails off, and they are willing to put all their efforts into their
work.
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Career Motivation Test — Sample Report

SuMMARY. NTRO GRAPHS DETAILS

Many people struggle with the frustration of working in a
job that either does not interest them or that does not
meet their needs in some other important way. The best | Your profession is not what
way to ensure long-term work satisfaction is to choose a | brings home your paycheck.
work environment that meets your specific motivational | Your profession is what you
needs. While it is often the case that people have to take |were put on earth to do. With
whatever job they can get, especially in a tough economy, | such passion and such
ending up in a career that is a good match is something to | intensity that t becomes.

strive for over time. spiritual in calling.” - Vincent
Van Gogh

There is a lot of useful information to be gleaned from
your results. You can learn what drives you most, some pros and cons of these
motivators, along with some advice about the types of management techniques and work
environments that might work for you.

How to read your results:

The Graphs section will indicate how you scored on each of the motivators assessed on
the test. The higher the score, the more inspiring the motivator is for you. The Details
section provides important information on each of the motivators, including the pros and
cons, as well as advice on the type of work environment that best nurtures each
motivator. The Career Motivators section categorizes your motivators according to your
Dominant ones (those that inspire you to a large degree), Secondary (those that inspire
You to a moderate degree), and Minor (those that have a small effect, if any, on your level
of motivation at work).
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Career Motivation Test — Sample Report
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IT Support Engineer

g .s(r :Vv:r(all :\ISSIOH is simple: \We want Amazon to be the place where our customers can find,
g acv n:‘;’; axtl’:mg:nhne. Whatever our customers want, we will find the means to

¢ & ur help, Amazon will conti i

s g inue to enable people to discover new worlds and
This is your chance to make history.

Descripti
Location:
Amazon continues to grow and is hiring for IT opportunities in Rugeley.

Role: IT Support Engineer

:’hfe!:mazon IT team§ keep our business running smoothly by resolving complex hardware,
oftware, server and infrastructure issues, with both on-site and on-call capacity for our
Operations network.

?s an T §uppon Engi_neer you will report to the IT Manager on your site and will be responsible
.ofr working closely with the business and fellow engineers to implement and maintain critical
infrastructure elements as well as day to day support to meet our operations present and future

business needs.
Besides your day to day activities, there will be plenty of opportunities for you to get involved in

projects a_nd innovate. You will be a key part of a multinational team and thrive in delivering
high-quality results and always be on the lookout for improvements.

Business Area: Operations - Fulfilment centre

Operations is at the heart of the Amazon customer experience. Each action we undertake is done

on behalf of our customers, as meeting their expectations makes us feel good.
The Operations teams in our Fulfilment Centres are responsible for controlling the vast range of
fast paced inventory from inbound to outbound and work very hard to ensure that our customers

receive what they want, when they want it.

Responsibilities

You will provide a support service that ensures all IT equipment and infrastructure is running to
its optimum performance and that all departmental Key Performance Indicators (KPIs) and
Service Level Agreements (SLAs) are met on your site. You will also be running projects across the

site, working closely with the business and fellow engineers, to implement changes and/or
additions to the site’s technology infrastructure to support changing business and IT

requirements.

The extent of your responsibilities will include but not be limited to:

The review, revision and execution of change management requests as required.
Manage the availability of all IT equipment and infrastructure through continuous
improvement and continuously look to improve equipment efficiencies and cost reductions

accordingly.
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*  Perform random site audits on technical infrastructure to ensure adherence to latest
Amazon IT and Health and Safety guidelines.

* Actas a point of contact for contractors or external suppliers and clearly communicate
technical issues and Amazon standards.
Undertake project management:
Act as a single point of contact for projects.
To provide technical support/input to site and team projects and initiatives.
To keep key stakeholders informed of progress of projects and maintain project
documentation.
To provide sanity check and technical execution of projects.
Carry out ad-hoc requests as and when required, supporting a wide customer base.
Continuously be focused on your customers, delivering an outstanding level of service.
Coordinate asset and inventory management including checks / audits in line with standards
and processes including Return Merchandise Authorization (RMA) processes with suppliers.
Interact with suppliers, request quotes and purchase equipment in accordance with policies,
budgets and operational demand.

* Represent the IT department in site meetings / conference calls.

* Produce weekly reports covering metrics and work performed.

» Contribute to sites on call schedule.

* Provide mentoring and training to technicians and other engineers and act as technical

contact for remote support teams as and when required.

Please note: The position will involve some physical labour. IT Support Engineers execute physical
work e.g. working in confined spaces. A driving licence will also be required for the role

DRI vl

il uali ions And Skil
BASIC QUALIFICATIONS

The Successful Candidate Will Have

» MS Windows System Support experience.
A background in Networking — LAN / WAN and Wireless.
Holds a detailed understanding of core internet technologies — Routing and Switching, DNS,

DHCP, mail transport, OSI Model.

Telecom knowledge including VOIP / SIP and mobile technologies advantageous.
Experience working in a customer-facing technical role which requires solid technical
aptitude, excellent written and oral communications skills and the ability to deal effectively
with people at all levels and in different situations.

Project management abilities and technical task execution experience.

Strong analytical skills with proven problem solving ability. s 3
Proven ability to operate in high pressure situations, successfully handle multiple :ot.npghng
priorities and possess a high level of discipline while displaying a high degree of flexibility
and professionalism.

Experience of data cabling / Computer Facilities knowledge.

Ability to develop clear and concise documentation.

Demonstrated willingness to learn and apply new technology.
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Personal Statement

| am a forward thinking individual who has drive, ambition and abilities, all of which are
qualities that are essential for this IT Support Engineer position. The reason | have chosen to
apply for this vacancy is because | have the skills and the experience that is required for this
position. | have been involved in a few business ventures with other people and have seen
success but now it's come to a Stage in my life that | want to do something where | can use
my skills experience to help others and also have the opportunities to have access to

continuous improvement

| have always worked hard in anything | have done always look for ways to improve myself. |
have gained many qualifications over the years which include things like certificate of higher
education in kills for the work place, (BTEC) in Microelectronics, GNVQ in business and
finance, Higher National Certificate (HNC intensive 1 year) in Business and finance,
Microsoft Certified Desktop Support Technician (MCDST) and a (A+) Microsoft Tech

hardware.

With this job | will improve the skill and experience that | already have gained through
previous ventures. | will be committed as all | seek at the moment is experience and

knowledge with one thing in mind to be a successful in anything that | do.
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CURRICULUM VITAE
DELWAR HUSSAIN

Tel Home: 01216616355
Tel Mobile: 07904223025
Email: ukrc786@gmail.com.com

PERSONAL
INFORMATION

Date Of Birth: 19th December 1977 Sex: Male Nationaiity: British
Marital Status: Married

A confident, hardworking and reliable individual ‘who has excellent communicational and
analytical skills, with a proven track record of working on highly complex and

projects. Considered a pro-active and conscientious person who has a strong desire to
acquire new concepts, skills and methodologies. —_—

EDUCATION

1. St Vincent's RC Primary School

2. Duddeston Manor School 1989-1994

3. Sutton Coldfield college

BTEC (INT) Engineering & Science grade (Pass)

GNVAQ (INT) Business & Finance Grade (Merit)

4. Matthew Bolton College

BTEC national Certificate Business and Finance (1 year intensive)
Grade (Pass)

5. UCE

MCDST ( Microsoft Certified Desktop Support Technician)
6. UWTSD (Skills for the workplace Level 4)

WORK
EXPERIENCE

i

Repair City 2012 to 2019

After | finished my employment with Repair City | decided to become self-employed and open
my own business. | where | can put my skills and experience that | have gained over the

years.
Responsibilities

Networking (LAN WAN) wiring, Problem solving, Staff management, Stock taking and

merchandising, Trouble shooting PCs that where in for repair, Building configuring and the
sales of computers, Repair mobile phones and the sales, Be able to make decisions quickly.
Have good customer service skills, Have knowledge of health and safety regulations.

My main responsibilities were the sales and repairs, Repairing mobile phones, PC, laptops
network issues. it was just the opportunity that | was looking for to take it up professionally.
Christmas 2005 to 2012
Sim City Itd

| started wol for the company introducing in house repairs to the public as they were just
mwwmﬂmvnmmwmﬂmﬁmm Increasing, we decided that to keep to
our 24hr repair return policy more engineers were required, | was promoted to manager and
had 2 members of staff working with me.

Responsibilities

The day to day running of the repair department, Staff management, Stock taking and
mm;yndhhg, Trouble shooting PCs that where in for repair, Repair mobile phones and the
sales, Up-to-date with the unlocking solutions, Be able to make decisions quickly, Have good
customer service skills, Have knowledge of health and safety regulations.

irs of mobile phones and computers, dealing with customer
WMy mnln.mpmmﬂuwmv;lmn: was something that | did before | opened the shop; it was
just the opportunity that | was looking for to take it up professionally.
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15" October 2003 to Present Self emy loyed
Blade Communications T/a E—ﬂll:at

This is a business venture that | was il
: planning to do for the fast 4 working.
Company supplies 1.T and mobile. oommunicnglion mluﬁonul:“a uny:an':g"e;u to the %ug

Responsibilities
The day to day running of the business, Staff. merchandising,
. Staff management, Stock taking and b
Trouble shooting PCs that where in for repair, Buildi ri sales of computers,
Repair mobile phones and the sales, " g s )
Deal with the networking

lecisions quickly, Have
Have knowledge of health and safety rsgulatlorl &

Aug 1997 - 2002, Igbal Bros, Cashier, (Family Business)

Family supermarket dealt with the day to day running of the business shelving, stock taking
| dealing with customers,

Languages: English, Bengali and Urdu
Computer: Microsoft office suite, data entry, keyboard skills.

Door Supervisor Licence: for Birmingham

First Aid: training stage 1

Internal Training Courses: i) Effective Time Keeping, ii) Organisational Skills and i)
Communicating Effectively

INTERESTS &
HOBBIES | enjoy many sporting activities such as football, cricket, badminton and | act as a secretary for

a local football team. This position is purely voluntary and requires attendance at some
meetings. | also like to spend some of my spare time in the kitchen experimenting with new
recipes. This particular interest is a result of helping to run a family restaurant, | enjoy cooking
meals for family and friends. | also enjoy reading automotive and computer magazines such as
Auto Car, Computer WeeKly. If | have spare time | enjoy leaming and using the latest

technologies.

Abrarh Sabir (Sim city Itd) Dean Fencott (manager)
182 Stratford rd Water links house
Sparkbrook Birmingham
Birmingham B7

B111AG

Foysal Ahmed
25 Hindlow Close
Nechells

Birmingham
B74LJ
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FIOW YOU DID:

TOTAL SCORE RANGE.

7

YOU'RE HIRED!!

90- 100 i

" Resume was printed and presented i a professional manner

« Showed up on time in appropriae atire

« Demonstrates confidence through voice, body language, and eye
contact.

* Provides detaled and specific answers to questions

o Sell kills and references previous experience

‘Gearly explains how kil and qualtes match the job descripton.
Asks thoughful questions and demonstzates preparedness
Maintains a professional atiude and demeanor

Very clear and concise manner of spesting; avoids use o filer
words

Demonstrates above-average maturity (rofcssiosl, e, manse),

- WE’RE CONSIDERING YOU...

80-89

Resume vas printed and presented in 2 professionl manser
Showed up on time and in atire that vas mostly appropriate
Decent poise, body language and eye contact

Somewhat confident

Providesspecifc answers t0 questons

Sells some skills

Displays some skils and qualiies that match the job descrption
Asks some thoughiful questions and shows some signs of having
done rescarch on the company and posidon

Interviewee is uually professional when responding

Clear manner of speaking; used some filler words (um, b, lke, etc)

 Noticeable maturity (professons, rcubte, manses),

'WE MIGHT HAVE HIRED YOU, BUT.

60-79

= Resume was not presented or needed work
« Showed up lte and/or dressed semi professionally

+ Not enough poise, body language indicated lack of inerest, some.
eye contact made

Confidence is not convincing

Specific answers 10 some questons, others 100 general

‘Gomes off 1 too inexperienced; vague in slling sills

“Appears 1o have some communication problems
Skills do not match job description; lacks preparedness n rescarch
Attemps 10 be professional when responding;

Manner of speaking is comprehensible, but sometimes a bit unclear,
frequent use of fller words (um, ub ik, tc)

Some maturity i evident (profssionsl, acube, maers)

DON'T CALL US, WE'LL CALL YOU. |

20-59

Resume was not presented.
Showed up late and/or dressed unprofessionally

No poise, poor body language and lite to no eye contact
Lackof confidence

Answers to questions are not suficent, elevant or convincing
«Inexperience s obvious

« Docs notdsplay skils and abilies that are rekevans to the positon
« Does not appear o have done any company resestch and is

generally unprepared
‘Comes off as undependable and unprofessional

Manner of speaking is unclar,jumbled or poorly worded
Interviewee needs more experience and maturity

"ADDITIONAL COMMENTS:
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