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1. Introduction  
To become confident and competent in the job sectors and to accomplish career goals, one has to be aware of their own abilities, weaknesses, feelings, desires etc. In this regard, self-awareness and self-reflection are two of the important expertise for developing conscious knowledge and insights about self. Throughout the module, in part one, I have gained knowledge about self-awareness, ways to improve it, tools for personality test, strategies for self-reflection etc. and in part two, I have learnt and experienced how to explore employment opportunities, how to develop career plans and work through the goals. 
Self-awareness means putting more attention on self in order to gathering self-relevant information which means having a clear perception about our character, behaviour, actions, thoughts, feelings, strengths, weaknesses, desires and so forth. Self-awareness has vital influence on both our personal and professional life. Thus, ‘’it seems far more fruitful to focus on the nature of self-awareness, knowledge and insight and how these can be improved so that someone has the capacity to demonstrate the right behaviour for a given situation and at the right time’’ (Klimoski and Hu, 2012). During the sessions, I have explored different approaches to improve self-awareness, practised various methods such as Johari Window, Myers-Briggs Type Indicator, psychometric and personality tests etc. for self-assessment and evaluation. These strategies gave me a better understanding of who I am and what are my personal and professional preferences in life. 
‘’The definition of self-reflection is the exercising of introspection, coupled with the willingness to learn about yourself, in order to help achieve self-awareness’’ (Hunter, 2011). Thus, to know my fundamental nature and my personal preferences while choosing a career, I have been involved in self-reflective activities such as psychometric and personality tests, looking for works that suits me best, reflective writings such as CV, cover letter, sitting for interview etc. In these two (Discursive and Reflective) reports, I will explain how I have gained insights about my personal skills, limitations, goals etc. and how I have developed career plans and prepared myself to achieve my desired goals. 



2. Discursive Report (Part-1) 

Self-awareness  
Self-awareness is understanding our thought process, our feelings, values, goals, actions and behaviours. ‘’Self-awareness is the ability to know what we are doing as we do it and understand why we are doing it’’ (Jeffrey, 2017). Self-awareness provides realistic perceptions about self. It helps us consider our strengths, weaknesses, motives, preferences, abilities and therefore, we can work towards our achievable goals for both personal and professional lives. Self-awareness is anticipating how others perceive us, evaluating ourselves and our actions according to collective beliefs and values, and caring about how others evaluate us (Insights, 2020). 
We often confuse self-knowledge with self-awareness but these two things do not bear the same meaning. Self-knowledge is to know who we are, whereas, self-awareness involves knowing our motives and interests, questioning our actions and becoming more productive with a view to promoting personal growth and achieving desired success. ‘’Self-awareness can help you identify opportunities for professional development and personal growth’’ (Flores, 2020). However, to get a strong and accurate level of self-awareness, we need to take care of our psychological condition as well. And our mental thoughts are mostly motivated by our surroundings such as people, family, work, environment etc. 
 
How to improve self-awareness 
‘’Self-awareness is a skill that anyone can learn to improve with the right exercises and habits’’ (Wignall, 2019). There are numbers of ways for improving self-awareness but the crucial factor here is motivation. Strong desire for improvement is the key to increase self-awareness. And to become highly motivated towards something, there must be some lucrative rewards. Setting self and career development goals can give us high aspirations and motivate us in working on ourselves to become more productive and efficient both in personal and professional lives.
Developing self-awareness requires time, attention and focus. To be more focused on ourselves, meditation can be a helpful strategy as it improves our concentration and observation abilities. Besides, reading self-help books and taking psychometric tests available online can assist in knowing our personality. In order to improving the ‘self’, we need to examine our daily activities. Self-analysis involves monitoring what activities we are engaged with, what benefits it will bring to us and others, how will it help us achieve our goals, how can we increase our good works, what we need to change or abandon etc. Writing down our plans and keeping track of our actions can give us a glimpse of our progress. We often fail to judge ourselves and identify flaws within us and in that case, we can ask others to notice changes in ourselves. Other people such as our friends, family members, co-workers, neighbour etc. can observe our actions and behaviours and help us understand both the positive and negative sides of our ‘self’. For example- in the work places supervisors can play an effective role to increase the level of self-awareness among the workers. Supervisors usually observe the activities of their subordinates and give useful feedback and advices on their works and therefore, workers get a chance to improve themselves.  
Moreover, there are various methods and tools to get insights of ourselves. Self-awareness tools for personality development involves various types of tests such as The Johari Window Model, Myers-Briggs Type Indicator, Career Motivation Test, Career Aptitude Test etc. 

[bookmark: _Hlk31247190]The Johari Window Model 
In 1955, American psychologists Joseph Luft and Harry Ingham developed a technique to improve self-awareness which is known as The Johari Window Model. It is a useful tool for increasing self-awareness as it helps to discover hidden facts about self and others. During group communication, individuals build a trust relationship among themselves, reveal hidden information and share their honest opinion about each other. This strategy is primarily based on sending and receiving feedbacks through the model. ‘’It is one of the few tools out there that has an emphasis on ‘soft skills’ such as behaviour, empathy, cooperation, inter group development and interpersonal development’’ (Self Awareness, 2013). 
This model consists four sections and each section represent specific information about the individual. The vertical section represents information that is known and unknown to others. On the other hand, horizontal section represents information that is known and unknown to self. The sections are as below_  
1. Open self- Open self represents information such as behaviour, emotions, feelings, skills etc. about the individual that is known to that individual as well as to others. It means the general character and behaviour of a person that is revealed through socialization and communication.  
2. Blind self- Blind self includes information about the individual that is unknown to that individual but known to others. This information is learnt through feedback and in that case, others opinion about an individual may not match with his own expectations.  
3. Hidden self- Hidden self holds information about the individual that is known to that individual but unknown to others. Basically, the individual hides some of his personal and private information from others.  
4. Unknown self- This section comprises information about the individual that is unknown to that individual and to others as well. For example- some unknown illness, feelings, information, talents, skills etc.  
‘’This Johari Window model diagram is an example of increasing the open area, by reduction of the blind area, which would normally be achieved through the process of asking for and then receiving feedback’’ (Business Balls, 2019). During the session, I have practiced The Johari Window Model along with my peers and discovered some of the unrevealed information about myself and others as well. It has strengthen the trust relationship and communication among us and made us more self-conscious.  
  
[bookmark: _Hlk31247209]Myers-Briggs Type Indicator (MBTI) 
[bookmark: _GoBack]In the basis of Carl Jung's theory of personality types, Katherine Briggs and her daughter Isabel Myers developed a method named Myers-Briggs Type Indicator (MBTI) that can identify differences among people’s personality and help them choose a suitable career based on their personality types. ‘’The Meyers-Briggs Type Indicator (MBTI) is a self-help assessment test which helps people gain insights about how they work and learn’’ (TET, 2020). People’s interests, needs, values, motivations etc. vary from person to person and thus, every individual has specific preferences when it comes to making life decisions and goals. 
This method comprises a set of questionnaires that indicates 16 personality types based on four psychological functions. They are Introversion/Extraversion, Sensing/Intuition, Thinking/Feeling, Judging/Perception. ‘’The Myers–Briggs Type Indicator (MBTI) is an introspective self-report questionnaire indicating differing psychological preferences in how people perceive the world and make decisions’’ (Wikipedia, 2020). During the sessions, as a part of self-assessment, we have taken the 16peronality test in order to developing deep understanding of our personality type and to getting an idea about what career goal and activity suits our personality best. 
The result demonstrated my personality type as a Protagonist with the code ENFJ-A. According to this personality type, I have leadership potentials in me as I am full of passion and charisma. I can easily communicate with people and I am not afraid of speaking my mind. Having sociability skill and a helping mind, the career paths that suit me best are teaching, counselling, social or religious work etc. My strength includes being tolerant, reliable, charismatic, altruistic, natural leader etc. on the other hand, my weaknesses includes being overly Idealistic, too sensitive, too selfless, fluctuating self-esteem, struggling in decision making etc. I am astonished by the results as it describes my personality with such accuracy. Since it helped me identifying important facts about my personality, I can now set my career goals based on these and work through the plans. The result of my MBTI (16personality) test result is attached in the Appendix. 

[bookmark: _Hlk31247228]Career Motivation Test
‘’Career motivation tests are psychometric assessments which help identify and understand the intrinsic and extrinsic motivators of an individual’’ (Leitch, 2017). Regarding, career and work, people consider different values and interests. Some may prioritize money, power, popularity, intellectual challenges, creativity etc. while others may find freedom, helping others, socializing etc. more valuable. We can be more satisfied and productive at our workplace if we know what exactly we want and what motivates us the most. As a reflection of my personality and to know what motivates me the most, regarding career goals, I have gone through the career motivation test during academic session. The result shows that I am somewhat motivated by Financial Reward. It means, I will consider the long-term certainty and benefit (mainly financial) before putting my time and efforts in any work. In other words, I will prefer bonus, commission, salary increase etc. rather than gaining name or popularity. The result of my career motivation test is added in the appendix. 

[bookmark: _Hlk31046126][bookmark: _Hlk31247247]
Career Aptitude Test
Career Aptitude Test is another technique that provides perception about our career personality and lets us recognize the type of work and environment that best goes with our preferences. This method is based on Dr. John Holland’s who developed codes to describe personalities. While participating in the career aptitude test during the module, it represented a set of four images that showed specific activities among which I had to choose one activity that I like and one that I dislike. According to the result, my personality type is code ‘SCERIA’ which indicates that I am mostly a social person who tends to like helping and caring for people. Therefore, the jobs that best suits my personality are mediator, ombudsman, corporate trainer and many other. The result of my career aptitude test is given in the appendix. 















3. Reflective Report (Part-2)

After getting insights of my personality and preferences, the second part of the report is about my experiences about necessary knowledge of the recruitment process, career development plans, aims and how to work through and get prepared for the job that suits my personality the most. 
[bookmark: _Hlk31247812]
The Importance of Job Advertisement 
Job advertisement is the key step during the recruitment process. ‘’A job advertisement is a print or electronic notification of an intent to hire someone to perform specific work in a position at a company or organization’’ (Luther, 2018). The main purpose for a job advert is to catch attention of the potential employees who would be suitable for the job. Job adverts can be in different forms such as newspapers, billboards, recruitment websites, social media (LinkedIn, Facebook, Twitter) etc. The advertisements follow different structures and represents specific information about job requirements, responsibilities, salary range, application procedures, deadline and so on. 
These advertisements are important in various sense. For example_ while viewing a job post, we can match our personality with the nature of the job, we can compare our qualifications, abilities and weaknesses with the requirements that are described in the post, we can consider our expectations with the salary range or opportunities that come along with the job and so forth. Additionally, while looking for job options, we get to learn about different places, companies, organizations, business activities etc. that enhance our knowledge in this field and give us the chance to contemplate for a better career option. Besides, the online advertisements specify the requirements and thus, it is much easier to find our desired jobs within a click with the help of the search engines in the popular job sites. 
[bookmark: _Hlk31240854][bookmark: _Hlk31156918]There are some thoughts to be given while exploring jobs. First of all, knowing thyself. In this regard, I have practised personality tests and based on the results, as part of the module activity, I have applied for the post ‘’Guest Service Supervisor’’ at Hamton by Hilton Birmingham Jewellery Quarter as my desired job and it is also compatible with my qualification, experiences, skills, limitations etc. Before selecting a specific job, I have searched for other options and did my research based on my degree and experiences. 

[bookmark: _Hlk31247836]The Importance of Application Documents
While institutions showcase themselves through advertisements, candidates do the self-reflection through application documents such as CV, Cover Letter etc. It is the second most significant thing in the recruitment process and comprises necessary details about the candidates. By reflecting our personalities, these sales documents make the first impression and increase the chances to get invited for an interview. Thus, the quality and authenticity of these documents are crucial for both the candidates and employers. 
‘’A curriculum vitae is a document used to list one's qualifications and apply for employment’’ (Mckay, 2019). The recruiter will have a brief look at the CV for few seconds and therefore, the CV should include all essential information such as academic details, work experiences, training and relevant skills, personal statement and contact details, hobbies and interests, strong references etc. within 2-3 pages only. A general CV consists the basic contents, whereas a job focused CV is more person specific. Person specification means advertising our skills, experiences, trainings etc. for a specific job or post. Either ways, A CV should always be well structed, professionally written and easy to read. 
‘’Cover letters are important because they tell employers the type of position you’re seeking — and exactly how you’re qualified for it’’ (Live Career, 2020). Here, we highlight our relevant details to a specific job and illustrate our precise qualification, skills and experiences within just one page of a formal cover letter. As part of the reflective writing, I have learnt how to create useful and authentic CV and Cover letter. My CV and Cover letter are attached in the appendix. 
[bookmark: _Hlk31247853]
Relevance Between Job Adverts and Application Documents
Being called for an interview largely depends on the accuracy and specifications of the application documents. Sometimes putting too much or too little information can get us rejected. Therefore, specifications of the job adverts and relevant information in the application papers play a vital role in this sense. Often institutions put enough details about their job requirements and candidates can get an idea of what to include and what to avoid in their application documents. While applying for the job post of a ‘’Guest Service Supervisor’’ during the module, I have looked for the person specifications in the job advert and included my information accordingly. To be more precise, I have described my experiences as a head waiter in my former job since the advert required leadership skills. Additionally, the advert mentioned specific skills such as team performance, communication skill, customer relationship and service etc. I had gained all these experiences from my previous job as a senior waiter. I had been involved in customer services, thus developed my customer relationship skills and communication skills over the time. Therefore, I had added these details in my CV and Cover Letter. Besides, participating in personality tests also gave me insights into my nature and abilities. Therefore, I have described my expertise that have matched the job requirements. The specific information in the job post helps the applicants to match their abilities and experiences with the job and put their details precisely and accordingly. 
[bookmark: _Hlk31247875]
Role of Preparatory Steps Before Interview 
To get the anticipated job, taking cautious preparation for the interview is the next most important thing. ‘’An interview is formal meetings between two people (the interviewer and the interviewee) where questions are asked by the interviewer to obtain information, qualities, attitudes, wishes etc. Form the interviewee’’ (The Business Communication, 2020). 
There are few important things to consider before going for an interview. First of all, since interview is another way of showcasing our personality, therefore, an interviewee must be well dressed, well-mannered and well prepared for the questions that might be asked during the interview. In order to answering the probable questions precisely and accurately, investigating the company or institution, its work and relationships, vison and goals, salary range, etc. is important as well as reviewing the job specifications and the application documents is also very effective. In addition, making a list of probable questions and role-playing the answers with a friend can reduce nervousness and bring confidence during the interview. The questions are mostly about the job and the responsibilities or about the candidates personal, academic or professional life. The answers should be brief but convincing. The interviewee must give the impression that he or she is capable of doing the required tasks for the specific post and provide evidence of relevant skills and experiences. The interview usually takes more or less 20-30 minutes and it includes an opening period of professional introduction, questioning and answering period and a closing period. (Canadian GIS, 2009) Besides, a smart interviewee demonstrates some significant qualities such as being on time, greeting politely, shaking hands, keeping eye contacts, having a smiley face, using formal language and many more. 
[bookmark: _Hlk31315598]While preparing for the mock interview for the post of a ‘’Guest Service Supervisor’’ at Hamton by Hilton Birmingham Jewellery Quarter, I have followed all these interview preparatory steps that I have learnt during my academic sessions. It has been significantly helpful for me to become more confident about the mock interview. Facing an interview became much easier when I had enough knowledge about it. It boosted my self-esteem, reduced my agitation and made me more self-satisfied. 
[bookmark: _Hlk31247896]
Mock Interview and Its Influence on Career Development 
Mock interview is a practice interview that provides the opportunity to get familiar with the interview procedure before going for the actual event. ‘’A mock interview is a simulation of a job interview that is undertaken in order to train the interviewee for the real thing’’ (Stuart Armstrong, 2019). By giving genuine feedbacks from the interviewers, it helps us knowing our interviewing skills and limitations as well. Thus, we can get the chance to work on our weaknesses and overcome the flaws which in turns, has significant impacts on our professional career development. 
I have participated in a mock interview during my module, for the post of a ‘’Guest Service Supervisor’’ at Hamton by Hilton Birmingham Jewellery Quarter. The interviewer has pointed out that even though my documents were well designed, I have provided less background information about myself. Besides, I have spoken well but needed to talk more slowly in order to carry along with the interviewer. These suggestions will certainly be beneficial for me while facing a real interview. Moreover, by being a part of the mock interview, I got to learn how to do the greetings in an interview, what are the proper body languages, how to use formal language, how to behave more politely, how to answer questions in a brief but convincing way and so on. However, I will take note of these feedbacks and will try to work on my limitations before going for the actual interviews. Therefore, it will help me compete with much preparation and confidence while working on my professional career development. 
Choosing a career, finding a job, preparing for interviews, developing various skills are challenging tasks and make us stressed. In that case, sitting for a mock interview assisted me in overcoming anxiety and facing the challenges with enough confidence on my self-abilities and skills. It enhanced the possibility of doing better in the actual interview. Besides, familiarizing with the situation, following all the interview procedures, getting authentic feedbacks on my skills, weaknesses, behaviour, learning the proper body languages, learning how to answers specific questions etc. will help me improve myself on personal and professional level and boost my chances to get my targeted jobs. 

4. Conclusion
Developing insights into ourselves and knowing how other people see us are the fundamental concepts in terms of professional development. Understanding our nature, characteristics, preferences, skills and limitations through various self-assessment methods aids us in building strong relationship with others as well as guides us to the right career paths. Engaging in various self-exploration procedures and utilizing the acquired knowledge into finding a suitable job has directed me towards a clear perception about my professional career and motivated me to work more productively towards my career goals. Moreover, going through the recruitment procedure such as choosing a job, making a CV and Cover Letter, preparing and facing an interview etc. has provided realistic experiences and uplifted my courage and self-esteem. Since I have gained necessary self-knowledge, I can now make appropriate career choices, follow appropriate strategies and have enough confidence in myself. I can also be satisfied with the decisions I take since they will fit with my own preferences and abilities. We have higher chances of having a successful professional career when our visions and goals are realistic, logical and compatible with our personalities.
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Mb ABIDUR RAHMAN

7 Alexandra Road , Birmingham B5 7N
Home: 07579546305 - Mobile: 07579546305 - Shaon_bv@yahoo.com

PERSONAL STATEMENT
Food service worker with exceptional customer service skills. Reliable, punctual and
works well under pressure. Outgoing customer service assistant familiar with cash and
food handling procedures. Possesses strong communication and time management
skills. Quick learner Organised multi-tasker Friendly and helpful Good with numbers
and arithmetic .Flexible , who excels in a fast-paced environment, looking for a position
with growth opportunities.

* Customer-service skills © Fluent in English and Bengali
* Quick learner © Dedicated team player

o Friendly and helpful  Valid UK driving licence

* Good with numbers and arithmetic  Organised multi-tasker

* Fast and efficient service worker

‘WORK EXPERIENCE
Customer service assistant
CafeBalti Indian Restaurant —9 The Radleys, Sheldon, B33 0QY
* Greeted customers and provided excellent customer service.
e Pleasantly and courteously interacted with customers.
© Maintained high standards of customer service during high-volume, fast-paced
operations.
Prepared drinks and ice cream items.
Handled currency and credit transactions quickly and accurately.
Followed food safety procedures according to company policies and health and
safety regulations
Reported to all shifts wearing a neat, clean and unwrinkled uniform.
Communicated openly and honestly with the management team during each shift
to ensure it ran smoothly.
* Promptly and empathetically handled guest concerns and complaints.
* Consistently provided friendly guest service and heartfelt hospitality.

EDUCATION
Level 1 extended certificate in employability skills :
Birmingham Metropolitan college - Birmingham city centre
* Emphasis on customer service skills
Personal Hygiene
Self Development and confident

Health and safety
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 Continuing education in improving customer service

Secondary Education Exam:

HOBBIES

REFERENCES

Jalalabad cantonment public school and college- Sylhet, Bangladesh
* Emphasis on Business Studies
« Continuing education in Accounting, Management and Finan:

My hobbies include music, dancing and specially going to see live banys. 1 enjoy playing
football, cricket and badminton. I love going to the cinema with my friends.

1.Lisa Hope
Tutor, Birmingham Metropolitan College

lisa.hope@bmet.ac.uk

2. Habibur RAHMAN
Owner, Cafe Balti Indian Restaurant

Mob: 07931212345
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Md Abidur Rahman

shaon_bv@yahoo.com
December 06, 2019

Hampton by Hilton
Birmingham

RE: Guest Services Supervisor

Dear Sir or Madam,

As an experienced Head Waiter, the posting for Guest Services Supervisor with Hampton by Hilton Birmingham piqued my
interest. When reviewing the job requirements and your website, I was excited to see that my qualifications and personal

traits align with your needs and mission.

Ibring a set of talents that I believe will be valuable to Hampton by Hilton Birmingham. Tn my Head Waiter role, I honed
my abili

in team performance optimization and guest engagement, providing a solid foundation for the Guest Services

Supervisor position. My communication, people-centric nature, and eagemess to please have afforded me excellent
customer service skills.

Tam excited to contribute my strengths and proficiency in collaboration toward your team efforts. As an extroverted and
personable communicator with a proven track record in customer relationship management, my focus on building strong
professional relationships has been a valuable asset throughout my career.

Please review my resume for a complete collection of my work history and accomplishments. I would like to schedule an
interview at your earliest convenience and will contact you next week o check on your availability. I'm hoping to discuss

how my personality and work history fit the Guest Services Supervisor role.

Thank you for your time and consideration.

Sincerely,
Md Abidur Rahman
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Guest Service Supervisor - Hampton by Hilton Birmingham
Hampton by Hilton Birmingham Jewellery Quarter

Birmingham B19

Job details
Salary

£8.71 an hour
Job type
Full-time

Benefits
Pulled from the full job description

BODY - We build a strong foundation for health& well being: Retirement
plan, life assurance, healthcare cash plan, dental insurance & eye care

Full Job Description

Guest Service Supervisor - Hampton by Hilton Birmingham Jewellery
Quarter

About Hampton by Hilton

High-quality accommodations and amenities, such as complimentary Wi-Fi,
free hot breakfast, digital key and On The RunTM breakfast bags,
contribute to Hampton by Hilton ranking as a leader in its segment.
Hampton by Hilton Team Members deliver friendly, authentic, caring and
thoughtful service defined as 'Hamptonality'. Each Hampton by Hilton hotel
offers complete satisfaction with the 100% Hampton Guarantee®. For more
information about Hampton by Hilton, visit www.hampton.com or
news.hampton.com, and connect on Facebook, Twitter, YouTube and
Instagram.

What are we looking for?

Hamptonality. We make Hamptonality our own. We bring our own individual
strengths and irresistible personalities to work. We find our own ways to
deliver on our brand values. It's a FACT that the world needs more people
who are friendly, authentic, caring and thoughtful.

What will | be doing?

—
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personality test! Here is a copy of
your results:

Personality type:
“The Protagonist”
(ENFJ-A)
Individual traits:
Extraverted — 65%,
Intuitive — 78%,
Feeling — 71%,
Judging — 54%,
Assertive — 67%
Role: Diplomat

Strategy: People
Mastery

Link to your profile:
https://www.16personalities.com
/profiles/1f051facd8e86
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Financial Reward
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People motivated by Financial Reward
strive for the big pay-off that comes as the
fruit of their labor. They want to feel that
their salary and benefits equal the value of
the time and energy they invest in their
work. While this is a common motivator
that most people identify with (who wants
to work for peanuts?), these individuals
place more importance on remuneration
than the average worker. This is not to say
they are only after the big bucks; it's having
the money to afford a certain lifestyle that
gives them the drive to succeed. They are
willing to invest themselves, but will not do
so without significant pay-off. They don't
necessarily have to make an extremely high
salary in the short-term to feel happy,
especially when starting out, but they want
to see the long-term reward for the
personal investment they put into their
career.
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Your personality type

You preferred 'Social' the most, followed by
‘Conventional and 'Enterprising'. Your six
letter personality type is 'SCERIA'. Your
personal preference is also shown in a graph

below.

GENDER: MALE
AGE 32
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Utilized STAR/BAR format for Behavioral Questions
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| Understood position/Pointed out work related skills
Displayed enthusiasm
Focused on suengths; avoided weaknesses
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YOU'RE HIRED! [ 90 - 100
Resume was prined and presented in a professional manner  Clealy exphins howskill and qualtes match the job description E
Showed up on time in appropriate attire o Asks thoughtful questions and demonstrates preparedness.
®  Demonstrates confidence through voice, body language, and eye.  Maintains a professional atitude and demeanor £
contact, ®  Very clear ard concise manner of speaking; avoids use of filler
* Provides deiled and specifc answers o questions words
© Sells skill and references previous experience « Demonstraes above-average maturity (profesonal aicubie,masner. !
'WE’RE CONSIDERING YOU... 80-89 al
 Resume was printed and presented in a professional manner « Displays some skils and qualities that match the job description’
 Showed up on time and in artire that was mostly appropriate:  Asks some thoughtful questions and shows some sigas of having
e Nl Erviat s o coons done rescach on the company and postion
« Somewhat confident o Interviewee i usually professional when responding
B e s 1 Gocsions « Clear manner of spesking sed some il words (um b, ik, etc)
*  Sells some skills *  Noticeable maturity (professional, aniculate, manners).
WE MIGHT HAVE HIRED YOU, BUT... | 60-79 i
Resume was not presented or needed work. ‘Appears t0 have some communication problems.
Showed up late and/or dressed semi-professionally Skills do not match job description; lacks preparedness in research ¥

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

CGonfidence is not convincing.
Spedlirlnswnwmqtmnmmhrsmouﬁ

Showed up ate and/or dessed unprofessionally
Nopoise, poor body language and e to 1o eye contact

Attemps 10 be professional when responings
Mannerof speaking s comprehensible, but someimes 3 bit unclear
frequent use of fillr words (um, ub, ke, tc)

« Some maturiy s evident prfesionl. ks, mnmer),
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