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1. Introduction
My name is Monia, I am currently working as a receptionist for Travelodge hotels and I am here to write a reflective report. The purpose of this report will be analysing and reflecting about my personal career development. In addition to this, I will expose my understanding of what I have been learning in this module. A personal plan development (PDP) will follow, taking account of my strengths, weaknesses, opportunities and threats. I will also talk about my career and aspirations for the future. After all, I will draw all the conclusions of the case.
























2. Learning Styles
When talking about personal development, it is important to specify that learning is a fundamental component. Indeed, we never stop learning. Each of us has a different learning style. Psychologists identified 3 ways of learning preferred:
· Visual: a visual learner absorbs the concepts through images, schemes or diagrams 
· Auditory: this kind of learner prefers listening to the lecturer’s voice for example, or anything related to use the hearing
· Kinaesthetic: a kinaesthetic learner gets the concepts through physical experiences. Touching and feeling are his best ways to learn.
Knowing our learning style can be a great help to develop a good plan for our studies and future. For this reason, during one of the lessons, I took the VAK test, which is a quiz designed to find out your dominant learning style. It came out that I am an auditory learner. That helped me a lot to get the best way to absorb concepts in every field, especially in my studies.

Another model of reflection was developed by Peter Honey and Alan Mumford in 1986. Their theory classifies learners in four categories:
· The activist, who learn by doing. This category of learners are naturally tendent to learn by action. The best stimulation for them is doing group discussions, competitions and brainstorming.
· The reflector, who learns by observing and contemplating. The reflectors prefer paired discussions, questionnaires, observing activities.
· The pragmatist, who learns by putting the theory in practice. These learners prefer case studies, learning in reality and discussions in general.
· The theorist, who learns discovering the hypothesis behind the activities. They like analysing models, theories and stories. (Rumson, 2017)

Honey and Mumford created a quiz to understand which is the most productive learning way for each individual. 
When I took the quiz in class, my result was ‘The reflector’. I was surprised about the accuracy of the result. In fact, it is absolutely true that my favourite way of learning is laying back and observe attentively. Group discussions make me confused, and I prefer paired ones, to analyse each point in a more organised way. I am sure that it will be very useful to know how to apply my skills at my best, especially for continuing my studies.





3. Gibbs’ Reflective Cycle
Gibbs’ Reflective Cycle is a reflective model, developed by the Professor Graham Gibbs in 1988. It includes the following steps to make a good reflection: 
1. Description. In this first step it is advisable to give the summary of the key points that will be in the report.
2. Feelings. In this section it is good to talk about thoughts and feelings experimented during the experience.
3. Evaluation. In this step it is good to talk about your reactions and other people reaction to the experience.
4. Analysis. At this point, it is possible to reflect about what could have helped the event. Moreover, it is possible to compare some literature read to your experience.
5. Conclusion. In this section it is correct to add the lessons learned from the experience.
6. Action plan. This is a particularly important part of the reflection. It is the section in which it is possible to think about a personal improvement plan. 







4. Employability and SWOT Analysis
It is possible to define employability as the set of skills and characteristics that make a person able to gain a place of work and maintain it. The necessary skills to be employable may vary according to the job considered. In general, the most common are:
· Time management
· Communication skills
· Problem solving
· Decision making
· Team working

    All of these skills are vital to obtain and keep any kind of employments.
Regarding my communication skills and time management, I think I should improve them. Sometimes my communication is not the best, especially when it comes to expose my needs and concerns. I should learn to become more assertive. About time management, a big obstacle is my tendency to procrastination.
 I personally think to have good problem solving and decision-making skills. I have the occasion to test them and challenge myself in my current employment at Travelodge hotels, whenever it comes to deal with customer complaints. Managers are not always on site, and when it happens it is important to know how to solve guests’ problems in the best way. It is absolutely important to not panic and try to reassure the customer and make him feel listened and understood. Moreover, in these cases, the decision of how to remedy to the inconvenience may be tricky. In fact, as a receptionist, I need to make the customers happy but without damaging the company. I firmly believe that dealing with these issues on a daily basis helped me a lot to develop these skills.
 Moreover, in any employment, it is important to have the right compromise between being effective and efficient. Being effective means being able to accomplish the task required. On the other hand, being efficient implies the ability to accomplish the task required saving resources. 
Personally, I think to be both. The key is knowing when saving resources is convenient, and when it is better to not do it. I believe the best way to improve this area of action is gaining experience. 


Swot Analysis
To make all this self-analysis clearer and more organised, I decided to create a Swot Analysis about my own strengths, weaknesses, opportunities and threats.
The Swot Analysis is a very useful and functional framework to analyse various aspects of a determined situation. (Grant, 2020)

	STRENGHTS
	WEAKNESSES

	
-Good problem-solving skills
-Excellent decision- making skills
-Good mediation ability 
-High emotional intelligence
	
-Time management could be improved
-Lacks in assertive communication 
-Tendency to procrastination
-Not giving the best of productivity in teamwork


	OPPORTUNITIES
	THREATS

	
-Finding a job in the health and social care
-Working in the social field and supporting other people
-Being an intermediary between parts 
-Continuing my studies 

	
-Feeling not fully comfortable in teams-jobs
-Finding problems in exposing my point of view in a positive way
-Wasting time and not taking opportunities straight away











5. The Importance of CV

The CV (Curriculum Vitae) is a document containing all the personal information, skills and work experiences of an individual. Sending a CV to an organisation/employer is the first step to apply for a job. It is particularly important to know how to present it, and having a different one for each job an individual is interested in. A common mistake made by lots of people is having only one CV and sending it to all the different employers without changing it. 
Indeed, the best thing to do is creating a different CV for each job considered. The reason why this is very important is that each employment has its own priorities. Therefore, preparing a CV focused on the main required skills of a certain job may be the key to success.
However, to build a good CV, it is necessary to include this information:
· Personal information (name, surname, age, marital status, number of children, etc.)
· Hobbies and interests, especially if functional to the job considered
· Education pattern
· Professional past experiences
· Photos are also recommended
· Personal statement, which is an additional space where to write about the reasons why the individual is applying for the job. This part can be slightly more personal than the rest. It is very important because it establishes a sort of connection with the employer. (Doyle, 2019)






6. Job Interviews

After sending the CV to the organisation, if the employer’s attention was caught, there are good possibilities to be called for an interview. 
It is correct to define an interview as a formal meeting between the employer and an applicant to determine if the candidate is suitable to the job role.
According to Randall Hansen (n.d.), the tips to be successful in a job interview are the following:
· Know your employer. It is important to have an accurate knowledge of what the role requires in all its aspects, and possibly the background of the organisation/employer. 
· Be prepared. A good tip is to imagine some possible questions that will be posed and prepare a good response to give.
· Dress in an appropriate way. Since it is a formal meeting, it is necessary to dress accordingly. Better choosing a simple but smart outfit and reduce the jewellery at the minimum. 
· First impressions matter. A good advice is to be polite to everyone of the staff and to keep a positive attitude. Several studies show that most of the hiring managers make critical decisions in the first 20 minutes of the interview.
· Be confident, authentic and concise. It is important to show confidence, being yourself in your best version and concise. The answers should be short but on point.
· Remember the importance of body language. It is fundamental to communicate effectively. Eye contact, firm handshake, active listening and a solid posture will be surprisingly helpful.
I usually have success when I go to a job interview. I always try to follow the above-mentioned points and I always present myself with a naturally enthusiastic approach.





7. Employment Legislation

In the professional field, it is important to know the laws that regulate the relationship between employer and employees. They are called Employment Laws.
The legal standards are set as follows:
· Common law
· Primary legislation
· Secondary legislation
· European Union Law
· European Convention on Human Rights.


These laws govern various aspects of the employment, the main ones are:
· Recruitment, to avoid discrimination and other dangers during the hiring process.
· Employment contract, to make sure the employees’ rights are recognized and respected.
· Data protection, for the confidentiality and to protect sensitive data.
· Pay and holiday, to ensure the employees have the right amount of time off according to the law.
· Working time, to make sure the employees do not overwork and have the right treatment.
· Health and safety at work, to not expose the employees to danger and to protect their safety.










8. Career and Aspirations

When it comes to talk about our career and aspirations for the future, it is fundamental to have a look behind our backs to make a productive and effective reflection. In fact, it is a good tip thinking in the following terms: where did I stand before? Where do I stand now? How could I improve myself to reach my future goals?
 I come from Italy and arrived here 2 years ago with lots of hopes but not great expectations. The situation in Italy was not optimal regarding the employment, I had so many problems in my family and the only professional experience I had was as a sales assistant in a small bar café. As a start, it was not the best to be fair. My English was not good at all, but I started working in a pub as a bartender. At that time, I was excited but also a bit discouraged about my future. I did not dare to think about a brilliant career, I was just used to think that I should have taken what I would have found and be simply happy for that. Moreover, I was lacking confidence and I used to think to not be able to achieve great goals in life.
In time, my English improved a lot and my vision of life in general started evolving. In a big city as London, I had several tools to understand that the world was not my small town in Italy, but something more. I started thinking about my real desires, and a light of expectations started sparkling inside me. Since I was a kid, I have always enjoyed helping others. I used to say all the time that I would be a social worker one day and help all the families in the world. Then, growing, I abandoned that idea thinking that it would have been impossible and utopian due to my economical and familiar situation. I had given up on my dreams. Thinking about that now, gets me a knot in the stomach. It is an amazing feeling realizing that your dreams can become true, especially when your expectations as a human are very high. London gave me the possibility to review my whole life, and to give it a big chance. Pushing myself everyday to improve my ability to live in a reality so different from mine is one of my biggest goals. This thing gives me the confidence to think I can be able to realize everything I want. I am glad for this feeling, and I am never going to stop to be grateful and proud of the choice I made. When I was in Italy I always heard about people going to other countries to get a big improvement and to follow their dreams. At those times I did not think to become one of them. Now I know that not everything is easy or good as you can think before you start your journey. What I know for sure is every problem I faced has been always worth to overcome. Living in London opened my mind even more, giving me the opportunity to look at the diversity around me with a new perspective. As I said before, my town is very small, and I very often felt the need to get in touch with more realities. I deeply enjoy having the chance to know people with a total different background, I strongly think that this is essential to build your ability to do a better job when you want to work in an humanistic environment. Being able to understand different cultures and different habits makes easier to get in touch with people and help them properly.  
Working in bars and pubs of all kinds made me understand how to deal with customers: the patience and the self-control. Working in hospitality, more specifically in bars and pubs, really changes you. It is not only reducible to serving drinks to customers. It is about putting effort and (why not?) art and love in your cocktails. It means serving a nice and fresh drink to someone who maybe had a bad day, and very often they put off their serious and professional mask and talk to you about their thoughts, concerns and failures. In a certain way, it means giving to people a nice time and relief from all the stressful situations life is full of. It is not the job and professional dream of my life, but I owe it a lot of what I am now and my skills. It changed me deeply; helped me to gain more confidence, fight my shyness and slowly enriching my English vocabulary. 
 One day, just while I was on shift at the pub, I met a customer who said me that he was studying at university. I was a bit surprised, because his English was not perfect, and he was working full time. Was studying without a perfect level of English possible? How could he find the time to study? And what about the not very affordable tuitions? 
He told me about the Student Finance, the courses to access to Level 4 and all the possibilities I could have if I applied. I was incredibly happy, even if my fear of failure was overwhelming. I decided to give it a try. Surprisingly, I passed the exam to access to the University Trinity Saint David, to get a Certificate of Higher Education in Health and Social Care Level 4. My joy is not easy to describe. My dream was possible.
I organised my life all around my studies. I applied for a job at Travelodge Hotels, which is less tiring and has more flexible shifts available than the extenuating ones at the pub. I enjoy this receptionist job more than the previous one; it gives me a chance to practice my digital skills and computing. Unfortunately, my Student Finance did not arrive straight away for several issues. Despite this, I did not give up. For sure I do not lack spirit of sacrifice. I started doing extra shifts at work, in order to be able to go to university, study and afford my rent. That was not easy, I had very difficult moments. But it was a great lesson about how everything can be achieved with hard work and a determined mindset. After a while, Student Finance arrived. 
At the moment I am about to finish this course, which will give me the possibility to obtain a Certificate of Higher Education in Health and Social Care. This year was incredibly helpful, I have been learning a lot. I could have never imagined to progress and evolve at this speed. At the beginning of the course, I had no idea how to write a report in English, and I was a bit nervous about it. Following the lessons, doing the in-class exercises and consulting Moodle regularly gave me the tools to correct my mistakes and getting better day by day. I learnt about academic writing, I acknowledged the importance of certain skills and I have even clearer ideas about my future now. This makes me feel very proud of myself, because there is nothing better than developing and improving who we are and what we can do. As someone told me during this course, we are alive as long as we learn. I could not agree more.
All this background contributed to rise my confidence to a higher level. The change is evident and surprisingly positive. I see myself as a successful social worker in my future. I have the strong belief that each of us has his/her own predisposition for a certain career. My past experiences and my personality brought me straight to this professional choice. Dealing with vulnerable people, helping them making it in life, will bring me a lot of joy and satisfaction. I think to be the right kind of person to deal with those type of situations, and nothing could make me happier and more satisfied. I am a highly empathic person; I feel other people problems and pain as if they were mine. Helping other people with their problems would enrich my life, giving me a good reason to get up in the morning and going to work with a great smile on my face. To achieve this goal, I will apply for a Social Works course. In the meanwhile, I will change my side job in order to do something closer to the health and social care field during my studies. This job will allow me to do something I enjoy even more than what I am doing now, and it will help me to gain experience in this field. 




9. Professional Development Plan
In order to make my plan for the future clearer and more organised, I developed a tab with all my goals, development needs and the activities I will pursuit in the next two years. It is called professional development plan, and I find it extremely useful to create an accurate and precise action plan.



	
CURRENT ROLE: Hotel receptionist at Travelodge
· Assisting customers during their stay
· Replying to mails and enquiries via mail
· Handling and helping with customers’ complaints
· Printing reports
· Checking customers’ allowances 
· Using Opera system and Excel

LONG TERM CAREER ASPIRATIONS: Social Worker
· Identify people who could need help
· Create plans to improve clients’ lifestyle and general health
· Help people in very difficult situations (divorce, illness, unemployment, etc.)
· Following clients to make sure their situation improved
· Dealing with very sensitive situations, such as child abuse.


	CPD GOALS
	DEVELOPMENT NEEDS
	CPD ACTIVITIES 

	
Getting closer to the social care field


	
Gaining practical experience

Becoming confident in the social works sector 

Adding social care professional experiences on my CV

	


Applying for a job in the health and social care field + volunteering for social care associations

	
Getting a Social Works bachelor’s degree

	
Learning all the aspects of Social Worker job

Getting specific information about all the professional possibilities and ‘tricks’

	
Applying for a Social Works course and study hard to get the best score I can

Applying for Student Finance to be able to pursuit my studies

	
Improving my communications skills

	 
Practicing on my assertive communication

Finding a better way to expose my ideas without being anxious 

Substitute wrong models of communication with more healthy ones


	

Starting to practice yoga and meditation + following an assertive communication course 

	
Getting better time management 

	
Avoiding procrastination

Being able to manage a day full of tasks very close to each other



	


Getting the habit of using an agenda with all the tasks to do during each day


	



Improving in teamwork


	
Getting the tools to be able to give my best not only by myself, but also in a team of several people

Building trust and creating good atmosphere when working in teams


	



Participating to more group activities, both at my workplace and university

	



Understanding all the opportunities I might have in the social care sector

	
Having clear ideas about all the alternative career possibilities in the UK in the social care field

Being aware of the social care job market and its opportunities

Having a suitable ‘plan B’ 

	



Informing myself through Internet, Indeed, people in the social care field and all the possible resources



	

Getting more employable and professionally interesting


	


Being called for more interviews and catching employers’/organisations’ attention in a more effective way




	


Building a well done CV for each employment I will apply for + researching background organisations to get their main needs 












10. Conclusion 

This report made me reflect a lot about my past and future and gave me a massive help with organising my ideas for my professional career progress.
I believe I progressed a lot since the moment I came in this country. I started as a scared and shy trainee bartender ending studying at university to realize the dream of my life: loving what I do for a living. 
For sure, I will need to further evolve and improve many aspects of myself. But I am more than ready to do as much as I can to become not only who I want to be, but who I feel I am deeply inside. 
I will eternally be grateful to this country because it welcomed me open armed, and made me grow under so many aspects, as a mother with an immature child. 
Any of us has to find their way to the self-realisation, and I feel like I found mine.
The challenges will be numerous, and I am more than sure I will make many mistakes and I will probably fall again. But there is no effort without error and shortcoming.
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