[bookmark: _Hlk88060452]
Professional Career Development - BMSW4005


Lecturer: Anita Nan 
Student:  Andreia Buliga - 2018956






[image: Text

Description automatically generated with low confidence]
Table of Contents
Introduction	3
Recruitment	3
Reflection on the role play	3
Self-evaluation review	4
Self-motivation	4
Learning style	4
Personal development planning	5
SWOT analysis	5
SMART objectives	5
Johari window	5
Conclusion	5















[bookmark: _Toc90478514]Introduction 

The purpose of this report Is about the strategies for personal reflection and career development which we have learned during this module also we have learned how to gain confidence and competence as effective employees by practicing a role play with a class partner. In this report I will be writing about my own experiences and learnings.  We have learned how to set short term goals and long-term goals. 
 We have done a questionnaire in which we had learned what is our learning style, I have discovered that my learning style is Kinesthetic because I like to experiment thinks by my own, but I am also a visual learner I like to observe and see thinks to help me understand more.

[bookmark: _Toc90478515]Recruitment 
Recruitment is the process of actively seeking out, finding and hiring candidates for a specific position or job. The recruitment definition includes the entire hiring process, from inception to the individual recruit’s integration into the company.
[bookmark: _Toc90478516]Reflection on the role play 
The role play activity that was part of this module has been really helpful for me as I have learned during this process how to ask questions during an interview and how to give the best answers during the interview and prepare myself for any possible question that the recruiter could have asked in addition to the ones we had prepare in advance, I have learned that if I prepare very well for my interview I can be more confident in the answers I give and therefore have more chances for the job position. 
During our class we have been given some videos materials to help us prepare for the question and answers of the role play, also some videos for which we have learned what not to say in an interview and how to best approach a good answer. I have taken the advantage on the recruitment play role we have done in order to understand the entire procedure of recruitment also I still have a lot to learn as per the feedback given from the lecturer, I need to control my emotions and speak more clearly and confident so that the recruiter can see that I am a confident candidate.
I have read a couple of journals and watched videos regarding recruitment procedures, and I have realised that many organisations tend to fallow a certain structure to find the best possible candidate that suits their organisation. Therefore, I have learned some tips from them on how to give a correct answer without feeling under pressure or emotional. Most employers want their candidates to have skills such as communication skills, time management its also important to have the ability to critically analyse a situation in the workplace and also the ability to solve problems. It was challenging at the beginning as we had to learn both industries for my role partner Alina Florentina which had a different industry from mine which I did not know much (Digital Marketing) but I did my research in order to understand more her position as well. 
I have learned during the session and role play how to properly introduce yourself in an interview and how important it is to make eye contact while speaking to the employer, have an appropriate body language and respect the smart dress code that is required in an interview. Therefore, I believe I am more prepared now for a real- life interview as I have learned from this practical interview how to be well prepared. Also is important to know well the company you want to work for and the industry. if you make your research in advance you can be more positive and confident in the interview. 

[bookmark: _Toc90478517]Self-evaluation review 
[bookmark: _Toc90478518]Self-motivation 

Self-motivation is what pushes us to go on, is what keeps us focused to archive a certain goal and to feel more fulfilled and improve our overall qualities in life. Developing your self-motivation can help you develop other aspects of your life. It is important to 

The primary steps associated with self-development are to engage in the process of self-analysis. It is necessary to engage in the process of self-analysis in an unbiased way to be able to identify the areas of improvement and hence work towards improving as a successful professional in the long run. The process of self-development is considered to be an important step in the process of gaining progress as a successful professional.
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Kinaesthetic Learning is a specific style of learning. We all have preferred learning styles that help us to engage with content and retain information. The three core learning styles are Auditory, Visual and Kinaesthetic Learning.
During this module I have learned that Kinaestethic is my learning style I learn more by practicing or doing things by my own to retain the information more easily. I love trying new thinks and learn new skills. It helps me develop faster by practicing by myself. 
 Gibbs Learning style 
[bookmark: _Toc90478520]Personal development planning

A personal development planning enables individuals to take charge of their own learning. PDP can help you to archive a goal faster and acquire new or developing an existing skill. It can help you enhance your performance in current role or addressing anticipated changes tat needs to be made in your current role and can help addressing career aspirations towards a future role. 
Personal Development Plan

	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years?

	My Goals  
 
What are my overall goals that I want to accomplish in this time period? 
	I want to archive the Level 4 skills for the workplace diploma that I am currently studying 
	I want to take my driving license.
	Open my own cake shop 

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 

	I need to finish all the assignments on time. Complete and send everything that needs to be send on turn it in.  
	I need to take more driving lessons in a week to pass it and keep a progress book to know what I need to improve on every day 
	I need to improve my knowledge in business owning industry.
Find a good location for my cake shop.
Apply for licenses and permits. Find the right equipment. 

	Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 

	Revise each assignment to make sure its properly completed and is as per the assignment structure and that I understood all the criteria and followed 
	I will book in advance the driving test, and take an intensive driving lessons 3 to 4 hr. per week so I can archive my goal faster and better results 
	I will find a solicitor to help me with the licensees. I will market the shop to get customers and test it to make sure all goes well. 




[bookmark: _Toc90478521]SWOT analysis
My swot analysis will be based on the goals I have written at Personal Development Plan I will focus on my long-term goal. 
Strength – as I have set several goals to archive, I believe I have acquired skills that I will need as strength in order to archive my goals. I have the skill of working under pressure which can help me with leading my coffee shop. I have good communication skills which will help me with customers. 
Weaknesses – I have a few weaknesses that I need to improve. One of them is that I have little knowledge of the business industry, market shares, competitors in the area therefore I need to spend more time reading and informing myself or speaking with experts and coffee shop owners to get more knowledge. This will help me to run my business more accurate if I am well informed. 
Opportunities – By developing new skills will help me enhance more opportunities and make more connection in the small business industry. I also want to complete my qualification I am studying so it will enable me to get more career opportunities. 
Threats - as I will be a small business, I am aware I have many competitors that could be risky for me and hard to get customers. But I will be adding unique products compare to them and good prices. Also, a threat as a new and small business is the Pandemic situation that we are facing. as I will need to change or adapt according to the new rules and low. 

[bookmark: _Toc90478522]SMART objectives
Smart objectives is very important in a business to help create archivable goals and maintain focused. 
Specific- My specific goals is to start my own cake shop business once I finish with my studies. 
Measurable – My goal is measured as I want to reach it within 3- 6 years’ time.
Archivable – I will start saving money for the start up of the business and also, I will get a loan from the bank to help me financially if needed to buy the necessary equipment. Furthermore, I have participated to courses that has improved my skills in making cakes, I have also started making cakes for sale from home this way I have made many loyal customers that they have assured to come back and suggested me to open a coffee and cake shop. 
Relevant – I have set relevant goals for my start up business to help us move forward and grow faster for example build a website and reach an average of 100 views per week by advertising through different methods to attract more customers and let them know that we exist. 
Time – by setting time limit to our goals we force ourselves to prioritise the important goals in our schedule to make sure we fulfil them.


[bookmark: _Toc90478523]Johari window



What do employers want?

Most employers expect from their stuff honesty and integrity and most important to be trustworthiness they also need to have the ability to listen property and integrate with other coworkers it’s important to Demonstrating good time management skills for example if they give you a task withing a period you need to make sure you can complete it. 
Employers want their employees to multitask for example in my workplace I had as a role of receptionist and my manager has given me more task to complete in the meanwhile as we were sort in stuff at the university that I have worked, I had to register the student’s attendance online, also I had to cover other coworker job position of making contracts with different agents. After taking this challenge I have learn to manage my time and demonstrate to my manager that I am a fast learner and able to multitask therefore I was promoted to attendance manager in a short period of time after completing my apprenticeship within the company. 
This has motivated me to work harder when my manager challenged me to new tasks because I also gained new skills which can help me with my future career.

[bookmark: _Toc90478524]Conclusion 
In conclusion this module has been very helpful for me as I have learn how to set archivable goals and this has made me actually make real goals for myself and made this report based on my life goals. With the help of the PDP that I have learned to create I can use it to archive my goals. Also, I have learned how to present in an interview and how to give the best answers. 
“If you want to live a happy life, tie it to a goal, not to people or things”. Albert Einstein
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1:am going to ask you a few questions 1o getto know you and your intent on working i this
company.

Q1. Interviewer: Tell me about yourself and why you want this job.

1am an ambitious person that ke to multtask a lot, | am great working in team but |
am also confident to work by myself. | am very keen in learning new skills

1 have completed my academic qualfication in businss administration BTEC level 2. During
my academic period, | have done various assignments and projects o enhance my
Knowledge in terms of professional experience. | have completed an apprenticeship and
worked receplionist and | had adminisiational ask to complete which has given me more
‘experience in this industy. Therefore, | have improved my skils vih customer requests. |
will ahvays 100k to Improve and grow within the rol.

Q2. Interviewer: What o you think your delegated role will be in this organization?
s | have read from the job application requests, | vill be provding general support {0 the.
epartment ncluding collating board packs, stting up client fles, preparing clent and
Companies House letters. scanning, saving, and fonvarding cent correspondence Assist
wih clent take on procedures etc. and anyihing that | willbe asked t0 do by the manager
aside this role.

Q3. What experience o you have relevant to this position?

In my previous job I have done most of the roles that includes i this poston therefore
believe have the experience needed for his posiion. for example, | was dealing with direct
customers by ansvieing theif needs, ith my receplionist posiion that | had n my pievious_
Ihad many customers coming everyday with differet request | aiviays made sure the
Standards of my customer sevice and communication wih the cusiomer are high. Also, |
have experience working under pressure as | had time sensiive tasks given by my previous
Job for example provide attendance of the students for about 500 students the data of each
Student attendance by a certain fime each Frday which was very challenging but with ime
and experience every vieek was gefing better

0.4, what goals you have for the next 5 years?
Forthe next 5 years | would ke {0 challenge myself in archiving the Quaification | am

Studying at the moment, | would ke to improve my academic Endiish- I would fike to
practise my emoions in pubic speaking.

Q5 interms of your existing skill sets what do you think are your strengths and

Interviewee: During my academic and professional days, | have identifed severalstrengths
and weaknesses in my skils. | have idenfiied my sirengih in communication with people-
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time management s one of my weaknesses which can have.20 £fist.an my professional
career. Presently, an action plan has been introduced by me {0 improve my skils and
achieve my shortterm goas.

My question for interviewer.
Is there any opportunity for me o grow witin this company?

Ves, i his company we offer 3 good oppertunty for growth for each ndidual, it depends how
Rardworking you re.
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