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A : DISCURSIVE REPORT
INTORODUCTION

In this self-awareness report I will be writing a review about my self, the purpose of

self-awareness report is to find out what are my strength, weakness, opportunities 
that I hold, and the threat that I will face toward the progress of my goal that I and
the vision I have to progress in life by using SWOT analysis, I will also be using the
JOHARI WINDOW to know how I am as a person and how I am towards people who

are around me, JOHARI WINDOW will also help me to find out how my friends and

family know me as an individual, using JOHARI WINDOW I will also find out the thing

that was not known to my-self. I will also use the BELBIN theory to find out about my

nature and the type of person I am.

WHAT IS SELF- AWARENESS:
Having self-awareness implies that you have a reasonable acknowledgment of your 
general character. This incorporates your qualities and shortcomings, thought and
beliefs, feelings, and wellsprings of inspiration. Having self-awareness causes you to
understand other individuals and how they see you and your activities. Numerous
individuals accept that self-awareness comes effectively and normally, however this
feeling of elevated self-awareness can really be difficult to find. With training, in any
case, you can figure out how to expand your self-information and find better
approaches to decipher your contemplations, activities, sentiments, and discussions
that you have with other individuals. Accomplishing self-awareness offers you the
chance to roll out positive improvements in your conduct and increment your
fearlessness. (Townley, B., 1995)

WHAT IS JOHARI WINDOW?

The Johari Window is a psychological tool developed by Joseph Luft and Harry 
Ingham in 1955, while researching group dynamics at the University of California
The name itself has is a merger of the first names of the two psychologists and was
initially called Johari Window. It is widely popular because of its simplicity and
practicality for self-awareness, personal development, group development and
understanding relationships. In current times, Johari Window is especially popular
because of the increased emphasis on nurture of soft skills, empathy, interpersonal
and inter group development, as well as behaviour. Other names include
disclosure/feedback model of self-awareness’, it is also popular by the name of an 
information processing tool’. The Johari Window actually represents information like 
feelings, views, attitudes, experiences, skills, drive/motivation, intentions that a
person holds in relation to their group and also what others hold about the person.
The model is described in the four-grid diagram shown below. (R.R 2018) 

Johari Window Model (Cotton., D 2017)

OPEN: (known to self and others)

. I am a very friendly person with a smile who believes in starting the day with a 

smile which can be very effective in life and the people around you. A smile does 

not harm anybody I always say. I will always help people who are in need and if 

anybody asked me for help I will try my best to help. Being friendly I am also a 

very honest person who considers honesty is the best policy, even if that gets me

into trouble, at least I won’t feel guilty after telling lies which will one day will
surely catch up with me. Which can a bad impact to my life and family now and
the future to come. I am very hardworking person and still am, as started work at
the age of 16 and still working in the motor trade industry and do the best that I 
can do at anything which has been allocated to me or doing things for myself. I 
am very punctual and time keeping person, I really believe in that, being punctual 

would be highly beneficial to any employer and can meet deadlines if that was set

like my university work so far so good. I am a very trustworthy person where I 

have 26 years of backing in the motor trade industry where I was left to run the

garage with workers and dealing with customers and also paying the workers
their wages and still doing this at this moment. And having customer service and
a managers certificate in Ministry of transport section which says that I am
capable of looking after a team of workers which I can look after and delegate
work. I am a very reliable person who never lets anybody down and only take on 
which I can manage, so at least people are happy which makes me happy too.

HIDDEN SELF: ( Things we know about ourselves that others do not know).

. I love eating different kind of foods I would try new restaurants which has open

recently and give them feedback face to face and not through the website, I think

that is a better way of telling the owner that if he needs to improve or not. Best of

all food is the Turkish kebabs I just love the grilled kebabs. I like to cook, after my

wife gave birth to my eldest daughter. It was hard for my wife to do things, so I

started helping around the house where I use to help my mum when I was a 

young lad around the house even before I got married. I started cooking things

like pasta lasagne something simple healthy and tasty food, and now we have

you tube and there are loads of recipe on there and I just follow the instruction

and bingo it is done. Me and the kids will make something different every Sunday

which is really good as we are spending time together as a family and enjoying

ourselves. I often take criticism to heart which might be wrong and should take 

that into helpful criticism and build a promote growth.

BLIND SELF: (Things others know about us that we do not know)

To find out regarding about my blind self, I asked couple of my close friends and

my family regarding this and below are some points which has been raised.

They say I am very shy and take time to come out the shell and sometime/ often

forget the smaller details now and focus on the bigger picture or I will think what 

will happen in 2 years in advance and arrange something for then. I often or most

of the time give good advice on situation which has arised either it will be for

good or bad and that I am very confident in making decisions to help out when

needed. People sometimes take advantage of my good nature where I can not

say no and then I regret it afterwards.

UKNOWN SELF: (Things neither we nor others know about us).

. I would not know how to deal with a conflict situation which has gone to a level 

where punches are thrown as I am very polite and friendly person, I would find it 

very disturbing and probably start panicking myself.
SWOT ANALYSIS:

A key tool in the strategic planning process can also be applied to planning a
career. This tool is a marketing analysis using the SWOT techniques. A SWOT
analysis focuses on the internal and external environments, examining strengths 
and weaknesses in the internal environment and opportunities and threats in the

external environment (Hansen, R.S and Hansen K 2007).

According to sarsby, (2016). SWOT has been around for a long time and could

claim that swot tool has been widely used strategy in this modern times. This tool

is used by industry, commerce, and charitable organisation. Swot is often used in

the curriculum of business and strategy training course.
My SWOT Analysis tool.

	                STRENGTH

. Punctual.            . Reliable     

. Flexible. 
   . Freindly

. Team player.      . Trustworthy

. Honest.               Hardworking
	               WEAKNESSES

. To friendly.

. Get bored to easily.

. Family.

	               OPPORTUNITIES

. To obtain my degree.

. Better future. 

. To make money.

. To have my own business.
	                 THREATS

. New modern technology 

. 


 STRENGTH:

There are quite a few things which are my strength which has been identified on
the swot analysis, which I have earned from the age of 16 years old, and it has 

been a very hard journey to wear I am at this moment. It has been fun much as 

sorrows which follow.

I am a very punctual and time keeping person where my word is my word like old 

school not like the new generation, where time does not mean anything given a

word does nor mean anything to them, talking about punctuality. Also being

trustworthy and reliable and honest at the same time, for instance i was left a

garage where 10 people worked which was left tome to handle and make

decisions and allocate jobs to workers and pay wages etc at age 21 years old.

I am also a flexible person where I can adapt to different situation which arises,

where the garage is concerned there always issues that need to dealt with 

workers, part ordering and covering staff and being in the motor industry I need

and still am a very good team player, which helps build relationship with your

work colleagues and that benefits the business and understanding.

I am a very friendly person where I will help people who are in need its always

good to help to certain limits and for good and the right reason, I learnt in the

years I have been working in the motor industry and that friendly ness can take

you a long way. I am always with people like my new job where I am private hire 

driver in contact with passengers and being friendly and reliable does

really help.
WEAKNESSES:

I sometime can be very friendly and people do take advantage of that. Which I 

need to improve on so this situation does not arise again and can lead to 

problems. The other weakness is that I get bored doing the same routine all the

time and that shuts me off from what I am doing. Lastly my family are my

weakness where I can’t see them upset and I will go out my way to please them

and make them happy.

OPPORTUNITIES:

First and for most I need to finish my level 4 in skills in the workplace at university 

of wales trinity saint david’s, where then I can go on to my level 5 and continue 

with that it’s another stepping stone to a better future. Talking about better future

is to have money and that will come after getting my degree and then getting a 

better job or maybe have my own business. I know after getting the degree there 

will jobs which are waiting for me, But I will have to find it.
THREATS:

I am very concerned about the new modern technology which are coming out in 

this country and more will come in the future. Its very hard to keep up with 

modern technology where money is needed to buy products and to keep up with

technology you will have to spend money. For in-stance factories where 

thousands of people work are being replaced by robots and modern technology.

BELBIN THEORY:

Dr. Meredith Belbin is a U.K. researcher who found that groups need the right mix 
of people to be effective. His research identified 9 types of people in groups. 
Below you will find an overview of each of the nine types with their strengths and 
Weaknesses. Each type has typical phrases and slogans. ( Belbin,M 2004 ).
PLAN: Creative, imaginative, unorthodox. Solves difficult problems. Ignores 
Incidentals, too pre-occupied to communicate effectively.
SPECAILIST: Single minded, self-starting, dedicated. Provides knowledge 

and skills in rare supply.
MONITOR EVALUATOR: Sober, strategic and discerning. Sees all 
options. Judges accurately. Lacks drive and ability to inspire others Action.

IMPLEMENTER: Disciplined, reliable, conservative and efficient. Turns 
ideas into practical actions. Somewhat inflexible. Slow to respond to new 
possibilities
SHAPER: Challenging, dynamic, thrives on pressure. The drive and courage 
to overcome obstacles.
COMPLETER FINISHER: Painstaking, conscientious, anxious. Searches 
out errors and omissions. Delivers on time. Inclined to worry unduly. Reluctant to 
delegate. 

TEAMWORKER: Co-operative, mild, perceptive and diplomatic. Listens, 
builds, averts friction.

COORDINATOR: Mature, confident, a good chairperson. Clarifies goals, 
promotes decision-making, delegates well.

RESOURCE INVESTIGATOR: Extrovert, enthusiastic, communicative.
Explores opportunities. Develops contacts. Over-optimistic. Loses interest once
initial enthusiasm has passed. Below is a pie chart which I have done using the 

Belbin test and showing what kind of a person I am.
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The test shows that I am a team player and caring, avoids conflicts, and fosters
harmony. Being someone who likes to help other people, the team player is 
generally considered agreeable and friendly. He or she is diplomatic and 
emphasizes solidarity and team cohesion. The test does really work and its true I 

am what it says and to add o this I am also an independent person.

CONCLUSION:

In this self-awareness report I have done a review of my self and used the SWOT 

analysis to see what I hold as a person what kind of strength and weakness I

have also the opportunities which I will have and the threats which I will

face in my journey of academic life. With the Belbin theory it says it all about 

myself, the person I am and will be years to come. 
B: REFLECTIVE REVIEW
INTRODUCTION:

In this part of my report I will explaining the importance of the job advert and 

description as well the most important documents are needed for an interview.

Also in this part I will also be explaining about the producer that I taken to get to

an interview and the feedback back I got from my mock interview.

Importance of a job advert:

There are many purpose of a job advert. Mainly is to attract higher quality 

candidates for the job, increase job visibility. Companies who advertise the job
spend a lot of money, sorting through resumes, selecting candidates for an 
interview even carrying out reference checks and maybe testing for drugs also.

Human resources management practices such as recruitment and training are 
critical elements to a business growth and sustainability. Effective recruitment
process is an important aspect of human resource management for organizational
survival and success.( Anastasiou, S., 2014 )
Importance of a Job description:
According to Carver ( 2015 ). The importance of a job description is to provide
candidates who are applying for the job to know what the responsibilities and the
role they are applying for. The portrayal is typically drawn up by the person in the
association answerable for regulating the determination procedure for the job,
frequently with the assistance of the organization's HR office as well as an
outside enrollment specialist. For what reason is a Job Description Important? An 
expected set of responsibilities is a fundamental piece of the request for
employment process as, with the correct data, it should assist candidates with
determining whether the job is in accordance with their range of abilities and
whether it is a vocation they really need to do. From the association's point of
view, the set of working responsibilities is indispensable in guaranteeing that the
applications got for the position intently coordinate the necessities of the job itself.
It helps HR divisions and outside scouts to streamline the choice procedure and
get a high convergence of up-and-comers who are appropriate for meet or
further determination. Fowler (2000) Stated that the Main uses of a job description 
are for numerous advantages to a compelling expected set of responsibilities. 
Here are only a portion of its key employments:
:To furnish the worker with the desires that are expected of them in the job 

:To give enough detail to enable the contender to survey on the off chance that 
they are reasonable for the position 

;To help the enrollment group during the determination procedure 

;To help plan inquiries for the meeting procedure 

:To enable the forthcoming representative to decide their job or remaining inside
 the structure of the association 

;To help with framing a lawfully restricting agreement of work 

:To help set objectives and focus for the worker after joining 

:To help in the assessment of the worker's activity execution 

:To help figure preparing and improvement plans.
PERSON SPECIFICATION:
An individual Specification is a depiction of a capability, experience, aptitudes and 
information that a competitor ought to need to carry out the responsibility 
obligations. The individual detail is most significant records in compelling
enlistment and determination. It enables you to characterize the sort of individual
you need and that composes an exact activity advert.( Waugh, A., Smith, D., 
Horsburgh, D. and Gray, M., 2014).
Application Documents: 
Cover Letter

According to Fox (1981) Stated that the cover letter that you send with a resume 
to a prospective employer should be grammatically and typographically perfect.
Cover letters are very important because it will tell the employers the type and

position you are seeking for and how you are qualified for it. The most important 

think that should be on the cover is to introduce yourself, mentioning the job you

are applying for and the skills that you have and the experience that matches the

job description. I have seen the importance of a cover letter for each job because 

the job specification can be different. When a cover letter is attached with a 

resume the employer usually looks at the cover letter and the employer can tell 

what kind off skills you have and if it matches the job criteria. I also I have learned 

this cover letter plays a very important role in getting an interview.
Personal Statement:

A personal statement should include a brief overview of who you are and it also
should include the experience that you have and further more your education you 

have. ‘Selling yourself’ through personal statements and interviews is now a
standard practice.( Shuker, 2014).
Curriculum Vitae:

Curriculum Vitae is a very important document where a job seeker prepares also 
with the cover letter and a personal statement which I have mentioned earlier.
If the Curriculum Vitae is not done properly there is a chance that the jobseeker
might not get a chance to have an interview. (  Harolds,  2013).There are different
formats of a Curriculum Vitae and I have put my Curriculum Vitae below. I have 
prepared my Curriculum Vitae which has all the information about myself, stating 
my personal information and the education I have and to going into 
which I currently hold.                                                                                                                                                                                     
	ASHRAF ALI

Telephone: 07932983786 Email: ASHRAF676@hotmail.com





Personal Statement


I am a confident, reliable and motivated individual with experience within Customer Services and Car Mechanical sectors. I embrace strong communicative skills and I can use my initiative when working towards personal and work related goals. I have experience of dealing with people on a daily basis from all kinds of business and social backgrounds which have helped me build a good, friendly personality. I am also adaptable to any situation and hard working towards completion of tasks with ambition to learn new skills and to progress in every way possible. 

Professional Experience

August 2016 - Present: 24/7 - Private Hire Driver

Key accountabilities: 

· Picking up passengers from their collection point and listen to where they want to go.

· Dropping off passengers to their destination by taking the correct and fastest route. 

· Help passengers unload any luggage, 

· Obeying all traffic laws.

· Collecting the right fares and returning the right change. 

1999- 2005: Peugeot Citreon PSA – Production Engineer

Key accountabilities:

· Installing and maintaining equipment used in the manufacturing process. 
· Continuously installing wheels to cars on the ongoing track quickly and effectively. 

· Observing and detecting any faults on the equipment. 

1993-Present: Car Hospital – Mechanic/ MOT tester and Manager

Key accountabilities: 

· Assessing and diagnosing faults with cars. 

· Dismantling faulty parts and then replacing with new parts. 

· Checking and testing cars for roadworthy conditions. 

· Inputting car details and passing or failing MOT tests to ensure safety on the roads. 

· Assess surroundings for workplace safety and looking after the workforce and their needs. 

· Ordering and returning parts and taking payments. 

Education and Qualifications

2009-2010: Manager Certificate in Ministry of Transport 

1996: Ministry of Transport Tester 

1995-1996: NVQ Level 3 in Motor Vehicle Mechanics 

1994-1995: NVQ Level 2 in Motor Vehicle Mechanics 

1993-1994: NVQ Level 1 in Motor Vehicle Mechanics 

September 1988 – July 1993: Yardley Secondary School – GCSE’s

7 GCSE’S including Mathematics, English and Double Science 

Hobbies and Interest

I always like to keep myself physically active by attending a local gym as much as time allows as it helps me to relieve the pressure of everyday life as well as sharing the common enjoyment with people. The activities have taught me the importance of balancing work time with my other interest. I often socialise and like meeting new people. I also pursue an interest in music, films and take pride in my religion and culture. 

References

Available upon request. 
The relevance of job advert in the preparation several documents:
A job advert contains the description of the job and will also identifies the job 

responsibilities and the skills needed by the candidate to perform the

responsibilities of that specific job. The job description which was specified in the

job advert will allow candidates to prepare according to the job description which 

was on the job advert. Wrong information which are presented on the cover letter

can get you not getting an interview for the job which was advertised. For that

reason candidate can prepare their cover letter after reading the job advert
properly and understand what the employer wants from a candidate for that job.
Candidate can then tailor their resume according to the job advert.
The role of preparatory steps before interviews on performance:
The table bellows shows the preperation that candidate can take to get a job.
1:Preparation
For the job                               3:Taking part in examination          5; Final selection                     
[image: image2.emf]
          2:Application for the

          Job post and cv                            4:Taking part in personal interview                     
The recruitment procedure was in five parts as shown on the table above where
 candidate prepare for the job which was advertised. Where  then the candidate
 prepare their curriculum vitae as well as the my cover letter and added and tailor
 their skills to fit the job description. After the first part of the preparation the
 candidate applies for the job which was advertised and gave in their curriculum
vitae and with a cover letter, which then means that they are an applicant for that
specific job. After handing in their curriculum vitae and cover letter, the candidate
will sit an examination where they show their skills and the experience that they
have, which was mentioned on my curriculum vitae and the  cover letter.
The fourth part of the selection table is the interview where I have taken the
interview. The last stage after the interview is the selection of the 
candidate, where they will no if they were successful or not.
According to Tinkler (2017) Many jobseekers practice and focus on the answering 

the interview questions and forget to ask questions to the employer or the 

recruiter.
Lessons are drawn from mock interviews and how  it will influence career development:
Under going a selection interview can be very nerve wracking and it is a 

challenging for a candidate.( Morgan 2017 ) 
In class I attended a Mock Interview which was very beneficial for me as I have 
learnt a lot from this interview.
My first impression was not good at all as I came in 30 minutes late as I had a pre
booked hospital appointment on that day which I tried to cancel but it was to late
to change the time etc. On the feedback that I got back I had all the documents 
as in the resumes, cover letter and CV was professional copies, I greeted and
most important had eye contact at all time. I was dressed well and kept my
posture was good and my body language was all good.

One thing I can do better is to turn up on time and punctuality to an employer is
very important, but this interview was at short noticed. The comment that I had

back was that I dressed well for the interview and demonstrated some knowledge

of the industry and business, what I should do next time when going for the

interview I should research on the company beforehand. 

In the verbal behaviors section, I demonstrated some knowledge about the
company where I applied for the job. What I should have done as I mentioned 
earlier is to research more on the company beforehand so I knew more about the
organisation. In saying that I understood the companies need and the work
related skills which were needed. Answering question was also good but I had
just gave answer briefly.

Looking at my feedback regarding speaking clearly which was 3 which I don’t

agree on that statement as I did talk clearly and a reasonable volume.   

The other issue that I had is that I did not ask any questions to the interviewer,

where I should have asked and that was wrong to do so, I should have asked the

question in area of progression if was ought to be employed taking that into 

consideration I should prepare for that when researching about the company.

Lastly talking about my strength was all good but when I was asked if there was
any weakness I should have been honest and said yes, everyone has
weaknesses which I know and being honest is the best policy.
Having this mock interview it made me realise that there is more preparation that I
expected, I can prepare better for the job offers and I can improve on the
feedback which I have received. Overall this mock interview has made aware of

the preparation is needed for an interview and what is needed in the cover letter,

knowing all that I can face future job vacancies.
Conclusion:
Overall this assignment has been very helpful and by using the self assessment
tool it clearly tells me the person who I am really. I was very surprised on how 
accurate it was. Also the Johari Window was a great help as well the belbin 
theory. Second part of the report was very exciting as to taking the mock 
interview, it has opened my eyes as to the preparation that I need to take before
attending an interview, like the two most important documents like the resume
and the cover letter. The mock interview has outlined my good and bad points.
The bad points where I need to improve on. It has been a really good learning
experience about career development and it will improve my skills.
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