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Introduction
Students’ ability to reflect on their learning process is an important aspect of their learning that identifies the gap between the starting point and the aspired position. If a student can reflect on what they are learning, then it will be easy to apply their academic experience within the workplace at the end of their learning period.
Purpose of Report
The purpose of this report is to experience an interview process as an interviewee and interviewer.
 Reflective Journal 
Reflective journals are personal records of a students learning experience. Journals are usually online based or could be in written paper form. Entries in a reflective journal can be prompted by asking question relating to a particular learning activity such as assignments, exams, presentations and teaching describing what happened, how it happened and what you thoughts are about a particular process and how you intend to make the experience even better in future. 
Reflection 
According to Wilson (2009), reflection is the act of learning from past experiences, mistakes and achievements to gain new knowledge. Reflection is a logical process of review used to create the links between experiences to ensure highest level of achievement and success. The EDAR method according to (Gravells, 2013) is an acronym for reflection E-experience, D- describes, A- analyses and R- revise and also involves self awareness. It enables critical reflection of past activities which are used to build required learning and enhance already acquired knowledge according to (Pilbeam & Corbridge, 2010).
 
Models of Reflection
Although there are different models relating to learning through reflection, for example;
Kolb’s reflection model, Gibbs reflection model and Schon’s reflection model however this report will only discuss Kolb’s reflection model further.
Kolb’s Reflection Model
[image: What Are KOLB's Learning Styles And What Do They Mean? - Skillshub.com]
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David Kolb conducted an experiment on how people learn in 1984, according to the outcome of the experiment, people learn through continuously practicing an activity which is said to make hands more conversant and perfect on the activity. The Kolb’s model has four (4) stages which include the following concrete experience, reflective observation, active experimentation and concrete experience (diagram 1).
Interview 
This is a formal meeting of one or more persons evaluating, consulting or questioning an individual to ascertain specific information.  According to Martin (2010) interview is a purposeful conversation between two (2) or more people with the aim of allowing both parties to obtain information relating to a purposeful intention.
Selection Interview
A selection process is a formal meeting between an employer and the candidate to decide whether or not a candidate is suitable for a specific role focusing on their skills, experience and ability to perform the role.  According to Morgan (2017) a selection interview is “a conversation with the purpose of deciding whether a candidate has the ability and sufficient experience to perform well in a job role”. Selection interviews can be categorised into the following;
· Structured
· Unstructured, 
· Semi-structured 

My Professional Development- Business Manager
A Business Manager is responsible for leading and supervising the work of the employees. They are also in charge of designing business strategies and managing all day-to-day operations to guarantee company efficiency.
Requirements;
Also, to succeed as a business manager, the following are the 
· Bachelor’s degree in Business, Business Management or other related fields.
· At least 3 years' experience in a management position.
· Outstanding leadership abilities.
· Excellent written and verbal communication skills.
· Working knowledge of the latest business policies and regulations.
· Demonstrable analytical thinking & business insight.

Skills required for the role include;
· Superb interpersonal skills 
· Great leadership skills
· Team Player 
· Excellent written and verbal communicators
After researching the role of a business manager, I identified some gaps in my career development and will draw out a personal development plan to ensure that the gaps are closed within the next year or two (2) in preparation for the workplace. In terms of the skills, I am already developing and enhancing interpersonal skills, leadership skills teamwork and communication skills.
My role as an interviewer
In this role, I am required to demonstrate my ability to perform a selection interview in my future role, to find out if the candidate is a good job fit and person organisation fit. This experience will also serve as my real life practise. 
· I am required to give a 1 minute briefing regarding the role and link it to the interviewee’s goals. 
· Then, I am required to ensure time management while interviewing ensuring that the whole interview does not exceed 5 minutes.
· I will also be required to prepare and ask a minimum of five (5) key questions in relation to the role interviewing for with an expectation to have appropriate and sensible answers. 
· I will ensure that the questions asked are related to the role’s key requirements such as skills and experience in specific contexts.
· I am then expected to ask the interviewee if they have any relevant questions and give appropriate answers if required within a maximum time limit of 2 minutes.
My experience as an interviewer 
Being my first experience as an interviewer, although I had been involved in interviewing in the past in my previous role, but it has been a long time, I believe I was a bit nervous because my other colleagues were going to be listening to me and I was fearful of doing the wrong thing however on the other hand, I was determined to carry out research into the task to help my performance.
I started to carry out research on the role of a project manager searching for a person who can coordinate people and processes to ensure the organisations projects are delivered on time and the desired results are produced. Also a person that can be approached regarding any information to do with projects capable of organizing people and tasks within the business. I was going to find five (5) keys questions that will demonstrate the interviewee’s ability to do the desired job.
The first question was to get background information and to see if the interviewee is a good fit for the organisation. Then the next question was to enquire about the skills that the interviewee has and if also they are aware of the skills they need to do the job. Also the third question was to see if they are a motivator and how well they can motivate a team. The fourth question focuses on their ability to manage a project successfully considering time management with the desired result. And the final question was to see where they plan to be in the next 5 years in terms of development and career progression.
The interview was conducted and everything went well, I was relieved and pleased as it was not as bad as I thought it will be. The interviewee exhibited so much readiness to perform well in the interview and the role if they are successful and based on their performance; I would have offered the job to the interviewee.
In future when I am conducting similar interviews, I realized that I left the research process a bit too late and was pressured with time, time management is an important aspect that I will consider for the future but all together the experience is a great opportunity and I am confident of doing it better another time.
My role as an interviewee
· The purpose of this role is to get an exposure to what interview questions are specifically asking for and how to satisfy the interviewer with my response. I am required to;
· Listen to a (one) 1 minute briefing from the interviewer in relation to the role linked to my personal goals.
· Provide answers to five (5) key questions relating to the role and linked to my personal goals ensuring that my response provides answers that demonstrates my relevant skills and experience in specific contexts. 
· Raise questions in relation to the role to demonstrate my passion for the role within a maximum time limit of two (2) minutes.

My experience as an interviewee 
Although I have attended interviews in the past however I saw this opportunity as a more professional exercise that will prepare me for real life interview experience. I researched the company for background information, although I was aware that they are a cosmetic company, I went further to find out about their business culture and business strategy. Also their development culture and employee incentives were of great interest to me.
I researched common interview questions and expected answers and also prepared my possible answers to those questions. The first question asked me about myself and that gave me the opportunity to sell myself further talking about what I have done, what I hope to achieve in the role and my long term plan. The second question asked for my management style which allowed me to explain what I understand as managing a team. Then I was asked to explain my decision making process, I explained using examples from past experiences.
Also, I was asked how I handle conflict within team members, based on researched questions and answers I was able to explain the conflict management process. Finally I was asked what strategies I use to motivate a team, I explained  that my main management strategies for team motivation is to make appraisals of individual performances, give feedback and offer training to enhance the potentials of the team members.
Although all went well but I believe that in any learning process, there is always room for improvement so even though I felt confident with my performance I believe that practising more questions would have impacted my performance even better.

Lessons to be learnt for the future
Communication is a two-way process that enables participants not only to exchange information, share ideas, express feelings but also create and share meaning for reaching mutual understanding. According to (Martin, 2010), “Communication is a process of sharing information and creating relationships in environments designed for manageable, goal-oriented behaviour. Communication can be either verbal or non verbal.
Verbal communication is a process of using language to transfer information to one or more persons who receive and interpret the message according to the sender’s message. Verbal communication is an efficient way of sending information such as a presentation.
Non verbal communication is a process of using body language, facial expressions, tone of voice and gestures to pass information to other people both intentionally or unintentionally. Non verbal communications helps to understand people’s feelings and emotions such as smiles showing that a person is pleased at the message received and a sad face showing displeasure at the message received.
Written Communication is written and typed information that conveys a message. It provides evidence of messages which are produced in form of letters and memos for example; messages sent through emails, newsletters and business platform. 
From the whole of the interviewing role play event, I found that there was a lot more required for the role of a business manager even though there did not seem to reflect in my interview question but the in depth research showed more. So in the future, I will lengthen my background search into the role so that questions will be specific to the important skills.
Professional Development- as required in the future
Having learnt the skills and experience necessary to work in the role of a business manager, I have checked against what I possess and believe that I am in the route to being one however I still need to achieve a business study degree.
In Conclusion
In conclusion making adequate research prior to an interview is essential to performance, preparation also include creating a good and lasting impression of self and selling skills and attributes possessed.
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Appendix
Questions for the Role of a Project Manager- My role as an interviewer

Job brief for Project Manager’s job:

As our project manager, your job will be to coordinate people and processes 1o
ensure that our projects are delivered on time and produce the desired results.
You will be the go-to person for everything involving a project’s organization and
timeline. It will require you o organise people, tasks and resources to bring about
a successful completion of projects within our organisation.

1. Tell me about yourself and the skills and attributes you possess that will

help you become a successful Project Manager?

2. In your opinion, what are the most important skills needed to be an

effective project manager?

3. As a project manager, how would you motivate your team during a project?

4. What would you do to make sure a Pproject is managed successfully?

5. Where do you see yourself in five years time?
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Business Manager Job Description:

Our company is looking for a skilled Business Manager to lead and supervise the work of

our employees. \‘uu will be in charge of designing business strategies and managing all
day-to~day operations to guarantee company elliciency.

Superb interpersonal and leadership skills are vital for this role, as good teamwork i
important for our business success. Suitable candidates should also be excellent written

and verbal communicators, and possess the ability to identify opportunities for growth

Responsibiliti

«  Assess and identify new opportunities for growth in current and prospective
markets.

« Lstablish the company’s goals and objectives.

« Recruit and train new employees.

« Perform regular employee evaluations to determine areas of improvement.

« Design business strategies and plans to meet the company goals.

« Make sure that the company has sufficient resources such as personnel, material,

and equipment.

S
. Ensure all company activities adhere to legal guidelines and policies.
« Assess overall company performance.

Requirements:

. Bachelor’s degree in Business, Business Management or other related fields.
At least 3 years' experience in a management position.

. Outstanding leadership abilities. ]
Excellent written and verbal communication skills.

. Working knowledge of the Jatest business policies and regulations.
. Demonstrable analytical thinking & business insight.

Develop a comprehensive company budget and perform periodic budget analyses.
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The Experiential Learning Cycle

Concrete
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(doing / having an
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Active Reflective
Experimentation Observation
(planning / trying out (reviewing / reflecting

what you have leamed) on the experience)

Abstract
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Appendix

Questions and Answers for the Role of Business Manager in a Cosmetic Company.-M:
role as an interviewee. e

Question 1-Tell me about yoursel(?

Answer- I am a positive minded person who does not find excuses for failures. 1
discharge my contractual obligations with professionalism. I am a quick leamer and a
good team player with an insatiable quest for new knowledge. I have a good command
over the English language both written and spoken.

Question 2- What is your management style?

sngaging with middle and operational
ist stall members at every level to

Answer- | have a management style which includ
stafl to achieve the organisation's objectives. I a
develop to their full potential for the good of the company.

Question 3- Explain your decision making process?

Answer- In making decisions, I collate opinion from every level of management, create a
pros and cons, rate the options in a scale of preference and select the most appropriate.

1 ey g ore D
Question 4- How do you handle conflicts between team members?

and listen to both sides of the conflict at

Answer- In conflict management, I stay neutral . :
and offer amicable

different times. I carefully and objectively investigate the issues

solution.

: . e S atea teamd
Question 5- What strategics do you use to motivate a team!

s R & L e

Answer- My main management strategies for team motivation 15 to make appl(uu T
’ 1 v e fraint N - v o ntials

individual performances, give feedback and offer traming to enhance the potentia

feam Hl('l]ll)('l‘.\.




