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The following report will present my personal and own thoughts about my professional career development since I started to be an employee, the importance of being able to continuously develop in matter of career and the outcomes after passing through different industries and roles. I would say about myself that I am a good leader and I started observing this aspect since I was in school, as I have been organizing all the costume parties and I successfully delegated my class mates and have a good outcome. Being an organized person also helps me while I am at work because the main responsibility of mine is keeping everything under control, and for this fact, I need to use my personal organizing things. Moreover, this skill is also helping me identify if something is not going well and also find out the source of the problems after analyzing all the well-organized aspects that lead to the issue. In my opinion, being open-minded and positive to face any issues or changes has made me become where I am today and also, helped me in accomplishing all my great skills and rewards on my career path. (Indeed, 2021)
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Gibbs Reflective Method
[image: ]
Source: https://thoughtsmostlyaboutlearning.files.wordpress.com/2015/12/learning-by-doing-graham-gibbs.pdf 

In the first place, me and one of my class and group mates have been sustaining an interview with the purpose of simulating an application for the job we are seeking in the future. I have been simulating an application for an Office Administrator position because I think I fit for this position as I have the required experience. The interview was sustained online because of the regulations implemented by the COVID-19 Pandemic and the fact that we are studying remotely at the moment. The interview took place on Microsoft Team as it is the implemented method by the University in order to be able to attend classes and keep in touch with our class mates and professors. At this interview were present the professor, my team mate and I so we can freely speak. The role of the professor in this interview was to observe if we did the right research about the jobs we applied for, if the questions as a manager and an interviewee were well designed and how we are able to express ourselves in matter of language, position, dress conde and if we can sustain an academic conversation for at least 20 minutes. During the interview I was first a Human Resources manager which designed some question for the position my class mate applied as a Human Resource Manager and also, I needed to answer to her questions as an interviewee, asking me about the main challenges for this position, how long I am in the company and if she needs to offer feedback and how often for ger future subordinates. Afterwards, I was the interviewee which answered the questions of the Human Resource Manager which was my team mate and I had to describe my strengths and weaknesses, as well as if I am capable to handle stress at the workplace. After finishing the questions, I had to ask the manager some questions to look interested in the job and to try to find out more things about the Office Administrator role. In my opinion, the interview went well because of the fact that we were following the dress code, I used an academic style while speaking and I successfully described all my attributes that I felt relevant for the role I have applied for. 
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VAK – Styles Of Learning
The VAK styles of learning represent the identification of a person’s assets in matter of learning. For example, V is for Visual learner which is easily making connection with photos o things they have seen before in order to learn and have the expected outcome. Moreover, the visual learners often observe things such as pictures and diagrams before processing the information and this is how they manage to have the learning outcome based on their observance. (University of Pennsylvania, 2009). On the other hand, the auditory learners are using their hearing in order to stock easier the information they need to process. In matter of fact, they are always remembering what someone said and paying attention to what someone is speaking about is enough for them in order to learn. (Macmillan, 2018). 
Personally, I identify with the auditory learners and this is helping me very much in my career because for example, sometimes I have a conversation with one of my subordinates and maybe I do not have my notebook to write down ideas or proposals but I can easily remember what I have discussed bout if I pay enough attention to the conversation.
The kinesthetic learners are more art related people because they better take the information if they touch it, feel it and make contact with it. For example, the architects are kinesthetic learners because they better learn something that has already put in practice than just to look at some numbers and drawings. On the other hand, an artist better feel the outcome of learning something while they start doing that thing such as painting or drawing something. (Business Balls, 2017)

Self-Motivation
Self-Motivation is rather a feeling and a state of mind than a skill or something you can achieve by learning from a boog. It is true the fact that self-motivation is different from person to person because of the fact that for many people, self-motivation is coming from internal factors such as the desire to become a better version of yourself while for other self-motivation comes in their minds while there is a bet in money or achievements that will make their family or friends proud of them. It is important though to be self-motivated in order to be capable to pass through the harsh times in life or even at the workplace when you are facing issues or certain challenges. (Skills You Need, 2020). From my point of view, I would say that I am always challenging myself to become better and better and develop all the skills I have and also achieve new ones because of the fact that I want to make me proud of myself before everyone else. I am the person who always have courage to admit that there is space for more improvements with myself and so I motivate myself to work on it with the proper risk management. 
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Swot Analysis
	Strengths: I would like to mention that I am always very challenging and ambitious regarding my career path and I like to achieve as many skills and knowledge I can. On the other hand, I pay attention to details because of the fact that I like being in control of any situation. Communicating well helped me to get in this point of my career and also being organized and open-minded which I consider vital in these times when everything is chancing so fast. (Creately, 2021)
	Weaknesses: The main weakness which I consider until a certain point a strength is the fact that I am too communicative and talkative sometimes and maybe I can not express clearly what I want. Being workaholic is a weakness for me because I neglected my university studies and my personal life many times while focusing on the tasks I need to accomplish at work. (Creately, 2021)

	Opportunities: Being able to work on my skills will be huge advantage because of the fact that it will boost my career. Moreover, training myself more and learn a new language will also allow me to expand my area of activity in my workplace. (Creately, 2021)
	Threats: Not being able to adapt to the changes will be a huge threat because I risk to loose all the efforts made through time and loose my job or decrease my efficiency at the workplace. (Creately, 2021)






SMART Analysis
Specific: The first and most important thing is to improve my managerial skills due to the fact that I received a feedback regarding this skill and I am not ready yet to take all the tasks a manager has. For this reason, I am willing to put all the efforts needed in order to become a successful manager. (Clear Review, 2020)
Measurable: In order to achieve the managerial skills, I need to take part of certain workshops which will be organized after 3 weeks and successfully finish it and make all the possible to stand out with some great ideas or strategies. The company where I am currently working will also pay a training for me in order to develop the managerial related skills and so, to have the chances to be promoted and make significant things for the company. (Clear Review, 2020)
Achievable: The resume is very important while wanting to get a role and for this reason I will update my CV after achieving my managerial skills in order to be able to find an Office Administrator role and being accepted and appreciated further because the main purpose is to make a difference in the place I am working by being unique and get to acquire the goals of the firm. (Indeed, 2020)
Realistic: While having my trainings done and my resume updated, I can apply for Office Administrator roles via job related websites in order to increase my chances to be hired and not just want to wait for a promotion because I think that the more ambitious and implied you are, more great things will happen. (Indeed, 2020)
Timely: Everything I said above I will start doing by the next two weeks when the workshop will start and I hope that the whole process will be finished in about 4 months. (Indeed, 2020).
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 NAME

	Cristina Dumitrescu
	Target Job/career
Example: Office Adminisrator 
	SalesAgent


	
TIME PERIOD
	
From: 1st of May 2021
	
To: 1st of May 2029


What Skills do I need to achieve my goal?
	
       SKILLS
	
How Will I get them
	
What resources or support will I need?
	What can prevent me from achieving my goals: (unemployment, illness
	
How long should it take 

	1. Managerial Skills

	Being responsible f a team 
	Training

	Illness

	2 months

	2. Communication
	Practicing
	Workshops, courses and trainings
	Not having a compact team
	3 months

	3. Motivating others

	Communicate and motivate
	Training


	Not being able to create bonds
	3 months

	1. Leadership Skills 


	Working with a team and delegate tasks 
	Making practice
	Unemployment
	4 months

	2. Decision- Making 

	Making a change with the decision I have take
	Taking action

	Fear of taking responsibility
	2 months



[bookmark: _Toc80912190]Conclusion
To sum up, I feel proud of who I have become and how far I have gone in my career path. I almost get to the job I wanted for years and seeing results after such long years of hard work and volunteering in order to get better, I would say that every effort is worth and paid off. 
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Private & Confidential
Application for Employment


To ensure that you are able to complete the application form in full, please refer to the short-listing criteria on the job description. 
	
Position Applied For 

	
Office Administrator

	
How did you learn about this vacancy?
	LinkedIn



	1. Personal Details

	Title
	MRS.


	Surname
	Cristina

	Previous Name
	

	Forenames
	Dumitrescu

	
Address

	Higham Road, London, United Kingdom





	Post Code 
	482OW WK3


	Telephone number
	

	Mobile No
	+44853416635

	E-mail address
	Cristina.dumitrescu123@yahoo.com

	National Insurance
Number
	JDO45 U88



	




	[bookmark: _Toc80912193]1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	X
	No
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	X
	No
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The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.
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	Employers Name
	Apple

	
Address

	Air Fly, California, Los Angeles

	Postcode
	EUM38 38U

	Job Title
	Office Administrator

	Dates of Employment
	From

	01/01/2019
	To 
	Date: Present

	Reason for leaving
	No possibility to advance
	Salary
	56.000

	
Brief outline of main responsibilities and key duties
	-Administration
-Leadership
-Delegating Tasks
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The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.
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	Employers Name
	Amazon

	
Address

	Chinesse St., England

	Postcode
	II98 ET5

	Job Title
	Sales Department Administrator

	Dates of Employment
	From

	01/01/2017
	To 

	30/12/2019

	Reason for leaving
	Moving in another city
	Salary
	39.000

	
Brief outline of main responsibilities and key achievements 
	-Delegating
-Verifying








Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	[bookmark: _Toc80912198] Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	-
	-



	[bookmark: _Toc80912199] Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Management, University of Wales, Trinity Saint David
	In process
	Bachelor Degree 
	-
	-



	[bookmark: _Toc80912200]Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	

	
	-
-
	-
-
	-
-





	[bookmark: _Toc80912201]CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	







	





	[bookmark: _Toc80912202]4. Interests and hobbies
[bookmark: _Toc80912203]Please provide details of your hobbies / leisure activities / voluntary work

	· Going to the gym
· Volunteer
· Jogging
· Yoga
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[bookmark: _Toc80912205]Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees
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	Name of Referee
	Anna Howls

	Job Title
	Manager

	Employers Name
	Apple

	
Address

	29 Street Anistraw, Kentucky

	Postcode
	WO99 P09

	Telephone Number
	+44889383484
	Ext. Number
	

	E-Mail Address 
	howlsanna@yahoo.com

	Are you willing for this referee to be approached prior to interview?
	x

Yes              No
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	Name of Referee
	Gina Petterson

	Job Title
	Manager

	Employers Name
	Amazon

	
Address

	Kiderminester, England

	Postcode
	UU87 TH3

	Telephone Number
	+44345788865
	Ext. Number
	

	E-Mail Address 
	g.petterson@gmail.com

	Are you willing for this referee to be approached prior to interview?
	x

Yes           No





	6. Reason for applying

	

	[bookmark: _Toc80912208]Please detail below reasons for applying for the position including your skills, experience and attributes.

	-Organized
-Hard worker
-Leadership skills
-Management skills

















	Please specify how you meet the criteria for this role.

	-Target Driven




















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:         Cristina Dumitrescu                                                              Date: 12/07/2021

Print Name: Cristina Dumitrescu
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