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Introduction to Discursive Report
In this discursive report we will be examine the we will be examining the tools needed to become a better brand of one’s self, also the relevance of career progression. Looking at how you can improve yourself in any situation that can help build your unique style and help you focus on improving your own goals by using methods such as The Belbin team roles, Johari window as well as SWOT.
Skills and knowledge needed to work effectively.
In order to work effectively you must understand the difference between knowledge and skills. Effectiveness is all about completing the activities on the task given at the right time and in the process achieve the goal set. One crucial step in becoming effective is to know what your purpose at work. A good attitude at work can earn you respect from others in your workplace, it is also a good way to build on your people skills. By building your skill set you can learn to be interactive with others.
Knowledge is a crust of information about facts of understanding something whereas a skill is to use the ability to do something. Knowledge is bar far no where the same as have a skill. It is vital to learn a skill and gain knowledge, for the kind of work you are hoping for.
Employers tend to choose candidates’ who have the right skills and abilities needed for the job. To be employable you must need these skills to work effectively. According to Mertens, (1995) skills and knowledge can complement each other and are unique to the evaluation can help develop and improve the practice between the two.
In any career path that you want to be successful an individual need to be communicate effectively.  Knowledge is a learning process or an experience that you have been through or currently experiencing. Knowledge can also be transferred from one person to the next. Knowledge also increases with experience. Communication skills are important as it can you need the ability to listen to others on a professional level.
Employers look for communication skills in job applicants that can work independently within teams and without too much interference from a higher-level team member (Dwyer & Hopwood, 2019). 




Importance of Teamwork.
Teamwork can help solve problems using collaboration, and one of those ways is through brainstorming. The team can exchange ideas and come up with creative ways that can help each member bring out their strongest points of views.
Teamwork often brings alongside it a sense of unity and responsibilities that can be urbanised by a group of people who work closely in a task.
Teamwork is like a glue that keeps the team working effectively together. It allows a smoother movement towards certain goals as well helps team building when there is an obstacle to overcome. According to Griffiths and Dunham, (2014) the whole survival for teams is to accomplish task that all have a common goal.
Importance of having goals in a workplace.
Goals in a workplace can you structure as well as focus, without a goal in place all your efforts can become confusing and your confidence level can be affected. Setting goals can naturally direct your attention to the right place.  
Utilisation of self- awareness test tools.
Self-awareness test are used to recognise ability of an individual. Self- awareness is when the you consciously know and understand your own character, motives, feelings and requirements. The awareness of your own personality and individuality can help shape you as a person.
There are many self-awareness tests tools that can be applied to yourself if you want help to achieve a higher level of knowledge.
Here is a list of some that have been used in the development of one’s self.
The Johari Window.
The Johari window helps people understand themselves and others (Shenton, 2007). It was created by two Phycologists Joseph Luft and Harrigton Ingham, (Luft and Ingram,1961) who used this method in self help groups and workplaces as a problem-solving exercise. Later they combined their names and came up with the model named The Johari Window. In the exercise team members can pick a list of adjectives and choose ones that describe the person. These are then placed into boxes of four cells. Feedback from the Johari Window can help a person confront a person’s disturbing behaviour.
The Johari Window is made up of four quarters each representing a different part of yourself. 

Open space:
 Which is anything that you know about yourself and that others know about you.
Blind spot:
Which is something that you do not know about yourself, but others know about you.
Hidden area:
Which is something that you know about yourself but hidden from others.
Unknown area:
Which is something that you know and hidden from others.
Feedback: 
Good feedback can result in a mutual understanding whereas bad feedback can result in a recipient feeling ambushed and harsh.
	Open
	Blind spot

	Modest 
Friendly
Witty
Caring
Confident
Trustworthy 
Approachable 

	Independent
Knowledgeable 
Mature
Wise
Tease 
Head Strong

	Hidden
	Unknown

	Patient
Proud
Loving
Nervous

	Religious
Temperamental
Spontaneous



This self-assessment test I applied to myself in a group exercise and these where the results. From this tool you see that there are many positives and well as negatives. The main objective of this tool is to recognise the feedback of self-awareness. the disadvantage of this is that many might pass along the personal information. Others many react in a negative manner that can lead to many becoming introvert. Opening about yourself can lead to the fear of rejection (Steinberg, 2007).  Opening to others allows team workers to see the friendly approachable side of my personality, where the blind side made me realise that I do underestimate the maturity in myself as well as being head strong. The hidden section allowed me to hide the fact that in certain areas I am nervous and that I can be patient, what is unknown is that I am religious and can be temperamental which can hinder me.  
Belbin Team roles.
According to Townened, (2007) the Belbin Theory helps teams and individuals release their inner best selves. Individuals have a sense of confidence in team roles and can lead to appreciate people’s different strengths. By using the Belbin many have a greater understanding of their strengths which can lead to real communication between teams.  
Belbin team roles can identify the way the behavioural strength and weakness in a workplace. Belbin can make individual and teams work more effectively and with a better understanding.
Belbin can give you the confidence to make decision that involve other people and can help guide people to do the right task, which can lead to a better performing team.
The Belbin test consists of nine team roles, they are the Innovator, Chairperson, Executive, Expert, Team player, Explorer and Analyst.


[image: ]
When the Belbin test was conducted on myself these were the results.
From the chart above it clearly shows that my best suited role is a Chairperson with 17%. The score sheet used our responses to understand our chosen role.
A Chairperson has a strong role with an importance on procedures, one of the qualities of a Chairperson will try their hardest to keep the team together. Overall, they are team builders. They are communicative and can deal with team members in a respectful and open-minded way. In the future, a career option would be if I was too step into a managerial role that could help bring out my chairperson personality trait. 
The disadvantage of the Belbin test is that the preferred role changes every time, even though it is a behavioural test peoples behaviour changes over time. 





What is S.W.O.T Analysis?
SWOT analysis or SWOT matrix is used as a planning technique. A personal SWOT analysis can also help an individual decide its future goals.   This an easy way of brainstorming to identify strengths, weakness, opportunity and threat (Phadermrod et al; 2019).
Strengths and weakness are predominantly internal while opportunity and threat is an external factor. SWOT analysis can help you focus on your strengths, understand your weaknesses and help you take advantage of your opportunities and neutralising your threats you can minimize the impact. 
	Strength
	Weakness

	I am very good at time keeping.
I can drive so getting to a workplace is not an issue.
I have very good social skills.
Oral communication is very good.
Multilingual in four languages.
Plenty of experience in the sales department.
My ability to be innovative and creative.
Being open to new ideas that can help me adapt to new situations.
I have good education and experience.
	I am easily distracted by others around me.
Multi-tasking can be an issue.
Dealing with conflict can be awkward. 
Over commitment can become a hindrance as I am unable to stop myself when faced with a problem that can sometimes lead to a dead end.



	Opportunity
	Threat

	Learn new skills wherever I am based.
A chance to meet new people in the same line of work.
Progression in the workplace.
New surrounding can be good opportunity to experience a new place.


	My family commitments take up most of my time.
Workload can become too much for me to handle.
Many other candidates with more experience can join the team.




  

Here is the SWOT I have done on myself showing where my strength lies as well as weakness, also the opportunities that are before me as well as threats.
The disadvantages of a SWOT are the method of evaluation, as it not able to recognise planned factors on alternatives (Oreski, 2012).
What is a Personal Development Plan?.
P.D.P is an anagram meaning Personal development plan about yourself. It is also a reflective process that need a continuous development rather than making it a one off (Cottrell,2015). The General use of a P.D.P is to allow you to think about your own personal, academic and career development. P.D.P can be recognised as the skills that you have learnt overtime. 
To make a P.D.P effective you need to think about what you want to achieve. By knowing this it will help you in what you want and how to obtain it. It is also help you recognise your strength and weakness.
Learn to set your goals from short-term to long-term. A SMART action plan can help you understand what goal you want to achieve. 
SMART method consists of keeping your actions Specific, Measurable, Attainable, Realistic and timed (Australia, 2019).
Specific: Your goal needs to be clear in order to make you feel motivated.
Measurable: A measurable goal can help track the progress by assessing the goal and help you stay focused and meet the deadlines in time.
Attainable: Goals need to be realistic to be a success. Do not over stretch your abilities.
Realistic: Keep control over what matters to you, making sure you are in control when tour plans begin to surface.
Timed: Set a target date.
A PDP was conducted on myself and these were the findings. 
	GOAL
	ACTION
	EVIDENCE OF ACHIEVEMENT
	TARGET DATE

	Organize my time when it comes University assignments.





	Apply to do lists in which I can follow effortlessly.
Ask more questions so my knowledge of the subject is clearer.



	I will keep on top of all my university work.
	2020

	Graduate level 4 skills for the workplace.
	Hand in my assignments on time so that I can pass the year.
	By keeping up with the assignments and passing each module like I have done so far.
	2020

	Be confident in starting Level 5.
	Apply for grant that can help me further my education. 
	Speak to senior members of staff that are already teaching the subject, so I know what I must do.
	2020

	Apply for any jobs that can help me better my current position.
	Start looking on indeed.com and other websites for possible positions.
	Make a CV with my new qualifications.
	2020

	Start some extra volunteering work to build my brand name. 
	Visit any local charity shops to see if they need help.
	Make new acquaintances that can help me build my confidence. 
	2020

	Become more motivated so I can show my family that you can achieve at a higher level.
	Force myself to do well in all aspects of life.
Research job roles that are suited to my abilities.
Become more involved in extra work outside a university and home life, 
	My overall grades are consistent and will have been improved.
Understand and research any job offers. 
	2020 and onwards.



Conclusion to Discursive Report.
Tests are often used in to help with placement issues as well as they can be a great conversation starter. These tests can help with team building and can help an employer better understand the employee. Personality test can sometimes lead to unintended results. If by any chance an employee feels rejected it can lead to the employer being sued for discrimination. To evaluate our selves can be difficult that’s why using PDP can help navigate one’s self into smoother live goals. By understanding colleges, you can learn to communicate more effectively.  
Introduction to Reflective report.
In this reflective report I am going to examine the reason what a personal CV is and why it is important and how you can improve yourself in areas where you were lacking. This report will allow you to see the preparatory steps shown leading up to an interview. I personally took a mock interview and how I felt before, during and after the interview. The results of that interview will be assessed also. CV and Cover letter available in Appendix.
What is a CV and its Importance?
A CV is short for Curriculum Vitae which originates from a Latin word meaning ‘Course of Life’. It is a masterpiece of someone’s life’s achievements.
Your CV usually include:
· Personal information about yourself.
· Education.
· Employment history.
· Personal statement/Cover letter.
Personal details.
Make sure you put in the right information in the designated places.

Education.
Any names of schools, colleges and universities that you attended along with any qualifications you achieved. If you have a valid reason as for why your grades are not to the minimum requirement be prepared to give a valid reason.
Employment.
Give details about your recent employment, if your employment history is limited be sure to provide details of part-time jobs, temp-work or any voluntary work you have done. 
Personal statement.
This is where you sell yourself to match your skills.
CVs can be used for different purposes and you may need more than one. A CV can be basic, and it should only contain standard information. Academic CVs on the other hand need to be longer and more precise. When you are applying for a job, basic CVs need to be an adaptation of what you know about the company and the requirements of the positions that you want. A CV can help an employer chose the right person for the job; they need to know who the dealing with along with it brings along with it a face to the name of the person behind a CV. An Employer needs to know who they are investing in. 
Originally, a CV normally fits on 1-2 pages at most. If your qualifications and jobs are in a large quantity, you may want to use another page. Many employers file CVs that have sent to them even when they haven’t opened a position. If you do send CVs on an opportunistic job, then include information related to the post and add an additional cover letter. The employer will need to know the following.
· What kind of job has attention, use a job title to be precise.
·  Whether you want to work full time or part time.
· A salary that you expect.
· If you are willing to work in any part of the country.
 Universities use that can help students when creating CVs that can enable them to experience their work and can increase employer engagement and that can prepare one for future interviews Dibben & Morley, (2019).
Do try and keep your CV to a minimum be considered of two pages and include your skills, experience and what you are willing to offer. For your CV to be considered your welfares, and interests should illuminate.
Organizations attract job applicates by using a trade-off in their recruiting. These adds can include job specifics that can open a large quantity of the applicant pool (Fieldman et al: 2006).
The internet is a great way of advertising your brand online. Many recruiters tend to use their own facilities to help you create a CV. While others might ask you to send a CV as an attachment. So, research these sites and apply for jobs that are of importance to you.
Preparatory steps before interviews on performances.
Prepare yourself mentally once you have made the sensible job choice. You should be confident that you have an avid chance of being sensible choice for the job Cuddy et al; (2015). Many applicants do not receive an interview, so in addition if you do obtain an interview then already a success.
Being calm and collective is successful way to answer any questions you can answer. Avoid negative thinking it can only feed into your anxiety.
Prepare yourself for obvious questions, it can only help when answering questions and make you feel confident.
Aim to accomplish your answer in two minutes. The assessor may ask you a few questions, so use your time to make your own statement on the questioned asked.
Before the interview identify what are your strong points, reflect on a strong answer that will enable you to refer to an experience or an achievement. Use the interview to acknowledge your strongest point.
Practise speaking and timing yourself as too what two to three minutes feel like. Cover relevant details in that time and be precise and straight to the point.
Present your self smartly and presentably as you be the face of the company. Pay attention to the smallest details such as shoes, clean hands well done hair and such forth.
When an interview asks if you have questions, keep in mind a few that you can show the interviewer what their company can offer you.
Be prepared to answer any questions that are asked of you, remember you are both evaluating each other. Keep your answers transparent so, preparing for these questions is a must as the interview only comes once.
Making good eye contact as well as connecting with a firm handshake is a great way of showcasing your Nonverbal communication.
Sharpen up on your Good communication skills that can include listening as well, by listening to the interviewer your letting the person know that you have understood what they have said.
Don’t talk too much, rambling on during an interview can sometimes hinder you.
An interview is about being professional and not about making friends, so being to familiar is a characteristic you should avoid.
Use professional language during the interview process. Inappropriate slang references should be avoided at all cost or any references that include race, religion or even sexual references.
Over confidence is no good even if you want to exert your performance to prove your ability.
Remain cool, calm and confident during an interview and not desperate and not so confident.
How a candidate portrays themselves during an interview can have an ultimate influence on the interviewer rating (Barrick et al; 2009). 
Lessons drawn from mock interview and its influence in career development
We were asked to make a CV with a Cover letter in which we had to choose a job which we thought was best suited to our abilities. I found the job on Indeed.com 
The interview was taken by Professor Abdi Rahman and Dr Olu Adegbite, we were called in one by one in alphabetical order which was helpful as it allowed us extra time to prepare what we had to say. The interviews sat beside each other and greeted us with a formal hello.  They asked, ‘if I had a pleasant day?’  and I responded with ‘yes’. Before the interview started, I was nervous as I have never been in this situation. Abdi had a pleasant smile on his face, but Dr Olu was very stern in his appearance. As the questions came pouring in, I stumbled across a few about the background of Harrods, which was a simple mistake, but it was too late the moment had passed. I felt like the minutes wouldn’t end and Dr Olu was on fire with the questions one after the other. As I the interview progressed, I felt as ease as I was getting comfortable within myself and more confident. Overall, the interview I felt went well, it was very easy to get comfortable as Abdi made it very easy for me. The questions were very on point and easy to work around. In the process of this interview I learnt to build my confidence, be a bit more attentive when it comes to details. Do my research a bit more about the background and not be nervous when asked questions. If I had to do again, I would make sure I was not as nervous, try not to act so familiar and hope that I take a three second pause in between the questions and answers. 
The feedback I received from the interview was that I displayed confidence in my conversations, but I appeared familiar. I maintained good eye contact, but my knowledge needs to be updated, also I identified my weakness and told the interviewers how I managed to overcome them. I received 84% on my interview which means that they were considering me for the job as I displayed skills and qualities that match the job description. In the future I would like to be more experienced in the qualifications that I have and that the qualities that can help me future my positions in the workplace. Throughout this interview I used my knowledge find a job advertisement, how to do a CV and attach a cover letter and finally how to prepare for an interview which steps I should take and what to expect. The comments I received from the interview were both positive and negative which I kind of expected.
See appendix for further information.
Personal Development Plan in career development.

	GOAL
	ACTION
	EVIDENCE OF ACHIEVEMENT
	TARGET DATE

	Goal is to demonstrate better knowledge of the company.
	Do plenty of research before an interview, so I can be confident with any questions about the company.
	
	Whenever a job interview arises.

	Learn to not be to brief when answering questions.
	Go into further details and be more specific.
	Problem solving between peers in a class discussion.
	2020

	To take a 3 second break before answering any questions.
	Learn to hold back and think before I answer the question without being so prompt.
	
	

	Use of STAR format when answering questions.
	Adapt to not being so robotic when answering questions and learn to use my personality in my answers.
	
	Everyday communication when engaging with peers.



  
Conclusion to Reflective Report.
From the reflective report I have learnt that I need to be vigilante and look into details of any aspects more clearly. By recognising my weakness and how to overcome the in interviews as it allows me to understand myself a bit better. How to approach myself in an upcoming interview and learn how to sell my brand on a CV was very entertaining as I was worried it was to be a basic CV. The mock interviews allowed me to get out of my comfort zone and become whoever I wanted, to show off my best abilities. Finding a job was equally fun as finding something that appealed to myself and where I thought my qualities were best suited.
Conclusion for Discursive and Reflective report.  
 From this report we have gathered the essence of building your own brand as well as a personality type which through test one has discovered are best suited to them. Several tests were coordinated and each one showed a different personality and how to overcome any flaws on see in themselves. We must be aware of the pro and cons of such tests as many of them can leave a person with negative thoughts that can lead to the being undervalued and self-conscious. On the other hand, such test can provide a candidate with an up-lifting feeling of recognition of self-worth can help the empower their current station of work and look for additional job opportunities. These tests are simple but effective.
Building a brand of one’s self can be a daunting experience, but the overall achievement can be everlasting. A CV can highlight areas of a person’s achievement and them aware of there goals when looking for a job. Finding the right job can also be hard but with experience and learning new ways to entice the employers can lead to better communication skills as well as a opportunity to be your best self in order to get the job satisfaction that you need. P.D. P are a great way of recognising your goals and learning to achieve them.
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Having the responsibilty of opening up/
g the store manager on staffing needs and personnel

company's image and credibilty
. close of the store.
o Advisin:

issues.
Managing staff absence, sickness and holidays.
building customer relationships.

« Maintaining and

Cake Box: Sales Assistant
June 2014 present

ing performance of he store by diiving sales.
5} of the same time making sure every

Responsible for contribufl
lional levels of service and enjoys their visit 1o

o every opportunity whil
customer receives excep!
the store.

My duties included:
Serving customers of the sales counter.

g face o face advice to customers on the store

o Offerin
products.

. Moximising store revenue by suggesting upgrades
ons to customers.

« Responsible for the stoc
and move stock In and out the store.

. Dally management of the tilin the absence of @ senior

member
Making sure fhe ifem that hos be sold has been replaced
immediately affer a sale
Handling customer complaint:
Managing cash and payment
customer policies.

and add-

& management system 1o log, check

5 in @ calm manor
\ sales in accordance with

SKILLS
al communications skills s

Kills: | have confident verb
front of large groups which

delivering presentations in
h customer relations
had experience handing people as | was
| projects both of my university studies and o3

Communication s|
demonsirated by
has also helped me will
Leadership sklls: | have
Teom Leader on several
par of job

Time Managem:
charge of the situa
Phone, Emall and fa
Team leadership & support

ent: | have experience in setting priorities and 1oking

tion and time utilization
. ce to face communications.
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December 6 2019
Mrs. Mehrunnisa Ayub

188 Reddings Lane

Tyseley, Birmingham B11 3Dg

To MAC Company.

| :

a:)rrr: \;/::jtlna:::pply for assistant managers job advertised on indeed .com. To work

2 gd e woulq be a dream and a great opportunity to advance in the London,
rrods store which is a phenomenal MAC free standing store.

Is( is phenomenal opportunity, as the store is immaculate in its way of luxury, excellence and
ervice. Its personal service level is classed as exemplary and the brand experience can

only be found in Harrods.
I have chosen to apply here as | want to manage alongside the Retail manager in this
location. Your company can help develop an employee to their maximum ability by providing

an exceptional level of service and experience.

| am a great team leader and | have shown that in my previous workplace, | also know the
products ql MAC very well. This job can help me develop my skills even further and itisa
very inspiring job where you can help people with low self-esteem.

| would love to be a part of the MAC family, as an assistant manager it would be a great
opportunity for me to work alongside the manager of the branch in helping them run the
store more smoothly by taking on some managerial tasks, such as providing customer

service and overseeing employees.
| will add value to your branch with my knowledge of your brand and my friendly personality

that will increase and boost sales.
| am confident that my skills can would benefit your customers, team members and myself if

| was to be selected for this position. You can reach me on my Email:

1814905@student.uwtsd.ac.uk for any further enquires. | look forward to hearing from you.

Yours sincerely.
Mehrunnisa Ayub

Enclosure: Resumé





