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[bookmark: _Toc101918667]Introduction
Fundamentally, self-development is the process of enhancing a person's knowledge and abilities to help them advance in their careers by reflecting on their learning in their job and activities. This report will reflect the lessons learned through my role-playing as an interviewer and interviewee, which will help me advance in my profession and accomplish my objectives as a HR Manager at The Good Marketer Group. I'll also talk about my strengths and areas for growth to further my career and create a development plan to increase my abilities and knowledge as a HR Manager (Tattum et al, 2017).
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[bookmark: _Toc101918669]Gibb’s Reflective Cycle 
Mainly, Gibb's reflective cycle is one of the most important repeating models of reflection, which takes a person through six steps: description, emotions, assessment, analysis, conclusion, and action plan. Gibb's models are beneficial since they allow a person to quickly analyse and assess his or her experiences using them (Bilal et al, 2019).
This approach is also useful for personal and professional growth. As a result, I believe I will use this approach when defining objectives or developing a personal and professional growth plan (Jabborov et al, 2020).
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Figure: Gibb’s reflective cycle (Bilal et al, 2019). 
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According to Gibbs' reflective cycle, the first step is the description, which outlines the essential situation and specifics. For this reflection, I identify the important situation as recruiting and selection. In addition, I discuss how both the interviewee and the interviewer play roles throughout the recruiting and selection process. At this point, I'll attempt to discuss the most important factor to consider when hiring and choosing a candidate for a certain position (Salmi et al, 2017).
As an interviewee, I am both thrilled and worried because I believe I will be asked a lot of questions, and if I am unable to answer the question, it will have a bad effect on my career. But I'm also delighted because I believe I'll perform better in the job interview since I have sufficient abilities and knowledge (Bilal et al, 2019).
As part of an interview, I will be asked a variety of questions, some of which will be helpful to me and others which will be difficult. I can respond to the affirmative questions, but I am unable to respond to the difficult ones that are the roadblocks to advancement in my work. Moreover, some interviewers treat me brutally, while others treat me gently throughout my interview (Daniau et al, 2016).
I feel worried and can't recall the answers to the questions when they treat me badly. After analysing the experiences, I can conclude that the major issues were from a lack of interview skills or an insufficient amount of interview experience. As a result, I'll need to have earned experience through interviewing for several tests. Furthermore, as an interviewer, I must have asked the applicant the fundamental and vital questions to get the necessary abilities (Jabborov et al, 2020).
In addition, as an interviewer, I am quite thrilled because I have prepared several questions to assist in the recruitment and selection of the best candidate for the job. As a result, I believe that interview skills are essential for obtaining decent and stress-free work, which is why I believe I should have learned throughout the interview. Furthermore, an interviewer should have professionally conducted the interview and should not have asked needless questions (Bilal et al, 2019).

Finally, to advance in my professional life, I need to have obtained or increased my understanding of the interview system or interview technique. Furthermore, as an interviewer, I must have significantly improved my creative thinking and problem-solving abilities (Daniau et al, 2016).
From my role play as an interviewer, I've learned a lot about selecting the appropriate individuals for the right job so that work progress continues unabated. The role-playing of an interviewer will also help me to improve my skills in analysing the interviewer's mind-set, which will help me to select the best candidate for the job from among the interviewees (Salmi et al, 2017).
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Figure: planning (Jabborov et al, 2020).
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Both skills and knowledge are critical for me to advance in my work. The right comprehension of knowledge and abilities will assist me in identifying weak spots and developing a growth plan to boost my career. To grasp the distinction between knowledge and skills, I must first recognise the value of knowledge and skills in my profession as a HR Manager at The Good Marketer Group (Quendler et al, 2016).
Teamwork skills
Collaboration is aided by teamwork abilities. Knowledge is a theoretical concept that will enable me to gather a large amount of data from a variety of sources, including books, newspapers, and other documents. By expanding my understanding of analysing, the information will assist me in analysing this extremely successfully in my professional job. The information I get from many sources will aid me in increasing my awareness, allowing me to make effective decisions to better my job as a HR Manager (Raiola et al, 2017).
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Figure: Employment skills (Salmi et al, 2017).


Problem-solving skills
To effectively solve the relevant business difficulties, problem-solving abilities are essential as a HR Manager because skills are the product of real effort, while knowledge is the consequence of the theoretical study, they are distinct from knowledge. Skills are extremely significant in helping me to advance in my profession by learning how to perform better in the job and reflecting on my career (Salmi et al, 2017).
Perseverance and motivation skills
To inspire others to complete the task, you'll need perseverance and motivating abilities. As an interviewee, the role-playing programme will greatly assist me in effectively and confidently approaching the interview board, as well as improving my capacity to deal with difficult situations in my professional life (Tattum et al, 2017). Skill is what will enable me to do my job flawlessly. I need to identify certain talents that I need to develop as a worker to enhance my performance and advance in my job  as a HR Manager Ganal et al, 2019).
Communication skills
It will provide me with additional insight into the interviewer's mind-set and improve my patients' ability to demonstrate maturity in the interview board as a HR Manager Although the role-play scenario will greatly assist me in furthering my career, I believe I will have the chance to demonstrate my abilities on the interview board, where I will be able to demonstrate myself more effectively (Tattum et al, 2017). I would be able to confront the interview board with ease because of the experience and learning I gained through my role play method. In the role-playing programme, I encountered communication challenges that hampered my ability to communicate effectively with others (Jabborov et al, 2020).

[bookmark: _Toc101918672]The requirements of abilities and knowledge for employment
The value and readiness of skills and knowledge in obtaining a job are critical; therefore as a worker, I must develop my skills and expand my knowledge so that I may easily get my desired job using my abilities and knowledge. The information and skills I gained from my role play and development programme will help me get a competitive job since they will enable me to explore qualities that will quickly pique employers' interest in hiring me  as a HR Manager Dong et al, 2017).
The information and abilities I've gained will help me stand out to potential employers, which will help me find work fast. The preparedness of my abilities and knowledge will increase the quality of my CV and application by displaying experience and talents that will assist me in impressing the job provider and obtaining my desired job more quickly as a HR Manager. I also need to work on my talents regularly so that I may continue to improve and increase my chances of landing a job (Halberstadt et al, 2019).
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Figure: Abilities (Jabborov et al, 2020).
The interviewer's role-playing programme will provide me with several chances to strengthen my interpersonal communication skills, which will be crucial in my professional development. If I have enough opportunity to participate in more real-world experience from the development programme, the role-playing programme will be more beneficial to my career. Furthermore, adequate training might enhance my understanding, allowing me to work better (Salmi et al, 2017).

[bookmark: _Toc101918673]Analysing my strengths and areas for future development
Personal strengths are those aspects of my personality that can help me advance quickly in my work. A person's strength constantly opens doors for them to advance in their professional and personal lives. Below are some of my strengths as a HR Manager (Salmi et al, 2017).
My Strengths 
Discipline
I am a self-disciplined person, and it is one of the major assets that allow me to effortlessly finish my tasks. Apart from that, discipline helps me a lot since it allows me to carefully plan out my daily chores so that I may finish them one by one according to the efficiency of my job (Bilal et al, 2019).
Creativity
I've always wanted to achieve something extraordinary, and my imagination has always aided me in this endeavour. Creativity enables me to think of new ways to finish an assignment, allowing me to easily complete difficult projects and deal with difficult situations (Daniau et al, 2016).
Determination
One of my qualities is determination, which has helped me significantly in my job advancement. My drive motivates me to adhere to my strategy and put in the necessary effort to reach my objective. It also enhances my enthusiasm for work and makes me more enthusiastic about my job (Tattum et al, 2017).


Areas to progress
Emerging communication- I need to improve my communication skills to strengthen myself since they will help me build connections with my co-workers and consumers (Salmi et al, 2017).
Analysing skills- I also need to improve my analysis abilities so that I can quickly assess what is best for the company and my career. In addition, this talent will boost my marketability at work as a HR Manager (Tattum et al, 2017).
[image: ]
Figure: Areas to progress (Tattum et al, 2017).
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	Personal development plan

	Goals
	Action
	Evidence of achievement
	Target date

	Enlightening communication  
	To quickly develop my communication skills, I need to communicate more with the professors, co-workers, and students (Jabborov et al, 2020).
	Knowledge of effective communication will aid me in developing positive connections with all parties involved in my professional life (Tattum et al, 2017).
	Within 2 months 

	Advance analysing skill  
	To increase my analytical talents, I must learn a lot and study more about various analytical models and frameworks (Salmi et al, 2017).
	By analysing the settings and scenarios, this talent will assist me in making a critical choice concerning my professional career (Daniau et al, 2016).
	Within 4 months

	Enlightening time management  
	To effectively manage my time, I must adhere to a routine. I may also create a timetable to do so  (Raiola et al, 2017).
	Time management will help me perform better and finish my tasks on time (Halberstadt et al, 2019).
	Within 3 months

	Progress operational skills  
	I need to work with more experienced personnel and participate in everyday activities with them to improve my operational abilities (Daniau et al, 2016).
	This will assist me in improving my performance and advancing my career as quickly as possible (Bilal et al, 2019).
	Within 5 months

	Progress IT skills  
	To expand my understanding of information and technology, I will need to seek training from various IT centres and specialists (Bilal et al, 2019).
	With the help of current technology and up-to-date information, I will be able to do my responsibilities fast (Jabborov et al, 2020).
	Within 6 months
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Setting up an efficient development programme is necessary for everyone who wants to advance their profession. I'm constantly trying to figure out what my strengths and limitations are so that I can figure out what I should work on and what I should avoid improving. This report explains how my abilities and knowledge will help me work more successfully, as well as how ready those skills and knowledge are to get employment. Apart from that, I am a firm believer in lifelong learning, which has helped me significantly in my professional development as a HR Manager at The Good Marketer Group (Jabborov et al, 2020).
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HR / Office Manager

The Good Marketer Group

London + Temporarily remote

£28,000 - £30,000 a year - Apprenticeship

You must creste an Indeed account before continuing t the company website 10 3pp

Apply on company site [V

Location - London (Hybrid Working)
Salary - £28,000 - £30,000

Founded in 2017, we're a dedicated Digital Marketing Agency in London and
‘we're looking for a talented HR & Office Manager to join our rapidly growing
team.

This is 2 people-centric role and you wil work closely with all members of
the team, supporting them i their roles and with HR-relted Issues.

Your Responsibilities

= Manage allaspects of Human Resources including time-off
management, onboarding/cffboarding, helping with performance
review and employee data management

« Manage the end to end recruitment within the business, from
reviewing applications to interviewing candidates.

+ Office operations: reate and update company policies,
documentation and processes

« Attending apprenticeship meetings and completing documentation

« Champion our company culture by building a strong relationship with
the team and delivering initiatives to drive and monitor engagement

« Manage our events and proactivey find new ways to celebrate our
team and success

« Manage our legal requirements such as Health & Safety, Covid-19
restrictions,visa requirements

« Develop The Good Marketer's employer brand through our current
(and future) digital/social channels

 Manage and maintain an efficient and effective filing system for all
staff personnel files.

« Administration of business invoicing, office utiity bills and general
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(and future) digital/social channels

 Manage and maintain an efficient and effective filing system for all
staff personnel files.

« Administration of business invoicing, office utiity bills and general
paperwork

« Ensure the smooth running of the office and that all relevant
‘administration systems are updated and maintained accordingly

 Work with Account Managers to generate reports and data to
quantify the performance and skills of their teams.

« Providing monthly staffing reports on hours worked, holidays, and
sick days etc to enable payroll to be performed

1's All About You

At The Good Marketer, we place a BIG emphasis on our culture. From an
opportunity to attend regular training to monthly team events, we want you
to feel supported. Not only that but we want you to LOVE it too.

You'l be an integral part of the team and we have an extremely supportive.
culture in place.

Here's what you need to impress us

« Have experience in office management and HR administration.

« Exceptional administrative and organisation skills.

o Possess excellent LT. skills utilsing Microsoft Office Suite: Word, Excel,
Outlook and PowerPoint.

o Avery high standard of written and spoken English

« Confident managing own schedule and time management

» Strong knowledge in HR best practices
* Aproactive, can-do attitude

« Preferred, CIPD qualfied

« Preferred, experience working in Agencies

Alongside a competitve salary and allthe regular benefits, we offer;

* The opportunity to have your voice heard and your ideas
implemented

An opportunity to constantly learn and expand your knowledge

Casualirelaxed dress code

Hybrid working - both in-office and at-home

Strong company culture - regular team events, creative cals, lunches.

and nights out

Unlimited training budget per annum

« Regular conferences & events.

« Giftsfor special occasions including birthdays and work anniversaries

« Progression plan

* Flexible working hours

« Apple equipment and any extras to make home working as
comfortable as possible

« Private Healthcare cash plan

« 33 days holiday per year
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