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1.0 Introduction

The purpose of this report is to reflect my learning experience from Professional Career Development lecture. I considered how this module influenced my learning, seeking, technique comprehension, and life experience. In order to this, I will utilise Gibbs’ reflective approach in my report since it allows me to ask myself the questions while my ideas and learning experience more effectively and profoundly. Gibb’s reflecting cycle can be useful in a variety of situations. On this report, I will discuss what I’ve learned, my notes taken during the class, group and class discussions, and their implications for my work life and personal life. How I felt during and after the class, the evaluation of my feelings and thoughts, and the analysis of my feelings and action plans. I will reflect about contribute toward working effectively, my readiness for employment, an understanding of personal strengths and areas for further development, and my employment goals and my personal action plan during this report. Also, I will discuss about my role play that we did in the during class. 


2.0 Description

I attended the professional career development course last semester and what I’ve learnt in class will have significant influence on my life and work. Following the first week’s lecture, I began keeping a reflective journal in order to better understand what I want and don’t want. I became aware of the elements after forming a team and guiding myself. I asked myself some of these questions, such as why I picked this school, what I want to study once I graduate from this school, where I see myself five years later from now, what I want to accomplish, and other similar things. I re-examined the answers to these questions, wondering what influenced me to respond in this way: my family, my financial environment, or some success obsessions brought on by the environment?  All of this has prompted me to keep a reflective journal in order to improve my personal growth In the future.

3.0 Feelings

During the lessons, I had a lot of powerful emotions. I was learning stuff I didn't know before, which piqued my interest. However, thinking about my previous job interviews made me unhappy and humiliated. I didn't become bored with the lecture because it went by swiftly and smoothly. However, I was a bit reluctant while completing our teacher's classroom assignments; I assumed I was doing something incorrectly, but that was not the case. I was likewise quite enthusiastic throughout the role play, but my excitement faded after I realised I could do it.

4.0 Evaluation

The finest aspect of the training for me was learning that I should keep a reflective notebook. I've started keeping a reflective notebook, and it's already improved my life and helped me learn more about myself. Another aspect of the lesson that I disliked was the many forms of learning. This scenario appeared to be pretty complex to me. Another thing I was unhappy about was that I didn't grasp the role play at first, and I made a few mistakes that made me feel horrible.


5.0 Analysis

The reason my reflection journal went well was because it helped me get to know myself better and allowed me to recognise my impulses. If I hadn't kept my reflective notebook right now, things may have gone considerably worse; it would have required a lot more time and effort to get out of the mess I was in. The reason I disliked learning types was because there were so many that it was difficult to decide which one to use first, but now that I think about it, it doesn't seem that difficult. I guess this was merely a passing idea throughout the class. My confidence in a job interview has also grown.

I studied what companies seek for in employees, what inspires me, and various learning approaches during the second week of lecture. This lesson gave me the ability to motivate myself. It reminded me of what I truly desired and did not desire. And I learned how to keep myself motivated. I learnt to maintain control over my life and all of my ideas by thinking positively and surrounding myself with positive people. I didn’t know anything about this previously and my motivation fell quickly. During the lecture, we viewed videos regarding the themes and then discussed them with my classmates. As a result, my career and personal life have benefited greatly, and my classes have been beneficial. 

We were disgusted with how to conduct job interviews in the following lectures. I didn't know much about job interviews previously, and to be honest, I didn't know how to perform them properly or that they were such a delicate matter. First and foremost, I learned to see the event through the eyes of the employees; on the other side, I learned what the employees look for in a potential employee and the questions they ask themselves. The most significant thing I learnt was how to prepare for a job interview. In prior job interviews, I would not have prepared in depth; instead, I would simply show up, answer questions, and leave the rest to chance but now I know what I need to do for the job interview to pass smoothly. First and foremost, I should examine the job interview again, paying close attention to the precise characteristics they seek in an employee so that I can determine whether the interview. What we did in class increased my self-assurance and belief in the scholar role play.


6.0 Conclusion

As a consequence, I've developed myself and my talents in many areas, and I would have felt inadequate if I hadn't overcome my melancholy. Because we role-played it a few times in class and it made me feel extremely successful, I feel more confidence in job interviews today.


7.0 Action Plan

In my future life and job, I will apply and adapt these new experiences that I have gained. The most essential of them is that I will be able to apply what I learnt in this course to any new area of my life. One of the most valuable lessons for me was this journaling work and being able to quickly prepare oneself.

9.0 Recruitment and Selection

Questions for an interview for an office administrator job

Question 1

1. Can you please tell me a little bit about yourself?
2. This is an open-ended question.
3. The reason I’m asking this question is that I want to get to know you a little bit better and also to know what made you apply for this job.
Answer:

I always enjoyed managing environment and learn how to use software technologies. Also giving people help and information about organizing and meetings. This led me to make a search and started my first job as an assistant. I’ve been in the personal assistant for two years. I developed my personal and technical skills in these years. Then I decided to apply for a new position for your company. I am really excited to take a new role!

Question 2

1. Can you please tell me what can you bring to the company?
2. This is an open-ended question.
3. I’m asking this question because I want every single one of my employees to get involved and to give their best for the company and if it’s possible to come up with ideas that can improve it, we will receive them with pleasure.

Answer:

I’ve working as an assistant for two years and I think one key contribution that I’d bring to this role and company is my familiarity with your industry. I am very familiar with the space. I am also somebody who is able to initiative and solve problems without being asked. I love being a part of a collaborative, team-oriented environment. So that is another positive that I feel I’d bring to the team.

Question 3

1. Can you please tell me about your greatest professional achievement?
2. This is an open-ended question.
3. The reason I’m asking this question is that I want to see how motivated you are to achieve your goals and if you are really determined to get this job and to work in this company.

Answer:

In my last job, the hiring department had difficulty locating specific files and managing documents especially during buys periods. So, I wanted to increase productivity and efficiency, and in the end, save time spent on looking for documents. I decided to take initiative and implement a new HR document management software. One that could also centralize file management within the department and also help with other small tasks.
In the end, our timesheets indicated that the time spent looking for files and documents had been reduced by 5-10 hours. HR filling system and increase their overall productivity.


Question 4

1. Can you please tell me the reason why you left your last job?
2. This is an open-ended question.
3. I’m asking you this question because I want to see if you faced any conflicts at your previous job, and if so, how did you manage them?

Answer:

I loved my experience at my previous job. I learned a lot about environment, well communication and process improvement. I left my last job because I knew that I wanted to improve more processes with your company. There were no more opportunities for my evolution. So, I found you for my and your company’s development.


Question 5

1. What are you looking in this new position?
2. This is an open-ended question.
3. The reason I’m asking this question is because I want to see if you are update with all the things an office administrator have to do and if you are ok with it.

Answer:

I am very interested in a job where I’ll be able to collaborate with my co-workers and receive constructive feedback, so I can continue to learn and improve my skills. I am also looking for a job where I’ll be able to get out of the office and focus on meeting new customers and building positive relationships.

 is appropriate for me, and if it is not, I should not spend my time seeking for that position. I need to dress properly for the job interview so that I may get a good glimpse. I'll need to prepare for the questions they'll ask a few days ahead of time, as well as the questions I'll be asking myself. At the same time, I learnt that employers pay attention to eye contact and smiling since first impressions and body language are very crucial.

I learnt how to evaluate professional opportunities, which I had never done before. Using management tools, I learnt how to achieve this. Swot analysis, Johari Window approach, Force Field analysis, and pestle analysis are examples of management tools. I also learned how to make a smart objectives plan. 
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