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My name is Mabul Miah and I have been working for the civil service for over 18 years, both as permanent civil service staff and through agency. 
I started my career as a customer service advisor for Boots the Chemist, I then joined various agency’s and through them I have worked for retail banks as customer service adviser and also in Investment banks within the accounts payable department. 
I was then offered a position as an Administration officer in Home Office through the agency I was working for. I also had a keen interest in working for the Civil Service and therefore accepted their offer. One of the other reasons I joined Civil Service even though the pay was less then what I was getting to work for the Investment banks, I wanted to work as a part of team that are responsible for making a difference to someone’s life and also the country.
I worked for the Home Office through the agency for about one and a half years before I was offered a permanent post with the Home Office. I happily accepted the post after. I then worked for the Home Office for six years before I applied for a promotion to another Home Office department which was called “Direct Communications Unit” who were responsible for communicating with the general public through various means. I was successful in getting the promotion and worked for the Direct Communication Unit for two years. After that I wanted to leave the office-based job and do something different, and therefore left Direct Communications Unit to work for Stansted airport as a Ramp Agent. My reason for working in the airport was because I enjoy the airport atmosphere and have a keen interest in planes. After working as a Ramp Agent in Stansted airport for eight months I decided to come back and work for the Civil Service again through Agencies as I wanted to work for different department within the Civil Service to get a better understanding of where I wanted to work within the Government Department. And Though the Agencies I joined the Parole Board where I worked for over one year before I was made permanent. I than decided to Join the National Offenders Unit as the Parole Board and the National Offenders management Unit worked very closely with one another. I worked for them just over one year and then decided to move on to working for the Agency again and joined the Government Legal Department, where I worked for another year before where I am currently working The Department for Environment and Rural Affairs.
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My reason for deciding to study now was because I needed the qualification to be able to get the job I wanted, which is to become an Immigration Officer.
I applied for to become an Immigration Officer, where I was successful in passing the initial shifting process. I was then asked to take an online assessment, which I did and assed. After that I was asked to attend a face to face interview, which I did. 
One week after my interview I received a letter to confirm that I was successful, and they would like to offer me a post with the Border Force as an Immigration Officer. But before they can give me a contract I had to provide the Border Force with my certificate of qualifications.
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I am a visual learner and learn while seeing how something is being done. This method might not be for everyone as different people learn differently.
I find that I can learn better when I see what I need to do, and I take in more information when seeing how things are being done. I must then put in action what I have seen and then doing this helps me learn. If I don’t practice doing something no mater how much someone tells me what need to be done how something needs to be done, I find that I need to do it myself to fully understand it.
To me it is very important to practice doing something to gain the confident that I need and reassure myself that I can do it. I can follow instructions very well and understand what some is asking me to do, but unless I physically do it my confidence is not there, and I have self-doubt if I can do it or not.
The reason that I need to do it myself is that whilst doing the task I take in more information as I pay greater attention to what I am doing, and gradually it is engraved in my subconscious mind |I can do it without giving it much thought.
For example, I am very bad when it comes to direction and driving from one place to another, especially if I have not been to this place before. If someone gives me directions and no matter how accurate and good the directions are I still feel very nervous and worried that I am going to get lost. To overcome this fear of getting lost and also the fear of forgetting the directions that was given, I have to make the journey and see for my self the route, only then I can overcome my nervousness and gain the confidence that I can go to my destination without being lost.
This is one of the reasons I consider myself as a visual learner.
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Over the years I have been working for various departments within the Government sector, and I have learned that communication plays a very important role when it comes to progression.
I have understood that communicating effectively can lead to you getting that promotion that you wanted.
There are many methods of communicating and over the years I have found that it is not always about what you say, majority of the time is how you say it. By this I mean the tone of voice you use to communicate has a very powerful impact on what you’re saying. By using the correct tone of voice people pay more attention to what you are saying, and it also gives the impression that you have something important to say and should be heard, therefore I try to be always conscious about my tone of voice when I am communicating especially at interviews.
My communication has played a very important part in my progression and personal development.
I have used these skills to gain promotions in my work place. I am very confident when I speak to people and this has helped in my job, as I am able to effectively communicate well with team members and stakeholders. 
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Confidence is a very important and many people lose the opportunity to further develop themselves or get the promotion that they want, simply because they don’t have the confidence. Confidence is not always self believe because I have come across many people that know a job very well and when it comes to getting recognised for their ability they shy away, and even when it comes to applying for a promotion. It is not because they think that they might not be able to do the job because they know they can do the job, but it is because they are not confident enough to convince others that they are the best person for that job.
Taking all this into account I needed to gain that confidence that would allow me to get that promotion that I want. 
I have learnt that to gain that confidence I have to take the chance and do the work, and believe that I can do it, sometime that it all it takes to get the boost of confidence that you need. When you tell yourself, you can do it your subconscious mind acts on that given information and that’s when you get the confidence that you need.
I have wasted many years due to not having the confidence to take ownership of a project and tell my manager that I can do it. I was always doubting myself and therefore never got that opportunity to show what I was capable of.  I was to get scared of failing and use to think what if I fail, this mindset has held b me back from progressing, I have now developed a new way of thinking and I always try to think positive, rather than thinking what if I fail I think I can do this and it’s easy as I have the relevant experience.
Changing my mind set to think positive has been very beneficial as I think less of failing and more about achieving my goals. This way of thinking has given me the confidence that I needed, and I have noticed that doing something wrong is not a bad thing because you learn from it but being afraid to do something wrong is the problem as it stops you from progressing.
I can safely say that I have become a very confident person because of making that simply change in the mindset.
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Problem solving skill is one of many skills that you need, and you will have to give examples of your problem-solving skills in interview or in job applications when applying for a job.
I have been involved in solving problems in many occasions, in my work place and outside work.
I enjoy solving problem as I like to have a challenge and feel a sense of achievement when I find a solution to a problem.
One of the techniques that I use to solve any problem is to first find out what the problem is in depth. Many people take this lightly as they concentrate more on trying to find the solution before they fully understand what the problem is. I therefore spend more time on trying to find out what the problem is and why it is a problem. Knowing the background of a problem gives me a better understanding of what I am trying to solve, and many times when you investigate a problem in depth you realise the answer that your looking for is in the problem itself. What I mean by this is when you understand what the problem is you become more clearer in what you are looking for and this makes solving a problem much easier and quicker.
I have seen and been in many situations when people are quick to give advice and recommendation on how to solve a problem, without having any knowledge or expertise in that field. For example I knew a man you was suffering from pain in his chest and told me and  few of his friends that he sometimes has what seems to be like a stabbing pain in his chest, Immediately the others began to give him advice, one of them told him that it was nothing it was caused by eating too much hot curries, another told him he needs to drink a lot of water and there were more advice given by other friends. After listening to all this I told them that they were not doctors and should not be giving advice like this, as this could be nothing, but we can’t ignore the fact that this could be something more serious. I told him that he should go see a doctor it could be nothing, but he needs to get it looked at by a perfectional. People are very quick at giving advice without any knowledge or expertise in that field.
This is one of the reasons I always try to find out as much about the problem as possible and the cause of the problem first, and only then I start to look for answers and ways to solve the problem.
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Looking for a job is very daunting but knowing how to find the job you want would be a help for everyone.
Before you start to look for a job t is a good idea to know your skills and then think about jobs that you can do using your skill set. I always do this as I don’t want to look for a job that might not match my skills. 
The way I search for a job is by first deciding what sector I want to work for and my reasons for wanting to work within that sector. I then look for jobs within that sector and look at the skills that is needed to work within that field and match my skills to see what skills I have that is needed to work within that organisation. 
There are many ways to look for jobs, and one of the ways that people look for jobs now days is online. Looking for jobs online makes it easy for people to find jobs. There are many advantage and disadvantages of online job search, and I have listed below few advantages and disadvantages of looking for jobs online.
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1. Internet is a very useful tool when it comes to looking for jobs, as every company has their own website, where they have list current vacancies and post that are available.
2. Online job search gives you the opportunity to view jobs that are available within the organisation that you want to work in.
3. Applying for job online is very easy and simple, as you can complete the form online and submit it from the comfort of your own home.
4. Looking for jobs online gives you the confidence to explore various jobs and view what skills the employers are looking for and see if you have any of the skills to do the job.
5. Many people don’t know what jobs or organisation they want to work for, and this is when online job search can come very useful. You can explore jobs in different organisation and see if any of the jobs interest you.
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1. Looking for job online can mean the completion is much greater, as a lot of people are applying for online jobs too.
2.  When you apply for a job online you don’t know for sure if your application form has been looked at or not.
3. There are many online job search engines, where they work as a third party and only offer you the job is they are able to find work for you, therefore act as a third party and make money when you work. 
To stand a better chance of getting the job you want it is always good to visit the company’s website that you want to work for and view jobs that they have available. 
When you do find a job that your interested on the company’s website, the first thing to do is look at the job description. 
On the job description you will be able to see what the requirements are for the job, you will then be able to match your skills with the skills that is required on the job specification.
When you find a company that you want to work, and they have a vacant position that interest you, and if the skills on the job specification matches the skills you stand a good chance of getting the job.
To increase your chance further it is also a good idea to email the manager of the department with a covering letter including your CV. You should write about why you feel that you’ll be suitable for the job in your covering letter and the skills that you have and also any previous experience on doing similar work.
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I will know write about few things that you would need to know, when you passed the application process and get called for a face to face interview.
I always prepare for an interview by finding out as much information about the company and my role when I join the company as possible. This is always a good idea to find out about the company because it is always granted that the interviewer will ask you about what you know about the company, therefore doing a bit of research about the company could help you answer that question. It is also a good idea to talk about their company as even if they don’t ask you to, it shows that you know about the company and enthusiastic about working for that company.
I used to get very nervous before I want for an interview, and one of the things that I learnt over the years to overcome that nervousness is to turn it into excitement and look forward to the interview. That way I feel more confidant and go to the interview in a more positive attitude. 
I have also over the years learnt that to increase your chances of doing well in the interview, you need to think about not what the company can offer you, but what you can offer the company. Having that mind set gets you thinking about what you can do for the company and the reasons why you should get the job, by thinking this way it also increases your confidence. I always find that the interviewers pay attention to when you discuss your skills and what skills that you can bring to the company that will be beneficial. I find that when I talk about  how my skills and experience can benefit the company I get a very good vibe from the interviewers as they can see that I am thinking about the company and want to progress within their company, and all employers want to know that if they offer you the job you are someone who will be joining them for long term. It is always a good thing to show let the employers know that your looking for long term commitment and want to progress in their company. 
Apart from finding out about the company and preparing answers to what questions you think that you might be asked, there is one more very important think that you should do.
That is dressing to impress, it is been said that an interviewer decides if they like you within the first 7 seconds of you walking into the interview room. This gives you a window of 7 seconds to impress the interviewer before you even start the interview. If you can nail this the rest of the interview should go smoothly. 
Here are few tips that I find works for the first impression. 
1. Make sure you dress smart. Appearance is very important and therefore if you’re going for an office based position you should wear a dark grey or charcoal suit with a white short and a grey tie. I find that these colours are very safe and makes you look very sharp. I would suggest not to wear black suit or colourful suits to an interview.
2. The second thing to do is make sure you get to the office at least 15 minutes before the interview, but at the same time don’t go there 45 minutes early as the interviewers would not be ready for you and that might work against you.
3. You should know where the place is and if possible try to make the journey to the place of interview the day before at the time that you should be the on the day. This will give you an idea of how long it takes you t get there, and you will know where the place is. It is always a good idea to do a dummy run before the interview day because you will know where the place is and how long it takes you to get there, and therefore you will have one less thing to worry about on the day.
4. Lastly when you go into the interview room greet the interviewers with a smile and a firm hand shake. A firm handshake is a good way to show that you are ready and confidant, and smile is always good to greet with as it is catchy and the you will get a smile back from the interviewers. Exchanges smiles is a very good sign as it puts yourself and the interviewers at easy and this may lead to the rest of the interview going much more pleasantly. 
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To sum up my report on developing your personal skills and finding the career of your choice.
You need to be aware of your strengths and the skills that you have and think of situations where you had to use these skills, this will be good as you can reflect on these experiences and think of what went well and what you might to differently in future. Remember confidence is the key to success and therefore gain that self-confidence. 
Write your skills down and when looking for a job match your skills with the skills that is required on the job specification. 
Explore company’s website that you are interested in working for and see if they are advertising for any positions. 
Accept that you will make mistakes, and no one is perfect this will help you become more confident as you will not be afraid of making mistakes.
Do not be shy about giving yourself credit for your achievements as you only have one chance to impress the interviewers with your achievements and skills so don’t hold back. 
When you go for the interview think of what you can offer the company and don’t think too much about what the company can offer you. That you will be more focused on yourself and what skills you have.
And finally, be papered you can never be too prepared so do as much research about the company as possible. Prepare your answers by anticipating what you might get asked and practice answering them before the interview.
Now that you know the interviewers decide whether they like you or not within just in 7 seconds, make sure you impress them in that time by looking sharp with a smart suit on and shaking their hands firmly with a smile on your face. 
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