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1.Introduction
This report is about all the test tools that I have learnt in class for the last 9 weeks such as the test knowledge on professional career development, the career motivation test, the psychometrics MBTI test and the career aptitude test. Also, the report would include the insights gained from test I have conducted in class and how it will relate to my future career goal, the importance of jobs advert, submissions of job applications and how to take steps to prepare interviews.
My career goal would be to secure a better position as a hotel Housekeeping Team Leader leading to management role as a Housekeeping Hotel Manager when I will achieve all my studies. When it comes to career goals, individual circumstances for example like wages and qualifications are very important while working. You have to make sure that the goals you have set are achievable but very demanding ideally for your own circumstances and have positive results. (Ginac 2007).
Being organised would help me to be able to grow and improve professionally. I like new challenges and new opportunities offered to me and I would be able to assume responsibilities given to me. I have always wanted to be in the management field working as an hotel manager or managing a big organisation and that would help build a solid career. To be able to achieve all that, I need to focus on improving my communication, managements, and leadership skills through education and earning a good degree. My next step would be to apply for small leadership, team leader roles and working my way up to a managerial position.
A. The self-awareness test tools learnt in-class

2.Self reflection
Self-awareness is important because when we have a better understanding of ourselves, we can experience ourselves as unique and separate individuals. Self-awareness is most defined as being conscious of one’s own character, characteristics and/ or feelings. By improving and identify my strengths, I can make changes on area where there is a weakness. 
Self-awareness is the foundation for creativity and indifference; it generates the confidence to take the necessary action when new opportunities are presented. When we become self-aware, we become more understanding of others and it is this understanding that generates effective communication. (Flanagan 2013)
 The Johari window can be looked at as the concept that helps people better understand their relationship with themselves and others according to Mulder (2017) (see Appendix 1). It comes with four basics form of self, such as know self, unknown self, hidden and blind self. Joseph Luft and Harrington Ingham created this technique and wanted to solely focus on helping people have a better relationship with themselves as well as others by being able to understand them better; this works better within help groups. The benefits of Johari window are  from the information I gather from colleagues and families, about my open self, I am a hard-working person, shy, I am a good leader, very helpful, easy approachable , I have good at being organised, a good time management proactive, attentive and punctual. When it comes to my blind self, I am very loud. I have conducted a test about my professional career development (see appendix 2). 
I have learnt the reason why elevator pitch is very important in the professional career development. It establishes a precise statement of an individual, interests, experiences, that can be used formally and informally professionally, and it consists of communicating a clear, brief and commercial message. (Gaffey 2014)
The elevator pitch is seen as a slang saying in order to describe a brief speech which would typically outline main ideas; the use of the term ‘elevator’ refers to the thought that the speech should only take around 20 to 60 seconds as in an elevator it wouldn’t take that long to get from one place to another. 
An important test that I have conducted in class was about to know about my 16 personalities psychometrics MBTI, being a defender type  has helped  me know about myself, my qualities, my strengths, abilities as a person to be able to achieve my career goal and improve where I am very weak. As a defender I tend to take things too personally. It will help me be for successful for a win-win situation, and I tend to choose empathy over judgment whenever possible.
I see myself as a person who like to help people, I like to share my knowledge that I have learnt to help others who needs it. I am a very supportive person. Most of my friends and family find me more relax, patient, reliable and I always make sure to finish a task that I have started and set my goals.  I am very loyal, hardworking person and this will help me in my career goals and future.   (see appendix 3). 
The MBTI is defined as ‘Myers- Briggs Type Indicator’ which overall is a self-report questionnaire that refers to different psychological preferences in how people would go about making decisions within society. From this self-engaged questionnaire, the person can find out what personality they have that dominates from the following sixteen; The ‘Inspector’, ‘Counsellor’, ‘Mastermind’, ‘Giver’, ‘Craftsman’, ‘Provider’, ‘Idealist’, ‘Performer’, ‘Champion’, ‘Doer’, ‘Supervisor’, ‘Commander’, ‘Thinker’, ‘Nurturer’, ‘Visionary’ and ‘Composer’. (Mallari and Pelayo 2017)
According to Allen and Day (2004), a career motivation is compromised of three careers such as career resilience, insight and identity, which consist in believing in yourself, able to take risks, adapt to new changes, establishing new career goals.
A career motivation test was conducted in class (See Appendix 5), the result states that a tycoon personality is bound to be successful no matter what challenges they faces, I can relate to that as I always see myself trying hard to achieve what I want in my life  to be successful. 
Also, a career aptitude test was conducted in class, based on the result, my personality type is a conventional type See Appendix 4). By knowing that I am a conventional type, I can relate to that as I am  quiet, careful, responsible, well organised and task oriented person and that will help me choose my career that matches my preferences and will increases my chances of being successful in the future. 
A career aptitude test is a test that evaluates what a person might be good at depending on the answer’s given within the exam. It is typically done through a computer programming to determine how a person or the candidate would suffice to hypothetical problems that are given to them. (Mian 2020)

3. The relevance of the insights gained from test conducted to your career aspiration/progression
According to Straw (2017), a career progression is the process of making progress to a better job, gain more experience, expertise, qualifications, increasing skills and abilities. It also further develops to how a person can manage circumstances, both foreseen and unforeseen, in order to reach the personal goals through moving past events that can occur. By achieving all my studies and get all the qualifications, I will be able to progress further and be able to work as an hotel manager, by gaining more leadership and management responsibilities and that would make me achieve my future goals that I have worked so hard.
Few of the test conducted in class will help me to progress in my career. By doing a test on my professional career development, I will know what career path I must follow in order to progress in my future. I will have to make sure to prepare myself for an before I go for an interview, have all the documents ready and I have to make sure that I have filled the correct application form for the job I have applied. 
Overall, making sure that I know what the company wants of me before I go for the interview; this may also be brushing up on my knowledge of the company or brand that I have applied for.  My career progression is very important to me as by doing the test conducted, I will be turning my weakness to a strength, and having good attributes like values, personalities and principles will play a good role to be able to achieve my career goals. By being professional, it will help me being employed and employers will take me and the job I will be doing seriously.
A career path can be understood as an established method to career planning for any individual choosing to acquire a first job or to improve skills for different or better job opportunities. I have done different jobs and by doing so, it did help me to be confident in myself, to gain more experience, and to be a good at the job I was doing, it has improved my skills , and I will continue to follow my career path to be better, successful and achieve all my studies.
This also refers to the various job opportunities that a person can go through within a company that should be included and considered within a career path plan. To be able to reach your career goals, an action plan must be in place to identify occupational interests, determining education and training needs. (Dupree 2017).
By being a defender, I should be good at supporting my co-workers, customers. When there is a problem at work or between friends, I usually intend to calm the situations find a better and practical solution and be appreciated and thankful. I am very good at remembering things I should be doing daily and that brings a good value to my day job task, I am very good at planning my week ahead to get the job done. I am a hardworking and dedicated person to be able to achieve my work smoothly, whether I have few ups and downs, but I will always try everything with my power to do my job accordingly. My colleagues found out that I am very good at helping others, open minded too. I can typically be viewed as the person within a workspace or friendship that can be leaned upon by others for support; whether it be emotional or on the lines of finding out how to solve an issue that others could possible find difficult. Because of this, my peers and colleagues may view me as an optimistic person who tries to find the best out of every situation.
B. In class focus recruitment
My motivation about finding a better management role as a hotel manager would be to support my family financially. Some of the things I will have to pay for would be for example, universities fees, childcare fees, provide housing, foods and pay bills. I would like to be successful in my career and the freedom to be able to do what I want in my life. Adding on to this, I want to attain a job that pays for my bills which would allow me to live comfortably within society.
As a homework conducted, I had to apply for a job. The job I have applied for was Housekeeping Team Leadership within the NHS. 
According to citizens advice (2015), the benefit of a job being advertised is for candidate to find out about a job that they can apply and allow the recruiter to choose the best candidate.
There is a lot of ways to find jobs such as open days employments, jobs fair, networking like LinkedIn, CV library, indeed, monsters, searching online and jobs advertised online or newspapers. Another way to apply for a job is to go directly into the shop or building you are trying to apply for with a curriculum vitae in hand and asking them if there are any jobs available. More times than not, there may be a job that is available within the store that hadn’t yet been disclosed on job websites. 
The importance of the job advertised is to attract the right candidate for an open position also is to inform potential job candidates about a new opening and attract them to apply.  I have applied for a job from the NHS jobs careers website, the job I have applied included the job description (see appendix 9) and person specification (see appendix 7), I’ve made sure before applying that the job that I have had my curriculum vitae (see appendix 10) up to date, a cover letter (see appendix 8 ) sent to the employer and  that the job I was applying was the right one for me with the qualifications, skills and experiences that I have. Before I apply for a job that I am interested, I need to find out about the organisation, do some research, so that I have a clear ideas how to the organisation train their staff , the atmosphere of working there and what are their policies and procedures and I will decide whether I want to work for the organisation or not.
According to Morgan (2017), a curriculum vitae is a document meant to convince an employer who you are, it briefly summarises a person’s character, qualifications, experience and education for an employer to look over in order to see if the candidate is fit for the job. A cover letter is used typically as a sort of introduction to the curriculum vitae for an employer to overview that details what job they are applying for and such. (Morgan 2017)
By having a Curriculum vitae summary, it has help me to quickly and concisely convey my skills and experiences. Some company requests the candidate to provide one-page CV when they have lots of applications to deal with, according to Doyle (2019).
Curriculum vitae are typically one or two paged as they are short and precise in order to give the employer exactly what they are looking for without having to search in between the lines for them. Nowadays, curriculum vitae’s are known for stating availability of when a candidate is available to work when applying for the position as it allows the employer to see whether time would be wasted setting up an interview and sometimes the availability is not up to the company standards, meaning that the employer is able to reject the application more sufficiently. When I was writing my curriculum vitae, it was important to organise the work experience and qualifications in chronological order. At times, the longer I have stayed at a previous job, the more the employer believes that I have experience working within that field and the working industry in general; this could correlate to the likelihood of getting a job quicker. The benefits of having a curriculum vitae are applying for jobs, also helping me to identify any weakness in my skills, work experience of qualifications. Another strength of having a curriculum vitae is that it allows me to show my experience, skills and any achievements that I have had a success of attaining. 
It is also something that I can expand with time as within this generation, the internet is easily accessible so most curriculum vitae are done online so that they can be sent off to companies easier; using the internet. Curriculum vitae are always able to be adjusted and altered, so I can never have an outdated curriculum vitae which may affect my chances of getting a job in the future. It allows me to reflect on my career to date, for instance seeing if I have achieved any targets that I previously set for myself. Refreshing my mind before a job interview; I constantly have a document at hand or electronically to refer to when asked a question within a job interview.
I have learnt in class what the curriculum vitae should include, how to write a good cover letter and why it is important to know about yourself by writing about the Redbox, meaning how to brand yourself to stand out from the crowd.(see Appendix 5). A person specification is a description of the qualifications, skills, experience, knowledge and other attributes (selection criteria) which a candidate must possess to perform the job duties. Also, according to Irwin (2004), a person specification (otherwise called a personnel specification) is normally written related to the set of working responsibilities. The set of working responsibilities portrays precisely what completing a specific activity job includes. The person specification is then created as a profile of the perfect individual for that activity. It characterises the experience, capabilities, and individual qualities that the activity holder needs to have in the event that they are to complete the work effectively. It ought to likewise remember pertinent data for any unique requests which the activity makes on the worker.
The person specification has to be obtained from the job description and forms the foundation for the recruitment process. I have filled a job application and included my curriculum vitae, a cover letter and a personal statement. Creating a curriculum vitae had proven a bit of a difficult task for me as due to my hiatus in the work force, I had an employment gap that I wasn’t able to fill, so I had to make my personal statement more engaging to throw the attention away from the experience I have from the places I had previously worked. 
According to Tolar (1988), a personal statement of an individual detailing all the skills, qualifications, career goals they have in a few sentences for example like a self-marketing piece.
Benefits of a personal statement can include the build-up of confidence in oneself as the person is detailing all their greatest attributes and achievements, in order to create a good impression of the employer. This can also build-up the candidate’s credibility as the employer is able to see what the person excels at and what their downfalls are.  There are few steps to follow when it comes to employment recruitment process before someone is offered a job (see fig 1.) Recruitment is the process of identifying, screening, shortlisting and hiring of the potential human resources for the purpose of filling up the positions within the organisations (Kapur 2018).  It depends from employers how quickly they want to hire a candidate. 
The main aim of recruitment and selection process is to hire the best potential candidate at any cost and it usually start when the position of a job is identified. Another aim of recruitment may be to get to know the candidate’s strengths and weaknesses in order to see what must be trained and what can be strengthened within work hours.
Fig 1. Recruitment Process 

Mock interview
According to Doyle (2019), a mock interview is a simulation of an actual job interview. Mock interviews are used for training purposes in order to provide experience for the candidate by using a conversational exercise in order to make the interview as realistic as possible. By going through a mock interview, the job seekers have the knowledge to know how to practice for the real interview and receive feedback on their interviewing skills. Mock interviews are very beneficial because the jobseeker feel less under pressure by knowing what will happen in the interview. You will be more confident in yourself and you will find out any interviewing weaknesses you have.
 In class, I had a mock interview, I was asked a series of questions to find out whether I was a good candidate for the job I applied for. I did show on time for the mock interview, I did dress appropriately. I felt under pressure, I was very nervous at the interview, I did not know the answer to two of the questions I was asked, I kept stuttering when answering questions. When I was preparing for my interview I was more worried about how I was going to answer the questions, how I was going to be dressed, I should be more focus on thinking what questions to ask , I should have been more confident in myself and the skills that I have and maintain eye contact when answering questions. The mock interview has given me more confidence and I will improve my performance for the interview I will have in the future.
The feedback I received, the impression I gave the interviewer was that I did not firmly shooked hands, smiled and greeted the interviewer and that reflected bad on my interview. It depends on the interviewer to decide whether it was a success or a failure interview just by the first impression given.
The posture I maintained during the interview was very poor. I did not demonstrate a good knowledge about the company I have I applied the job for. I did not speak clearly with a reasonable volume. I was more focused on my strength rather than my weaknesses. I did not understand the company needs and I referenced specific items on resume. I did not display any skills and abilities that was relevant for the position that I have applied. 
[bookmark: _GoBack]If it wasn’t for a mock interview, the company I applied the job wouldn’t have offered me the job. It was really good to receive feedback from the interviewers and I have taken on board what I received from them, I should be more focus on both my strengths and weakness, do some research about the company I have applied the job, understand the company needs and what they are looking for in a candidate and be fully prepared. I should speak clearly with a good volume so that the interviewer can hear me. I am willing to improve, make a first good impression  and be more confident, relax, make good eye contact and believe in myself.
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		Your test results
Thank you for completing our personality test! Here is a copy of your results:
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		Personality type: “The Defender” (ISFJ-A)
Individual traits: Introverted – 69%, Observant – 69%, Feeling – 78%, Judging – 75%, Assertive – 64%
Role: Sentinel
Strategy: Confident Individualism
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Appendix 5
Career Motivation Test - Sample Report
	SUMMARY
INTRO
GRAPHS
DETAILS
CAREER MOTIVATORS

			Many people struggle with the frustration of working in a job that either does not interest them or that does not meet their needs in some other important way. The best way to ensure long-term work satisfaction is to choose a work environment that meets your specific motivational needs. While it is often the case that people have to take whatever job they can get, especially in a tough economy, ending up in a career that is a good match is something to strive for over time.
The result below is an overarching personality profile based on your motivators. It will provide a general overview of what is important to you in a job, and what inspires you to do your best.

	
	

		Your Personality Type: The Tycoon

	

	[bookmark: _Hlk24802557]People with a Tycoon personality are destined to reach the top, no matter the obstacles they encounter along the way. These fearless individuals are motivated to conquer all challenges and beat others to the top. They want power and all the rewards that come along with it - financial security, status and prestige. Tycoons know that to reach the top they have to work their tails off, and they are willing to put all their efforts into their work.
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Step 1
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Step 2
Advertise jobs
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Screen application and
select suitable  candidate


Step 4
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Step 5
Select suitable candidate


Step 6
CRB check


Step 7
Training and induction
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University Hospitals Birmingham

NHS Foundation Trust
4. To be visible

Housekeepin
Undertaken g

gon g‘e ‘shop floor'; monitoring departments and areas serviced by the
= co?r?a|nmem: ~monitoring  work ensuring cleaning tasks are
58 To| undertake & e Dreted in line with the required standards. :

e service js beiﬁc ion of areas as prioritise and carry out a formal} monitoring of
Systems. In both cag Provided and record findings using a Quality Assurance
and users ang apj rose«s ensure fe?edback of findings is reported to staff, colleague

6. To actively Parﬁcapatpna.te corrective actions are effectively taken. i
and deliver rectiﬁ'.:patie Within the Department's management team; helping produce
7. Organise ang panic‘on Plans (where required) where required. ) v
tasks such as strilpa'te in the carrying out and completion of _specxal\st cleaning
Upholstery Shampoo‘i)npmg and re—applying emulsion floor_ polishes, carpet and
Ensure information 9, steam cleaning and sanitary descaling.
recording attendan, on payroll _Systems is correct. Ensure staff are correctly
payments. Book adg?j absen(eelgm is recorded accurately and authorise salary
9. Ensure all staff absl lonal staff shifts prior to authorisation by managers.
where oot ences or attendance alterations are recorded accuratt_ely and,
10.Complete return to. escalé.“ed “_’ Human Resources to be allocated to an advisor.
with the Trust Atta Véork interviews for staff returning from sick leave in accordance
into the workp| Ndance Management Policy; discussing with rehabilitation back
10 M s place aqd to support staff wellbeing.
‘absencelcezn;an;aepdanons of any further action required to manage sickness
12 Undertak Ing to Department Managers where required.
ke stage 1 sickness absence reviews; giving targets and confirming
e appropriate action to resolve poor attendance.
42/|Oana|ge staff where performance issues have been identified such as failure to
mply with the dress code, attendance issues or failure to comply with infection
control prqcedures. Monitoring, recommending and providing information as and
when required at further stage review meetings.
14.Carry a bleep or radio to respond to all calls for the Housekeeping department and
ensure Athat the Housekeeping ‘Hot Line’ is managed; ensuring all calls received
and actions taken are accurately recorded.
15.Tak§ appropriate action directing staff, whether Housekeeping, Deep Clean or
Rapid Response Teams to undertake required duties or informing the department
management when these request cannot be met.
16.Unde{1ake, organise and coordinate with the Clinical Site Team the well-timed
cleaning requests for vacated bed spaces; terminal cleaning of barrier bed spaces
and infection out breaks including patients with MRSA, C Diff, Chicken pox and
Gastroenteritis.
17.0rganise and undertake the laundry of mops and cloths to pre agreed methods;

ensuring all areas have access to all materials required to undertake the duties of
the Housekeeping Services.

18.Organise the ordering and issuing of stores to all areas of the Hospital, organising
our undertaking the transport of items to offsite areas and to liaise and take delivery
from suppliers of items to maintain stock levels.

Page | 2
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19.0rganise and record the laundry of all hospital windows, bed and shower curtains
within the hospital; sending to laundry at the agreed time scale
20.Manage and control the stock of curtains to ensure availability for vacated and

terminal cleaning of barrier bed spaces and [Giecloniottrents

21_Chepk with staff the efficient function of all related machinery and equipment
Periodically check the safety and report and organise the repair of breakdown and
maintenance defects.

University Hospitals Birmingham
NHS Foundation Trust

22.Deliver induction and health & safety training; ensuring
the need to ensure their designated areas, their equipment and Trust property is left
safe and secure and by regularly monitoring and checking of areas. ]
23.Ensure staff personal development needs are recorded; provide advice and
information and feedback against progress where appropriate. ) g
24.Undertake the training, including assessment of competency of staff, in the specific
role and duties expected. Regularly review the ability and performance of staff to
agreed standard and retrain as and when appropriate.
25.Undertake the training of staff in department inductions, waste and health and
safety training. Organise the attendance of staff to local and compulsory mandatory
training sessions whilst maintaining up-to-date records of attendance. 5
26.Participate in interview selection panels for the recruitment of Housekeeping
Assistants to provide judgements on the suitability of applicants. x
27.Ensure that all staff receive regular updates from the Chief Executive’'s Team Brief;

encouraging a good effective framework of management communications,
response and participation from staff..

all staff are made aware of
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