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1. Introduction

The purpose of this report is to establish how I develop my career plan and make myself more employable. So far what I have achieved in my life was decided by my parents and my husband then after more of what life continues led me to! I did not plan or set a goal for myself. As you read on, you will come to know how I have evolved as a person and how this module Professional Career Development has helped me to grow and plan a career path. Now I am in a stage of my life, I can set goals and achieve them, with less hindrance to stop my plans. With life ups and downs I have acquired knowledge and confidence to handle whatever obstacle may come, I can overcome and stay focused to accomplish goals. To recall so far what has happened and what direction life is leading. Using a lifeline, I will demonstrate a clear picture.

[bookmark: _Toc80981892][bookmark: _Toc81160251]2. My Lifeline
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Figure 1: Lifeline (Diagram- Author)
My lifeline shows my achievements or what I have done in my personal life. Some of the events impacted positively and some events have a negative effect. It contains less professional career, which leads to my present stage of life, where I want to concentrate more on professional development. 


[bookmark: _Toc80981893][bookmark: _Toc81160252]3. Reflection

Gibbs reflecting cycle shows the structure of learning from experiences. Examining what people experience, breaking the encounter into 6 different stages of learning and reflecting, things that went well or did not go well. Reflecting on matters can help to learn and understand the situation to get better results. Using Gibbs learning reflecting model, I can improve myself and reflect on the interview role play.

[image: intercultproject Intercultural encounters often provide opportunities for  reflection. A helpful resou… | Reflective teaching, Reflective practice,  Reflective essay]
Figure 2: The Reflective Cycle (Gibbs,1988)

[bookmark: _Toc81160253]3.1 Role Play: Interview

I had the first-hand experience of Roleplay, being interviewed in a realistic professional manner. I had to choose a job title and do research on the job, the skills needed, and the qualification required. I had to fill a job application form. It is essential to be aware of what kind of questions the interviewer might ask. Making sure to answer in a professional context. I had to get 5 questions ready for my partner chosen job role. It was quite interesting to find relevant questions for the interviewee to answer, as I was the interviewer. However, it was an awakening experience of how the 2 different feelings and emotional sense changes. I was more confident playing the interviewer role than the interviewee. My whole demeanour changed as an interviewer. Being the candidate answering questions was daunting. I comprehend, I still have a long way to go to be more confident and knowledgeable of professional skills. I will use the knowledge of many different tools that I have acquired during this module, to enhance my professional skills in the world of work.     
                  
[bookmark: _Toc80984481][bookmark: _Toc81160254]3.2 Reflecting on Role Pay

After reflecting using Gibbs 6 stage cycle I must pay attention to those key areas to develop more as follows:
Description: Online face to face, Job interview 
Feelings: Nervous, not confident, keeping eye contact, not mumbling, answering correctly, voice tone, keep answers short and precise.
Evaluation: of what happened: good eye contact, the equipment worked, tone good confidence to answer, asked questions at the end, long answers, repeating, not used many academic words.
Analysis: Not good enough to get the job, not the outstanding applicant, interviewer felt I am not confident, I am nervous. Needed to relax more, wondering answers were good enough for the purpose. Did I answer the key points? Was I able to make them believe the ability and skills I have? Thinking what the interviewer thought of me, was it obvious my tenseness did I smile enough. I need to relax more and practise talking professionally.
Conclusion: Needed to be for focus on my skills and what I can offer them. Not repeat use different words to describe my skills and ability. Smile more. Be more confident in appearance and posture. Practise relaxing in a tense situation. Understand the question take a few seconds to answer.
Action plan: Do more research, practise interview questions, find and learn academic words to demonstrate my attributes. Give an example of relevant experience. 

[bookmark: _Toc81160255]4. My Career Plans

By completing this course which will be the most up to date academic qualification, I would like to plan and give myself goals to develop professionally. Presently working as a customer service assistant at a catering company. The job requires good communication skills, problem-solving skills. I had to learn to operate the computers, machines and how to update company websites as and when we make changes to our prices and products, keep customers informed of all changes. This Module identified what Employers look in an employee, having these traits will make me more employable to any organisation. (Indeed Career Guide, n.d.)
· Loyalty- key attribute, prove me trustworthy and committed to the organisation.
· Dependability- commitment to follow deadlines, completing tasks consistently.
· Eagerness to learn- look for an opportunity to learn more, dedication to better myself.
· Problem-solving skills- brainstorming, pinpoint and recognize obstacles/ problems and find effective solutions to resolve issues.
· Positivity Determination- persistence, being equipped to overcome challenges to accomplish goals.
· Enquiring – critical thinking abilities.
I have already demonstrated a lot of my traits and attribute. I have been a loyal, persistent, adaptive, portrait reliable team worker. During the most difficult time of the Pandemic, I went out of my way to work and was available to do extra hours to keep the business open and running smoothly. Now I am more confident doing it. I have made a lot of beneficial changes to the company since I started working with them. Some of the skills are discussed above and below. (Hale and Whitlam, 1999)

[bookmark: _Toc81160256]5. Self-Motivation

Ability to take own initiative to exhibit goals. Push yourself to complete the task because you want to achieve and not someone else asked you to. To stay focused and determined on the target, during difficulties, not giving up is self-motivation. 
I wanted to be a Nurse. Unfortunately, due to my circumstances never had the chance. I work over 25 hours a week, I am a hands-on mum with a lot of family responsibilities. I motivated myself to register for this course. My lecturer must feel the keenness I have toward learning during our lessons, I have 100% attendance and always participating, asking questions in all my classes. I recall on the second session lecturer Anita said, “can I have someone else answering and asking questions, not Rupia” my true example of self-motivation. I like setting good examples to work colleagues and family members. I Value time, get inspired by little things and encourage others to do better. 



[bookmark: _Toc81160257]6. VAK Learning Styles


Every individual learns differently. Some can be Visual, need of seeing things to absorb and learn. Some can be Auditory who need to hear and absorb information to learn. Others need to do something with the things to learn they have a Kinaesthetic learning style. (Lemire, 2002). Reflecting on my early age I was more of a Visual learner; I was fast with sharp memory. After doing the VAK quiz, I realized that over the years my learning style has changed from Visual to Auditorily style, it is correct as now days even something I cannot see but hear, I can create an image or scenario using my judgement and experience I still learn and remember. Studying this course online is more of an auditory learning style. When I started my new job early Pandemic, all I was told verbally and pointed out was the key duties that I needed to do and maintain. 

[bookmark: _Toc81160258]7. Personal Development 

Self-awareness, a process of internal ideals and values. Ability to know how my actions impact others around me. I am a self-perfectionist who believe always room for improvement. Reflecting on my action and words, what makes me happy, sad, angry, helps me stay in control of my emotions and behaviour. Self-awareness is for me being a better human. There are many tools and methods, like Swot and Johari windows. Johari windows a self-awareness tool, which highlights the key points of an individual’s personality and habits. It shows how well you know yourself internally and what others think of you. Can make aware of self-worth. 

	
	Known to self
	Not known to self

	Known to others
	Education, ability to do the job, qualification, skills. Personality. I am very cheerful, friendly. I am very loyal. I am passionate about my role in the company. I have a close understanding of company directors. My family.
	what some colleagues think of me if they will support me if things go wrong.

	Not known to others
	What I fear, my thoughts about them, what I like or dislike about them. I would speak out even if there is a chance of losing the job. I know they underestimate me sometimes; How I plan to take over the business in the future(ha-ha).
	If I am going to stay there when my situation changes, how long do I intend to work there. What my future holds in the company. As things are changing at home how long I can adjust the work timetable l to stay in the firm.


(Diagram-Author)

[bookmark: _Toc81160259]8. SWOT

Strength, Weaknesses, Opportunities, and Threats, a tools which can be used for an individual or business. By analysing these four aspects, you can reduce chances of failure, have a better understanding of what you are lacking, eliminating hazards, craft strategies to progress. To know my Strength and Weakness in more detail I will do my SWOT analysis. Which will clarify the areas I need to concentrate on and revise.  

	STRENGTH
	WEAKNESS
	OPPORTUNITY
	THREATS

	Very easily can adapt to the situation, great team worker, punctual, good communication skills, ability to follow instruction, work independently
	Lack of academic skills, not confidence in presentations, lack of research skills. Slow on writing and IT skills, too quickly trust people
	Study while working, the chance of promotion, opportunity to take partial. Can carry on further studies.
	Always putting others before myself, give too much priority to commitment and overlook my well-being. Also, weakness can become a threat.


[bookmark: _Hlk80465101](Diagram-Author)

Swot results Evaluation: focus on areas l need to develop to be more employable. Research and design strategies to eliminate the threats. Convert weakness to strength. Some of the ways I can help myself is to take computer class, watch educational YouTube video on IT, computer key functions, how to use different tools which makes easier to be more organised and save time. Do a lot of writing using computers to learn type faster. Read books to be more confident making decisions professional way. Learn to say no and put me first where l can. Need to organise me, find time to do my hobbies, which can strengthen me within. 
[bookmark: _Hlk80464854]
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	NAME

	Rupia Hussain 
	Target Job 
	Manager



	PERIOD
	From: August 2021
	To: March 2021



What Skills do I need to achieve my goals?
	Skills




Leadership skills, 
Negotiation and persuasion skills, Commercial awareness,
The ability to work under pressure, Organisational skills.


	How will I get them?



Practise at work, maybe do a short leadership course. Read books, magazines, Do research, Work on a busy shift.
	What resources or support will I need?


Time off work, to attend the course, 
Buy books, borrow from the library. Be available for busy periods. Technology equipment. 
	What can prevent me from achieving my goals: 

Work commitment, personal responsibility,
Financing, Covid-19, 
Health condition. 
	How long should it take 


6-12 months,
Review mid-terms to see progress. 


(Diagram-Author)



[bookmark: _Toc81160261]10. Conclusion


I am going to be SMART! set Specific Measurable Achievable Realistic Timely targets. SMART is a tool that can assess to calculate methods and provide clear direction to achieve goals. (MindTools, 2021) 
A year ago, I was not even thinking about any career, because of my low self-esteem, the main reason being I never put myself first, never actually listen to my inner voice, my ambitions never focused on my potential.  But after starting this course myself confidence has evolved, by educating myself, got the courage to go further to do level 5/6 next year.  Professionally way forward would be to work up within the company I am working at present, great opportunity for promotion to a managerial position. (Smith, 1963) I have already made my place in customer service. I have bonded well with the rest of the team members. I already showed my critical and creativity by making decisive changes in the company which are going well. I have displayed well orderly routine and managed to work during chaotic times. The managerial role would be my ideal specific and measurable goal within my time set of 6-12 months. (Corporate Finance Institute, n.d.) Enjoying the job is another reason for motivation and focus, which will increase the chance of achieving my professional goal expeditiously.
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Job application forms (Role Play)
	
Position Applied For 

	Social service :Key worker.

	
How did you learn about this vacancy?
	[bookmark: _Toc80979185][bookmark: _Toc80980923][bookmark: _Toc80981894][bookmark: _Toc80984482][bookmark: _Toc81153658][bookmark: _Toc81160264]Local council website. 



	1. Personal Details

	Title
	
Ms

	Surname
	
Hussain

	Previous Name
	


	Forenames
	Rupia


	
Address

	
Bromley 
Kent
England




	Post Code 
	
BR1 2VO

	Telephone number
	01785648590

	Mobile No
	07934657867

	E-mail address
	2010133@student.uwtsd.ac.uk


	National Insurance
Number
	
HE775500O
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	Do you hold a full, clean driving license valid in the UK? 

	Yes
	Yes
	No
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	Yes
	No
	



	[bookmark: _Toc80979187][bookmark: _Toc80980925][bookmark: _Toc80981896][bookmark: _Toc80984484][bookmark: _Toc81153660][bookmark: _Toc81160266]2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	[bookmark: _Toc80979188][bookmark: _Toc80980926][bookmark: _Toc80981897][bookmark: _Toc80984485][bookmark: _Toc81153661][bookmark: _Toc81160267]Current or Most Recent Employment
	
	

	Employers Name
	Paprika Catering Services

	
Address

	Sidcup
Kent
UK

	Postcode
	SM1 3LE

	Job Title
	Customer Relation Manager

	Dates of Employment
	From

	November 2018
	To

	 Present

	Reason for leaving
	
	Salary
	16K Annum

	
Brief outline of main responsibilities and key duties
	Confirming contracts, Orders, meeting new clients, arranging food testing session, Dealing with customer Complaint. Answering telephones, managing stuff schedule, dealing with all aspect of administration.






	[bookmark: _Toc80979189][bookmark: _Toc80980927][bookmark: _Toc80981898][bookmark: _Toc80984486][bookmark: _Toc81153662][bookmark: _Toc81160268]2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	[bookmark: _Toc80979190][bookmark: _Toc80980928][bookmark: _Toc80981899][bookmark: _Toc80984487][bookmark: _Toc81153663][bookmark: _Toc81160269]Current or Most Recent Employment
	
	

	Employers Name
	St David primary school

	
Address

	Bromley 
Kent
England

	Postcode
	BR0 8LY

	Job Title
	Classroom Assistant

	Dates of Employment
	From 

	September 2015
 
	To  
	2018 September

	Reason for leaving
	Needed to change working hours
	Salary
	18K Annum

	
Brief outline of main responsibilities and key achievements 
	Key worker for special need child, dealing parents quarries, liaise parents. Work with groups of children, prepare for class in advance. Keeping records of children reading books. Minding class schedule, helping with P.E session. Feedbacks to the leader.   





	[bookmark: _Toc80979191][bookmark: _Toc80980929][bookmark: _Toc80981900][bookmark: _Toc80984488][bookmark: _Toc81153664][bookmark: _Toc81160270]Previous Employment
	

	Employers Name
	Family Carer

	Job Title
	Care Key Worker

	Dates of Employment
	From 
	2011 July
	To 

	2016
February

	Reason for leaving
	Care Ended Client passed away
	Salary
	12K Annum

	
Brief outline of main responsibilities and key achievements 
	Full daily care, transporting to hospital, Attending Doctors appointment, keeping dairy of daily care and medicine, checking blood sugar, weight, Diet, consulting with health care department. Planning and managing care plan. 




	[bookmark: _Toc80979192][bookmark: _Toc80980930][bookmark: _Toc80981901][bookmark: _Toc80984489][bookmark: _Toc81153665][bookmark: _Toc81160271]Previous Employment
	

	Employers Name
	Cocksi Kids Club

	Job Title
	Play Worker

	Dates of Employment
	From
	2009 June
	To
	December 2011

	Reason for leaving
	Became fulltime Carer
	Salary
	14K Annum

	
Brief outline of main responsibilities and key achievements 
	Afterschool club, picking up children from schools, planning educational daily activities, in charge of bubbles, making evening snacks, write reports for parents. Dealing with other admin work.




	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates if successful.

	

	[bookmark: _Toc80979193][bookmark: _Toc80980931][bookmark: _Toc80981902][bookmark: _Toc80984490][bookmark: _Toc81153666][bookmark: _Toc81160272] Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	9 GCSEs
English
Maths
Science
Art & Croft
Bangla
R.E
Graphic Design Technology
History
Music

Learnt to speak 4 languages- 
	1996
	GCSE

	
A
C
C
A
A*
B
C
D
C
	Secondary School



	[bookmark: _Toc80979194][bookmark: _Toc80980932][bookmark: _Toc80981903][bookmark: _Toc80984491][bookmark: _Toc81153667][bookmark: _Toc81160273] Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Certificate of Higher Education in Workplace.
	2021
	4
	Distinction
	University of Wales Trinity St David.



	[bookmark: _Toc80979195][bookmark: _Toc80980933][bookmark: _Toc80981904][bookmark: _Toc80984492][bookmark: _Toc81153668][bookmark: _Toc81160274]Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Teaching assistant 


GNVQ Health & Social Care
	2006


1997
	1-3


2-3
	Merit


Merit
	City& Guilds

City& Guilds



	[bookmark: _Toc80979196][bookmark: _Toc80980934][bookmark: _Toc80981905][bookmark: _Toc80984493][bookmark: _Toc81153669][bookmark: _Toc81160275]CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	Trained to be Dancer teacher
First Aider
Play worker
Community support worker









	2000
2011
2011
2018 to present




	[bookmark: _Toc80979197][bookmark: _Toc80980935][bookmark: _Toc80981906][bookmark: _Toc80984494][bookmark: _Toc81153670][bookmark: _Toc81160276]4. Interests and hobbies
[bookmark: _Toc80979198][bookmark: _Toc80980936][bookmark: _Toc80981907][bookmark: _Toc80984495][bookmark: _Toc81153671][bookmark: _Toc81160277]Please provide details of your hobbies / leisure activities / voluntary work

	
Art & Craft, Drawing, Sewing, Swimming, Dancing, Walking, Watching Disney movies, like thrillers, suspense movies, spending time with Elderly people. Love recycling materials to create something different. Love Keeping things tidy and clean.
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[bookmark: _Toc80979200][bookmark: _Toc80980938][bookmark: _Toc80981909][bookmark: _Toc80984497][bookmark: _Toc81153673][bookmark: _Toc81160279]Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	[bookmark: _Toc80979201][bookmark: _Toc80980939][bookmark: _Toc80981910][bookmark: _Toc80984498][bookmark: _Toc81153674][bookmark: _Toc81160280]References (Current or most recent employer)
	

	Name of Referee
	Jay Qureshi

	Job Title
	Business Owner

	Employers Name
	Paprika Catering Services

	
Address

	Sidcup
Kent
UK

	Postcode
	SM1 3LE

	Telephone Number
	01870- 846593
	Ext. Number
	

	E-Mail Address 
	Jayqureshi75@gmail.co.uk

	Are you willing for this referee to be approached prior to interview?
	Yes           



	[bookmark: _Toc80979202][bookmark: _Toc80980940][bookmark: _Toc80981911][bookmark: _Toc80984499][bookmark: _Toc81153675][bookmark: _Toc81160281]References 
	

	Name of Referee
	St. David Primary school

	Job Title
	Office secretary

	Employers Name
	Mrs J Jonas

	
Address

	Bromley 
Kent
England

	Postcode
	BR0 8LY

	Telephone Number
	0208 985088
	Ext. Number
	4321

	E-Mail Address 
	jones@stdavidprimaryschool.ac.uk

	Are you willing for this referee to be approached prior to interview?
	
Yes          



	6. Reason for applying

	

	[bookmark: _Toc80979203][bookmark: _Toc80980941][bookmark: _Toc80981912][bookmark: _Toc80984500][bookmark: _Toc81153676][bookmark: _Toc81160282]Please detail below reasons for applying for the position including your skills, experience and attributes.

	I think I have qualification and ability to do the job well, as I have a lot of experience working with adults and children. With my skills and knowledge, I can make and influence clients in good way. I have advantages of speaking 4 languages: English, Bengali, Hindi, Urdu.
I would bring diversity to the organisation; I have experience working in the community, families in different and difficult situation and culture.
I have acquired many core skills for the job, Good listening and communication ability, Managing complex situation, in a calm and professional manner.











	Please specify how you meet the criteria for this role.

	I worked in 
· I worked as a career.
· I am still involved in community support work
· I worked in schools 
· Have experience of working with special need.
· Speak many languages which can be very essential when getting involve with different background and culture people/family
· Experience of working in different settings and cultured people
· I am an individual, eager to learn and give back to others. I am confident I can change people’s lives with my prismatic personality. 
· I can work in team or independently.
· I can handle paperwork as I have admin work experience
· I am good listener and strong-willed individual















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:                                                                                                                 Date:07/07/2021

Print Name: Rupia Hussain








12.1 Role play

TASK-1 INTERVIEWER – Rupia Hussain ID:2010133

Applicant (partner): Mihaela Daniela Pana ID: 2008107

Hiring position John Lewis - Managerial role for Sorting and dispatch of Parcel Delivery

Interview questions

Hello Mihaela, how are you, hope you didn’t have any trouble getting here.
Make yourself computable.  I will be asking you some questions to find out more about you. If you have any question at the end you can ask.

1) Tell me what management skills and experience you possess?

2) How would you improve the efficiency of the warehouse?

3) How would you manage the risk assessments in the warehouse?

4) What kind of training would you recommend for the staff you manage?

5) How would you insure the goods are monitored in and out of the warehouse accurately?







Give Mihaela chance to ask questions at the end of the interview.
her questions at the end of the interview:
1. What are the biggest opportunities currently available in the company? Next position I would say is the moment is bit like managers, but you watch over more than 1 warehouse, almost like a director.
2.Do you have a bonus in place for managers? Yes, we give out bonus/ gift cards to acknowledge your overall performance over year.

My last questions to the interviewer: Mihaela 
· When do I start if I get the job?
· Are going to provide any additional training?


12.2  Reference: Role Play.

[bookmark: _Hlk79581853]1. Lifehack. (2017). You’re Paid to Work, Not to Endure Verbal Abuse. Don’t Be Intimidated. [online] Available at: https://www.lifehack.org/590585/youre-paid-to-work-not-to-endure-verbal-abuse-dont-be-intimidated.. Accessed 8/8/21.

2. Indeed Career Guide. (n.d.). Employability Skills: Definition and 10 Examples. [online] Available at: https://www.indeed.com/career-advice/finding-a-job/employability-skills. Accessed 8/8/21.

[bookmark: _Hlk81161257]3. TOP 7 Interview Questions and Answers (PASS GUARANTEED!). (2018). YouTube. Available at: https://www.youtube.com/watch?v=umQKkcBPL08. [Accessed 01rs Aug. 2021].

4. www.youtube.com. (n.d.). Top 30 Interview Questions - From a Recruiters Hiring Playbook. [online] Available at: https://www.youtube.com/watch?v=B_LmCruLjis&t=1235s [Accessed 01rs Aug. 2021].
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