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1.1 Reflection on self awareness 1000
Currently working as a retail staff member in an Asian saree shop, several communication skills are required which I believe I have. These skills are important when working in a team as well as when communicating with customers in order to make sales and give them a good customer experience. I believe I have many skills which are important when in the workplace and when communication with the team and customers. These skills and characteristics were displayed in my Joharis window which is ‘useful tool for illustrating and improving self-awareness’ (Johari Window: Model and Free Diagrams - BusinessBalls.com, 2020). These skills are (figure 1): 
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(Figure 1)



Communication is key in every job and every industry as we will always be working with other people as ‘effective communication can grow brand reputation, consumer trust and save resources’ (Successful Delivery: Communication Is Key | Modern Retail, 2020). Coming from a South-Asian background myself, I find it easy to communicate with the customers as they also generally from the same/similar background. For example, from the moment a customer says hello in a familiar language, I instantly feel confident in communicating with them. This is very important as the needs and requirements of my customers becomes very clear to me. Communicating well with customers who are not of the same background is a skill that I have developed throughout the years as English is not my first language. However, I am literate in the language and therefore this is not a challenge for me in the workplace.  
Working under pressure is another workplace skill which requires communication with other team members. For example, during peak sales seasons such as ‘wedding season’ and summer time, there is a great demand for sarees and therefore these times can be really busy so it is important that myself and the team are able to work well under pressure. This is to ensure that we, as staff members, are not relieved of stress whilst working and can care for our customers well as a result. Product knowledge is very important as it shows a good source of professionalism. Knowing about the products I aim to sell shows the customers that I know what I am talking about and will increase the amount of trust customers have on me and the team. It also keeps my knowledge up to date and different sales seasons have certain trends and it is important that this is known so that customers can be made aware of what is the latest in stock and trend. This is also important for then customers ask questions about the actual products. 
Time management is key as the Asian clothing industry focuses hugely on communicating with customers whilst they are browsing for a saree. Therefore it is important that as a sale staff I am able to maintain and control the time in which I am spending assisting per customer so that other customers are not put at a disadvantage and are not waiting around. An example of this is when customers come from other cities where it is important that they are not wasting their time when they come to the workplace. Basic numeracy  is another skill I believe I am able to use in my workplace. This is required skill because all of the stock is priced individually and there are certain times in which not all of the stock is priced individually. For example, during sales when individual items are sold at discounted prices. Although it may sound very basic and simple, during sale periods customers ask frequently about the discounted prices of sarees and therefore it is a requirement to be able to use a calculator so that these updated prices can be quoted to the customers. Overall, in the workplace I believe I am kind and polite to my customers as well as my team. This is a skill that I strongly believe is not only essential in the workplace, but when communicating with people throughout life. It makes the working environment much more easier and pleasurable to work in. For example, recently a customer did praise my kind approach and it made me feel very happy. 
1.2 Mock interview reflection
In order to prepare myself for the interview, there were a few steps I took to make sure I was ready for the day. I prepared my cv, cover letter and job description. For my cv, I included my personal identity information as well as my most recent and most relevant qualifications as I am aware that this will make my cv look more professional ad suitable for my desired job role. For the job description I had to have a good read through what the employer actually wanted from an applicant. I printed these out and read them carefilly to make sure I understood them. I researched the company that I wanted to work for, and researched the job role so that I was clear about the position I was applying for. I find it is very important to know the exact role so that I am aware of my duties and whether I am able to do them. I also practised mock interviews with my daughter to increase my confidence when answering questions. 
Towards the end of my practice interviews, I started to time myself so that I knew how long I was taking roughly. On the day of the interview, I made sure I was on time, dressed smartly and was relaxed. Initially I felt slightly nervous but to help calm the nerves, I bought a coffee and sat down for a short while. In the actual interview, I made sure that I made eye contact with both of the interviewers so that they knew I had acknowledged them and given them the attention. I ensured that I greeted them nicely and I sat down in a calm, professional manner. This is reflected in the marks that I received in the feedback for which I received 5 in all these areas. 
The feedback they gave me was described as being professional and very confident and that I had a good approach to the interview. At the end of the interview I felt very happy and content with the way I answered the questions and it made me realise how ready I would be if I had a job interview at this moment in time. I was very happy with this as in my joharis window I found that my hidden self is that I am a shy person who lacks confidence. I did not know before that I come cross as a confident person so this is something new that I had learned about myself. The feedback I got on verbal behaviour was good overall in most areas with excellent in avoiding use of slag words etc and speaking clearly. I was also happy with this as I am not too keen on the use of slang words myself. However, one of the interviewers gave me a 2 for acting in a polite manner which I am very surprised about as I am always very professional and polite and in  my feedback for my joharis window, my classmates had said that I am a  very polite person. Both of my interviewers gave me feedback that my answers could have been more detailed. This is something that I will use in my future interviews  as I also realised this after my interview when I was reflecting on my interview. The way in which I could make my answers more detailed in by really researching my desired field to expand my knowledge as I already am aware of why I want to do the job. 
In the future I will improve on this point in future interviews. One of the feedbacks an interviewer gave was that it was good to see my passion for teaching. It made me happy that this came across as this is a genuine passion of mine and I am glad that this was something that other people can also see. When I realise that my passion is clear it makes me more determined to achieve this. I was very pleased with my overall score of 73% especially as English is my second language, I was not born and brought up in this country and only came to this country after marriage. So everything I have learnt is from scratch and I have tried to better myself in terms of learning the language and I have found that this course has greatly helped to develop my skills and has made me aware of my self achievements and abilities. It has also highlighted the areas that I need to improve on. This is great for self development.
1.3 Career development with smart reflection 
Career development is defined as ‘the series of activities or the on-going/lifelong process of developing one’s career’. It consists of many factors such as developing existing skills, linking objective and goals, and assessing personal strengths and weaknesses (MBA Skool-Study.Learn.Share., 2020). It is important that in a career, development is possible because that is something that most people work/study towards.
The three main theories that will be discussed are: swot, joharis window, and psychometric test. A SWOT (strengths, weaknesses, opportunities, threats) analysis is used to identify the strengths and weaknesses of the problem whether these factors are internal or external – analysing the current situation of the company. It is used to ‘assess your organization’s current position before you decide on any new strategy’ (Mindtools.com, 2019).  Some advantages of a SWOT analysis are that it costs almost nothing whilst focusing on the more important business points. It allow business strategies to be developed so that business goals can be achieved. However, some limitations of a SWOT analysis are  that they do not tend to provide solutions and does not have a way of identifying priorities (Benefits and limitations of SWOT analysis | Business Queensland, 2020). 
Johari Window is a tool used to understand factors such as: personal development, team development, group relationships, self awareness etc. Its simplicity makes it a good model to use and it can be used in many situations. The model has 4 different sections (Self Awareness, 2020) consisting of an open area, blind area, hidden area, and unknown area. These sections were used to identify personality/character traits of myself by classmates. The first section ‘open area’ are factors that are known to myself and known to others. These are: friendly, polite, kind, honesty, active, professional, creative, open, and organised. The second section ‘blind area’ are factors not known to myself but known to others such as: calm, mature, patient, caring, and energetic. The third section ‘hidden area’ are factors known to myself but not known to others. These are: quiet, lack of confidence, nervous, and religious. The final section is ‘unknown’ which is unknown to myself as well as unknown to others. These are: sentimental, and powerful. It made me happy knowing that my classmate used such lovely words to describe me and I am glad that these characteristics are clear to other people. I feel as though the characteristics that I did not know I have become an extra achievement for me. 
Finally, a psychometric test is a method used to measure behavioural styles and mental capabilities of individuals. They assess an individual’s capabilities so that they can be matched up with the requirements of the desired role. The results of a psychometric are used by employers to identify qualities of a candidate which otherwise may not have been identified via other forms of communication such as a face-to-face interview (What are psychometric tests, 2020). 
Career development process 
The career development process consists of four different stages: discover yourself, explore options, make choices, take action. Career development is defined as “outcomes of actions on career plans as viewed from both individual and organizational perspectives” (What is Career Development? This is How to Progress in Your Job, 2020). Developing in ones career is very important for an employee as it contributes to completing the employee’s objectives/goals. However, in order to allow this progression, there must be a structured way in which this can be possible. This is where the four steps come in. The first being to discover yourself. This can be done using the Joharis window, SWOT analysis (to identify strengths and weaknesses) as well as feedback from others (such as classmates). Some questions to be asked in this stage are what is important to me? For me, its important to be able to communicate well in my work teams so that jobs can be done efficiently and effectively. My personal interests relate to my desired career as a teaching assistant because I have a passion for helping and teaching children due to having children of my own. I believe this existing passion of mine will help in the career development process because it will keep me motivated if I have an actual interest. I realised this whilst completing my NVQ Level 3 qualification which required a placement at a nursery. Both trying to learn and getting help can be done using the internet where there are hundreds of resources and contact numbers which can assist. 
The next step is to ‘explore options’ in which case my focus is to become a teaching assistant. However, in case this does not work out, there should be another plan which will be good enough in the meantime or for the rest of my career. Opportunities should be searched for, for example, other job vacancies or training opportunities which are related to the same field, for example education and teaching. The next step should be focused on so that it is clear as to what needs to be done in order to achieve that step and therefore be another step closer to the goal. Just like in all aspects of life, there will be some uncertainties. The sooner this is understood, the better this will be as it will not come as a shock if/when something uncertain occurs. This is followed by making choices. 
The ‘make choices’ step consists of the cognitive approach or intuitive approach. A combination of both approaches will be useful to get to my goal. The cognitive approach is the approach based on ‘The idea that humans conduct mental processes on incoming information’ (The Cognitive Approach | Psychology | tutor2u, 2020). Previous research has shown that the cognitive approach focusses on processes of the mind such as decision making and memory. This can be applied when searching for which school or working environment will be suitable for me. Factors such as working with children of a certain age group, or schools in a certain location can influence this decision. The intuitive approach is an approach without the use of systems and models. It is more a visual representation. ‘Intuitive decisions are less structured and involve feelings and perceptions rather than analysis and facts’ (Intuition and Decision Making, 2020). It is usual for us humans to have visual representations of our ideas and concepts. This also includes our goals in life. For example, I have always had a deep passion and dreamt of having my own class of young students, caring for them whilst teaching them. This is my visual representation and this helps me to focus on working towards that goal of mine. 
The final stage of the career development process is to ‘take action’. This form of action can be done in several ways such as volunteering, work experience, as well as networking. There are many schools that are local to me and I am aware that they employ volunteer staff. This would be very useful as it would help me gain experience in the field as well as increase my confidence when working with colleagues as well as children. The fact that every single child is an individual and every one is different, as well as some children may require additional needs, means that it is very important to be confident when approaching and communicating with children in general, especially young children. In order to be able to get involved with volunteering I would arrange appointments and/or meetings with staff from different schools within the area so that the career development process can continue. Another method of taking action is by networking. Networking is defined as ‘Networking is the exchange of information and ideas among people with a common profession or special interest, usually in an informal social setting’  (All You Should Know About Networking, 2020). The networking process is commonly used to increase professional circles so that individuals within same or similar fields can connect and exchange knowledge. In this case where I would like to communicate with professionals in the educational field, online networking platforms can be accessed such as blogs, groups, social media accounts etc. This will allow me to contact professinals from other schools and perhaps increase my chances of finding a volunteering opportunity. After finding volunteering opportunities and gaining enough work experience to be able to apply for a job as a teaching assistant, the career development process can then be reviewed to identify what could have been change and/or done better. 
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