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[bookmark: _Toc121678050]Introduction 
There are various skills required for professional career development. Professor Gibbs developed the Gibbs reflective style to be used for better comprehension. The reflective cycle comprises of various stages the description, feelings, evaluation, analysis, conclusion and action plan (Gibbs, 1988). This presentation is a reflection on the various activities, skills and knowledge required for an entry level job. The job application identified was a junior administrative assistant position at the Haines Watts. There will be a reflection on the development of a career development plan, the current skills that enables effective working, the gap in skills, acquisition of skills and a SWOT analysis. The SWOT analysis will be used to identify the strengths and weaknesses, threats and opportunities. This will be effective in identifying key areas of improvement for career development. Finally, a personal development plan will be designed to identify the activities and actions required and the SMART goals to ensure they are  
 attained.
[bookmark: _Toc121678051]Recruitment and Selection:
Personal reflection on the role play applying Gibbs’ Reflective Cycle
The role play happened between me and my friend. We had to complete job applications, exchange them with each other and draft questions on the positions. At the start of the process, I was unsure about how the application outcome would be. I had to search for job applications either at Indeed. Com, CV Library, Reed.co.uk or Linked in platforms. Due to my limited academic qualifications I had to look for entry level jobs within UK. After searching for the job applications, I got the Junior Administrative Assistant position at Haines Watts Limited. This is an entry level job that will help me hone my skills and an opportunity for my career growth. The next step was to make an application for the position that would be used by Mary to draft mock interview questions. After the exchange of the applications, Mary and I drafted questions about the various positions. During the exercise, we encountered challenges in getting adequate answers for the positions. I was for instance unable to identify some of my competencies for the position advertised, and aligning of the role to my future career. At the start of the assignment, I was nervous and unsure of what job positions I would qualify for due to my limited academic qualifications. I was unaware of entry level jobs for high school graduates with some work experience. I however was successful at getting an entry level position that I could apply. From the exercise, I was unable to identify some the key skills required for the position and my competencies that could help me secure the job. According to Indeed (2022), core competencies are required in the application of jobs including the entry level jobs. From the task, I had to make a self -assessment and a SWOT analysis to identify strengths and weaknesses, qualifications and work experience acquired over time. If I had better knowledge on the qualifications, I would have less difficulties in completing the task (Stettner, 2000). I will henceforth be more aware of the key skills required for various jobs through researching to ensure that I do not miss out on positions that I could qualify for.
Skills and knowledge which contribute toward working effectively
Skills which contribute toward working effectively
There are various skills that I currently have that could fit into being a junior administrative assistant. Some of the skills that I currently have include team collaboration, self -awareness, digital competence, key listener, personal drive, tenacity and ability to take initiative to get results (Niles and Harris, 2017). As an assistant at the organization, I will need to work with various people to achieve some set targets. Team collaboration is a key skill required in by managers. As manage in future, I will require the team working skills to accomplish various activities with my colleagues. Team collaboration is the ability to work and relate well with others. Self-awareness is a key competence that will enable me to work effectively. It involves  understanding of my strengths or weaknesses, and the collection and analysis of information on our response to stressful situations. When I am self- aware I will be able to identify my perceptions and interactions with others. I will work on achieving my roles and responsibilities through use of my strengths like the ability to work well with others. To enhance my productivity and efficiency I have to work on some areas like being more patient with others. Listening skills will also be required for this position. I have to get instructions from the office manager, as well as other stuff like the IT staff to give them support. Listening skills will enable me to provide feedback, defer judgement and to respond appropriately to the instructions. The ability to listen will enhance my ability to understand and communicate better with my colleagues, the clients and the local community (Reader and Christine, 2013). Personal drive is a key competence that will contribute to working effectively at the organization. I will be focused to achieve my personal and professional goals due to this drive. I will be more focused at meeting the set targets to get promoted and to acquire all the skills required in the managerial positions. Since I am tenacious, I will be constant in my efforts to advancing and acquiring all the required skills for managerial positions in future. Tenacity is the ability to persist at something no matter the obstacles. As an administrative assistant, I will encounter various challenges that will require tenacity to overcome like difficult clients or challenging tasks that I have to complete. I have the initiative to get results to enhance effectiveness. To be more efficient I will seek guidance from the more qualified employees to acquire the required skills to increase productivity
The knowledge which contributed toward working effectively
Digital competency, market and financial analysis will help in working effectively at the organization. With digitalization, it is important to have digital competence. As an administrator, I will need to use digital skills to complete administrative tasks, file documents electronically as well as schedule meetings. These skills are essential in a variety of professions especially the management. The ability to analyze the internal and external environment of an organization will enhance effective working (Gallagher, 2013). Through market and financial analysis, I will be able to effectively run the administrative functions.
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SWOT Analysis 

	SWOT ANALYSIS



	STRENGTHS

· I am reliable
· I am friendly and therefore able to interact with other people 
· I have good communication skills that enable me to work effectively in the various positions held
· I have managerial skills gained over the years worked in the past.
· I am hardworking and able to achieve the set targets easily
· I have
·  excellent problem-solving skills that enable me to resolve issues 

	WEAKNESSES

· I have poor analytical skills that I need to work on
· I have poor time management skills
· I am intolerant
· I have limited academic qualifications that limit the job positions available
· I have anger management issues that I need to work on, to be able to relate with my colleagues and clients better.




	OPPORTUNITIES
· I could get better jobs after completion of my education
· I will have better opportunities like relocation
· I could get financial aid to further my career at the university.
· I will get mentors that will enhance my career growth
· 


	THREATS

· Changes in the industry could limit the jobs available
· There could be loss of jobs due to the covid-19
· There is uncertainty in the industry that could lead to more requirements for the managerial positions
· The organizations could hire more qualified individuals.
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	My professional career pathway is: 

	
My career pathway is being a financial manager.in the past I have worked in various positions and organizations. I began my professional career as a steward. My key roles and responsibilities included maintenance of hygiene standards at the restaurant, taking care of customers as well as making dinner reservations, booking rooms as well as checking them out. I was thereafter promoted to an assistant manager at the hotel and was involved in the daily activities, like supervising staff, handling customer complaints, allocating shits, resolving staff conflicts and making inventory for the kitchen and other departments.
After a year I applied for the position of a supervisor at Walmart where I have been working for the last three years. I have been supervising staff, handling the front office staff, allocating staff their shift, solving conflicts among them and helping in customer service. The customers sometimes had complaints and I had to find solutions to satisfy them.



	What are my current strengths? 

	Some of current strengths include being reliable, friendly and therefore able to interact with other people, have good communication and managerial skills, am hardworking and have excellent problem -solving skills.



 

	What are my achievements and areas of success since the beginning of the module/programme?

	Some of my achievements since the module have been to successfully train and onboard three employees at the organization. The skills gained from the module have enabled me to train the employees on how to handle customer complaints, how to have excellent customer service and how to serve customers at the front office. In this module I have learnt how to handle customers, handle complaints, train among other processes. I am also able to do a personal SWOT analysis and this has helped me to identify my strengths, areas of improvement, threats and opportunities (Sang and Ashton, 2014).

 




	In what areas do I need to develop? 

	
There are various areas that I need to develop to ensure that I work efficiently and to achieve my goals. I should work on my analytical skills, time management, tolerance, and anger management issues. To work effectively with others I will need to arrive on time for appointments, and be tolerant to their views. Analytical skills are required for managerial tasks and I have to work on improving them (Caroselli, 2011).






	Why is it important to improve in these areas?

	
It is important to improve on the identified areas as I will be able to work and communicate with my colleagues better. With effective management I will be able to complete tasks before deadline and keep appointments with my colleagues and clients. The analytical skills will help me in the market analysis of the environment to ensure to give the organization a competitive advantage (Brown, 2002).






	Who will help me? What resources will I need?  

	
I will require help from my module leaders, as they will act as my mentors and my colleagues at the organization. 






	What are the constraints/ barriers to achieving these key areas and how I will manage these– e.g. time, resources. 

	
Some of the constraints to achieving the key areas include lack of resources and time. Despite being a student I work part time and I have to multi task between the two activities. I will have to allocate time to ensure that I am able to work with my colleagues, meet the customers needs and execute the set roles and responsibilities. Time management is a key skill that I will use to develop these skills (Kai et al, 2018) Through use of a timetable, I will be able to plan for my classes, meetings and job shifts. This will help me to allocate the weekly activities. Due to the strict schedule, it is hard to work on activities to improve my weaknesses. I will however work on improving through small gradual steps. Due to the cost constraints, I am unable to pay for the extra courses like customer service training. I will however join the free online courses at the university and attend the career symposiums to gain the skills.







	What further action do I need to take now? 
Actions to be taken – things to do, people to see. 

	
I will seek to get more duties to enhance my skills, and work with others to develop team collaboration and tolerance skills.









	Time scale – by when

	

Within six months
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	Short-term plan (3 - 6 months)

	
Specific


	To work on analytical skills, time management, tolerance, and anger management skills

	Measurable 
	I will work on these skills within the next six months.

	

Agreed


	As agreed with the management I will work on being better through tolerating people more and keeping time to my work shifts, appointments and classes.

	
Realistic


	I will work on small daily tasks to ensure that I work on my weak areas. This is due to the time constraints as I have to be at work and school.

	
Time-Bound
	I will work at improving these skills within the next six months

	Medium-term plan (1-2 years)

	
Specific


	
I will join the university for a degree in Business management.

	
Measurable


	This will equip me with the required skills required to be a manager.

	
Agreed

	Among the skills gained will help improve customer service skills, analytical and communications skills to meet the customer needs

	
Realistic


	Despite joining the degree course, I have not completed, but I will have some of the skills required

	

Time-Bound

	This will happen within the next two years.

	Long-term plan (2-5 years)

	
Specific


	 
I will complete the Business management degree course providing the required skills to become a manager

	Measurable
	I will have acquired a degree and several training programs adequate for managerial positions

	
Agreed


	Completion of the degree and other courses will be beneficial in my personal and career growth

	
Realistic


	I will have completed my Business Management course and may be have gotten a promotion at my work place

	
Time-Bound

	This will happen in the next four years


[bookmark: _Toc121678055]Conclusion 
From the above discussion, I was able to identify the skills and knowledge required to work effectively at the organization. I was able to identify the skills and knowledge that I posses for the junior administrative assistant position at the Haines Watts organization. Using the Gibbs reflective cycle, I was able to reflect on my career development plan and task. I was able to identify some of the areas required to develop a career plan. In the presentation there was a discussion into some of the skills that could be used for the position, like communication skills, self-awareness and team collaboration. Personal SWOT analysis is important as it helps in the identification of the strengths and weaknesses. In the personal Analysis , I was able to identify the areas of improvement required to achieve for career development. Finally, in the personal development plan I was able to develop SMART goals.it is therefore important to develop the required skills for career development.
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Appendix A: The questions asked as interviewer in the role play (A1)
1.  What qualifications do you have for the advertised position?
2. Define yourself briefly
3. What is your greatest achievement so far?
4.  What are your strengths and weaknesses, and how will you be able to perform in the advertised position?
5. How will this role help in your career growth?

The question/s asked as interviewee in the role play (A1)
1. Why did you apply for the position?
2. You had mentioned problem solving skills as one of your strengths how did you use the skill in your previous role?
3. How do your former colleagues define you?
4. What skills do you have that fit the junior administrative position?
5. How does this role align with your future career?


Appendix B: Job Application
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Application for – Junior Administrative Assistant 
Your details
Name: john
Education and training: university of wales Saint trinity and David 
Please give details:
	Certificate of Higher Education in skills for the workplace at University of Wales Trinity Saint David London.
High school Diploma





Qualifications
Please give details:
	An authentic individual with excellent communication and interpersonal skills.
I am also a team player that likes to be connected with other members. I aspire to excel in my work and to impact positively to those around me. 
I also have a strong passion to succeed.



Employment history
Your current or most recent employer
Name of employer: Walmart 
Job title: Supervisor
Length of time with employer: 2 years. 
Reason for leaving: Still working at part time at the establishment
Duties:
	Leading and motivating the team. 
Delegating and supervising tasks.
Drafting duty rosters for the part time employees
Allocating work stations daily for the staff
Resolving customer complaints at the front office
Handling staff complaints



Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.
	Hotel steward
In this job I was able to develop interpersonal skills, organizational skills and customer service skills. 
Duties 
Interacting with customers and ensuring their needs are met
Keeping the restaurant clean and organized.
Making reservations and resolving complaints concerning customer services.



Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.
	Haines Watt is a leading organization that will help me advance my managerial and administrative skills to lead employees better. As a supervisor I have experience and knowledge of the industry which will go a long way in ensuring my success at Haines Watts as a junior administrative assistant. 
I have dealt with customers in the hospitality and service sectors, handling their complaints
 and to meet their needs. The experience gained over the years will give me a competitive advantage over other the competitors.




Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
Yes. 
References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
Referees 
1. Mr. Tom Berry
Manager at Walmart
Tel: 07415252008
Email:tomberry@yahoo.co.Uk 

2. Mrs. Mary Stephen
Restaurant Manager at the Ledbury 
Tel:
Email:Marystephen@gmail.Com
Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.
Name: 
Signature:
Date: 
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Junior Administration Assistant

Haines Watts

London

Full-time

You must create an Indeed account before continuing to the company website to
apply

Apply on company site (V)

Job details

Job type
Full-time.

Full Job Description

Junior Admi

istration Assistant
1t's not all about the numbers!

‘Traditionally accountancy has been all about numbers and commercial
considerations; but not here at Haines Watts. We really strive to build
lasting, valued relationships and to make a tangible and meaningful
impact. It our clients' success that drives us and we are proactively
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committed to helping our clients and colleagues achieve their business
and life goals in a passionate and authentic way, as these are the key
traits that underpin everything we do.

At the heart of our firm is our colleagues, which is why team
engagement has become more important than ever before. We have
achieved 1-Star recognition from Best Companies for this and we are
also one of the Top 10 best accountancy firms to work for in the UK,
investing heavily in colleague wellbeing and mindfulness. As the face of
the workplace has shifted since the pandemic, we have adapted and
challenged what the working environment looks like for our teams,
creating an environment fit for the future.

We're committed to improving diversity and inclusion, not just in terms
of background but also in terms of diversity of thought and skills. We
are curious about how we can help shape the future of accountancy and
advisory for the next generation which is why we decided to become a
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National Sponsor of the Reach Next Generation Summig; aligning our
values with action.

What is the role?

As an entry level admin assistant working within our flagship London
office, you will be assisting the administration team in all areas
including reception, client service with the below key tasks being carried
out.

« All administration tasks, including producing letters,
photocopying, scanning, manual updates, document binding,
other daily filing and paperwork

« Scheduling meetings and organising meeting rooms

« Maintaining office equipment and providing day to day IT and
office support to all office staff
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® Checking stocks for stationery and refreshments daily on each
floor and reporting back when supplies are required

« Scanning, filing and distributing mail both electronically and
physically

« Working on reception undertaking the following tasks;

o

o
o
o
o

Answering the phone and transfer/take calls
greet and assist visitors.

Organising lunches/coffees for meetings or events
Receiving deliveries and distribute to staff
Maintenance of the meeting rooms, ensuring
tea/coffee/soft drinks are fully stocked

« Booking couriers and taxis

 Runni

g adhoc errands

« Any additional tasks identified by the Office Manager
commensurate with experience.

What you will need to be;
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« Be authentic in every situation and like to be connected to your
team, clients and local communities

« Like to listen and understand, to show up every day with passion
and to stand up for things that matter to you

« Be driven to succeed, take initiative and want results

\s well as the above you will be willing to learn and undertake this role
15 someone looking to start their career within admin with either little
or no experience.

The Haines Watts Way:
Dur collective aspirations are simple:

« Westrive to build and develop valued rela
business advi

nships as a trusted
 to our clients and connections.
 Westrive to show passion for our work in helping clients achieve
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their goals and using our initiative to help solve problems.
« But above all, we strive to be authentic and inclusive as part of
our DNA.

What you get back from us;

« Competitive salary

« Study support package if applicable

« Internal mentor and buddy system to support your career
journey

« Excellent personal development programmes to support career
growth opportunities

« Structured development as well as on the job practical training

« Flexible benefits reward package

« Access to our agile working policy

« Working and learning directly from our Associate Partners and
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Partners
« Ability to progress all the way to the top!

Ifyou are an authen
who values relationships and wants to secure a role within a unique
top 15 accountancy firm who offer great career prospects; we want to
hear from you - find out more about Haines Watts at
hittps://wwwhwea.com/

We do not pay agency fees where speculative and unsolicited CV's are
submitted to Haines Watts by any means. For any CV's that are
submitted without instruction from Haines Watts reserves the right to
contact and work directly with these candidates without payment of
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