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Introduction 
Professional career development increases my productivity and motivation, which helps me attract my dream job by supporting the development of my career and the growth of the employees I work with. This assessment is based on two tasks where task one will be based on a role-play that I will be presenting where I have to act as both interviewee and interviewer to reach the goal of my ambition. Task two will be based on a report where I will discuss my reflection on role-playing and career development that I'll be choosing further.
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Task 1- Roleplay 

[bookmark: _Toc100247148]Job description 
Virtual assistant responsibilities-
· Scheduling meetings
· Responding the calls and emails
· Booking accommodation and travel.
Job brief- 
We are hiring a candidate for the position of virtual assistant that would provide administrative support for the team by working remotely and performing various administrative tasks, including booking travel arrangements, answering emails and calls, and scheduling meetings. It would require a strong internet connection with the best experience for using video calling platforms like skype and Microsoft teams (Stoicu and Ionica, 2018). Will be responsible for handling projects of administrative that would deliver a higher quality of work under the most supervision. 
Responsibilities-
· Respond to emails and get in touch with calls
· Organize managers’ calendars
· Perform marketplace research
· Create presentations, as assigned
· Schedule conferences
· Address personnel administrative queries
· Provide customer support as the first point of touch
· Book travel and hotels
· Manage a touch listing
· Prepare customer spreadsheets and preserve online data
Skills requirement-
· Excellent cell phone, email, and on the spot messaging communication talents
· Excellent time control competencies
· Solid organizational skills (Fischer et al., 2020).
· Experience with word-processing software programs and spreadsheets (eg. MS Office)
· Proven enjoyment as a Virtual Assistant or applicable function
· Familiarities with modern technologies, like computing device sharing, cloud services, and VoIP
· Knowledge of online calendars and scheduling (eg. Google Calendar)

[bookmark: _Toc100247149]Person Specification for the chosen job 
Amazon store has emerged through its revolutionary performance over the years and had come up with the most cultural and economic influence that comes from the IT and e-commerce sector today. It has escalated its expansion into different industries of the market over the years generating more opportunities for jobs in the world. There are various profiles for a job on Amazon but one which I am seeking far is a virtual assistant that is needed in the store. 
Self-analysis as per the person specification
For this job profile, I would need a few specifications that I think I have in myself as well 
Product research helps me conduct accurate research and information regarding a product and acquire it by negotiating a wholesale rate with the suppliers and obtaining the best bargaining with samples of products (Ospan et al., 2018).
Analysing Amazon's competitor is efficient will help in getting precise instructions and requirements that will conduct extensive research by accurate and essential competitor information.
With the task of ordering process where Amazon can help with sending all the inventory of MBA and obtaining barcodes for each unit but I am downloading shipping labels and monitoring it.
Support for major enhancement is an integral role of the Amazon product page as it will assess the task of logo design, infographics, listing pictures, and editing tasks (Manjula et al., 2020).
[bookmark: _Toc100247150]5 questions to be asked
1. Amazon is a peculiar company, tell me what is peculiar about you?
· I can make proper communication with anyone which makes me stand out from others. 
2. Would you oppose a manager who made a decision that goes towards corporate policy and is a potential safety issue for one in every of your personnel?
· No, I would not oppose my manager for anything if it was my mistake but in case I am not responsible for anything wrong that happened then I will put my point forward. 
3. Tell me about a time you needed to overstep management to get your factor of view across.
· I am a fast learner and my leadership skills would be the best in this scenario for fulfilling my and the company’s expectations. This would show my efforts and time dedicated to achieving the outcome that is better for the extra work. 
4. Tell me approximately a time while you had been leading a set, have been assigned a goal and did no longer attain it.
· For me, it is important for maintaining a positive review and getting higher quality user experience that would help me with creating message templates and answering the questions of the customers. Amazon listing creation optimization ensures a more accurate and cohesive way of getting into Amazon guidelines. This assists with the task by the help of track and double-checking everything.
5. How can you develop the Amazon store to the next level?
· I will be making PPC campaigns for reaching the target sales of 30 days. Apart from it will host giveaways for exchanging reviews and will be doing coupons campaigns too. 
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[bookmark: _Toc100247152]Kolb’s learning style 
Kolb’s experiential learning theory is best for understanding my professional career development as it works on the level that consists of a four-stage cycle of learning and four separate learning styles. It mainly concerns the internal cognitive process of the learner that involves more acquisition of the concepts that are abstract and gets applied to a range of situations to turn into a more flexible way (Sanjabi and Montazer, 2020). The theory is impetus as it gives more development of various new concepts and provides new experiences. It is typically represented through 4 stages of learning circles that will be discussed further:
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Figure 1: Kolb's experiential learning cycle
(Source: simplypsychology.org, 2019)
This theory applied to my scenario would look more like this- 
Concrete experience: In this scenario, I have always been a religious buyer from an Amazon store who is great service and products have attracted me all the way and made me wonder what its working would be like. This indeed made me curious and interest me in the working of Amazon store. 
Reflective observation of the new experience: The experience that interests me is the need of hiring a virtual assistant for developing the store to the next level. This will give me new experiences by shedding light on the knowledge that is existing in the company. 
Abstract conceptualization: There can be new ideas that are in my mind regarding the working of the company when I enter it. This gives me to rise for ideas that are new for modification of abstract concepts of the company. 
Active experimentation: Adopting new trends and ideas are important for Amazon stores where ideas that I had and will be suggesting in this report as well create new and modified concepts that would give rise to experimentation (Reynolds et al., 2020). 
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Figure 2: Kolb's experimental learning
(Source: simplypsychology.org, 2019)

[bookmark: _Toc100247153]Gibbs reflective cycle 
This is one of the most popular cyclical models for career development that explores the experience including description, evaluation, feelings, conclusion, analysis, and action plan. It was developed by Graham Gibbs in the year 1988 that gives the structure for different experiences of learning. This offers the framework for the experiences of examining and giving the nature that is cyclic the experiences that are repeating (Adeani et al., 2020). It allows the planning and learning of different things that go well and don't go well too. 
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Figure 3: Gibb's reflective cycle
(Source: researchgate.com, 2019)
Feelings: My feelings regarding my future and work were certain when I am all prepared with my harder working and getting done work faster. All of my hard work is to feel satisfied at the end of the work. 
Evaluation: Contributing to my working as this chance would evaluate my working in the company with every situation as I try to be more honest and objective. This focuses more on reflection with situations of aspects to be more positive and negative. 
Analysis: It will give me a chance for making my vision happen and focusing on situations to extract the meaning. The target comes with different aspects. 
Conclusion: it summarises the highlighting and learning of changes by actions that improve my outcome of future where it has natural responses for my working. 
Action plan: With my working opportunities there are challenges for making my initial decisions that are confident and concerned with the best results for making able to disagree for being uncomfortable (Tanaka et al., 2018). 
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Verbal communication- This advances my career based on good chances at certain points as my stronger verbal communication skills would help me with different products, ideas, and services. It helps me with conveying stronger and more persuasive ideas. 
Written communication- My writing skills are very good as I am very good at professional emails or communicating with a client that would try to deliver my coherent business plan that will help with communicating accurately, quickly, and effectively. 
Creativity- This is the crucial skill that has helped me with faster changing times of my value. This gives me my future possibilities with ways for developing new solutions and ideas. 
Problem-solving- This is essential for getting value to the people where all the challenges would be best for owning the effective membership defining issues and brainstorms the sharing and alternative throughs for making decisions. 
Leadership- I consider this as my most important skill that builds the right culture that does not get overstated. This will have ways to empower and coach the motivating best work that would be high value for success (Sousa and Rocha, 2019). 
Technology- This has given me an unprecedented pace that is beyond the technical skills mastering the job which has given me an essential tool that helps me manage my career and differentiate the market that is important for making my relationship successful. 
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Learnability- This is my most important personal strength as this skill helps me with understanding everything and emerging fast by adapting skills by expanding and growing my base of knowledge. It can help me with using new informational skills I am responding to everything that’s happening around me.
Resilience – failure or a setback is considered a part of life and for me, it has given me huge lessons in choosing different ways to deal with all the roadblocks and giving me a critical way for my success. It gives me an ability for facing all the failures and obstacles by focusing on all the outside downs. It focuses more on my long-term goal and makes me more confident with different abilities and challenges so facing difficulties and enable handle stress and become more positive (Mupa and Isaac Chinooneka, 2019).
Agility – this is the work landscape shift that gives me critical skills for solving the problems that would come next. This shift cares with contextual calling and responding to different needs of my work please with industry and client trends.
Collaboration- this hyper connects the world with different projects that are complex for me and division effectively for working in a team. Just give me a global nature of work with that ability for sharing my knowledge and contributing to the team that capitalizes on more diversity for my perspective and thinking of different ways that would drive the outcomes that I shared (Dawson and Thomson, 2018).

[bookmark: _Toc100247156]Areas of development 
Goal setting- This gives me more direction that gives professional career for setting goals stepping and improving my focus and working performance. I need to create the board of vision through a visual representation of the goals. This has the personal development of me for feeling satisfaction and getting pride in my work. 
Conflict resolution- It arises with challenges for finding easy solutions and seeking advice for resolutions overcoming my problems. Participating in my organized resolutions for conflicts with training that are neutral for the environment and arises between my problems. 
Accepting constructive feedback- This is very important for me to accept the constructive feedback and help me correct my behavior by promoting good work that would resolve conflicts and manage my work. Participating in my training would help me with teaching my best practices that would give constructive feedback (Oláh et al., 2018). 
Integrity- For this is the best way for gaining and keeping my future goals by establishing my ethical ways and honesty in it dealing with the business. Being more transparent and open would give me a wise way of working hard and taking more responsibilities for getting results for work. 
Stress management- This is a critical skill for fostering my management of stress as its benefits create a less stressful work environment that would emphasize my time management and offer a flexible working environment (Kurowska et al., 2020). 
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I have certain goals for my employment at the Amazon store like-
· To be a more positive and convenient experience of shopping and trust that would drive my loyalty to the company. 
· This gives me a business strategy by understanding my leveraging of data and customer services by being more innovative and comprehensive in customer relationship management strategy. 
· Understanding the customer behavior for being more successful in relationship management where actions would create by being more convenient. 
· Leveraging the data of customers by gathering behavior of insight for the department for additional customer data and feedback.  
· To build more culture for customer-centric ways empowering associated with customer connections leading to get more useful feedback that helps with delivering the matters of customers. 
· Updating my business strategy by embracing new technology with increasing convenience for gaining a new marketing approach by attracting new customers. 

[bookmark: _Toc100247158]Personal action/ development plan 
	Current skills 
	Verbal communication
	Written communication
	Creativity 
	Problem-solving 
	Leadership 
	Technology 

	Skills to work on 
	Goal setting  
	Conflict resolution  
	Accepting constructive feedback  
	Integrity 
	Stress management 
	Agility 

	My goals 
	Analyze information that I have by preparing and observing. 
	Finding my key priorities with all the key information that I have. 
	Listening to my objective by being reactive for finding new strategies. 
	Taking necessary information by not being aggressive. 
	Trying not to be a leader always. 
	Being proactive by not taking account into the opinion. 

	My resources 
	Focusing and applying the techniques that I have learned in school and college. 
	Practicing all the social activities. 
	Practicing all of the relaxation and self-control. 
	Finding all of the opportunities with the negotiation of practices.
	Applying all of the techniques to my job. 
	Increasing my teamwork opportunities. 

	Action plan 
	Will do it the next time I would negotiate it. 
	This has the daily working.
	I need to change all of my personalities (Roderick et al., 2018). 
	The weakest wayfinding of the team by being cooperative. 
	Being more cooperative and open. 
	Observing others closely by detecting and practicing my communication skills. 




[bookmark: _Toc100247159]Recruitment and Selection 
There is a certain process of recruitment and selection which is done through six main parts that include resume screening, phone screening, hiring manager interview, writing test, loop interviews, and hiring committee reviews. This is considered the most decisive part and difficult as well for the process of the interview as it goes through one or three rounds for phone screening and four or five rounds for on-site interviews. It may last 45 minutes with its overall conversation which is around 20% from start to finish. By explicitly displaying my tweets and skills and focusing on my abilities, leadership, excellent writing, analytical problem-solving skills, and oral communication could help me experience and go to all of my achievements. It is a crucial part of being more considerate and consistent in all manners and demonstrating the traits that will summarise my best fit into this job profile. From all the interviews still, there are only a few candidates that get cleared from all the processes. According to my research, I think I should focus more on preparing all the stories not question where it is important for preparing a detailed link by exhibiting the attributes that are required and being more consistent and flexible. Wrapping my head through inflexible answers can throw me off the balance and research-based Rota story answers would help with reflect on my best and self-developed away. Comparing my experience and personal values of the company's trade and values would be a perfect match for the recruiters and send it to Mind primary way for being more active in the interview. By using a technique I can focus on all of the situations tasks actions and results that would be happening in the Amazon store interview (Nicholls et al., 2020).

[bookmark: _Toc100247160]Conclusion 
From this assessment, it can be assessed that my skills are very important to find ways for creating and developing my plan as it would accelerate my growth by opening different opportunities. It would elaborate and be strengthened by different perspectives of growth. This has improved my productivity for opportunities for career development that had continued me to find a way to getting a goal for the employees and perpetuity of an organization. This would give a variety of ideas and ways that would explore implementation to meet my needs for my job position in the Amazon store.
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