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Executive Summary
In this report the main task is to evaluate the progress achieved during this term, and to determine which skills I need to work on the most and to make any improvements. This is mainly based on my personal skills and development which I have learned during lectures. I will analyse my strengths and weaknesses for the mock interview feedback received. I have also chosen the skills that I think I need to improve on the most and by using both of the self-awareness tools (Johari Windows and Kolb’s experiential learning theory) which have led me to discover new traits about me and who I am as a person in relation to future employment.
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Introduction 
Currently, I am studying at University of Wales Trinity Saint David, studying Certificate in Higher Education, Skills for the Workplace Level 4. I have always had a passion to move forward in life by studying and to get a degree. My journey throughout this course has been a long and skill-building experience, after not being in education for so long. Although the course has been intensive, it has made me stronger and I believe this will help greatly in my future career and education. I have had the opportunity to improve and learn interpersonal skills essential for the workplace.
This portfolio demonstrates my knowledge and competencies as a potential employee as a Medical Receptionist. This is a field I have experience in. I used to work in a busy clinical surgery and carry out majority of the admin work. My bilingual ability supported in communicating with patients who couldn’t speak English and so mediating the language barrier and providing this support is what fuelled my passion for this job. I first built my skills within this private company and learnt how to prioritise important tasks using my time management skills to ensure the surgery’s workflow efficiency. This made me think about the importance of developing, learning and practicing these skills more. 
















Self-awareness Reflection
In order to create the Career Development Plan, I must use the relevant tools to aid me in identifying my career goals and personal objectives. This first section reflects the self-awareness tools that I have used and how it can help me to build on my skills when entering my further employment. I will discuss two different tools appropriately to improve my own self-awareness. By doing this it will provide me with a clear, in depth insight into what my weaknesses and strength are. I can then improve on these weaknesses and take up opportunities and eliminate any threats which may prevent me from accomplishing my goals in life.
[image: See the source image]To begin with, in reference to Figure 1. Johari’s Window it is essential for me to know about myself and to understand what others know about me. Beginning with the first window panel, this is called the Arena. This is the information about us that is publicly available. The information is also known as our public behaviour meaning these are the things everyone else can see (Morgan, 2017).Figure 1 - The Johari Window

The second panel can be described as either the façade or the mask. So again, these are the things we know about ourselves but the difference between this panel and the first, is that it considers what others do NOT know about us. The meaning of this panel is that it hides the behaviour which may be thought to be considered as wrong, embarrassing or blatantly the things we just simply want hidden, hence the term ‘masked’. By revealing the façade, it will have a downward impact on ourselves in the face of our prospective employers. Therefore, it is important to highlight the positive attributes about us and so sometimes put a mask on to hide the faults. (Johari Window: Model and Free Diagrams - BusinessBalls.com, 2020)
The third panel takes into account what we do not know about ourselves and also considers what others supposedly believe about us; this is called the blind spot-something that everyone has. These are the skills which you may not be aware of despite you are having them or perhaps you had a lower ability at using these skills but still think you have those skills.
Finally, the fourth panel of Johari windows describes what both our selves and others do not know about us aka the unknown.
In this panel we explore the skills we are unaware of the journey of life requires us to continue developing skills from being able to walk in our early childhood to changing jobs, perusing marriage, motherhood/fatherhood and so on. I have used the Johari window tool below to support sorting my own personality traits:
	
	KNOWN TO SELF
	NOT KNOWN TO SELF

	KNOWN TO OTHERS
	ARENA
I am a friendly person who is easy to work with. I can be shy sometimes 
I am ambitious, cheerful.
I am calm and trustworthy
I love helping others. and hardworking; I am very focused when it comes to learning new things or accomplishing tasks. 
I love speaking and discussing different topics with others.
I accept what is given
Active 
	BLINDSPOT
Quiet and reserved.
Self-satisfied
Great team worker
Good with time management.
Need to participate more in class discussions.
Warm and sensible person.
I make a lot of assumptions before knowing the facts.
I am very mature and can deal with things.
Forgiving and humble
Open minded consider others opinion

	NOT KNOWN TO OTHERS
	FAÇADE
I can confident and determined to correct others.
I can become easily agitated if things are not going to plan.
I am also very trustworthy and compassionate.
Have faith 

	UNKNOWN
I am sensitive and vulnerable.
Habits and thoughts, I may develop.
Polite to unfamiliar people and well manners.
Can be fearful.



[image: Effective Learning]The importance of this Johari window is crucial for my own future employment because I want to be successful in the careers that I take on. However, I will always get to a point, i.e. a hindrance, because I lack particular skills required for the higher, upper-end significant roles. Therefore, it is very important for me to become an individual who is well-rounded with a significant number of developed skills. The reason being is because it is never known when we will need them, so a lack of skills may be the cause of an individual becoming demoted from their role or not getting the job in the first place.
Another theory is Kolb’s Experiential learning cycle as seen in Figure 2. This model is based on having and thinking on past experiences, so it’s based on the idea of ‘tabula rasa’. This is the idea of being born as blank slate and so everything we learn occurs as time goes on through actions. The process of learning a new skill is through four stages of Kolb’s cycle.
The individual will attend a training course which they can experience so they can get ready for the job. These training courses should be similar to the demands of the job role. The new knowledge can now be ready to be implemented in the new job. After the experience it is the process of what we do, how we do it and ways to improve then reflect on how we have done. We reflect on our performance by discussing our ideas/new concepts and compare with our colleagues, thus evaluating our performance on how we can better this. We become analytical and think about the reasons for what we did and how, if so it became successful for example in my circumstances, I have applied for the role as medical receptionist it would be to ask my supervisor for further assistance in guiding me to use the more advanced areas in the prescription software at work. The final step is to plan to ensure that I achieve better results by implementing these changes. In this instance, I would ask my supervisor for feedback on what went wrong in a written form and then adding my own thoughts which will enable me to do better in the future. This then leads to new experiences after discussion and so cycle repeats. (Leadership and Management Archives - Business Consultancy at INSPIRING Business Performance, 2020).Figure 2 - Kolb's Experiential Learning Theory



Mock Interview
I have produced this Reflective Portfolio to demonstrate my knowledge as a potential employee based on my Mock interview experience and the feedback I received. I ensured that I greeted all panel members confidently by firmly making eye contact and smiling whilst greeting them a ‘Good Morning’. I had my CV and Cover Letter laid out in front of me to show that I was organised, prepped and ready to go for my interview process to begin. I waited for an instruction to take a seat in order to remain polite. Once seated, I maintained my posture by sitting up straight and minimising any fidgeting by keeping my hands and facial movement natural and only using my hands when required. This was complimented upon by the panel members along with being appropriately dressed as ready to enter the competition for the job I wanted. (Mock Job Interview Questions and Answers (My Interview Practice, 2017).
On the second area of which I was assessed on during the interview was ‘Verbal Behaviour’. I demonstrated knowledge about the company and answered questions completely, yet briefly. However, to improve, I was told to conduct more research about the prospective employer and to be prepared with examples to display in this situation. Although I was a little confused with applying and familiarizing myself with the STAR/BAR approach in usage to combat some of the questions asked. (Brandi, 2019).      I understood the position i.e. the role of the job I was applying for. In this case, the role of a medical receptionist as I was asked questions related to the role and the work requirements needed of me to contribute to the company. This was beneficial as I already had experiences ready to talk about in pursuing similar roles. Therefore, I focused on my strengths and avoided speaking about any weaknesses. Nevertheless, when a weakness or flaw cropped up, I transformed them into strengths. For example, being asked questions about if whether I needed training or not and if so, what training would I require in order to fulfil the job role. The interviewer responded happily and explained the training needs I must have. Luckily from my background check, this was not an issue as most of the training were the same of my past receptionist roles. By being ahead of a majority of the other candidates, it proved that I was a suitable candidate for the job role. Though all that was left was to demonstrate my outgoingness, passion and communication skills which would fuel my time here if I was to take on the job. One of the advantages which supports my application towards the job vacancy is that I have attained experience. As I have worked in a medical surgery dealing with patients face to face, having social connection with patients which benefits me as it conveys my service skills this adds to my experience. As this allows me to give quality service and advice to my patients, Furthermore, this shows that I have an understanding on how to develop my further career (Goffman, 2020).
The objective here was rather to show them that I am serious about this job and give it my all. As I didn’t know what I would have said differently, I believe the best way to handle is ask questions and show honesty regarding the job, I believe  I should have prep myself immensely in the areas where I will be questioned and should have better and important answers ready. Overall, I believe my interview went really well, there were few points where I felt it took me long to answer some questions, but I was so focused on getting my points I was ready. Anticipated well and gave the interviewer strong questions for them to answer me. Few questions that really stumped me, as I had not really thought about which will be asked in the interview. I was surprised myself why I couldn’t answer the simplest questions this is where I maybe lacked in. I must have overthought about the questions that was asked it made me a little stiff and I felt nervous. I do find it challenging to step out my comfort zone. Because of nervousness.
 After the feedback I got from the mock interview, it made me realise I need to loosen up and ensure next I don’t give the impression that am nervous I want ensure to look confident not to look down at my notes or ask fixed questions. I also need to show the interviewer that I have better knowledge of the company that I have applied for I do believe that the interviewer’s comments were fair. As this will help me prepare for my next interview having more questions ready and talk more about my strengths and weakness naturally, I do not want to reveal my weaknesses as this will not give me a good impression. I would ask open questions (Mock Job Interview Questions and Answers (My Interview Practice, 2017).







Career development 
My Personal Development Plan will help me to evaluate my leadership development as it helps me to reflect upon my recent experiences and to focus on the next steps of my training and development. This plan is to demonstrate the advantages I can attain for my desired career
Part 1. Personal Analysis I have created a SWOT analysis table to highlight by Strengths, Weaknesses, Opportunities and the Threats I may face in this job role as a Medical Receptionist in a Clinical Surgery or in any future job role where it can threaten my success. 
	Strengths
	Weakness

	· My basic skills with Microsoft is good, I have excellent knowledge.
·  Also have gained confidence by working with groups for presentations.
·  I have experience from working in a medical surgery. I had most of the necessary training.
· Local to home I drive easier to get there
· help patients who can’t speak English as I speak Bengali and understand Urdu as well
	· I would need more time planning a task, thoroughly more detailed.
·  I need to build my confidence for presentations as I panic and get nervous.
·  I need to maintain my work life and social time.
· Need to give regular eye contact in presentations.

	Opportunities
	Threats

	
· I would need more training in Microsoft and digital Equipment’s and surgery software.
·   Ask for feedback from supervisors and managers so I can improve myself better.
·  I can develop my admin skills and clinical skills when required.
	· I need to balance work and personal commitments.
· I need to manage time
· keep business separate to social life.
· High completions
· Lack of security
· Working hours
· Job location




Part 2. Setting Goals
In this table below I have set myself new and clearly definable goals which are measurable. Although to complete this thoroughly and in more detail. I must consult my superior/manager. For achieving success, I must organize my tasks and must be completed immediately, considering these action plan will give me an understanding on how to manage my time to fulfil your goals (How to Set Goals in the Workplace, 2020).
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target date for review?

	I want to gain more knowledge in business department.
	I need to do training development programme in new software and regarding new updates about patient’s regulations. 
	Staff who can train me, the new improved handbook for clinician and patient interaction.
	Participating in assessments and quizzes so I can obtain a new licence also
Attend meetings
	After six months on getting the job.

	Widen my understanding of leadership
	Learn more from experienced staff, gain their trust.
	Observing senior colleagues
Online resources
	Mentoring and development programmes.
	Every two months



Part 3: Personal Objectives
The grid below lists my personal objectives I have in relation to my job role as a Medical Receptionist.
	Short Term Goals (next 12 months)

	In that time, I will be in further education so I can complete level 5

	Medium Term Goals (next 2-3 years)

	After completing level 6 I will have my degree

	Longer Term Goals (beyond 3 years)

	Within that time, I should have a stable job in a well-known industry



SMART objectives
Specific I would definitely like to complete my level five and six Leadership and management course within 2 years’ time. Setting this goal will help me build a career I want, as this can be a clear roadmap and can help me achieve.  Setting SMART goals will help me move forward in my career and help me achieve the success I want this will help organize and provide a better structure.
Measurable I will be going into university to attend lectures and seminars as well as to complete my exams and presentations and assignments to achieve better marks. By the end of each year I will receive a certificate of my progress and completion of the course. This will be useful in employment as it will enhance my skills and competency in applying for relevant jobs. This will help me set milestones along the way and give me greater opportunity to achieve what I want,
Achievable To set my career development goals I must gain more experience to improve my skills in writing, communicating, researching and presenting my work to others. This will enable me to further my qualifications and can help me to find better jobs progressively. This timeframe can help me prepare better and keep me motivated and help me focus on what I can do.
Realistic
I have sufficient resources i.e. lecture/module leaders who I can ask questions to during seminar classes and I have access to email them regarding any problems I have during my time doing this course. I believe my goals are realistic as I will complete a level each year in stages. By also following the guides, templates and marking grid provided, I expect to achieve my goals by achieving no less than a merit in all my assignments.
Time-based 
To achieve my career, the specific time period would be maximum of 3 years as I will complete a level of each course every year. This will be achieved by 2 years’ time when I will have completed the entire degree of Management and Leadership level five and six. 
(Morgan, 2020) 


Conclusion 
During my time at this university I had a chance to develop and improve my interpersonal skills, as now a days this is what employers are looking for when the are hiring someone for jobs. Other skills such as leadership and team working are essential when working as members of groups, and Specialized skills such as IT that is very important as this gives you more opportunities when searching for jobs. I can now build up my specific career and aim for the best from my knowledge as I am aware of what and where I need to develop my skills. In general, the smart has opened my views on the career path of understanding the attainment of overall aspect. I am certain that it is the right way to go and I am very confident on how to improve my skills and weaknesses.
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