[image: Text

Description automatically generated]

            Professional Career Development
TASK 2 REPORT 

	







MODULE CODE:BMSW4005
LECTURER:RITA UKACHI-LOIS
STUDENT NAME :OANA DEDIU
STUDENT ID :2027635


Table of Contents
Introduction	3
Reflection on the Role Play	4
Job Description	4
Job Specification	4
Self Evaluation Review	6
Personal Development Planning	7
SWOT Analysis	7
SMART Objectives	7
The World of Employment	9
Career Ambition and Development Plan	10
References	11
Appendices	12
Roleplay	12
Application Form	14



[bookmark: _Toc98416025]Introduction
I am working as an HR assistant in a renowned EdTech firm. I have got hired in the role after facing three steps of recruitment. I was drawn to this position through the job description and job advertisement on social media. This report would provide a reflection on the recruitment process. The personal evaluation through SWOT and SMART objectives will also be given. Finally, the plan for personal development would be discussed for better employability.


[bookmark: _Toc98416026]Reflection on the Role Play
In the roleplay, I have taken the part of both interviewee and myself to prepare myself for relevant questions for an HR assistant role. The questions have been derived from the job description and specifications that were published in the job advertisement. They are given as follows. 
[bookmark: _Toc98416027]Job Description
Job Title: HR Assistant
Description: This is a senior position and the employee in this role will be in charge of many responsibilities. This includes keeping records and paperwork concerning the workers. An HR assistant manages the company's database, which contains all personnel information (Wayne and Martocchio, 2016). He is also expected to have strong interpersonal skills. For the execution of the obligations, the person must be truthful, inventive, and dedicated.
[bookmark: _Toc98416028]Job Specification
Education: BBA in Human Resource Management from any university with a CGPA of 3.00
Experience: At least two years of experience in the HR management field. Candidates with more experience will be preferred
Skills and Knowledge: The applicants are expected to have the following skills.
· Communication capability
· Critical reasoning
· Expert in Microsoft Excel and Word
· Interpersonal Skills
· Good sense of responsibility
· Record-keeping skill
Job responsibilities: The HR assistant will have to conduct the following responsibilities.
· Keeping staff report
· Updating employee database regularly
· Revisit and modify the company policy
· Taking care of HR documents
· Being responsive to the queries of the employees
· Keeping employee appraisal sheet for evaluation
· Keeping good relation of command and responsibility with the superiors
Based on the published job details and specifications, I have answered the questions in the interview. When I was asked to tell about myself, I have focused on the skills and competencies that are needed based on the job description. I have spoken about my experience in a similar field as it was required in the given job description. As the interviewer, I asked why the candidate think themselves to be ideal for the role to find out how they think about their worth. To this question, I have pointed out my experience, skills as an HR assistant and my capability to perform analytical and technological aspects so that the interviewer gets how I can be helpful to them (Knoer, 2011). The question about strength and weakness is asked to find out whether the candidate is careful about their capability and incapability. To this, I have reflected my strengths to the job requirements. Then, I have also had said about one of my weaknesses that can also work as a strength if I work on controlling it. The next question is about the view of the candidate about the firm. To this question, I have expressed my honest expectations and viewpoint about the firm to let the interviewer know how positively I think about the firm. Finally, the last question is asked to find out the professional and personal goals of the candidate. To this question, I have expressed my wish to achieve better recognition and responsibility in the job position letting the interviewer know my aspiration about the field.
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Self-motivation and learning refer to one’s personal effort to understand some topic and using different ways to drive the internal incentives to stay focused. Self-motivation can help a person become successful in both personal and professional fields. Motivation can be done using different actions and strategies. 
The first core strategy for motivation is to set the goal for success. I have set a goal to become an HR head. I try to keep this goal simple and specific so that I can stay focused. I also try to set short term goals that are relevant and helping factor to gain the big goals. I also have set clear expectations for my goals (Dixit, 2019). I know how to gain the goal and what to expect once I become an HR head. I observe the individuals who are currently in the position where I want to belong and find out what benefits they are getting. I also observe challenges so that I can prepare myself for the worst. To keep me motivated, I also surround myself with people who would support my journey and help me gain the goal. 
I also try to learn different skills and knowledge that will accelerate my efforts for achieving the goals. To do this, I seek help from others who are experts in my field. I also study different cases based on the personal growth of people and the backlashes faced by successful personalities (Thornton, 2014). I also try to utilise the resources that are given to me. I use the internet for learning how to gain interpersonal skills and strengths. I also try to apply my learnings. This helps me have a good grip on the skills.


[bookmark: _Toc98416030]Personal Development Planning
[bookmark: _Toc98416031]SWOT Analysis
Strengths: I have skills in Microsoft Excel and Word which helps me do analytical research and discussion in given data. I also have strong interpersonal skills and therefore, I tend to get along with people more smoothly. I know what I want to become and have a proper plan for the milestones.
Weaknesses: I cannot become strict with people when I need to. Again, I do not have the necessary resources that I need to capture proper skills and competencies to gain my professional goals. I also do not have proper guidance to collect necessary resources.
Opportunities: I have a strong bond with people and I know how to create effective networking (Biafore, Buttell and Fabbri, 2012). I can seek help from others regarding guidance and resources. I can also gather experiences from my workplaces that can accelerate my journey towards the top.
Threats: There is rigid competition in the job market which can affect my strengths. Also, the changing technology and other changing factors are creating demand for different kinds of skills in the job market. The outlooks of employees are changing and this creates new scopes for employee motivation and engagement which can be difficult to maintain. 
[bookmark: _Toc98416032]SMART Objectives
Specific: I want to become an HR Head. To fulfil this goal, I need to capture the capability of interpersonal skills. I should learn about negotiation, communication, organisational behaviour and other specific objectives. I also need to learn martel level skills of ms excel and word. I also should learn how to function powerpoint for presenting my analysis.
Measurable: I need to learn 90% of the formula and functions of Microsoft software. I should learn at least 30 theories and models of interpersonal skills and corporate behaviours. Finally, I need to learn at least 20 case studies elating to personal skills and competencies.
Achievable: The set objectives can be achieved appropriately if I can make the proper plan for the goals. I need to set a timeline for gaining the objectives. Again, using the measurements that I have set, I need to overview my progress (Bichi et al., 2019).
Relevant: The goals that I set which are interpersonal skills and technological competencies are linked to the big goal that I have set. These are needed for a competent HR head to maintain job responsibilities and keep the employees engaged.
Timely: The objectives need to be achieved within a proper time. The interpersonal skills will be achieved throughout a timeline of six months. During this time, different resources, case studies and models regarding this issue must be captured. The technological skills will be gained and developed through a timeline of four months.
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Employment is a crucial part of any business as it helps firms to recruit workers based on their skills and meeting the requirements of the firm. An employee completes some tasks and responsibilities using skills and employability. This contribution helps the firm to gain its annual and overall goals (Wallington, 2019). Thus employment provides better productivity and profitability for the company. In return, the employee gets financial benefits to maintain daily costs. Employees also receive some intrinsic benefits and opportunities from the firm. I expect to receive a proper salary from my employment. I also want to gain recognition and other non-financial opportunities from my employment.
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I want to become an HR head in future and help employees become more competent and skilled. As an HR head, I would need to maintain a smooth relationship with workers. I also need to develop some technical skills to empower my analysis and evaluation of some given factors (Tasker, 2015). To ensure this, I need to focus on improving my interpersonal and technological skills. The development plan on improving my skills and competency can go a long way to guide me towards gaining my professional ambitions.
	Objectives
	Actions
	Time
	Obstacles
	Improvement Plan
	Support and Resources

	Communication Skill
	I need to watch videos, read articles on the internet on improving communication and use the learning in practical life
	I need to improve this skill within 3 months
	I might face shyness and doubts while applying my learned skill
	I need to work on removing doubts and focus on what I can gain through the process (Lamont and Van Horn, 2013)
	I can take the help of my close ones to engage in effective conversations and communication

	Negotiation Skill
	I need to observe different models and theories on applying proper negotiation in gaining something
	This skill must be achieved within 2 months
	There can come different counters and offers while making negotiation which can hurt my confidence
	I can evaluate the situation and learn about possible counters beforehand
	I can take help from professionals and different resources to learn what kinds of techniques can be used.

	Microsoft Suite
	Through different inline and physical courses, I will try to learn the skills of the Microsoft suite.
	These skills will be learned within four months
	I might fail to understand the advanced level formula and functions
	I need to apply the formula for different problem-solving endeavours (Cottrell, 2014)
	I can take support from skilled employees in the microsoft suite and try to get tasks that would help me apply my learning.
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Questions asked as an interviewer on the role play :
1,Tell me about yourself
2.Why are you ideal for this role?
3.What is your biggest strength and weakness?
4.Why did you apply to this company and what are your expectations?
5.Where do you see yourself in the next five years?
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	POSITION AND AVAILABILITY
	

	State the position you applying for:
	HR Assistant

	Available start date:
	April 2022

	Desired salary:
	£30.000


	PERSONAL INFORMATION
	

	Surname:
	Dediu

	First name:
	Oana

	National insurance number:
	QQ34765A

	Address:
	34 The  ridgeway
London

	Postcode:
	Nw9 0ua

	Home telephone number:
	020 7477 7856

	Mobile telephone number:
	07911 458923

	E-mail address:
	Dediuoana6@gmail.com

	Are you eligible to work in the UK?
	Yes

	Do you hold a UK driver’s licence?
	Yes

	If yes, do you have any points or convictions against you?
	No



 
	EMPLOYMENT HISTORY
	

	PRESENT EMPLOYMENT:
	

	Name of employer:
	Eclipse Networks 

	Address:
	The Business Centre,
52 Wellington Road,
London

	Postcode:
	W1T 1JY

	Job title:
	HR Assistant

	Dates of employment:
	15/01/08 – current

	Salary:
	28.000

	Reason for leaving:
	Looking for new opportunities

	
	

	PREVIOUS EMPLOYMENT:
	

	Name of employer:
	Dalidus Computing

	Address:
	The Technology Hub
15 Dresden Road
London

	Postcode:
	L1 8JQ

	Job title:
	Hr assistant

	Dates of employment:
	02/02/05 – 31/12/07

	Salary:
	£35,500

	Reason for leaving:
	Moving from area

	
	


 
	QUALIFICATIONS
	
	
	

	Institution:
	Address:
	Qualification:
	Start and end dates:

	
	
	
	

	Regent college
	,
Bloomsbury,
London,
WC1E 7HU
	BSC human resources Degree
	01/01/01 – 01/12/04

	
	
	
	


 
 
 
	REFERENCES
	

	First and last name:
	Shelly McFarley

	Organisation:
	Dalidus Computing

	Relationship:
	Manager

	E-mail address:
	shelly.mcfarley@email.com

	Contact number:
	07911 443456

	
	

	First and last name:
	Desmund Farley

	Organisation:
	College of Technology

	Relationship:
	Professor

	E-mail address:
	farleyd@email.com

	Contact number:
	07911 443456
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