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[bookmark: _Toc100589477]Task 1 Role Play
[bookmark: _Toc100589478]Student A as Interviewee and Student B as Interviewer
Interviewee:  Hello Sir. Good afternoon.
Interviewer:  Good afternoon. Please sit down. 
Interviewee: Thank You.
Interviewer:  So tell me what are the responsibilities associated with the position?
Interviewee:  I have applied for the Manager position. As a manager, one must perform various       responsibilities. Like managing resources and internal members, allocating those resources, making strategies or plans, motivating employees etc.
Interviewer:  What are your requirements as a candidate?
Interviewee:  Well, I will hope for a peaceful environment where I can perform my job perfectly and appropriate authority according to my position as well as other benefits according to my rights.
Interviewer:  What are the major dares of this job?
Interviewee:  I think the major challenge for me will be managing conflicts among my subordinates and creating short time strategies for increased production. But I have confidence in myself.
Interviewer:  And how will you process these challenges?
Interviewee:  So, In case of making strategies or decision making, I have expertise in several decision-making tools. Therefore, this will be easy for me. Again, I have proper communication skill and negotiation skills to handle conflict situations.
Interviewer:  Explain a typical day associated with this position?
Interviewee: Well, I do not have any major experience in this field. Still, I have my assumptions. A manager has to supervise subordinates and he must check all the progress. He has to set day-to-day goal plans and allocate resources according to plan etc.
Interviewer:  Okay. Thank you for your time.
Interviewee:  Pleasure is mine.
[bookmark: _Toc100589479]Student B as Interviewee and Student A as Interviewer
Interviewee:  Hello Sir. Good afternoon. How are you doing?
Interviewer:  Good afternoon. I am doing fine. Please sit down. 
Interviewee: Thank You.
Interviewer:  What did you do before this application?
Interviewee:  I am a fresher and have done some small internships but no permanent jobs.
Interviewer:  How do you feel about overtime and are you ready for it?
Interviewee:  Well, as a manager I will have many goals to fulfil each day. Some days will be more hectic than the others will. So there can be overtime and I am okay with it.
Interviewer:  Tell me about your strengths
Interviewee:  I have some software knowledge and I have proper academic education in this field. I can work under pressure, which is essential for a manager, and I see myself as a good leader. These are the skills I am currently able to remember. I am still trying to improve on a day-to-day basis.
Interviewer:  Why you want this position?
Interviewee:  Well, I like to take challenges and explore myself. As well as, I currently have all the skills directly associated with this job.
Interviewer:  Is relocation okay with you?
Interviewee: Yes, relocation is okay with me. A manager can be relocated to any branch according to need.
Interviewer:  Do you have any questions?
Interviewee:  Yes. If I join, will I be relocated within a month?
Interviewer: No. Not within a month, I guess. Okay, thank you for your time.
Interviewee:  You are welcome.
[bookmark: _Toc100589480]Task 2 – Report
[bookmark: _Toc88634931][bookmark: _Toc100589481]Introduction
To expand in any specialized field, utilizing hypothetical awareness is fundamental. Furthermore, to implement suitable proficiency in the right spaces, self-assessment is a requisite undertaking. Contemplation delivers numerous consequences for individual and professional growth. In this task, plain reflexion of capacities and skills is debated, as well as in what way further development may be completed. Self-SWOT study and the conditions for attaining a person's complete development are permanently drawn. Furthermore, this hypothetical report will help to progress in specialized lifetime. Individual reflection on individual part functioning demonstrates the capability to examine a person's gifts and abilities contrary to a cycle of benchmark goals is serious as it permits me to trail any kind of noteworthy development in private talents (Cottrell, 2017).
Scrutinizing myself and ascertaining about self-reflection is pivotal to validating my advancement and getting along to my future dedications. I devoured particular scrutiny on my excursion and abilities, which are clarified underneath.
[bookmark: _Toc88634933][bookmark: _Toc100589482]Academic and IT skills
I accomplished myself firstly on in what way to work on Microsoft Excel and other mathematical applications as well as particular further virtual information administration methods. My practical level of education assisted me to distinguish the culpability of the proficient pitch and energized me to mug up about the procedure of information technologies (IT), which is very important for doing any professional management operations nowadays. It will help me in competing with my rivals and fellow colleagues in future.
Excel is dynamic in every single corporate, and for fresh equipment, closely every arrangement is computerized. As an outcome, a reduced extent of manuscript or paper is being spent. Hypothetical expertise progress encompasses the subsequent:
· Groundbreaking tools awareness
· Suppleness to practice renewed tools
· Reassuring education and dispersal of procedural strategies
· Time maintenance whereas performing online-centred software (Sabah et al., 2014)
In adding up, in my institutional path, my tutor arranged me with an activity to achieve with an Excel or worksheet software, so I shortly studied altogether about Microsoft Excel to keep me fine-tuned to different software implements that help each dealings available. To revitalise my execution on this floor, steady teaching and running through were completed for my IT knowledge upgrading. Nevertheless, this was solely just the inauguration. I correspondingly cultivated myself with managerial means like Conclusion Making Diagram, Pareto Exploration, Decision Matrix, SWOT Diagram etc. For structural data exploration, I likewise have a modest acquaintance with Python and C++. I also have been appearing in specific curriculums to expand my time administration skill and further expertise. I am evolving myself on a day-to-day base and encompass certain short, medium and long-term aims I mean to accomplish which will be clarified in the latter fragment of this document.
[bookmark: _Toc100589483]The Experiential Learning Cycle Kolb
According to McLeod et al., (2017), Kolb's observed knowledge style theory is normally characterized by a four-tier learning series in which the apprentice traces all the foundations. Here I am going to explain my learning cycle and the additional knowledge about skills and developments will be described in further parts.
[image: ]
Figure 1 Kolb Learning Cycle
Source: (McLeod et al., 2017)
1. Concrete Experience – It is an original understanding or condition that is met, or a reinterpretation of prevailing skill. I have concrete knowledge about Excel, decision-making tools, mathematical software etc. 
2. Reflective Observation of the Fresh Involvement - of specific significance are any irregularities between knowledge and comprehending. I have proper understanding of these skills and when to use them under which circumstances as well as how to use them.
3. Abstract Conceptualization - reflection offers an increase in a piece of fresh knowledge or an alteration of a current non concrete idea (the individual has been educated from their individual involvement). After using decision-making tools for my education purposes and in some other fields, I have gathered practical knowledge about many concepts, as a result, I can assume the probable decision even before using the tools.
4. Active Experimentation - the apprentice spreads their knowledge to the surroundings nearby them to understand what occurs. I have done some internships for a small period of time where I actually applied my different tools and program knowledge for decision making. Most of them were accepted by the management and some of them were not. As a manager, I will be capable of making a decision and executing transactions appropriately.
[bookmark: _Toc100589484]Personal Development Plan
[bookmark: _Toc100589485]SWOT Analysis
A discrete SWOT exploration is incredibly significant in the instance of someone’s particular growth plan. Primarily, one should detect one’s strong points, vulnerabilities, opportunities or intimidations. 
For my growth or development strategy, I have tabled the capabilities that I presume I have conquered and also involved those on which I ought to advance at this period, which is calculated by directing SWOT exploration:
	SWOT Analysis

	Strengths
· Accomplished a fitting learning outline.
· Collaboration abilities and cooperative functioning capabilities.
· Draw pact of the client.
· Investigation skill


	Weaknesses
· Trivial weaknesses in IT proficiency
· Time management complications 

	Opportunity
· Reinforce my unit work by headship abilities
· Career administration and space to rise IT acquaintance

	Threat
· Adaptableness hurdle
· Approaching advancements in workstation
· Having clashes with party affiliates.


Table 1 My SWOT analysis
Source: Self-Made
[bookmark: _Toc100589486]Collaboration Ability 
Stating and disbursing devotion correctly means the achievement of interaction capability. These two normal facts need to be attained by familiarizing collaboration abilities (Brown et al., 2018). I have been cultivating this expertise through my lessons by involving myself in documentary duties in plentiful courses, above all technological exploration centred lessons. 
[bookmark: _Toc100589487]Learning Style 
An entity's favourite system of meshing, handling, and remembering knowledge is characterized as the person’s learning style (Reid, 2017). Such as, there are pictorial, acoustic, kinesthetic, and observable learning categories; I prefer pictorial and acoustic understanding fashions to learn. 
[bookmark: _Toc100589488]Attracting contract of customer 
There need to be an ability to accomplish a series of state of dealings via a handset and organisational movements to distribute wonderful purchaser facility (Patton and Higgs, 2018). I have nurtured that feature.
[bookmark: _Toc100589489]Research skill
There is a variation amid the typical scripting style and the theoretical description style. I schooled myself on the lettering strategies of an investigation paper. The key enhancements I have extended in this are interpretation of the numerous classes of specifics or data, such as; Topic and Illustration understanding. The added trait I have congregated is formulating confirmation supported education in the paper whereas scripting the whole thing. 
[bookmark: _Toc100589490]Brain Storming 
Brainstorming is a critical strategy-making aspect that permits me to cultivate outstanding answers to even the greatest knotty substances. Before initiating a brainstorming assembly, I relish certifying an inner mapping task. When in force in a group endeavour, I intermittently enquired my cluster pals to complete a mental mapping measure on their own. By this, there will be no glitches whatsoever at the foundation of a free-associating assembly (Putman & Paulus, 2019).
[bookmark: _Toc100589491]Math Skill 
The capability to gain and recollection of arithmetic particulars is a critical compulsion for the vigorous upgrading of mathematical expertise. The capacity to get and recollect measured particulars is the key constituent of the actual evolution of analytical competencies (Kyoung et al., 2017). I used a steady procedure in the execution of math to advance my systematic proficiencies. 
[bookmark: _Toc100589492]Digital Skill 
This knowledge is one of the capabilities that I am even now acquiring since, at this time, every individual should figure out in whatever way and at what phase to practice and recount on digital means, and a massive volume of careers now demand each one to have the digital expertise to be competent. In the ICT group, I attained words and conferences on what way to exercise PowerPoint, excel, word, and certain additional tools correctly.
[bookmark: _Toc100589493]Learning tools 
I have pertained and used smartphone software to comprehend diverse topics. Smartphones now make it plainer to exercise up-to-date laptop or PC software. Email convenience on Smartphones, community contact, video conferencing and virtual assistance is the ultimate general happenings of smartphone applications. I am accustomed to many of these classes of administration tools and competencies.
[bookmark: _Toc100589494]Setting Action Plan
According to Moeller et al., (2012), the association amid the action plan and pupil inspiration has been extensively examined in investigation works; however, the association between objective positioning and pupil accomplishment at the schoolroom stage has continued mostly unmapped. According to him an editorial hearsays the answers of a 5 year quasi investigational study investigative objective adjusting and pupil attainment in the graduate school Spanish linguistic lecture hall. The enactment of an assortment which is called LinguaFolio, which emphasises on pupil self-reflection, objective setting, and gathering of the sign of linguistic attainment, was presented to 23 graduate schools with a whole of 1,273 pupils. Through expending a ranked linear model, investigators remained capable to examine the association amid objective setting and pupil attainment crosswise period at both the single pupil and educator heights. A correlational investigation of the objective-setting procedure and  the linguistic expertise marks discloses a noteworthy association amid the objective-setting procedure and linguistic attainment.
It is termed that with no specific aims one cannot flourish or distinguish whatever to do afterwards as well as in what way to advance himself. I have a precise individual act plot for my progress.
	                                                           My Action Plan

	What do I want
to learn?
	What do I have
to do?
	What support and
resources will I
need?
	Target days to
achieve results.

	Expert knowledge
	The wit of software set up and everything.
	Acquisition of facts from virtual sources and connecting to lectures.
	
 2 months

	Decision building
	Misinterpretations as well as self-containment shortage.
	Holding an eye on diverse successful executives and efficiently checking on them.
	
 3 months

	Creating variations
	Trading with genuine talents.
	Various break approaches. 
	 2 months

	
Scheduling through cooperating
	Employment of thoughts in a spot-on technique.
	Holding a clutch of consumers' requisites and producing associations with others (Higgs, 2018).
	

4 months

	Time managing
	Incapability to monitor initiated time aims.
	The preceding procedure, sequencing, resource recordings, and circulation.
	
2 months


Table 2 Personal Action Plan
Source: Self Made
[bookmark: _Toc100015234][bookmark: _Toc100589495]Personal Objectives
	Short-term objectives (Want to achieve in six months)


	Educating myself about applications, decision creating, properly implementing thoughts, algorithms, time managing etc.

	Medium-Term Objectives (want to achieve in 2 – 3 years)


	Educating myself more about administration or management development (MD) curriculums, bending to additional technological progression, attainment of more information about administrative decision-making tools, community marketing etc.

	Extended Term Objectives (want to achieve in 3 to 5 years)


	Achieving whole research and receiving my PhD on running or important subject. 


Table 3 Personal Objectives
Source: Self-Made

[bookmark: _Toc100589496]Recruitment and Selection
Interviewing is an important process to prove one’s capabilities. Every student must go through interviewing process to get a job. So, obviously, a student must know about interviewing and how to respond to each question as well as how to impress the interviewer properly. According to Gordon et al., (2020), qualitative examination presented that interrogators deeply accentuated applicants’ submission files in assessing the meetings. Assessors fixated on applicants’ theoretical archives and preferred applicants whose discussion manners were constant with their claims and whose presentations confirmed connections to interrogators’ qualities. The addition of social queries confirmed a slight capability to modify these crescendos. 
According to Ryan., (2022), one’s grades and practical involvement can get him or her in the entry, however, a living person has to agree to appoint him, and that is an individual choice founded on the dynamics of the employing executive her or himself may not comprehend. The personal component is seen in every employment choice. One should not be too devoted to whichever work prospect, for the reason that if he does then he could be crumpled once they employ somebody otherwise (or do not employ anybody whatsoever). One cannot give away his valuable happiness in that manner. The vital strategy is to give interviews as frequently as someone can and carry on placing fresh irons in the inferno. If somebody does not wish to employ him or her. It should be fine. They may employ somebody otherwise. Nobody can end and cling over the work prospect that moved away. Numerous if not maximum work searchers make the blunder of trusting that if the job is not his, he sure made some mistakes. They often consider they have nosedived. But this is not true. Eight or six-person conference for all obtainable positions — occasionally further than that. But, simply one individual acquires the work.
One cannot be dilapidated on himself merely cause he talked to for a work and did not acquire it. One should keep his attention on the discovery of persons who reverberate at a similar occurrence as he does. Once someone encounters the correct employing executive, he and the executive will see it. The hindrance and disturbance someone lived over to catch to that encounter will abruptly feel alike a valuable outlay. It is not our job to acquire each position we talk for, or else to satisfy everyone we encounter on the work exploration path. Our work is not to crush ourselves into a miniature case to attempt and mark ourselves smart to an employing administrator who might by no means understand our wisdom. We must continue to find the right job that best fits us.
Apprentices should see at what phase and in what technique to exertion with alphanumeric implements and devices. To be designated for labour, massive sizes of effort now require individuals having digital talents. A learner's dynamic and significant proficiency comprises collaboration, functioning understanding, scripting and speaking styles, and least possible math skill, particularly in management science. I cultivated myself in what way to display or obey the instructions while scripting a report for an investigation. A management student like me must understand the consequence of crucial intellect and operate as a set. Brainstorming is a proficiency that relieves me to increase swift varieties and cultivate infinite reactions to even the supreme turbulent complications. I complete brainstorming discussions to position views afore I snap stuff. I have IT tool knowledge, communication-collaboration skill, negotiation skills etc. I think these will help me to be recruited for my dream job, which is to work as a manager as I discussed in task 1.
[bookmark: _Toc100589497]Conclusion
Specific progress can support someone in each portion of one’s life. It can modify the manner one thinks through his accomplishments and cultivates his likelihood of strolling ahead. Particular evolution can support each person in mounting internally and enthusiastically to adapt into a restored, more involved and confident human being. It as well benefits an executive to encourage one to perceive, admit and modify his burdens and unwanted actions. There are innumerable approaches to support somebody to cherish himself, encompassing visionary imagining, refining a confident approach, and thoughtfulness. Private evolution also encompasses healing, preparation, and reviewing. A definite modest and cooperative process to change independently is to look out one's doings and his lifecycle with an unbiased and authentic standpoint. Through all these, one will find whatsoever he needs to do for subjective and specialized progress.
Entities can pick whatsoever capacities they desire to place in their assortment through the groundwork procedure. If the desirable requests are not encountered, we partake the choice of conscripting the help of a higher individual who is proficient in their part to aid us to advance our presentation besides consequences in the forthcoming future. Interaction abilities, offering skills, interpretation skills, and cerebral skills, amid others the abilities that should be detected in an assortment. Interpretation skills, education expertise, mathematics abilities, scripting and analysis ability sets are altogether instances of potential. Each of these expertise necessities to be focused in profundity to facilitate every query about any arena may be responded. This will altogether aid me in progressing my enactment in the forthcoming times (Eysenbach et al., 2018).
Every university student, alumna, or undergraduate student needs to work on herself or himself to magnify his or her exploration capability, methodological capabilities and added capacities linked to her or his segment. Self-investigation, as well as additional procedures and engagements, plan, longstanding, mid-term, short-term etc. purposes should be recorded. These are everyday and valued doings that an undergraduate can practice to expand herself or himself. For becoming adjusted to the workstation atmosphere, an apprentice must recognize in what way industries are functioning and he have to study how to shine in his arena. Each day is a fresh prospect to study further.  As a management student, I have cultured numerous stuffs and still gathering. I have strategies to perform internships so that I can perceive the commercial biosphere more thoroughly and consequently. I will advance myself according to my future needs. I have additional tactics to do my PhD. I am attracted to doing my own researching. My individual growth plan as well as the activities I am doing are attached in the subsequent section.
I got the chance to shape and reinforce my interactive abilities through my period at university, and seeing that similar capabilities are currently whatever corporations’ eye for while employing somebody and it aids me understand exactly how vital it is to carry on to develop, train, and rehearsal such capabilities. And because of this realization, I am still learning and developing myself.
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Job Application
Please complete the form below to apply for a position with us.

Full Name 
First Name Middle Name Last Name 

Birth Date 
	
Month                        Day                            Year

Current Address 
Street Address 
Street Address Line 2 
City State / Province 
Postal / Zip Code 

Email Address 

example@example.com 
Phone Number
 

LinkedIn 


Position Applied 
 Manager

How did you hear about us 


Available Start Date 
[image: Pick a Date]Date 






4 | Page

Upload Your Resume 

Cover Letter
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Question Asked As an Interviewer (By Both Student A and Student B)
1. What are the responsibilities associated with the position?
2. What are your requirements as a candidate?
3. What are the major dares of this job?
4. How will you process challenges?
5. Explain a typical day associated with this position?
6. What did you do before this application?
7. How do you feel about overtime and are you ready for it?
8. Tell me about your strengths
9. Why do you want this position?
10. Is relocation okay with you?
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