


Executive Summary
This is a reflective report that demonstrates the areas of career development. The professional skills and knowledge require be developing and enhancing. The introduction will emphasize on the necessity of the professional development skills. The role-plays are done to support the project. The reflection will be done on the role-plays. Personal skills are focused on here and the strengths and weakness are identified to find out the further scopes of development. The employment goals are discussed along with the personal action plans. With a conclusion, the report will summarize the objective of the report.
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[bookmark: _Toc68095391]Introduction
Professional Career Development is a necessary fact in every human’s life as it helps the person in strengthening the personal. A person with confidence and developed skills can perform better in life and gain the position of dreams. This report will be based on the role-plays and will focus on the aspects that are mandatory in influencing the career and performance. The ways to develop professional and personal skills to enrich the performance and aspire higher will be discussed in this report. 
[bookmark: _Toc68095392]Recruitment and Selection
Two role-plays will be done on the recruitment and selection procedure representing certain aspects of the process.
[bookmark: _Toc68095393]Role Play: 1
Interviewer:  Good morning! Thank you Bogdan for being present today for this interview. 

Interviewee: Good Morning Valentina! Thank you for receiving me.

Interviewer: Could you tell me more about yourself, about your motivation? 

Interviewee: I have graduated in Hospitality Management and I’m proud about that. Presently I am looking for a job where I can do my best. I love to be at the contact with people, to deal with them and to offer an excellent customer services. I put passion in what I’m do and I think that I’m the right candidate for this position.

Interviewer: How did you know about this job role?

Interviewee: I got to know about this interview from Indeed website and I applied for it. It was my lucky day.

Interviewer: Ok, interested. Do you think that this job it is suitable for you?

Interviewee: As I have already mentioned that I have graduated in hospitality management, I have achieved the skills of managing situations that are related to public sectors. I want to apply my knowledge and perform the tasks being a part of the institution. I know, this job profile will suit my knowledge.

Interviewer: If you are asked to deal with the customer who(hu) has(hez)complained about the services of the hotel, what will you do?

Interviewee: At first, I will listen the complaint and investigate the situation. I will identify the services that are being complained about and active actions will be performed as required.

Interviewer: What if you find out that the customer is incorrectly accusing  the hotel services? 
Interviewee: If I find our services are being wrongly accused, I will try to clear the misunderstanding created by the customer. I will mention the hotel policies and will clarify the customer about it. In this, way both the customer and the hotel will attract positivity.

Interviewer: You seem to know your profile well. Do you have any questions?
[bookmark: _Toc68095394]Role play: 2
Interviewee: I would like to know what skills you are looking for in the candidates?

Interviewer: We are looking for the candidates who are aware of the job profile and know basic skills of hospitality and management. We want the candidates to be polite, witty and active to take the responsibility seriously.

Interviewee: Thank you for informing me. Would you let me know the range of salary you will be providing?

Interviewer: We will be giving salaries starting from 20,000£/year and the candidates can earn more by performing in their job.

Interviewee: Okay, thank you. Where those results will be the posting?

Interviewer: The selected candidates will be reporting to the main branch of our hotel and then they will be sent to their respected branches.

Interviewee: Ok, I have one more question. How would I get to know if I am selected for the vacancy of Customer care executive?

Interviewer: Our team will inform you via email as soon as possible. Thank you for attending this interview today and I hope to see you in our company.

Interviewee: Ok, I have one more question, if I will be selected, will be the joining date be mentioned in the email?

Interviewer: Yes, Of course. Thank you for attending this interview today and I hope to see you working in our company.

Interviewee: Thank you for your time and I hope to see you soon! 

Interviewer: Thank you as well! Stay safe!
















Personal reflection
The role plays are typical examples of the interviews that take place around the world. The interviewer asks the candidates the questions that they sense relevant. The candidate answers them in the interview and tries to perform well to impress the interviewer within the short time span representing the skills and knowledge. Kolb’s Reflective Style is followed here to perform the reflection. Based on the study of Vala (2017), I can say that the interviewer observed the skills and wits that the candidate used. I think the interviewer represented a sketchy draft of the questions to the candidate. The situation that he gave to the candidate was complex and the candidate replied wisely. I can understand the desperation of the candidate to impress the interviewer and get the post. The candidate asked the interviewer the questions that are required to know by the candidate. As suggested by Crimmins, Oprescu and Nash (2017), a candidate needs to know the amount of provided salary and the skills that are looked for in the candidates to excel in them. According to me, the candidate conceptualized the needs and requirements of the profile and hoped for being selected, as the answer was quite impressive in shape. 
The role-plays also help us in understanding that improving personal skills to enrich the professional performance and career is necessary. It provides me a clear understanding of the skills required and the parts that require to be worked on further to acquire the finest state and shape.
[bookmark: _Toc68095395]Career Development Planning
Career development plan is an important thing to me. It helps me in finding routes to reach the desired goals. The skills that are required to be developed in meeting the aim of my are focused in this plan. Therefore, I put a lot of effort and time into preparing my career development plan. As I want to aspire as a Team Leader or a Human Resource Manager, I am focused on the skills that will help me in reaching the position. I think the position of a customer care executive will be a good start. I have searched for the skills and techniques that are required for getting fit into the position. According to Rubens et al. 2018, a person needs to be good in decision-making. This needs a lot of knowledge of the profession. A team leader possesses good communication skills. The confidence and responsibility of a team leader require being unbreakable. The person has to have the vision of the aspect and must be inspiring in the eyes of others to influence them effectively. I want to be creative and motivate my team never to lose hope and be confident with what they are doing. I want to aspire as a person who is considerate and understanding of other people and is efficient enough to enhance the performance of an organization by strong leadership and management skills. I think my knowledge and skills will help me to make my dream come true.
[bookmark: _Toc68095396]Understanding the skills and knowledge
[bookmark: _Toc68095397]Skills and knowledge to work effectively
There are certain skills that are important to contribute to the workplace effectively. As a customer care executive, I have to have the skills of communicating. I have to be smooth enough to communicate with the customer who is unfortunately suffering due to the shortcomings of the hotel stuff or services. I have to be understanding and considerate of the feelings of the customers and have to deal with them to solve their requirements (based on the studies of Kulici and Petrovski, 2018). I have to be absolutely neutral and unbiased to my organization to provide the best solution to the problem that occurred. In addition to that, I have to be wise enough to find whether the allegations are true or unjustified following the policies and protocols of the company. It will help me to feel confident to take necessary steps and make decisions to solve the problem.
[bookmark: _Toc68095398]Readiness for employment
The readiness for employment can be judged by the skills and knowledge that I have required and am confident enough to perform well. I have the skills that are required for the job profile. I am confident that the knowledge that I have acquired in my university days will be providing me the solutions during my career days. I can take actions to meet the expected performance level of the job role. My education with my skills is enough to provide me with the base that helps in creating the phase that can be used in performing well professionally. I have the skills to communicate with people and understand their problems. I am considerate enough to listen to the problems first. I never run to the conclusion. These facts help me to say that I am ready to be employed.
[bookmark: _Toc68095399]Understanding of personal strengths
While talking about my personal skills, I can say that I have certain features and techniques that can be helping and creating abruption me in my aspiring career. I am talkative and that sometimes reduces the time spent listening to important things. I am a perfectionist that increases the time and quality of the task. The task will be performed with utmost perfection but it can be delayed beyond the estimated time. I cannot tolerate any racist behaviour and always stand against it. I am considerate of the needs and requirements of the customers and perform my actions to pacify their needs. As a human, I have certain skills that are helpful to grow in my career. There are also some features, which can be against my job requirements and create problems in that. I have discussed both of them. I have quick action reflexes that can develop the ways of mitigating the problems occurring in my workplace.
[bookmark: _Toc68095400]Areas for development
I have the tendency to speak more. I need to develop my mindset not to talk a lot more than it is necessary. It will give me the time and space to think deeply and listen to the instructions of my supervisor carefully. I have to develop my skill of completing the tasks within the provided time. It will increase my positivity about the job. The jobs being perfect and completed within the estimated time will be able to impress the supervisor and it will fetch me the positive impression in my workplace. Being outspoken can be troublesome in some phases. I have to be witty enough to identify the places where I can openly represent my opinion and where I cannot. This will help in progressing further. 
[bookmark: _Toc68095401]Employment goals
[bookmark: _Toc68095402]I want to be employed as a team leader after acquiring all skills and knowledge that are required for the job role. I would like to start as a customer executive to understand the ways to perform basic hospitality skills. It will increase my experience and knowledge to think more rationally and technically while performing the responsibilities. I want to explore the professional world that is careful of the basic human needs and cares for the needs of individuality (based on the study of Al-Asfour et al. 2017). I want to learn the skills of being respectful and dedicated to imply them while being a team leader. It will help in inspiring my co-workers and carry on the name of success for the organization.









Personal action plan
	Current skills
	Activeand perfectionist
	Understanding and understanding
	Communicative and dedicated

	Skills to work on
	Talkative
	Outspoken 
	Delay 

	My goals
	To listen more to know more
	To identify where to talk straight and where not to
	To complete tasks within given time

	My resources
	Career advices of the peers
	Observation 
	Inspiration and sources of knowledge

	Action plan
	As opined by Souza De Oliveira and Sommer (2017), listening to the peers and understanding the necessity to save time for improving the thought and produced product
	Use observation to identify the situation and act accordingly (as suggested by Lang and Kravchenko, 2020)
	According to Kitana and Karam (2019), be prepared with the materials and sources that are required for the task and have an in-depth study that will help in completing the task within the time.



Table 1: Personal Action Plan
[bookmark: _Toc68095403]Conclusion
The report has been based on the role-play and personal development plans. The aspects of professional development are discussed. The challenges of professional development, the ways the skills can be developed to acquire professional perfections and improve the quality of work are discussed thoroughly. I have discussed the job role I want to take. The ways to acquire my dream job have been discussed. The features that need to be developed and the ways that can be done are reported here. I think the discussion and the action plan to improve the qualities will be helpful for my future.
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Private & Confidential
Application for Employment


To ensure that you are able to complete the application form in full, please refer to the short-listing criteria on the job description. 
	
Position Applied For 

	
Manager

	
How did you learn about this vacancy?
	Magazine advertising



	1. Personal Details

	Title
	
Mrs.

	Surname
	
Maftei

	Previous Name
	


	Forenames
	
Iolanda-Valentina 

	
Address

	6 Briar Walk, West Byfleet 





	Post Code 
	KT14 6JS


	Telephone number
	

	Mobile No
	07464398066

	E-mail address
	
1921013@student.uwtsd.ac.uk

	National Insurance
Number
	
SY688559D


	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	Yes
	No
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	Yes
	No
	




	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	West Byfleet Interior Design

	
Address

	6 Briar Walk, West Byfleet 

	Postcode
	KT14 6JS

	Job Title
	Director share holder 

	Dates of Employment
	From

	February 2021
	To

	Date

	Reason for leaving
	Still working 
	Salary
	2500£ month 

	
Brief outline of main responsibilities and key duties
	
Secretary





	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	Café Rouge 

	
Address

	Gloucester Chambers

	Postcode
	GU21 6GA

	Job Title
	Supervisor 

	Dates of Employment
	From

	December 2019
	To

	July 2020

	Reason for leaving
	The Restaurant has been closed for Covid 19
	Salary
	1500£ 

	
Brief outline of main responsibilities and key achievements 
	






	Previous Employment
	

	Employers Name
	Double Tree by Hilton 

	Job Title
	Waitress 

	Dates of Employment
	From
	May 2019
	To
	December 2019

	Reason for leaving
	Too much stress 
	Salary
	1200£ 

	
Brief outline of main responsibilities and key achievements 
	





	Previous Employment
	

	Employers Name
	Cote Restaurant 

	Job Title
	Waitress 

	Dates of Employment
	From
	January 2019
	To
	May2019

	Reason for leaving
	for making new experiences 
	Salary
	1300£

	
Brief outline of main responsibilities and key achievements 
	





Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	N/A
	
	
	
	



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	N/A
	
	
	
	



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	N/A
	
	
	
	





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	N/A






	





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	
Ski, music, cooking, sport etc
















	5. Referencing
Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	References (Current or most recent employer)
	

	Name of Referee
	West Byfleet Interior Designer

	Job Title
	Director 

	Employers Name
	Laurentiu Graziano 

	
Address

	6 Briar Work, West Byfleet

	Postcode
	KT14 6AJ

	Telephone Number
	0745053470
	Ext. Number
	

	E-Mail Address 
	Laurentiu09@icloud.com

	Are you willing for this referee to be approached prior to interview?
	x

Yes              No



	References 
	

	Name of Referee
	Botinero 

	Job Title
	Manager 

	Employers Name
	Isa Shuster

	
Address

	Milano 

	Postcode
	20149

	Telephone Number
	0746712354
	Ext. Number
	

	E-Mail Address 
	Botinero@info.com

	Are you willing for this referee to be approached prior to interview?
	
Yes           No





	6. Reason for applying

	

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	I am applying for this job to make a good career and to use my transferable skills.















	Please specify how you meet the criteria for this role.

	



















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:                                                                                                                 Date: 6/05/2021

Print Name: Iolanda-Valentina Maftei







PERSONAL DEVELOPMENT PLAN 
 
	 
 NAME 
 
	 Iolanda-Valentina Maftei
	Target Job/career 
Example: Teacher, Manager, Business Person 
	 Manager


 
	 
TIME PERIOD 
	 
From: October 2019
	 
To: Present


 
What Skills do I need to achieve my goal? 
	 
       SKILLS 
	 
How Will I get them 
	 
What resources or support will I need? 
	What can prevent me from achieving my goals: (unemployment, illness 
	 
How long should it take  

	Cooperation

Leadership

Common sense

Organisation

	Understanding

Studying

Studying

Working Smart

	N/A
 
health
 
emotion intelligence
 
N/A 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	Health problems

N/A

Unemployment

Illness

	A few weeks

2 months

8 months

½ Year
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