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Introduction: 

From childhood, I was struggled to choose a career. I had so many dream  jobs for when I grew up, I wanted to be a doctor, veterinarian, lawyer, open my own business and much more. There are many factors I had to consider before I decided my career such as: my passion and skills, goals, values, interests for example the activities I was enjoying doing.  The career path you choose is important in your life because it will have major impact on various aspects of your life, is thus important choose your career wisely.  
Since I have been introduced to the lifeline exercise for the first time when I was in college, this exercise provides me with an opportunity to review the most significant decisions I have made in the past and helped me to make decisions about my future career, was useful tool. 
I started working when I was 17 years old, where I was born, Portugal, my first job was at restaurant as a catering assistant and after 2 years I become Catering Assistant Manager where I had an opportunity to learn how to manage a large kitchen. From there I gained love for the job I was doing, and I realised that I wanted to develop my career and became a Catering Director opening my own business. On 2022, I started a course at University of Wales Saint David trinity (certificate of higher education and skills for workplace) to develop my skills, improve my self-confidence and restart my career. Being mum of three kids, working 5 days a week and study 2 times a week was one of the biggest challenges I faced in my life. My short-term goal was done in a year. 
“Choose a job you love, and you’ll never have to work a day in your life” (Forman, 2013). As long you love what do you do, you also will find a way to succeed.  









CURRENT SKILLS/PERSON DEVELOPMENT PLAN

The Workplace are constantly changing and evolving, we have to grow and develop in order to move forward.
During study, work, or day life interactions, to run smoothly and everyone gains consideration you need to find good people skills. Such skills enable us to create more effective enjoyable and efficient environment to manage inconvenient situations better. (Cottrell, 2021).
Having those experiences in different jobs has opened a new world to me. I gained many skills and met a lot of amazing people. The responsibility of being a part of a team that count on me to support them does not only require skills and ability to do the job well, but it also required me to have good interpersonal skills and that is something I pride myself in.  I like to motivate others, being able to understand and empathise with others, I am good in team working and, I am good in leadership skills. 
According to Hickman (2016) , leadership is more than a style or framework, it happens on purpose rather than by chance, it is mandatory for an organisation’s integrity. 
What employers expect from their staff:
Integrity and honesty, good time-management, trustworthy, effective communication, and ability to listen to others is just few of the skills all the employers expecting from us and that is something I feel proud of having it.
 


SWOT ANALYSIS 

[bookmark: _Int_GMtkYq26][bookmark: _Int_s0AOqXYk]Strengths, weakness, opportunities and threats, this is the tool helped many businesses to develop their strategies, helping organisations making their decisions of what they should or should not be doing in the company. I used this framework in my personal life as well, I spot opportunities that I did not know that existed. I found problems that have a negative impact in my career for example lack of qualifications in certain areas I needed to reach my goal. Another weakness is overthinking and tension over small things, and self-criticism, that is something I’m constantly working to improve. 
My greatest strength in problem-solving in workplace, pushed me to being able to analyse and solve complex problems by considering different points, the ability to make the right decision, on the right time is a fundamental strength that could be vital to decide if the company fails or succeed quickly and effectively. The good leadership skills I built over the last years also can carry a team to be successful. There are many types of leaders in companies, but the key part of this strength is that leadership build up
a good teamwork and a positive attitude and you could grow up in your career for a managerial position if the company recognised.







Setting SMART goals is something necessary to achieve your goals. Sometimes we get struggling when working towards a goal, when that happens, we can keep in mind the word: 
S- specific 
M- measurable 
A-achievable 
R -relevant 
T- time bound 
According to Doran (1981) this helps people find the way to write management goals and aims.
I plan to complete my degree to achieve my goal of open my own Catering Restaurant. I will need to complete the 3 years BA (hons) Business and management course to succeed on my career, I will need to improve some areas for my career advancement such as my time management, accepting feedback, effective communication in workplace, ability to ask for help. I need to focus on the ability to ask for help because I am a multitasking person that sometimes does several duties at once and I can have a trouble asking for help and this sometimes can cause stress and anxiety. 

The Johari window is useful technique that helped me discovering the blind spots, it also help people understand their relationship with others and with themselves. This technique also improves self-awareness and improve communication. It is divided by four sections: open, blind, hidden, and unknown.
This model of self-awareness was created in 1955 by psychologists Joseph Luft (1916-2014) and Harrington  Ingham(1916-1995).


[bookmark: _Int_jWC3YHV1][bookmark: _Int_f0gG5U4A][bookmark: _Int_ml0teWeZ]On week 2, we covered a module: Learning Styles. We all learn in different ways from each other, and we all choose to use our preferred learning style (Pritchard 2008: 41). I completed a VAK learning style self-assessment questionnaire; this tool was developed by psychologists in 1920s to find out which learning style suits an individual. The results showed I am a Visual learner.  I prefer the visual format; I need to see information to learn it. I was able to understand that our learning styles are not wrong, or right is just your own preferred method used to learn efficiently.  Honey and Mumford (1986) identified that are four different ways in which people prefer to learn relate to a different stage in the learning style.
The stage 1 – have an experience (activist)
stage 2- review the experience (reflector)
Stage 3 – conclude from the experience (theorist)
Stage 4- Plan the next steps (pragmatist) 
After completed the questionnaire Honey&Mumford(1986),  the results showed that my personal learning style was Pragmastist(Plan).  The pragmatists learners are keen on put ideas , techniques or theories in practice, acting quickly and go straight to the point but they are impatient with open-ended discussions.










[bookmark: _Int_IvuNSHlk]Recruitment and selection: 


[bookmark: _Int_R4hCX6IK]Understanding what employers expect from their staff is necessary for a good environment in workplace, honesty, trustworthiness and integrity is some of the examples. Employers need to know they can rely on you. Demonstrate good time management, work safely, able to integrate quickly, able to listen to others is some examples of requirements. (UK Higher Education Academy, (2009).

[bookmark: _Int_5t8V3b0z]Is important that a fair recruitment and selection make sure that all individual is treated the same, the process should be effective, efficient and fair. According to Equality Act 2010 – this law legally protects people from discrimination in workplace and in wider society. 
Is against the law discriminate someone because of age (if the person belonging to a particular age) ,disability ( the person has a disability physical or mental that affects person ability to carry day-to -day activities) , gender reassignment( the process from reassign your sex from birth to the preferred sex) , marriage and civil partnership (civil partner can not be treated different than a married couples) , pregnancy and maternity(making sure you give the pregnant the right time to maternity leave), race( protecting people from discrimination regarding to their colour or nationality , ethnic or national origin) , religion or belief (religion refers to any religion  including a lack of religion), sex( man or woman)  and sexual orientation( even if the person sexual attraction is towards the same sex , the opposite or both sexes). The above mentioned 9 protected characteristics of Equality Act (2010) protects people of those types of discrimination.
  One in 5 employers break the law when hiring ex-offenders (Brown, 2018). The   key legislation that applies to The Rehabilitation of Offenders Act< 1974 exists to support the rehabilitation, giving people with spent convictions and cautions the opportunity to work.
 

Role play -

A selection interview is a dialogue between interviewer and the candidate to decide if those candidate has the ability and sufficient experience to perform the job well (Morgan, 2017) .
In a role play interview confidence and effective communication are  the key. The  research we had to do to find the job we want in future, understanding what  job description and what person specification requires from us was just some of the points covered, as Interviewer I had to structure 5 questions based on job description and person specification of the job chosen by my colleague.  I understood that opened-ended questions could take the pressure that a interviewee can feel ,hypothetical questions and behavioural questions were important to understand what the interviewee will do in hard situations that could happen in organisation and their experience in workplace. As a interviewer I enjoyed being in this position because I did not feel any pressure or nervous about asking questions, was interesting to find out whether the candidate was a good person-job fit and the person that the organisation needed.
As interviewee, I learned that was important do a research background about the company and the position I was applying for, that body language and eye contact and smile  is also important. The first impression is the last thing an interviewer will remember about you ,I was capable to show how  my strengths could help the organisation to succeed and that I was the ideal candidate for the job position .I prepared myself for that day and after the feedback from the lecture I could say I performed well .What I will not doing again , is memorise the answers I will give to the interviewer, I will be more natural. I think this will take the pressure and nervous I felt on that day.


Conclusion : 

In conclusion, looking back how I plan to progress in my career , and understanding that the success requires me to work on path until I achieve my goals, gave me a upper hand whether I’m right choosing my specific career plan . Looking at my strengths and weaknesses has helped understanding the areas I need to develop and how I will build those skills. I believe if I continuing my studies and build my skills I will succeed on my catering business. 
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Appendix 1

Job application form 
 
 
Application for [job title] - Catering Manager 
Your details 
 
Name:  Ana Sofia Moreno
 
Education and training 
Please give details: 
 
- University of Wales St David trinity, London UK
- Functional Skills English Level 2 Peterborough College, Peterborough UK 
- Chef apprentice Level 4, Portugal
 -Food and hygiene Level 3 
 
 
 
 
 
 
 
Qualifications 
Please give details: 
 
 
   12 years' experience in work in catering industry where I was able to develop many skills: Interpersonal skills, excellent communication skills, good time-management, attention to detail, strong organizational skills with ability to carry out tasks with minimal direction and supervision, positive attitude, problem solving, Leadership skills, multitasking skills.


 
 
 
 
 
 
 
Employment history 
Your current or most recent employer 
 
Name of employer: Elior company,UK
 
Job title: Catering Assistant 
 
Length of time with employer: 2017-2023
 
Reason for leaving:  Professional Development
 
Duties:  
 
-Planning menus
-Ensure compliance with health and safety 
-Operating the till point as requires throughout service, ensuring correct procedures are followed.
-Complying with control of substances hazardous to health (COSHH) regulations.
-Washing up and other related tasks
-Setting and dismantling the dining area.

 
 
 
 
 
 
Previous employers 
Please tell us about other jobs you have done and about the skills you used or learned in those jobs. 
 
I worked at Sheraton Hotel in kitchen where was able to develop my organizational skills and my time management. I learned how important is working as a team.
I also worked at Hospital as ward hostess, I was responsible for providing meals for many different types of patients. I had the opportunity to develop my multitasking skills and good communication skills with my day-to-day tasks, my good communication skills gave me the opportunity to have a good communication with patients with dementia health condition for example.
 
 
 
 
Supporting statement 
Please tell us why you applied for this job and why you think you are the best person for the job. 
 
 
 
 I am the right person that qualified for this job position because my 12 years of experience in catering industry plus my interpersonal skill and good problem-solving skills make me an ideal fit for Catering Manager at your company. Also, over the years I have been able to build my leadership skills and is something important for being manager in any industry. I admire the company missions and goals and I would love to be part of the team using my best skills to move the company forward.
 I believe that working in your company will give me the opportunity to develop the necessary skills and experience to achieve my career aspirations.

 
 
 
 
 
 
 
 
 
 
 
 
Right to work in the UK 
Do you need a work permit to work in the UK? Yes 
References 
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.  
Sarah Cook 0789546230
Paul Newton 07983958036 

Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal. 
 
Name: Ana Sofia Moreno
 
Signature: A.M
 
Date: 15/04/2023
 
 












Appendix 2 

Questions from interviewer:

1-Do you have any previous experience in care?

 2- In this job we require some experience with elderly people and skills.  Can you tell me some of your experiences and skills?
                   
 3- Can you explain why safeguarding is so important in a care job?

 4- What are your weak points and strengths? 

 5- What do you do if a patient with dementia gets furious or confused? 
