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[bookmark: _Toc31166465]Reflection of Self-Awareness Tool
Journaling is a suitable self reflection tool which has been helpful in assessing strengths and weaknesses of a person (Arabsarhangi & Noroozi, 2014). It aids in analyzing important aspects which have been influencing performance of an individual by recording day to day efficiency and shortcomings (Rady, et al., 2016). It is helpful in highlighting the key reasons for performing well and likewise issues creating problems in management of several different matters. For self-awareness purpose I opted journaling as a tool to assess my key strengths and weaknesses throughout my course study and career development process. Through journaling I analyzed my strong areas and the way it influenced my operational efficiency. In order to analyze the intensity of my strengths like leadership skills, communication tactics, negotiation skills etc., I kept a close eye on day to day operations and recorded it in a journal to conclude self-awareness process in the end (David & Okon, 2016). Day to day journal recording has been helpful in highlighting my weaknesses as well like pressure handling, conflict resolution and allocation of resources and authority among sub-ordinates. Journaling has been helpful in keeping a balanced control between both i.e. my strengths and weaknesses to keep close track of my day to day activities. I record my daily achievements, issues, challenges and complicated areas in my journal on regular basis (Igbinovia, 2016). 
 Selection of journaling as a self-awareness tool helped me in several aspects i.e. to invest my energies on my strengths to further strengthen it (Ashley & Reiter-Palmon, 2012). It also played a key role on keeping a close focus on my weaknesses to analyze impact of multiple different aspects like loopholes in my daily performances, analysis of challenges and its impact on my daily performance etc. Journaling self-awareness tool aided me in making detailed assessment of key areas to aid me in highlighting my strong areas (Ashrafi Sahar, 2014). Journaling aided me in improving my leadership skills to engage myself in effective and valid management skills and processes. Through recording day to day performance it become easy for me to compare my daily activities and related efficiency to make improvements in my weak areas. Through day to day comparison of my performance using journal, I set milestones to compare my performance each changing day to assess the level of improvements I made to through pondering my weaknesses on daily basis. By repeating this practice I made sure to make rapid and constant improvements in my performance that further helped me to improve my skills for my future employment (Mohammadi & Asgari, 2016).
Journal writing empowered me through reflection on creative ideas through critical thinking process to dig out solutions to multiple different problems especially my weaknesses. Through generation of creative ideas I learnt thoroughly to make effective and intact plans and schedule to improve my work efficiency (Sengupta, 2018). Deep and critical analysis has been helpful in conducting detailed and effective self-awareness to improve my skills. Journal writing helped me in making thorough and detailed analysis of multiple different situations to make out suitable solutions accordingly (Silvia, 2013). I used multi column journal which helped me in analyzing my conduct to show empathy and support for my sub-ordinates. I reflected on regular basis to analyze my command on showing support for my sub-ordinates to keep their morale high. Through expression of exposure, vision and critical analysis in journal I managed to record performance process on regular basis to analyze impact of my leadership support for my team to help them conduct their job roles effectively (Turak, 2014). Besides analysis of impact of my performance on job roles of my sub-ordinates journal writing also aided in improving my thought process regarding my own performance as a team lead. I managed to eliminate my bad habits and low potential to improve my functioning and focused on doing hard work to support my team members to help them work effectively (Woods, 2017). As a matter of pondering on my weaknesses I managed to overcome my key weaknesses i.e. pressure handling, delayed correspondence patterns and ineffective allocation of resources among sub-ordinates as per their job descriptions and person specifications (Hashemia & Mirzaeib, 2015).
Journal writing as a self-awareness and self reflection tool highlighted my key strengths and weaknesses to take necessary actions to strength it and improve loopholes (Everett, 2013). It also helped in analyzing important aspects which have been influencing my performance by recording day to day efficiency and shortcomings. It has been helpful in highlighting the key reasons for performing well and likewise issues creating problems in management of several different matters (Walker, 2006). I managed to improve my personality traits to deal with multiple different matters like leadership roles, managerial skills and personal issues of my sub-ordinates to engage their long term high efficiency and management skills. Through selection of journal writing as a self-assessment tool I opt a proactive approach to join several workshops and seminars to deal with my shortcomings successfully (Farrah, 2012).
Empathy, training sessions for my sub-ordinates and top notch support for them helped me to deal with multiple challenges to improve my role as a manager at a future job position (Otienoh, 2009). Journal writing assisted me to provide ground to my sub-ordinates to keep their morale high by offering them reasons to work hard and invest their energies along with long term commitment for organizational cause (Boud, 2001). In order to deal with pressure handling related issue, I managed to take part in case studies and mentoring classes to prepare myself to deal with work pressure and overload. It enabled me in keeping a balance of work division among sub-ordinates to keep them committed in long term (Ashley & Reiter-Palmon, 2012). The whole process of journal writing to reflect on my day to day performance helped me to act professionally and improve my leadership skills as a charismatic and situational leader to perform effective at my future job.
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The insight gained through use of journal writing as a key tool to conduct detailed self-awareness. Through use of journaling I devised personal development plan in order to focus on my strengths to improve my leadership and managerial role. It also aimed at pondering on my weaknesses to deal with multiple different aspects to improve my managerial role to offer detailed support to my sub-ordinates (Igbinovia, 2016). The insight gained from use of self-awareness tool has also been helpful in analyzing key opportunities and threat in improving my role as a leader and manager at my future job role. The self-awareness test conduct using journal writing as a tool comprised of following elements. 
Vision setting
In order to improve my performance as a manager I set a vision to become a multi talented charismatic and situational leader and manager to provide extensive support to my sub-ordinates at my future job. It has been useful in keeping a reasonable control between my qualities and shortcomings to monitor my everyday exercises (Ashrafi Sahar, 2014). It additionally assumed a key job on maintaining a nearby spotlight on my future performance as a leader and manager to break down effect of numerous various perspectives like escape clauses. Vision setting supported me in making point by point evaluation of key territories to help me in featuring my solid zones. It has been useful in improving my initiative abilities to connect with myself in powerful and legitimate administration aptitudes and procedures. By setting an intact vision I made a point to make quick and consistent upgrades in my exhibition that further helped me to improve my aptitudes for my future work (Sengupta, 2018). It also enabled me to burrow answers for numerous various issues particularly my shortcomings in future to grow as a manager and leader. While setting a future vision of a charismatic and situational leader and multi talented manager I considered standard premise to investigate my direction on indicating support for my sub-ordinates to keep their confidence high. As an issue of contemplating on my shortcomings I figured out how to conquer my key shortcomings for example pressure taking care of, deferred correspondence designs and incapable allotment of assets among sub-ordinates according to their sets of responsibilities and individual details (Walker, 2006). 
Outlining strengths and weaknesses
The second step in improving my conduct was to focus on my key strengths and weaknesses throughout my course study and career development process to operate effectively at my future job role as an effective manager. It helped me in keeping a balanced control between both i.e. my strengths and weaknesses to keep close track of my day to day activities. I focused on managing my daily achievements, issues, challenges and complicated areas in my journal on regular basis (Mohammadi & Asgari, 2016). I set milestones to compare my performance each changing day to assess the level of improvements I made to through pondering my weaknesses on daily basis. The insight from self awareness process through journal writing highlighted my key strengths and weaknesses to take necessary actions to strength it and improve loopholes. It also helped in analyzing important aspects which have been influencing my performance by recording day to day efficiency and shortcomings.
Building of suitable development plan
Through setting a suitable vision and detailed analysis of my strengths and weaknesses I built up a suitable personal development plan to ensure effective improvement in my conduct as a future manager and leader. In this plan I focused on key areas I required to improve for my prospective job position to start my career successfully without huge challenges and low performance (Silvia, 2013). I mainly focused on improving my skill as a resource allocator among team members to ensure each sub-ordinate gets sufficient time, resources and authority to perform their job roles effectively. In order to implement my personal development plan I allocated time period of three months to reflect on to improve my role as a leader and learn how to distribute resources effectively to improve efficiency of each sub-ordinate (Boud, 2001).
Regular review and adaptation
For successful implementation of personal development plan I focused on regular reviews and adaptations on each milestone. Through regular review I kept a focus on my progress role and mindful endorsements to act at an effective supervisor and proactive future leader (Enhancv, 2018). I kept on practicing journaling tool throughout implementation of personal development plan to manage effective implementation process. The strengths and weaknesses of my personal development plan have included following:
Strengths
The personal development plan I drafted aimed at improving my critical thinking and managerial skills to improve my scope as a situational leader. It also enabled me to explore my leadership traits by expanding my knowledge to improve my morale and motivation level through hard work and constant reflection through journal writing.
Weaknesses
The pertinent vocabulary and communications skills are the key areas of my weaknesses which could be covered by full concentration in each module, and engaging with professionals and other students in discussion.
Opportunities
These weakness factors could affectively be covered by golden opportunities in student environment where meeting new people, learning new issues and digital skills by dealing with critical market analysis.
Threats
Multiple different threats like long commute, imbalance between family and learning management and ineffective implementation of learnt material in real life hindered my efficiency level.
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Part B: Reflective Report
[bookmark: _Toc31166468]Reflective Review of Recruitment Activities
The recruitment activities are detailed and wide in order to hire a suitable candidate for an organization to ensure long term engagement and effective functioning as per job description and persona specification. During mock recruitment process in class I’ve gone through a detailed and wide process including wide ranged documents and extensive interview process. Due to mock recruitment process I was able to improve my abilities to understand importance of right recruitment and selection process in order to avoid hiring a wrong candidate for my future job role as a manager to choose my team. Multiple different activities, documents and processes involved in mock recruitment process I’ve gone through in class includes following:
Importance of Job Advertisement
In order to understand importance of job advertisement in attracting right candidates, we drafted a mock job advertisement to ponder on its role in inviting desired candidates to apply for a job position. The whole activity helped me understand what kind of details are required to be entered in a rightly drafted job advertisement and how it needs to be circulated at right kind of mediums to invite desired candidates to apply for a vacant job position (Mindia, 2018). It also includes required details to help a candidate analyze whether he is suitable for a vacant job position or not. It includes venue or medium to share their CVs and required qualification and work experience to qualify them to apply for a specific designation.
Job Description
Job description is part of job advertisement and has been added during mock recruitment process as well. Job description mentioned in job advertisement highlighted key roles and responsibilities which are required to be fulfilled by a specific candidate. It also mentioned necessary skills required by a suitable candidate to possess to carry out roles and responsibilities adjacent to the advertised job position (randstad, 2019).


Person Specification
Person specifications are essentially important to advertise a job position to a specific person targeting a specific experience and bunch of qualities (Pastor, 2012). It has enabled me to analyze whether I am suitable for the advertised job position and likewise my sub-ordinates are or not. The major elements considered in drafting a suitable person specification for a job role to target a specific group of candidates to apply for a job position include following:
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(Pastor, 2012)
The most important aspect of person specification includes attainments a person is required to achieve at a specific job position. Besides attainments, soft skills, job specific capabilities, personality traits and physical attributes are key factors which influence job role of a suitable candidate and required to be added in a recruitment process to select a suitable candidate (Pastor, 2012).


Importance of Application Documents
During the recruitment process I prepared and compiled all necessary documents which have been essential for recruitment process (Pastor, 2012). Application documents have specific significance and importance to carry out recruitment process effectively. The importance and relevance of each document has discussed as follows:
Cover Letter
I submitted my cover letter to apply for the job position to complete the application process. I learnt about preparation process, necessary details and importance of cover letter while applying for the specific job position. It gave me an opportunity to add further information and details about my expertise, experience, knowledge, skills and interest for the advertised job position (Pastor, 2012). As CV did not give me enough space and margin to add my qualities which made me suitable and best match for the advertised job position. I kept cover letter to a single page and added my personal attributes as a suitable professional and ended my cover letter on a high note to get noticed.
Personal Statement
I attached my personal statement incorporated within cover letter to provide insight about my skills and ambitions to the employer. It provided my prospective employer a solid reason to short list me for interview. Personal statements are extensions of cover letters attached with resume of a candidate which enable HR management of a company to choose specific candidates for interview purpose (Pastor, 2012).
Curriculum Vitae (CV) Preparation
Curriculum Vitae or CV is an introductory document which states complete details about a candidate to enable an employer to select him for further screening and interview to make selection decision. A CV contains details related to objective of a candidate, his qualification, experience, skills, trainings and references. It also contains contact details of a candidate such as phone number, house address and email address. The preparation of CV took few days for me as I was preparing it for the first time. I learnt about tactics to make an impressive and compact CV to grab attention of an employer to motivate him to choose me for further screening and interview purpose (Mindia, 2018). I took help from internet and my elder brother to prepare an impressive one page CV with all required details and information to apply for the job position to get selected for the interview. It was one of the most interesting and insightful activities I went through during this recruitment process. 
Job application
The job application process starts with submission of CV along with cover letter and personal statement. I learnt about the steps involved in application for a job position using online website of a company. I went through a mock online application process to learn about a real process for my future job position. Following all steps in a job application process are necessary to ensure CV is submitted to get attention of an employer for a specific job position. The job application process I followed during this recruitment activity made me learn about multiple different steps necessary to follow for applying for a job position successfully (randstad, 2019). I learnt during job application process that with online application saves travelling cost and time and enable a candidate to apply for multiple job position simultaneously by staying at home. It will be helpful for me to hunt my desired job in future through online application.
Relevance of Former Documents in Preparation of Later Documents
The job advertisement, job description and person specification has a direct influence on preparation of CV, cover letter and personal statement. I prepared my CV and cover letter in accordance with roles and responsibilities mentioned in job description of advertised position and skills as per person specification to convince my supervisor that I am suitable candidate for the job position to get short listed for further screening and interview process. Especially cover letter contains all relevant details interlinked with job description to present a reason for selection of a specific candidate for further assessment (Pastor, 2012).
Role of Preparatory Steps before Interviews on Performance
Getting shortlisted and then selected for interview was a tricky moment for me and I had to go through extensive steps to prepare myself for interview. I practiced it at home and took necessary steps to ensure my interview comes out as a success. For this purpose I thoroughly reviewed my resume to recall pattern of details I’d mentioned in terms of my qualification, experience and skills to answer questions of interviewers. I assured that all necessary details are mentioned on it and Google most asked questions in interviews and practiced it for one and a half hour. As I had to attend a face to face interview so I practiced in front of mirror to manage my confident body language, facial expressions and flow of communication to impress interviewers with my capabilities to perform (Beck, 2008). I practiced my interview in front of mirror with completely dressed up getup to prepare myself for the mock interview. It boosted my confidence and helped me to perform well at the actual interview. I put my major focus on maintenance of my professional conduct and setting an optimistic mindset as if the interview was actually happening for a real job position. I studied job description in detail before application process and then before the interview to get myself prepared to answer any related question from interviews. The preparatory steps for the mock interview helped me to prepare myself fully and effectively to perform in front of interview panel in classroom.
Interview process
The interview was the last process in whole recruitment activity. It helped me to go through an experience to get myself assessed in terms of employers to show cause my experience, qualification, skills and other tactics to manage influence on them to get a desired job position. I answered all questions of mock interview confidently and impressed the panel. It made me realize importance of interview and the pressure a candidate could face during it. I never had a prior experience of appearing before an interview panel so it was crucial for my professional grooming and career development (Ferris, 2002). During the whole process of interview I learnt about its significance as it contributes in assessing capabilities, interest, qualification, and experience and management style of a prospective employee. Besides understanding importance of interviews, I analyzed significance of verbal and non-verbal language cues to exert an influence on interviewers to convince them to make a feasible decision to select a specific candidate. I managed a balanced verbal and non verbal body language that helped me in targeting perception of employer to get selected for the advertised job position successfully. 
Lesson Drawn from Mock Interviews
Mock interview has been helpful in analyzing significance of real interviews to hunt a desired job position in a desired organization or company. The mock interview helped me to experience an encounter to get myself evaluated regarding businesses to show because my experience and different strategies to oversee impact on them to find an ideal line of work position. I responded to all inquiries unhesitatingly that caused me to acknowledge significance of meeting and the weight an applicant could look during it. I never had a related knowledge of showing up before a meeting board so it was critical for my expert prepping and vocation advancement. During the entire procedure of meeting I found out about its criticalness as it contributes in evaluating capacities and experience and the board style of an imminent representative (Ferris, 2002). It enabled me to break down centrality of verbal and non-verbal language signals to apply an effect on questioners to persuade them to settle on a practical choice to choose a particular applicant. I dealt with a decent verbal and non verbal non-verbal communication that helped me in focusing on impression of boss to get chose for the promoted activity position effectively. At the end of interview I was able to appear in a real interview to get a managerial position.
Influence of Mock Interviews on Career Development
Though mock interviews don’t offer real life situations, still it is a good practice for a fresh graduate to practice for a successful interview. It enables a candidate to assess his position to perform in front of prospective employer to improve his performance to get targeted job easily and within give time frame. It also enables a student or graduate to assess his strengths and weaknesses during interview process for career development (Ferris, 2002). Successful mock interviews help in performing confidently in real interviews to impress an employer to make a positive selection decision in favour of a candidate. The mock interview I have gone through during this recruitment process has enabled me to understand importance of verbal and non verbal cues to impress an employer. It will be helpful for me to perform well in my future interview to secure a desired job position in a reputable organization.
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