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Introduction 

In this report I will be doing a personal reflection on the role play also my career developing planning and applying my chosen reflective cycle called Gibbs.

I will start with the main body which will include include what skills and knowledge I need in order to work effectively. I will also be disscuissing what I need in order to achieve the job that I want to do in the future.

I will speak on my strengths and room for improvement. As well as the things needed in order to achieve my dream job. By developing a plan.

I will also show an understanding of interview questions especially from experience in my reflective writing I have provided proof for all my work in the Appendix.







Main Body 

My plan is to complete this year skills for the workplace eventaully pass and move on to BA Management and Leadership Skills course for 2 years I do also want to gain some experience in HR to do this I need ro plan my days and schedule better also be more effective on time and always appropriate and professional. 

The reflective cycle I chose is the Gibbs reflective mode, I found it to be simple easy and efffective for the purpose of this report. 

Description

Overall my Role Play went really well. The purpose was to prepare for the workplace it was achieved through completing the job application form and develop a strageic method of both preparing for an interview and also doing an interiew. 

I did really well apart from mic issues and I didn’t do a run through of what the interview would consist of, my partner and I took turns in writing our questions for eachother then we switched in asking the questions and answering them with eacthother.

Feeling

I was really nervous I wanted to be really professional this was a big deal its what I will be doing in the future interviews. 


Evaluation

On the postive side, I was confident too because I dressed smartly and I was prepared. And I gained a very good feedback on my apperance, grammer and I feel capable of achieving my future job role as Human Resourse Department.

Analysis

Upon reflection, I should of checked the mic so that everything run smoothly and I should of made a better introduction when I began questioning my partner.

Conclusion

It is very important to prepare for the interview dress appropriately, make sure you do research on the company and business you are applying for, also prepare answers and do research in that area. As I want to work in HR I will strive to practise interview questions and how to conduct an interview and what answers to search for.




Action Plan 

· Prepare better and effectively 
· Do a nice run through of the layout of the interview.
· Smile more.
· Check that the technology is working properly.
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Recruitment and Selection

The topic I will be decribing is ‘Interviewer Questions Writing,’ I was tasked with thinking of 5 questions to ask the interviewee. This was after every student was tasked with completing the ‘Job Application Form,’ which had information that supported the interview questions that were later aksed. 

The ‘Job Application Form,’ I have included in the appendice consitits of formal information such as education and training, qualifications, employment history, current/recent and previous employers. I also wrote a supporting statement to point out why I am the right candidate for the job. 

I was familiar with interview Questions writing, as I do see myself working the foreseen future and I am sure the interviewing process is a department that Human Resources team deal with. It also makes sense and previously in this course we have worked onmany different aspects of working as a team, effectiveness at the workplace as well as that this course and the team force behind it all wanted its students to be able to complete the year while a full understanding of the workplace from a managerial prespective the full knowdle and also being abke to deal with the troubkes that occcur at the workplace, which then with the added courses to come such as BA those skills and knowledge can be enhanced into depth.

It is therefore beneficial to have taken part in this topic. Being able to understand and write down resonabke employment questions to adhere to every interviewee. This topic is very important as it underlines recruiting the correct memebers for a particulat job/asssignment. Example of this is, imagine that you are in the Recruitment Team you’ve just received two filled in Job application forms, one is from a farmer with experience in construction and the other from a constructor you are looking for a constructor and the farmer has more experience than of the constructor. You are then able to througouly examine point blank which questions to ask judging from the Job Application instead of just stating the obvious and gain more knowledge at the interview with the interviwees. 

Upon reflecting from my marks sheet outcome of myself  when asking the interviwee questions I would of  liked to improve the following areas. Smiling more so that I can be more agreeable and open the interviewee to becoming relaxed and not nervous.
I could of also made sure my mic was working well, I could have checked all the protocols before hand so that everything was in order and in place. 

There were also many postives from my Questionnaire such as the questions that I asked they were a very good mix of soft and hard questions which is very admirable to read as this shows balance and that I am capable of working in the Human Resource area in the future as my questions were effective proven.

My interview style was friendly conversation and I maintained good eye contact in which I should of smiled more overall I had good welcoming and body language which was great.

Last but not least I was deemed neatly dressed, whilst having good professional standards.





Conclusion 


In conclusion it is very important to plan in order to execute the interview effectively make sure the questions make sense and is related to the job description, it is impossible to conduct an interview where your nervous, unprepared and anxious it is not professional there needs to be planning research and time put in to it. Also, check your technology check that it is working well in advance.

When going to an interview prepare your clothes in advance, prepare your answers read the job description write down answers and practise them do not however make it sound like a robot reading you must be natural.

Its also important to do your own job application form so that you do your own analysis and you are able to reflect and better yourself and improve the area needing improving.
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Job application form

Application for [job title] - HR Assstant (Operations)

Your detat: 26-Year-0ld Lives in London, Worman,
Name: Flavia Mateus.

Education and training

Please give detals:

L. SKils for the workplace Level 4

Qualifications

Please give detals:

(GCSE English Grade C
(GCSE Portuguese Grade A*
Talloing Level 1

BTEC Business Level 1

Employment history
Your current or most recent employer

Name of employer: Santos Baiao
Job title: Assstant Manager

Length of time with employer: 24 Months.

1

|

Reason for eaving I eft to widen my experience whit aso gaining mare
Knowledge. 1 was working remotely with fleibity within my workforce. 1 love:
helping people one of my goals s to become a HR Manager by starting as an
assistant 5o that 1 can help more In a completey different environment of
Workplace which offers me the flexibilty I need.

Duties:

L

‘Speaking to customers on Inbound and outbound calls, Bringing In deals.
Using your existing knowledge of Telecommunications products to bulld
2 connectvity soltion that IS right or the customer,

Focus on the customer experience - engage with them and bulld
relationships.

Liing up to the brand and DNA.

Team Working.

Previous employers

Please tel us about other jobs you have done and abou the skils you used or
learned In those jobs.

Name of amployr: Uber
b tte: Salos Assistant
Longih of tmo with employr: 12 Meriths

Roason forleaving | as volunteering and had gained a emendous amourt of
‘experionco the st s forover growing 5 ot 10 give thrs the samo opportunity | had
recaived.

Dutes
1. Contactng ur civer parners

2 Providng o to one help n assistng ustamers.

3. Handing wihcomplinsorwarting serious s o the manageron duy

1was able 1o leam many transforabo sl a“Uber; a5  as givon the opporundy to
wor direcly wih partners and ot ust benind the scancs.
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howlo b apen minced Signed: Favia
Date:8/10/2021
Supporting statement
Please tell us why you applied for this job and why you think you are the best |
person fo the fob.
1 ver elabl anddedcaed 0 haping othrs, | have atfntn 0 overy e dota
Gt communicationand prsertaton sls. | m vor postive.
Right to work in the UK
Do you need a work permit to work In the UK? Yes
References
)rios Baiso
2UBER COMPANY
Declaration
1 confim that tothe best of my knowledge the nformation I have provided on
s form s correct and 1 accept that proviing deliberately faise Information
could resitin my dismissal.
. r . r
Pagedof4 469words [  English (United Kingdom) % Accessibility: Investigate 3 Focus ® 88%
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