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Task 1: 
[bookmark: _GoBack]To be able to get a job in the future, it is needed to get the right and relevant amount of experience. Self-awareness is the conscious knowledge of one’s own character and feelings. It is also the ability to focus on yourself and your actions, if you are highly self-aware you can evaluate yourself and you will be able to manage your emotions correctly. One of the most effective tools for developing self-awareness is through Johari windows, which helps us to understand that self-awareness and the human interaction are linked. Johari window model can people to understand their communication with others in a better and clearer way. The Johari window has four areas. The first one is open space, which is known to you as well as it being known to others. It basically means that the behaviour is known by you and also acknowledged by others around you. Sometimes it can be when behaviour and actions are disturbing to the environment. The second area of the Johari window is the blind spot, which is unknown to yourself, but it is known to others. It is difficult to manage, so this will cause others to speak to you. Blind spot can also occur in working settings where someone will be unaware of a fact because they may work at a slower pace. If feedback isn’t given, they are likely to stay stuck in their old behaviours. The third area of Johari window includes hidden area, which is known to yourself but not unknown to others. Some people like to keep certain information to themselves and do not like to share with others. It can also mean that a limited number of people are aware of it. The last area of the Johari windows is the unknown area, this basically means that it is unknown to yourself along with others, not many people speak as they are both unaware of the circumstances, this means it will not be a subject of discussion. There are three levels of self- awareness. Level 1 is ‘what are you doing’ people are more likely to keep distracted to be able to keep away from certain things, most people are opting for distractions but unfortunately some people are not able to find any distractions as it may be difficult for them. The second level of self-awareness is ‘what are you feeling’ what people often find is that they remove themselves from distractions as they are forced to actually deal with a lot of emotions that they might have been avoiding for a long time. The third level of self-awareness is ‘what are your blind spots’ which means the more aware you are of your opinions and emotions the more you can discover something. Most percentage of thoughts, arguments and actions reflect what we are feeling at the moment, so I am known to the action and why I did it but the people around me will have no clue why I did what I did.     
Task 2:
For this task I’ve had a mock interview and I had to prepare myself for the next step, before this interview I went online searching for a job which I needed to apply for Next as a sales consultant, then I had to do a covering letter, submitted it then I went in for an interview on the 20th of February for roughly 10 minutes. In my interview I talked about my past experiences regarding to work and specific jobs, I’ve also talked about my personal matters as to why I’ve had to leave my previous past job for certain reasons. I’ve been asked in my interview how would I raise standards to a customer’s needs and preferences. I’ve been asked if a formal outfit is needed where would I take the customer. I’ve answered effectively and left no unanswered answers, I’ve tried my best answering them to the best as I could. When I went into my interview, I was early and arrived on time greeting the interviewers making eye-contact and smiling. I was dressed in a long black formal dress with heels, before going into my interview I had practised what types of questions I would be asked with a friend and revised what I was going to say to the interviewers. 
At the start of my interview there was a heightened sense of panic inside of me, but I coped with it when I saw how friendly the interviewers were making me feel comfortable and less frightened. I greeted them and sat down, asking questions such as will I be given training and appropriate questions relevant to the job and answering the interview questions. I’ve been told as a feedback that I’ve had many experiences and skills in the past to help manage own business developing the ability to empathise with clients in an impartial manner and maintain professionalism and flexibility towards challenging conditions. During my previous experiences I’ve gained communication skills, how to communicate effectively with customers. I’ve also developed teamwork skills and know how to work with people in the workforce. However, the feedbacks which I needed to improve for in my interview was that to be mindful of my body language and stop touching my face which indicates nervousness and lack of confidence. I should depend less on my notes and be prepared with counter arguments to prove and support my points. I’ve appeared to have some communication problems and sometimes a bit unclear on what I say. Some answers to some questions were not relevant, sufficient or convincing, I believe I could’ve done better on my answers to questions. Another area where I can improve is by not getting to nervous before my interview as I made me less confident and therefore it made me talk too much, which was not really necessary at the time. Some questions asked where really easy so I gave simple answers, but I think that they require much more detailed answers so I will going through them thoroughly to be able to answer them in depth in my real interview in the future so that I don’t stumble. Another part where I can improve is by listening to the interviewer more attentively thus, I will be able to understand what they exactly want from me, so I will be able to answer all questions correctly without having any problems or difficulties. I shouldn’t be too nervous before going into the interview as It might have affected how I conduct myself if I am too nervous or anxious. Another area I can improve on is making sure that I had planned questions to ask the interviewer after my interview was finished so I can get the gist on how I can prepare myself if I do initially get the job role. I was told by my interviewer to ensure that try and remember to greet all of the panel members as I forgot to greet all of them at my mock interview, another thing they told me to work on is dressing appropriately for the occasion, as I was to told formally and not casually as it might leave a bad impression on them and will mean that I am lazy and not ready to work. another thing that was commented on was to focus on my body language, as I was touching my face a lot which indicates that I may have been nervous or just I had lack in confidence, other things that I was told was to be less reliant on my notes so I don’t lose concentration and depend on solely on my notes, therefore I should be prepared with examples and evidence to support the points that I was making to ensure they were correct. And that I should also prepare a few questions to ask at the end so that they know that I am interested to know about the job. I was told to speak about past experience that I had, so that they know that I will be able to do the job thoroughly if I had the experience. They also asked me about family commitments as they were aware that I had children, so hence it will be harder for me to have a job a specific times so they needed to make sure it was clear so that if I do get the job I won’t be interrupted and I will only focus on my job role and nothing else in the work environment.          



Task 3: plan, SMART, objective, strategies and detailed action. About future – apply for work for teaching assistance. Right qualification, teaching assistant, how am I going to meet the SMART. Plan is training, enrolling in course, apply for loan, what is plan for future, start work after getting right qualification.  
 SMART is an acronym for 5 elements: specific is the focus of the goal, for me it is to become a teaching assistant, measurable is the second word which is how long it will take to put into action for me it will be a few years as I will firstly have to get a degree and qualification before I can start to look for a job, achievable means that how likely I am able to achieve my end goal, relevant and time-based goals. My plan for the future has started from firstly getting a qualification in teaching assistance, this will take at least a year of my life, secondly I will be looking for place where they are looking for new staff without training, then I will be doing a few months of voluntary work or training without getting paid so I can gain the extra work experience that I need, after that then I will have the right amount of experience I will be able to enrol into jobs that are vacant for people, after enrolling I will need to apply for a loan so that I can pay for the course, after that I can start to work. before applying for my job I need to make sure that I am tailoring my CV so that it fits the right criteria and job title that the job requires, so that it is more likely that I can get the job, Most jobs will ask for an interview for teaching assistant job as it requires you to have certain skills and attributes as you will be working with little children, so I am most likely to be doing an interview before getting the job role, I need to make sure that I know what I am getting myself into by doing research on the job before going into the interview as then I will be able to answer the questions they ask without hesitation and If I plan my interview I will be able to prepare in advance so that I am not nervous or super shy as I sometimes lack in confidence if I am not prepared thoroughly. After the interview it will be my best of interest for me to follow up the interview to see if I was successful or not. If I am then successful in getting the job then I will need to take into consideration the working hours and the hours I am willing to work and be able to work as I am a single mum of two hence it will be hard for me, if come in between the time of my children as I will still need to be looking after them and giving them enough time with school work and personal life. The other things I will be taking into consideration is the team that I will be working with and the people that will be around me, because the people around you are the people that will help you through a rough patch if you need them they will also be there to motivate me when I’m feeling down. And the main objective  
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JOB ADVERT: 

Kaytun Bibi
21 Anglesey Street
Lozells
Birmingham 
B19 1QS 
Tel: 07415637999
Email: anisah77@hotmail.co.uk

Dear Sir/Madam
I am writing in response to your advertised position as a Sales Consultant at Next. I am very interested in working at Next and I feel that I have the appropriate skills and experience to make a strong candidate for this role.
I have worked within a variety of fields that have required me to provide a high standard of customer service. My experience in retail, education and my family business have increased my ability in being able to engage and build a good rapport with customers/clients. My experience in managing the family business has helped me develop the ability to be efficient in working in a fast- paced environment. Working in retail and education and helped me become a calm and friendly personality to customers.
I am aware that Next are looking for candidates to bring a positive and charismatic approach to the team and I feel that I hold these two traits very close to me. I understand that this company also delivers a professional, engaging and personal experience to your customers and I am willing to learn more in order to gain this level of competence.
In conclusion, I strongly believe that I am the right candidate for this position as I will be a great asset to your company. 
Thank you in advance for your consideration. 
Yours Sincerely,
Kaytun Bibi  




 CV:
KAYTUN BIBI
Lozells, Birmingham
Email: anisah77@hotmail.co.uk
Tel: 07415637999

PERSONAL PROFILE
 
A reliable, enthusiastic and confident individual pursuing a career within Retail. A range of customer service skills and experience has created an awareness towards diversity and multicultural issues. Experience in managing own business has developed the ability to empathise with clients in an impartial manner and maintain professionalism and flexibility towards challenging conditions. Can fluently speak Bengali and Hindi. Experience as a personal carer has developed an understanding of respecting the dignity of individuals and promoting their independence. 


RELEVANT EXPERIENCE

Next									Apr 2001 – Nov 2003
Pallasades								Oct 1999 – Nov 2003
Sanam Saree Centre							Apr 1995 – Jun 1997
Retail/Sales Assistant:
· Attained customer service skills by creating interpersonal bonds with customers, 
colleagues and managers.
· Worked within tight deadlines to sell products to customers
· Replenishing stock on shop floor and keeping the floor tidy and organized.
· Identify trends in complaints and highlight to the relevant managers. 
· Processing payments of various kinds, including cash, cheques and credit cards.
· Dealing with customer complaints and finding solutions to resolve each one equally


Chomok Saree Centre							Jun 1997 – May 1999
Co-partner/ Co Head of PR/ Head Sales Consultant
· Delivered extensive face to face customer liaison.
· Excellent knowledge of products and keeping up to date with latest trends within Asian fashion.
· Using entrepreneur skills to sell and advise latest clothing and products to customers.
· Maximising sale opportunities to achieve targets using knowledge on current affairs and other cultures.
· Managing the floor and staff at all times; training staff and distributing specific roles and targets to staff. 
· Till operating and cash handling; including managing cash and credit/debit handling. 



OTHER EXPERIENCE

Personal Carer:							Nov 2003 - Present

· Caring for both my brother who is diagnosed with Schizophrenia and my elderly mother.
· Understanding mental health and Schizophrenia and being able to support and communicate for my brother in appointments and other day to day duties needed.
· Translating and interpreting for my elderly mother in a variety of environments, as she is a non-English speaker. 
· Offering personal care, preparing balance meals and cleaning. 
· Arranging medical appointments and other activities



Lozells Nursery School						Oct 2006 – July 2007	
Classroom Supporting Assistant:

· Supporting class teacher in planning lessons and activities
· Setting classroom in accordance to the lesson and updating resources for students
· Providing one to one support to students when needed
· Providing discipline and monitoring behaviour within the classroom
· Regularly giving feedback to the teacher on pupil progress and behaviour
· Carrying out playground duties


EDUCATION

City College, Handsworth						July 2007

Level 2	 National Vocational Qualification			
Level 2	Children’s Care, Learning and Development		

University of Wales Trinity Saint David				Current
Level 4 Certificate of Higher Education in Skills for the Workplace


HOBBIES
· I regularly attend sewing classes within a community centre of non-English speaking Bengali women, who I also help to communicate and translate when needed. 
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