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[bookmark: _Toc81484745]Introduction

A progression plan is essential for a successful career and in this report will be discussed my personal and development plans. To achieve my goals, I try to learn as much as possible every day. Most of the time to acquire knowledge, I focus on the workplace, University or doing own research. In the workplace is the point where I can learn best as I am a visual learner. However, it is not enough for the goals I want to achieve. To understand the skills should be acquired or improved, a self-assessment was done. SWOT analysis was used to better understand the strengths and weaknesses and will be discussed. Plus, SMART objectives have been applied to track progress. Subsequently, the plan for the next five years will be discussed and how these will be implanted. And in the concluding section, the role play of the interview will be argued.
[bookmark: _Toc81484746]Self-Assessment

For a self-assessment from the point of view of the workplace I would describe myself as a very collaborative and responsible person. I believe that the things that make me a collaborative person are, good communication, listening, trust in others and empathy. I try to build good relationship with colleagues through listening and understand their decision or opinion. Also, whenever someone needs help, I try to help them as often as I can. I retain all these things make me a great team worker. I learned teamwork as a teenager performing team sports and this has forwarded me a lot in the workplace. It also taught me to be responsible and disciplined, for example to give importance to objectives because once achieved they give great results and satisfaction. Other things that determine me a responsible person are the honesty, the willingness to learn, organised and patience. I believe that while others gain my trust, I have to do the same simply by being honest which helps to collaborate as well. Next, the desire to learn is because I want to gain more knowledge and develop new skills to apply in the workplace and also in personal life. And then the patience that I consider is my best strength, supports me evaluate the most rational decisions and is helping to achieve long-term goals. Results of these forwarded me to achieve objectives that I have planned. One of the goals that it has been achieved and I am satisfied of, was the promotion as Head chef. At this stage I have had the possibility to experience the leadership position. However, I still must improve on some facts like, time management, academic communication and writing, and the confidence of speaking in public. 


[bookmark: _Toc81484747]Personal Development Planning 

My personal growth plan would be to become a manager in the hospitality industry and then rise to superior positions. By working in these positions, I will acquire and improve many skills that I will need to become an entrepreneur. According to Phillpott (2019) some important competences required to become a successful manager are customer service, communication, language and multitasking skills, professionalism, teamworking and problem-solving ability. Some of these skills I retain to have but on others I have to improve. 

[bookmark: _Toc81484748]S.W.O.T Analysis
To identify my knowledge and skills, I used the SWOT analysis for a self-assessment. As result of this, my strengths are motivated and positive, interpersonal skills, desire to learn, quick visual learner and honest person. Other capabilities are good team worker, multitasking skill and language ability. Instead, the weaknesses and skills I need to improve are time management or prioritizing important things and reduce long time to solve problems. Plus, some key capabilities I need to enhance are academic writing and effective communication and increase confidence in expressing myself. Then, the opportunities which will direct me towards the goal, first is the opportunity of development and career progress in the workplace. Two, gain knowledge and qualification in the business management sector by completing university. And finally, the only threat is not possessing any formal qualification and training. 

[bookmark: _Toc81484749]S.M.A.R.T Objectives
On top of that, SMART objectives have been applied to track and manage the goals to be achieved in small and long periods. As it known SMART objectives stand for specific, measurable, achievable, realistic and timely. The Specific objectives are related to my weaknesses where I would like to improve mostly through the university. These are time management, gaining self-confidence, academic writing, and effective communication. By Measurable, every year I want to pass with a more superior grade than the previous one and this will assist me to measure the progresses. Achievable, I believe I have the skills and abilities to achieve my goals and I am also motivated enough to reach them. As Realistic, I possess the resources and opportunities to complete the university and achieve goals, at this point it completely depends on my motivation. And as Timely, I would like to achieve all these goal at the termination of three years course.




 
[bookmark: _Toc81484750]Employment Expectations

According to Thompson (2018), most employment expectations include "timely and accurate payment of wages, adequate training, safe working conditions, full explanation of all company policies and especially of your job responsibilities, and fair and constructive feedback from your supervisor". These are not only expectations but are also required by law, add Thomson. 

But in relation to my career goal, first, I expect to acquire certain skills through university that I can apply in the workplace and personal life as well. Once qualified, I expect to have more opportunities in the workplace, jobs where I can learn and grow. Possibilities in typical areas are Accountant, Business development manager, Human resources, Estate agent, Tax inspector and many others (Milkround, 2021). These jobs also offer a good annual wage and work-life balance. Therefore, the job position I am aiming for, does not have a good work-life balance, rather it requires extra effort. And positive expect as a manager, there is wide possibility to learn about managing a business and most of the time these organization give chance of career progress.
[bookmark: _Toc81484751]Career Ambition

My career ambition is to be an entrepreneur because I can work as I wish and the job I want to do. I would like to be satisfied of my own progress and growth as it requires quite effort to achieve. But before becoming an entrepreneur which is a long-term goal I should achieve other objectives, so a five-year plan has been done. In these following years I will primarily concentrate in three things, in career progression, personal growth and get physically fitted. In the upcoming year I have planned to frequent combat sports to gain self-confidence and being healthy. Other benefits of attending sport can improve concentration, social skills, patience, mental health and many others (Dubai Personal Trainers, 2021). All of these benefits will be useful in my progressions. Moreover, in this period and in the future will require good computer skills, so in that same year I would like to attend IT courses.  In the following years or precisely in 2023, I want to complete level 6 or Honours in business management. Once completed or while attending university I would like to work as an internship in business management. The benefits of completing internships are as many as gaining valuable work experience, developing and refine skills (Fremont College, 2021). And completed the university, I want to continue working in business management for a couple of years, thus to learn as much as possible about it.
 

[bookmark: _Toc81484752]Personal Development plan

Much research has suggested steps to be taken to achieve the goals. Some of these were chosen that seemed fundamental and applicable to me. There will be five steps to follow, and the first is to set the appropriate goals. These were mentioned above. The second is to set a date for each goal to be completed. It will force me to schedule time and prioritise tasks, so it will conduct me closer to meaningful goals. Third, it is to move gradually. In case I have to face challenging tasks, these will be divided and completed in several steps. Fourth, develop new skills or improve them. And the final is to track and evaluate progresses.
[bookmark: _Toc81484753]Role Play Reflection

[bookmark: _Toc81484754]Interviewer
The role play began as an interviewer where I had to interview Mr. Willie Harding which he applied for the position of Assistant Administrator. Willie introduced himself effectively and was absolutely confident. His confidence also relaxed me as I was slightly agitated interviewing someone for the first time. After introducing ourselves, I started with questions. The questions are related to the applied position and were prepared through research. In addition, I have done other research to know the skills required or the type of person suitable to be an assistant administrator. He responded all questions by mentioning the necessary skills. His answers were short but direct to the point, perhaps it was for the limited time available. He also gave examples of his competencies, for instance he has good management capabilities, team worker, interpersonal skills and much more. However, these examples could have been better by giving some explanation from his experiences. At the end of the interview, Mr. Willie asked an interesting question, "How often are employees promoted?" This question has demonstrated the interest of working for the company for a long time, plus the desire to develop and learn. Overall, taking everything into consideration, I gained confidence and knowledge in how to examine candidates. I understand it is important to conduct the research, propose appropriate questions, listen carefully, and identify the right candidates. 

[bookmark: _Toc81484755]Interviewee 
As an interviewee I have applied for the position of Assistant Manager for Street Burger-Gordon Ramsey. The chosen role was because a position that I planned to achieve soon. So, for me that was valuable opportunity to practice thereon. For this part of the role, I was completely relaxed as I have had job interviews in the past. And being relaxed I was capable to think and express myself decently. Even Mr. Willie in the way he asked the questions was supportive. He began asking if I do know what I applied for and where I did hear about this job and where. I start explaining the main responsibilities I need to perform in that position and the works I need to undertake in absence of the manager. For the following questions I answered where I have found the job advertising and reasons I was interested in that position. All the questions posed seemed to be the general ones they often ask in job interviews, and I think I have answered decently for the time available. Expect on a question “how best can you serve and sell the image of this company”, I think to did not respond in the way an interviewer meant to hear. And this happened because I was a bit uninformed for these types of questions. Finally, I have learned I need to conduct more research to know about the organization and demonstrate the interest to working with them.

[bookmark: _Toc81484756]


Conclusion 

In this report I have discussed my career plans, personal and professional development. I had started discussing my personal and work skills for a self-assessment or rather to understand the competence I have. Next, I showed my development plans using SWOT analysis and SMART objectives were utilized to track the progress. From my perspective, academic and professional employability expectations were discussed as well. A five-year career plan was generated and discussed how it will be implemented. In conclusion I argued regarding the role play, as an interviewee and interviewer. Overall, by writing this report I learned how to make an effective career plan. It was helpful in clarifying ideas and motivating me to create new ones. And I will continue following this process for the future.












[bookmark: _Toc81484757]References 

Dubai Personal Trainer (2021) Top benefits of combat sports. [Online] Available at: https://dubaipt.com/top-benefits-of-combat-sports/ (Accessed: 22 Aug 2021). 
Fremont College (2021) 8 Benefits of an Internship. [Online] Available at: https://fremont.edu/8-benefits-of-an-internship/ (Accessed: 31 Aug 2021). 
Milkround (2021) What jobs can you get with a Business degree in the UK? [Online] Available at: https://www.milkround.com/advice/what-jobs-can-you-get-with-a-business-degree-in-the-uk (Accessed: 8 Aug 2021).
Phillpott, S. (2019) Top 10 Skills Needed for the Hospitality Industry. [Online] Available at: https://www.careeraddict.com/top-10-skills-needed-for-a-job-in-hospitality (Accessed: 30 July 2021).
Thompson, S. (2018) The Expectations of Employers & Employees at a New Job. [Online] Available at: https://work.chron.com/expectations-employers-employees-new-job-9494.html (Accessed: 7 Aug 2021). 

[bookmark: _Toc81484758]Appendix











image3.png
o




Microsoft_Word_97-2004_Document.doc
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 



		Assistant Manager for Street Burger – Gordon Ramsey 





		How did you learn about this vacancy?

		Through Job Today 





		1. Personal Details



		Title

		Mr



		Surname

		Noor



		Previous Name

		Tanvir



		Forenames

		



		Address




		Romford road 544, The Lumiere Building 58





		Post Code 

		E78AY





		Telephone number

		

		Mobile No

		



		E-mail address

		2009633@student.uwtsd.ac.uk 



		National Insurance
Number

		



		



		1a. Additional Information

		

		

		



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




		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

		/

		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

		Honest Burgers 



		Address




		Oxford Circus – Market Place 



		Postcode

		



		Job Title

		Sous Chef 



		Dates of Employment

		From




		10/2018

		To




		06/2021



		Reason for leaving

		Working in the kitchen sometimes it is tough and even if I have learnt a lot there was a certain point that I had no improvement so I decided to change to a position that it could give me possibility to learn more. 

		Salary

		11.00 £



		Brief outline of main responsibilities and key duties

		My main responsibility was supporting the Head chef such as, make sure the stock is balanced, training new team members, doing the rota in absence of the head chef, cleaning, make sure the food is served with best qualities and many others. I have been growing with this company since I joined. I had many opportunities to grow even further but it requires full-time employment and due to University, I cannot effort to work full-time. 







		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

		Honest Burgers



		Address




		Oxford Circus – Market Place 



		Postcode

		



		Job Title

		Waiter 



		Dates of Employment

		From




		06/2021

		To




		Now 



		Reason for leaving

		

		Salary

		9.50 £



		Brief outline of main responsibilities and key achievements 

		Main responsibility is to do the best customer service, being tidy and organized. 







		Previous Employment

		



		Employers Name

		



		Job Title

		



		Dates of Employment

		From

		

		To

		



		Reason for leaving

		

		Salary

		



		Brief outline of main responsibilities and key achievements 

		





		Previous Employment

		



		Employers Name

		



		Job Title

		



		Dates of Employment

		From

		

		To

		



		Reason for leaving

		

		Salary

		



		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



		

		

		

		

		





		 Further/Higher Education Qualifications 

		

		

		

		



		Name of Qualification 

		Date Gained 

		Level

		Grade

		Awarding Body



		Certificate of Higher Education for workplace.

		In progress

		4

		Undergraduate

		





		Professional Qualifications 

		

		

		

		



		Name of Qualification 

		Date Gained 

		Level

		Grade

		Awarding Body



		

		

		

		

		





		CPD / Training and Development

		



		Brief description / course title 

		Date Taken 



		

		





		4. Interests and hobbies


Please provide details of your hobbies / leisure activities / voluntary work



		· Reading books, it gives me new knowledge almost every day. 

· Gym or playing team sports. Exercising helps me to be active and energetic and I enjoy playing team games. 

· Travel, I love discovering new places and meeting new people. 







		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

		



		Job Title

		



		Employers Name

		



		Address




		



		Postcode

		



		Telephone Number

		

		Ext. Number

		



		E-Mail Address 

		



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

		

Yes              No





		References 

		



		Name of Referee

		



		Job Title

		



		Employers Name

		



		Address




		



		Postcode

		



		Telephone Number

		

		Ext. Number

		



		E-Mail Address 

		



		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.



		This position would be a step forward to acquire new skills and learn new things that will support me towards my goals. In addition, it is a position that will allow me to continue to be in contact with people.






		Please specify how you meet the criteria for this role.



		I believe I am good team worker and well organised. I can make good relationship with others in little time, and I have good communication skill. I am responsible, and I have good knowledge in running the business.







		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: 13-08-2021

Print Name: Tanvir Noor
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INTERVIEWER QUESTIONS FOR ADMINISTRATIVE ASSISTANT





1



· HOW WOULD YOU DESCRIBE YOURSELF?

· NOTE:	HE DESCRIBED HIMSELF AS A HONEST, TRUSTWORTHY PERSON AND HIS ABOUT TO GETTING CERTIFICATE OF HIGHER EDUCATION LEVEL 4.





2



· WHY DID YOU APPLY FOR THIS JOB?

“AND WHAT MAKES YOU THINK YOU’LL BE A GOOD ADMINISTRATIVE ASSISTANT?”

· NOTE: MR. WILLIE REPLIED HE ALREADY WANTED TO DO THIS KIND OF WORK. AND THE SKILLS THAT WILL MAKE HIM A GOOD ASSISTANT ADMINISTRATOR ARE ORGANIZATION, GOOD MANAGEMENT OF PLANS AND INTERPERSONAL SKILLS.





3



· “THIS JOB REQUIRES YOU TO SPEND SOME TIME ANSWERING PHONES. HOW COMFORTABLE ARE YOU WITH MULTIPLE LINES AND HIGH VOLUMES OF

INCOMING CALLS?”

· NOTE: HIS INTERPERSONAL SKILLS WILL HELP HIM DEAL WITH THIS SITUATION PLUS IN CASES OF HIGH CALLS HE WILL MANAGE WITH THE HELP OF COLLEAGUES.





4



· WHAT ARE YOUR STRENGTHS AND WEAKNESSES?

· NOTE: THE STRENGTHS HE BELIEVES HE HAS ARE EXCELLENT TEAMWORK, HONESTY, GOOD ORAL AND WRITTEN COMMUNICATION, AND TIME MANAGEMENT.

· AND THE WEAKNESS THAT NEEDS TO BE IMPROVED IS TO REDUCE THE TIME IN SOLVING PROBLEMS.





5



· HOW WELL DO YOU MANAGE WORK UNDER PRESSURE?

· NOTE: HE SIMPLY REPLIED THAT HE CAN HANDLE WORK UNDER PRESSURE, BUT IF IT BECOMES CRITICAL HE GETS HELP FROM HIS COLLEAGUES.

























· THANKS, DO YOU HAVE ANY QUESTIONS FOR ME?

· NOTE: AT THE END OF THE INTERVIEW HE ASKED HOW OFTEN WE PROMOTE EMPLOYEES.

I RESPONDED, EVERY TWO TO FIVE YEARS, IT DEPENDS ON HOW EMPLOYEES IN PUT FOR THE ORGANIZATIONS.
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Interviewee Answers











1. Do you know what you applied for?

· 
Note: I have applied for the position of Assistant manager where I will be responsible for managing the restaurant (mostly in absence of the Manager).

· 	For example main responsibilities will be monitoring stock levels, ordering supplies and making staff rotas. Plus, ensure the team is fully trained.

· During the service ensure all guest receive

highest level of service, and lead the team.





2. How did you hear about this job and where?





· I was already interested in this position for a while and was looking through job advertising where I found your post.

· I was immediately interested because it was a exactly the type of work environment I was looking for , so for me it was a great opportunity.



3. Why do you think you are the right person for this job?





· In relation to this position I believe I have necessary skills such as teamwork, organised, responsible, good communication and also interpersonal skills.

· In addition, I have the level 4 qualification in business management. And I have been working in this industry for a long time and have acquired skills that make me quite confident.





4. How best can you serve this company and sell the image of this company?



· I will committing to learn new skills that will lead the company to

success as well.

· Plus, I will focus on increasing sales by attracting new customers and studying new market strategy.

· Other things will do it is to train the staff and make sure they always

commit their best.





5. Why do you want to work for us?



· I want to work with you because I like how you are organized and I like the thing that you offer the high quality of food.

· Especially I appreciate you provide the possibility to everyone to grow and learn so much.

· And working for Gordon Ramsey means learning new things everyday









Question for the interviewer?



-	What are the most important qualities for the person in this role to

have?

Note: Excellent customer service skills, Commercial awareness, Flexibility, Good interpersonal skills, Communication skills, Problem- solving skills, Organisational skills, Teamwork skills.
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