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Introduction

I will produce a portfolio of work which demonstrates my knowledge and competencies as a potential employee. It will include the following:
Self-Awareness- a reflection on my self-combined with the self-assessment tool, Johari window and Kolb theory to identify its relevance to my future employment.
Reflection feedback from Mock Interview-I will reflect on my prepared Interview and the feedback I obtained from my tutors and using Kolb theory how I prepare to make new changes into my career and personal development.
Career Development Plan-with my objectives and SMART strategies and detailed action plans, I will explain each point how I intend to implement and achieve goals to be a potential employee.

Self-Awareness
My name is Shabeena Khanom, 37 years old living with my four children in Wednesbury. I am a qualified Early Years Practitioner and my job role involved being responsible for children age 0-5 yrs. and meeting individual needs. I provided Montessori play and planned activities according with the EYFS framework and liaised with parents and health professional on children’s learning progress. I worked in many different childcare settings including nurseries, schools and Community Sure start.
I have passion, and a euthanistic but patient manner that is suited when looking caring for children. I have the ability to think on my feet sometimes, hiding my feelings from others as I feel embarrassed to say out loud that I am struggling and need help. I always come out looking confident and professional to others, but I know myself very well that I need help. People around me do not realise this till I mention to them.
On one occasion we had staff shortage at work, and I was responsible to get a lot paperwork completed on time, staff thought I was fine and can deal with the situation and also take care of a group of children. Later I mentioned to my senior it was too much on myself and I needed someone to look after the group of children while I complete the paperwork as it was too stressful. There are many occasions people have high expectations of me, but I know when I can’t handle situation I can get upset and depressed, which I don’t often show to others








According to Johari Window Model, illustrated by Joseph Luft and Harry Ingham in 1955 revealed 4 windows that signifies feelings, personal information and motivation.
[image: Johari-Window-Model]This Model has 4 windows. Each window displays who you are.
1.Open Arena-anything you know about yourself and are willing to share is part of you.
2.Blind area-Any aspect that you do not know about yourself, but others do and are aware is your blind area.
3.Hidden Area-Aspects that you are aware of but might not want others to know, this is hidden
4.Unknown Area- any aspect that is unknown to you and anyone else -the unknown area.











Adapted from:(self-awareness,2013).The Real Me- Hidden Area

THE REAL ME

Strengths
I appear very confident, well spoken, full of information about my job role
Organized, determined, and have great passion in childcare
Want to be the ideal person








Weaknesses
I relate myself to the hidden Area, often where people don’t know much about and think me of being confident, clever and ambitious. My feelings, behaviour and emotions is known to me and I often only express myself sometimes when I realise others are not aware of me. I struggle to build trust and disclose information to others and learn about them.
Often, I hide my feelings and come out with my emotions when I can’t handle myself and I then discuss my struggles, anxieties and abilities to others. I know who I am but I can’t trust everyone and find it hard to be open. This is my weakness and as the time progresses people get to learn who I am slowly when I tell, and it can be shocking for them. Often, facade people hide the feelings as they might consider it embarrassing or wrong (Morgan,2017).











IDEAL PERSON: OPEN AREANA
It’s important for me to maintain a supportive and caring relationship with other people so I can relate well with them and learn about them as well







;



; 




My Future Mental Model

Just a dream




In the future I want to develop my career and have my own business
What you love?


What you good at?

WIN


I love working with people and young children
Caring, and cheerful personality




Very creative when planning activities
Many years of experience
Understand about parent need






MY BIG GOAL




I want to  open a childminder business as I have many years of experience and knowledge and understanding on childcare






This illustrates my mental model for my future.


Kolb Theory Model

To be a potential employee, I need to be more positive and focus my attention to my feelings, behaviour and learn how to reflect on these. Kolb ‘s Learning Cycle (1984) is useful in identifying, thinking critically and planning ahead to improve these skills(morgan,2017).
Kolb developed a theory of experiential learning and the cycle consists of 4 different stages of learning; all stages must be followed in order to be successful.

[image: Image result for kolb's experiential learning cycle]1.Concrete Experience is the activity you are doing for such as presentation, lecturers, exam etc
2.Relective Observation-Reflect on how well you done, sharing feelings, thinking critically 
3.Abstract conceptualisation- Drawing up conclusions, thinking about why you did it and starting to develop a theory what happened and what you have learnt. Think about your strengths and weakness and consider the feedback you get from your tutors.
4.Active Experimentation- Developing planning that may relate to personal/professional development. Thinking about changes and how you intend to implement, creating action plans (Mcleod,2017).


Adapted from:(Konak,2014).
Both Self Awareness tools are relevance and essential to my future employment. Applying these tools at work and life situation will alert me to develop my personal and career development. Fundamentally will improve healthy relationship and effective leaderships. I can reflect my abilities using Kolb theory and plan to focus and improve my strengths and weaknesses, this will help to unlock new possibilities and support me to recognise myself clearly and progress on to a new personality , the ideal person every employer wants.
It will reduce frustration and conflict at work as applying self-awareness tool will support me and my colleagues help one another and to be more effective, understand each other and empathise more with one another. Basically, it will reduce conflict and better productivity.
Being mindful of my own emotions will help me to adapt to changes, handle myself without getting upset. Luck of self-awareness will impact on my employment as I need to be a positive person and will require an extra effort to have that positivity, to create trust and partnerships.
Being extra cautious will and applying tools will help me to connect better with colleagues, employer and enjoy work long term (Tozun,2018).

Task 2: Interview Feedback
I took part in a mock interview at TSD university on 20/3/2020.I had to prepare my CV, cover letter and submit it during week 5 to my lecturer together with a copy of the job advertisement Early Years Practitioner level 3’ advertised in Wolverhampton.
I was expected to take part in the interview, considering it as an opportunity for the real job. My interview was assessed by my two lecturers Jan Gren and Yohan Mehdi’s.
The interview was assessed with scores 1-5, again 1 being very poor,5 being excellent and 2-4 average good.
My results were satisfying, and I was happy what I had achieved and overall, I was in the considering section.
Fundamentally, if I put in more effort, I could have done better in a hiring position. According to the Kolb theory on stage 2, reflection, theory, I can share my feelings, that I was confident and calm as Jan mentioned I was very detailed and approachable when discussing about the job role as EYF. Thinking critically linking with the Kolb theory Reflective theory stage 2 I didn’t research on the job advertisement and what the specification was about as I couldn’t say much information. Yohan Media did realise this and commented that I should have more prepared. So linking to Kolb Theory Abstract Conceptualization and Active Experimentation I received my comments from both tutors and I can imagine myself feeling quite unsure and stammering at the interview, repetitively saying ’erm, erm’ as I didn’t have much information about the company so to improve my future employment and need to use the Kolb theory and plan for my developments’ for my developments I need to manage my time, and spend some time learning about the company that I have applied in order to be successful and potential employee.
Both lecturers scored me between 4-5 for first impression, showing that I was very good and excellent. My feedback on first impression shows high scores my posture, greeting and maintaining eye-contact, and showing up on time. As I walked into the interview, I knew my appearance was comfortable for me and I was also relaxed. I should have taken some references on the activity I carried out in workplace to demonstrate my skills and knowledge.
Yohan did score me low in first impression (firmly shook hands) as I didn’t greet him. This is something I need to work on and ensure I greet all panel members. Often shaking hands with male members is not followed in my culture but I have to accept that its important to have that first impression right in order to be successful in a job role.
It’s vital to get first impression right as it gives you a chance to deliver yourself and quickly gets the company to decide and evaluate if your potential to fit the job. You have to make a stellar first impression. Being punctual and less scuff shoes will get you across as professional, but everything needs to be put tighter (Wolf,2020).

First impression says everything, it involves your image, appearance and meeting a person first time. Panels can make a judgement in four seconds and final judgement within 30 seconds, everything counts (Tracy,2020). 

After the interview I did realise I was talking a bit too much while the tutors were still talking. I need to make sure in future interviews, to be courteous and attentive, to show good manners and not to interrupt other and  be clam and myself (mindtools,2019).
I did luck in demonstrating knowledge about the company and answering competency. Questions difficult. My tutor did ask me questions on ABC recruitments agency, and I had limited information. I need to understand and show I know key information about the company as employers will ask. Using the Kolb theory. I intend to plan and research visiting the company website, social media and post, exploring about the company’s business operations, employees benefits and local news stories. This will prove that I can demonstrate high knowledge about the company and employers will be impressed (Indeed career guide,2020). 
As I had some experience with difficult situations, I was able to describe a situation, but not in order, everything I said sounded a little muddled in places. Explained about a child who found transition difficult and how I helped him to settle down.
Liking with Kolb theory stage 4, I need to prepare myself and look online to identify competency questions using STAR based method effectively. I need to apply STAR in order to answer questions well. STAR based questions will help me to split my answer into 4 sections. STAR stands Situation, Action, and Result each part describing how to explain and answer competency questions.
Applying STAR is important as it will give employer insight what they want to hear and give them evidence as to why you have certain strength (Seager,2020). 
I kind of applied STAR but not so successfully but did describe a situation well. Next time, I need to practise answering competency questions to show employers that I am a potential employee.
I need to pre-prepare short stories and give concrete of what I’ve done and alongside convey my personality to show how charismatic I am.
Basically, I need to research and be aware of the five top common competencies questions employer may ask, for e.g. ‘Describe a situation when you solved a problem’ and linking this with the STAR technique.
Linking with Kolb theory stage 3 it’s important to seek feedback from trusted tutors or colleagues and interviews panels to get to know your best skills you demonstrated in interviews, to help be successful in future interviews.
Overall, I did speak clearly and at time avoided using empty slang words but in order to be hired I must practise and be mindful.

Career Development Plan
Career development is the series pf activities and ongoing /lifelong process of developing one’s career. It will take in consider training learning new skills, moving to senior job responsibilities, making a career change. It links with settling goals and objectives and it starts by knowing self-strengths, weaknesses, interests and capabilities. It’s essential to meet each goal, objectives to acquire the skills in order to be a potential employee.
This will give every employee a chance to grow personality, feel happy and satisfied. Again, it’s an opportunity to learn new skills and transfer new skills to workplaces (Business, concepts,2019). 
SMART strategies 
Its essential to set yourself objectives and to think carefully what skills or goals needs improving or goals you want to accomplish.
Applying SMART strategies will help me to achieve goals and progress well, keeping in track of my goals.
S-specific investigates what you want to accomplish, taking in consider your aims/goals etc
M-measurable- how will it be determined, are goals achievable, taking inconsideration how many/much
A-Achievable-Is goal achievable? Do you have resources, abilities?
R- Realistic- Is the goal realistic to expectations and within in the given time and resources. Are you able to commit to achieve the goals?
T-Timely-must have a start and finish date to achieve the goals (Herridge,2018). 
I will create a career development plan using the smart strategies to plan my future career goals and personal development. I do feel I luck in digital skills and have been struggling using Microsoft excel, power, word very difficult at workplace, so this will be a goal to develop digital skills.
Secondly, I want to start my business in childminding at my home, I have great passion and knowledge in childcare field.

















CAREER DEVELOPMENT PLAN
NAME: SHABEENA KHANOM

Objectives/Goals- To open my own childminding business at my freehold house in Walsall 

Specific: to open a childminding business in my local community, Palfrey in Walsall on January 2023
Measurable: Numbers of children being registered. Number of visits to childminder home and parents’ interest and demand in booking sessions.

Achievable: I hold Early Years Practitioner qualifications, First Aid. Moving and Handling and Food Hygiene. My house meets health inspections approval and have some children play, equipment resources. Will also do a leadership and management level 5 course in TSD university to learn transferable skills that I can contribute to my business and learn how to run business successfully


Realistic: I have to study the Leadership and management course level 5 and 6  in the morning as my husband works in the evening. It will take a year to complete this course.
I will ensure I have my friend to support me to do runs in schools when I am running late when studying in University.




Timebound: to complete course will be 2 years
I will start on September 2020 and complete mid-June 2022. I will start my home business childminding on 2023 mid-June once everything is in place like resources, polices and procedures and registered.









CAREER DEVELOPMENT PLAN
NAME: SHABEENA KHANOM

Objectives: To develop Digital Skills
-Attend ICT Level 1 functional skills to learn how to use Microsoft programmes and receive certificate




Specific: To develop existing skills in digital. Be confident in using all windows programmes successfully and obtain certificate Edexcel Level 1 Functional Skills
Measurement: I must attend college once a week for 2.5 hours per week




Achievable: I will be able to do this course as I will be able to pass initial maths and English test level 2 before doing this ICT course. I also drive so will be able to manage family commitments to complete this course.




Realistic: I am flexible to complete this course, it requires minimum of 2 hours. Obtaining this certificate will put me in a better position to apply digital skills successfully, at my business.

Timebound: 6-month course. I will start on 2022 January. This will be around when I’m near completing my Leadership and management course in Trinity Saint David in Birmingham.


[bookmark: _GoBack]
	Objectives
	Activity
	Time
	Resource
	Short term
	Mid term
	Long term
	Date achieved

	To complete ICT course
To develop confidence applying digital skills at work and in business
	To obtain ICT functional skills certificate
	
	
	To visit Birmingham Adult Education Service
Look into ICT course and discuss when to enroll
	Complete application to enroll onto ICT functional skills and complete initial tests
	In 2021 
Enroll into ICT functional skills
Learn new skills
Complete course and obtain certificate
	

	Childminding Business

	To open business at home in Walsall
	
	Start buying resources from Early Years centers, like toys 
May need to borrow small loan from bank
	Apply in local Authority for childminding business
And registration
Ensure house meets Health and Environmental Inspections
Successfully pass OFSTED INSPECTIONS for registration
	Advertise in sure start centers, local schools, and carry out public speaking to get everyone to know your business.
Name your childminding business ‘Yellow Giraffe’
	Create a stimulating safe environment, with play equipment, 
Implement indoor and outdoor play
Implement procedures and policies for Yellow Giraffe
Have a open day for Parents to visit Yellow Giraffe






	

	Leadership and Management course level 5/6
	To complete course successfully
	
	Enroll on September 2020

Fill in application
Attend interview and accept university offer
	 Successfully complete course ensure you can manage time
Ask friends and family when you need to delicate tasks

	Be organized
With a timetable


Avoid social media when assignments are due
	Complete course and obtain certificate
Start your business Yellow Giraffe
	


	ACTION PLANS
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	SHABEENA KHANOM

	[bookmark: CustomerAddress]40 Dingley Road, Wednesbury, WS10 9PU
Home Number: 0121 294 3142 / Mobile Number: 07443 339 171
E-mail Address: shabeena.khanom4@gmail.com



	[bookmark: CVContent][bookmark: CustomerProfile]Highly motivated and well organised person with excellent communication skills. An ambitious individual with a desire to succeed. A very good person to work in a team environment or alone and is willing to train to improve existing skills and learn new ones. Adaptable, versatile and confident, who always relates to a diversity of people in a professional and diplomatic manner. An honest worker with integrity.



KEY SKILLS
[bookmark: CustomerKeySkills]
· A warm, caring and patient nature
· Good communication skills
· Bilingual speaking English and Bengali with some understanding of Hindi
· A sense of responsibility
· Planning and organising skills
· Understanding of how children develop and learn
· Good reading, writing and numeracy skills
· The ability to manage groups of children and cope with challenging behaviour
· Full clean driving licence
[bookmark: CustomerAchievements]
CAREER HISTORY

	HOMECARE MANAGEMENT

	Walsall

	2018 – Present 
	Parent

	Key Responsibilities
· Raising 4 children
· Managing the family budget
· Planning, preparing and cooking well balanced nutritious meals
· Supervising, supporting, guiding and organising children
· Working with teachers and health professionals
· Organising and delivering events including educational and leisure activities
· Dealing with and liaising on health issues
· Listening and contributing to solution to a variety of problems
· Dealing with emergencies smoothly and effectively under pressure
· Keeping a family home clean, tidy and hygienic and undertaking basic DIY
· Domestics tasks such as washing, ironing, cleaning windows
· Maintaining the garden, planting, moving and weeding
· Operating domestic appliances including washing machine, microwave, cooker, oven etc


[bookmark: CustomerHistory][bookmark: CompanyName]
	BANANA MOON DAY NURSERY

	Walsall

	September 2017- 2018Key Responsibilities
Caring for 4-7-year-old school children
· Working within a team environment
· Planning long/short term topics
· Planning indoor and outdoor activities to meet Early Learning Framework
· Liaising and advising parents on their children’s progress
· Monitoring and recording progress
· Preparing children for Foundation Stage Curriculum/phonic assessments


	Early Years Practitioner



	

	
DELVES INFANT SCHOOL

	WALSALL

	October 2016– March 2016 
	TEACHING ASSISTANT Training

	Key Responsibilities
· Caring for 5-7-year old’s
· Undergoing and successfully passing OFSTED standards inspection
· Providing a stimulating environment for children
· Displaying of children’s work
· Ensuring equal access to curriculum provision
· As a Key Worker, organizing learning groups
· Monitoring and recording children’s progress
· Attending monthly staff meetings





	SURESTART FAMILY CENTRE

	Walsall 

	March 2009 – May 2010
	Community Early Years Practitoner

	Key Responsibilities
· Caring for young children aged 12-36 months
· Encouraging growth and stimulated development
· Planning, implementing and evaluating activities
· Recording developmental data monthly
· Liaising with parents and health professionals






EDUCATION AND TRAINING
                
2019    UNIVERSITY OF WALES TRINITY SAINT DAVID
	Certificate in Higher Education Skills for the Workplace Level 4 (currently studying)
	
2016
	
FOUNDATION ONLINE

	
	PREVENT Course Supporting in Schools



	
	MANOR FARM COMMUNITY CENTRE

	2015 – 2016 
	Level 2 in Supporting Teaching and Learning in Schools



	
	BEDFORD COLLEGE

	2001
	BTEC National Diploma in Childhood Studies, First Aid Certificate and Basic Food Hygiene Certificate



	
	BEDFORD ACADEMY

	1999 
	Received a good standard of secondary education including GCSEs English C, Art A, Graphic Products B, Religious Education B



INTERESTS

	· Gym
	· Fashion
	· Design
	· Cooking



[bookmark: CustomerInterests]
REFERENCES

[bookmark: CustomerReferences]References will be made available on request




	                                                                                     Shabeena Khanom
ABC Early Learning & Childcare Centre                                    40 Dingley Road 
Brabourne Ave                                                                           	Wednesbury WS109PU
Wolverhampton WV10 6AU                                                       West Midlands                                                                                                                                        
West Midlands                                                                            Contact:07443339171                                                                                                                                                                                                                                                    
			            
Dear Sir/Madame,

REF: LEVEL 3 Childcare Practitioner
I am writing, in response to your advertisement for the above post and attaching my CV for your attention. 
I come with a wide range of skills and experience that I feel will translate to this role and deliver highest quality childcare. I love working with children, have an enthusiastic but patient manner that is suited looking after children and helping them to develop. In the past I have been co-ordinating many of the class activities linking to EYFS framework with the children’s literacy, numeracy and creative play. I pride myself in helping to create a fun and interactive environment for children and giving parents a peace of mind while they are at work 
I would like to be given the chance to discuss my application further at the interview. 
Please feel free to contact me on phone number or at my email address, if you need any additional information. 

Thank you for your kind attention. 



Yours Faithfully, 



Shabeena Khanom








Level 3 Childcare Practitioner job advertisement



We are currently recruiting for an experienced, Level 3 Qualified Childcare Practitioner to join our team at ABC Childcare. We have both Part Time and Full-Time vacancies available across both our two centres. About ABC: ABC Childcare is a family orientated business which strives to deliver the highest quality childcare and education to children aged 3 months to 5 years. Our goals are to provide children with excellent opportunities to learn and grow, enabling them to achieve their highest potential. Our company currently consists of two large, purpose built, private day nurseries within the Wolverhampton area. Both Centres are easily accessible by public transport and offer exciting quality facilities, for both staff and children. The bespoke buildings create a light, clean and friendly environment with carefully designed, comfortable spaces for children to grow and learn. Our 5-star facilities include soft surface outdoor play areas for each age group and a secure, privately maintained garden area. Why ABC? • We offer a full days training within the first month of your role with our Early Years Education professional team. • We use a nursey management app, which you will also receive training in our new training room. • We have free onsite parking at both our centres • We offer an auto-enrolment pension scheme • We offer a 20% staff childcare discount (subject to terms and availability) • Each centre offers staff recognition schemes to celebrate employees Roles and responsibilities Your responsibilities will include working with key children, planning stimulating learning opportunities and ensuring each child feels welcomed and loved within our Centres. You will be working alongside the Early Years Foundation Stage guidance and will receive full support and training in our inspiring educational programs. Below is a list that covers requirements of the role of a Level 3 Qualified Childcare Practitioner. You may be required to carry out additional activities in order to perform your role as Qualified Childcare Practitioner. • Provide high levels of care and education, with support through training and observation feedback • Follow all reasonable management and senior staff instructions and work as a team • Be responsible for your own Key children, ensuring records are up to date for children’s IAFF’s, profiles, planning and capturing the journey using the nursey management app • Maintain communication and work in partnership with parents/carers • Maintain confidentiality in line with policies, procedures and the Code of Conduct • Maintain evidence of every child’s development in line with ABC Childcare’s policies, procedures and ethos • To implement the Statutory Framework for the Early Years Foundation Stage • Support colleagues to develop their practice whenever the opportunity arises • Regularly review notifications and messages on Famly and action accordingly • Keep records updated within the classroom i.e. registers, daily routine, nappy sheets, medication forms etc • Attend and make a valuable contribution to out of hours working activities i.e. staff meetings, training, parents evening and events • Administer medication as and when required in line with policies and procedures • Ensuring the environment is clean, stocked and presentable. Including daily cleaning/housekeeping and the relevant policies/procedures as well as stocktakes and checklists (within required timescales and to the required standard) • Ensuring all Health & Safety requirements are met e.g. COSHH and risk assessments adhered to – all avoidable hazards are avoided and all risks are minimised As part of our commitment to safeguarding, you will be required to complete an Enhanced DBS check and provide suitable references. Job Types: Full-time, Part-time, Permanent.
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