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Self-awareness

Self-awareness is having an enlightening notion of their own characteristics and personality traits, namely, incentives, in what they believe in, deliberation, experiences etc.
Self-awareness is important for us to understand who we are, it helps us to identify strengths and weaknesses, what our goals are and how we can evolve. All these issues also influence our professional life.  In this portfolio I will use some analytical tools to evaluate my own skills and competencies. (Mori, 2011) .                                                                                                                                                                                                                                                                                                                                    

Swot
The swot analysis tool, serves to analyse our strengths, weaknesses, opportunities, and threats, thus having a better preparation for our professional career, considering we have a clear perception of ourselves.

 SWOT
strengths
ability to work well under pression
ability to work as a team player and individually
fast adaptive learner
speak Portuguese fluently 
resilience ,persistence
persistence 
weaknesses 
speak in public
impatient 
opportunities
Wi-Fi access
technological devices
resources 


Threats


technology upgrading


Personality test
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Personality tests are tools developed by psychology to understand personality traits, ways of acting and thinking in different situations, acquires by the individual throughout his life.

Johari window

Johari window is a psychological tool elaborated in 1955, by two university students, during a research activity, at the University of California. This tool serves to understand individual’s social life, self-awareness, and personal growth. (Ingham, 1955)


                                 No known to self
Known to self
Not known to others
Known to others 

	Adaptable
Loyal Open area

Shy         
Rational 
Adaptive learner 
	Talented
Resilient Blind spot

Intuitive         
Creative 

	  Sensible Hidden area

Idealistic      
Lonely 
	good writerUnknown 

courageous 



Analysing my personality, according to the tools used, mentioned above, I consider myself an introverted person. Which can be positive for my future career because I have a greater ability to focus and concentrate, I have time management skills, the tendency to creativity, which is something very sought in companies these days, a greater capacity for critical analysis due to the ability to observation. 
Despite being more reserved, introverted people have an active social life, just trying to deal with people in a constructive way to add knowledge.
On the other hand, this personality can affect my professional life negatively in terms of communication with the public and the difficulty in promoting my own image. This entire description can be misinterpreted as disinterest or lack of enthusiasm. Therefore, it is necessary to maintain a balance between thoughtful and interact directly with our work, so is necessary to express ourselves outwardly to confirm that we have the skills.
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Considering that I’m managing an organisation to create the staff of the company, the first step to be taken to train staff is forecasting and planning, define what are the positions that need to be filled. It is very important to assume future commons needs of workers and analyse the bidding process for internal and external candidates.
There are three forecasting tools that are essential to make sure that the company is prepared for future eventualities. The first one is trend analysis; trend analysis is a tool whose main objective is to try to predict future stock price movements based on elements currently studied. In order to make long-term predictions about market direction, trend analysis uses background knowledge. (HAYES, 2021)
Trend analysis is proficient because following trends increases the company income. Through previous data it is possible to have an idea of what will happen in the future, in short, medium, and long term. A trend is the general direction in which the market is moving over a given period of time. Trends can be both upward and downward, corresponding to bullish and bearish markets. While there is no set length of time for a direction to be deemed a trend, the longer it is maintained, the more noticeable the trend becomes. (HAYES, 2021)
The second tool is ratio analysis, “Ratio analysis is the comparison of line items against a company’s financial benchmarks.” (Ratio analysis definition , 2021)
Ratio analysis is used for the evaluation of entity, liquidity, and effectiveness of transactions and rentability. This analysis is essentially advantageous for analysts outside a company, as their data comes from financial exposures. Ratio analysis is not so beneficial to corporate insiders, who have access to specific operational information about the organization. 
The third tool is scatter plotting; a scatter plot is a diagram that depicts each value in a data set as a dot.
After that is time to start recruiting! Recruitment is the selection of new members to be a part of an institution.  There are some recruitment challenges as it is important to carefully choose the recruitment methods to be used, consider possible consequences of non-recruitment policies and issues, legislative obligations related to work clauses.
Applicants will be required to complete a form provided by the company with some important questions to confirm whether the candidates match the characteristics sought by the company. For the selection, tools such as tests of job knowledge, work exemplification etc will be used. To conclude the CVs of the final candidates will be analysed and an interview will be carried out, certifying that the candidate has the necessary skills to perform the role they wish to occupy, confirming the candidate has real interest in the job, seeking to know more about previous jobs to understand better how much experience the person has, and which areas dominate better.  The final selection needs to be rigorous; an employer’s selection procedure includes more than just testing. Extensive background checks and verifications, pre-employment information services, integrity testing, graphology, and substance abuse screening are some of the other instruments available. One of the simplest methods to prevent recruiting mistakes is to properly investigate the candidate’s background. 
This is both cost-effective and beneficial (if done correctly). The tools used for a background check are using pre-employment information, services to check candidates’ social postings on the internet, integrity and polygraph testing, handwriting analysis, physical examinations, and screening for addictions.
This done, the final decision is made, the candidate is contracted. And thus, the organisation staff is formed.
Considering that I’m managing an organisation, creativity skills is one of the most relevant skills in a candidate to ensure they are accepted. Creativity skills is the ability to have a open mind, to think innovatively without being obvious. According to “skills for the future report” 58% of employers consider creativity skills essential for their business growth. 
Studies confirm that with the advancement of technologies and new creations, that innovation is significant for those who want to have a successful business, at least until 2030. (Scotland, n.d.)



Part lll

I will use the Gibb’s model to do a reflection about the areas that I’ve learned from this module. 
The Gibb’s model is one of the most used models, works as a continues cycle that goes through 6 steps: description, feelings, evaluation, analysis, conclusion, and action plan.
The ideal model to reflect on an experience, be it autonomous, or a recurring situation, such as themes taught throughout a module, as in this case. Gibbs initially based the use of his model in successive situations but is also appropriate in situations unprecedented. (REFLECTION TOOLKIT, 2020)
Gibb’s model

-Description:
The open book assessment was a great experience to better understand which skills are most valued by companies today. It also served to give you a clearer idea of how the world is constantly evolving (especially about technology) and it is important to keep up to date so that we can follow it.
The mock interview taught me how to have the skills to be a good job candidate, since the execution of the CV, so that is an organized CV, with a well-structured cover page and with all the necessary information, which proves that we are the ideal candidate to fill the position.
The interview also served to learn how to have and adequate behaviour in an interview, how to answer the questions satisfactorily, how to maintain a good appearance, and demonstrate interest and motivation for the job. 
Employment legislation provided a more comprehensive understanding of worker rights and employability laws. 
Employment law is the relationship established between employers and contractors. Governs what requests can be fulfilled by employers, rights of employees and what employers should expect workers.

-Feelings:
Before the open book exam starts, I was curious because it was supposed to be one unknown question based on the case study, which helped me a lot. Looking back, I’m happy for the way that I developed my work.
For the mock interview I was quite nervous; I didn’t feel prepared enough because it was something different from what I’m used to, and I also had some insecurities because English is not my first language. After finishing the interview, I realized that I should have been more self-confident because I had all the qualifications and skills for everything to go well. Now I consider that it was a necessary situation so that I could consider which skills I should improve.
Evaluation:
The open book exam went very well, the lecture contributed with extra time so that we could conclude it successfully. It was an important factor to have the case study as a guide, the only bad thing, which I consider more a challenging than a negative one, was the fact that the exam was an unknown question. 
The execution of the CV and cover page for the mock interview was successful and very instructive for the future professional career. The lecture was very attentive, asked several questions so that I could develop my communication skills, as I am an introverted person, I had some difficulties in this regard.
Analysis:
I consider that the three areas were successful in the rational factor because I dedicated myself hard to carry out the work, trying as much as possible to follow all the required structure and parameters. Time management skills also helped a lot to get the work done in the estimated time. Time management is the ability to spend time efficiently. (Dictionary, 2022) To be successful being smart is not enough, it is important that we know how to use our time productively.
Persistence made me pay attention to my mistakes in order to improve them. Resilience, interest, persistence contributed to the satisfactory assimilation of the contents taught.

Conclusions:
I learned that is important to be self-confident, resilient, and persistent; facing certain fears and insecurities contribute to achieving better results, sometimes we have the skills we just don’t know how to apply them efficiently. I also learned the employment laws act to defend the rights and interests of employees in several situations as job contract, health and safety, discipline, and grievance, pay and holiday entitlement, data protection etc.
I need to develop my public communication to ensure a good performance at work and for the assessments. If necessary, ask a friend or family member to listen to the speech repeatedly so that I feel more comfortable at the time.

Action plan:
For the next time, I will watch videos of tips on how to speak in public, I will express myself better, verbally, and physically. I will also practice my presentation with someone else’s help before the assessment date. I will consider my weaknesses and strengths more carefully in order to develop skills that I am not so good at.
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