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[bookmark: _Toc36134159]Introduction
I am going to write a reflective report , there are 3 parts for this report 1st is A  reflection of the self-awareness tool that you used and its relevance to your future employment,2nd is reflection based on the mock interview  and 3rd is career development plan with SMART objectives, strategies and detailed action. this plan should be accompanied with ancillary note that explains each of your point mentioned in your plan.
[bookmark: _Toc36134160]1.A reflection of self-awareness 
I am going to use JOHARI window to explain self-reflection
	OPEN SELF
Known to self
Known to others
	BLIND SELF
Known to others	
Unknown to self

	
HIDDEN SELF 
Known to self 
Unknown to other
	
MYSTERY SELF
Unknown to self 
Unknown to others





When I started this course, I knew about some skills but I didn’t have enough confidence to speak front of group of people but throughout this whole year doing certificate in higher education skills for workplace I gained enough confidence now I can speak front of any group. Johari window is a very good way of finding your weakness and strengths
Open Self  
Johari window has 4parts 1st window is open self it is about what you know about your self and other knows as well for example everyone knows you where you are working what are your hobbies etc. 
I am working as a customer service assistant and I have good knowledge of customer service 
Blind Self
2nd window is blind window it is about you don’t know about yourself, but others know about it for example you have some habits u don’t know about like when you worried you start rubbing your hand etc.
Hidden Self 
This window is about your personal life which is unknown for others but known by you and you know more about yourself than others. 
Unknown Self
This window is about unknown area which is unknown for you and for others as well  but you find about it when u have to practically do it for example u think you are not a good speaker but if someone suddenly ask you to speak to a group of people and u do it this is the way of finding this unknown area.
In this course I learnt new skills and learnt how to use them on time 
[bookmark: _Toc36134161]Time management
Time management means working efficiently I have learnt about time management especially when you are working as team leader how you can do time management and how can you divide your time according to you task to do on that day. For time management you need to prioritise your task, so you do not forget important tasks. Through Johari window I discover myself doing very well according to time management and using this skill at my workplace 
[bookmark: _Toc36134162]Team working skills
Working with people in a group to achieve common goal, listen to other group members carefully , let group members to speak and show their ideas ,understanding of concept of ideas, a successful team has different ideas and share their ideas to each other to progress and achieve set goals.
I had idea of team working skills but throughout this academic year at UWTSD I learnt how to actually apply these skills and get best result at my workplace as we work as a team at my workplace and this course really helped me to improve my teamworking skills.
[bookmark: _Toc36134163]Communication skills  
Being able to communicate effectively  with people is very important life skill before stating UWTSD I did not know that this skill is very important skill for workplace but I have learnt how to speak to different people and how to deal in different situations ,good  communication skills play key role in every situation f you know how to deal with people and what to say defiantly you will be a successful player at workplace .
[bookmark: _Toc36134164]Team management skills
Team management skills are very important for people those are looking to progress in management when I started this course I was not very familiar with team management skills and how to manage a team ,how to motivate team , how to use your skills in different situation, how to develop a team and how to communicate with your team . 
Johari window really helped me to know my unknown areas and helped me to develop my skills now I know I have good communication skills and I can take leadership without any hesitation. Team working skills has improved as well ,for  time management skill  I was very punctual and I am still very punctual and do my stuff on time whenever I have to go university I leave home about an hour earlier then the time so I do not get late.
Certificate in higher education skills for workplace really helped me to develop my skills and I already start applying these skills at my workplace and getting appreciate by my work management team and hopefully these skills will help me to get my set goals at workplace .
Johari window is really important for everyone to find out what they know about themselves and what is hidden and unknown for you so you can improve those skills and use them to achieve your goal and get successful in their life, but most important thing is to use your skills at your workplace to keep getting more progress and learn more.
Overall, I am very satisfied with the skills I have learnt in this university throughout all year and will defiantly use this in future for my future employment. 
[bookmark: _Toc36134165]2.Reflection based on mock interview
Task 2 for professional and career development module was a mock interview, I have chosen to apply for customer service assistant job for M&S café at Stoke O Trent, I know it’s far from Birmingham but I pretended that am moving to that place . I was not actually prepared for the interview I meant I didn’t practice too much as I am working full time and hard to get time out and practice.
[bookmark: _Toc36134166]Experience of mock interview
[bookmark: _Toc36134167]What is mock interview?
Mock interview refers to training practice which utilizes stimulation of actual interview to get prepared for actual interview. this practice is done by professionals to get feedback for the candidate.
Mock interview is a good way of getting confidence for upcoming job interview through mock interview you will know about your mistakes, your weakness and it makes the candidates ready for the actual job interview. The question asked in mock interview are all based on chosen job and related to the job discerption and information about the company where you are applying so it is really important to take mock interview as serious as actual job interview get dressed professionally, behave as professional and answer all question related to the job role and about the company , use appropriate language ,try to avoid slang words , sit up straight and do not move your hand unnecessarily, do not get nervous and keep smiling, keep eye contact while u answering all the questions. After finishing interview shake hands with interviewer and leave with polite manners,   
[bookmark: _Toc36134168]Benefits of mock interview?
· Help the candidate to gain confidence
· Help candidate to understand the process of interview 
· Help the candidate to improve their self-presentation
· Provide the candidate feedback
· Provide the candidate to handle important skills for upcoming interview  
· Experience of mock interview was very good as I was worried not to practice enough for interview, they started with job relevance question, they asked me
1. why I have applied for this job as am living in Birmingham?
 I explained them that I am moving to that place because my husband has been transferred to that city that’s why I have applied for this job.
 2.What is a good customer service?
A good customer service is to serve customer with smile and polite manners, understand customer’s needs, help them to choose the right products and serve customer on checkout.
3.What qualities a team leader should have?
A team leader should have good communications skill a team leader should be a team player, good listening skills, time management skills, team management skills are very essential for this role, team leader is responsible to run the shop floor smoothly
 4.Tell us a situation when u feel proud of doing something good for the customer?
One day while I was working in shelving department and restocking the shelves, I saw a blind lady entered in the shop and I notice one of my colleagues was just next to her that lady looked lonely and was quite uncomfortable first I waited if my colleague would help her but after few minutes I say that lady is still standing on same place ,I approached her and asked her if she needs any help, she told me that she wanted to buy some stuff for her lunch so I took her in different food department picked the stuff she needs than I took her to the checkout tills and served her myself I packed her shopping and went with her by the door. She told me she will be fine now I really feel proud of doing this as this is not only my job related it made me satisfied as human.
5.What makes M&S different than others?
As I am already working at M&S simply foods in Birmingham, I know M&S customer service is better than all other companies at M&S staff always been given training to satisfied customer throughout their customer service and polite manners. In that training they will teach their staff how to understand customers needs and how to offer other products to the customers for example if someone is buying tea offer them cakes or cookies etc
6.Why do you think you are a suitable candidate for this job and why we would you consider for his position?
I have 7 years customer service experience , I worked for Asian supermarket for 3 years and start working at M&S simply food its been 4 years I am working there I have all skills which you have been mentioned in your job discerption and I know everything about customer service as I am already working for your company ,you do not need to waste time on training.
[bookmark: _Toc36134169]Feedback from mock interview
The feedback I received from mock interview was very satisfying, I received 98% out of 100 marks 
[bookmark: _Toc36134170]FIRST IMPRESSION 
 Marks for turning up on time =5
 Firmly shook hands of interviewer, smiled and greeted =5
Had resume/references and offered professional copies =5
Greeted and maintained eye contact =5
Dressed appropriately =5
Posture/ hand and facial moment was natural =5
FEEDBACK   first impression was excellent 
[bookmark: _Toc36134171]Verbal behaviours
Demonstrated knowledge about company =5
Answered questions completely =5
Utilized star/bar format for behavioural questions =5
Understood company needs =5
Understood position/ pointed out work related skills =5
Displayed enthusiasm =5
Focused on strengths, avoid weakness =4
Acted in polite manner =5
Referenced specific items on resume =4
Responded to questions promptly =5
Asked appropriate questions of the interviewer =5
Spoke clearly and at a reasonable volume =5
Avoided use of filler/slang words =5 
FEEDBACK 
Overall was excellent understanding of the company and was in control of her thoughts and highlighted her experience.
Mock interview was good way of asking company and position related question according to 
Johari window I found my unknown area such as answering question of interview without any preparation and I didn’t refer to my cv that’s why I have received 4 marks for it.
I gained more confidence for future interviews which is a big achievement for me in this professional and career development module.
[bookmark: _Toc36134172]3.Career development plan with SMART objective, strategies and detailed action.
[bookmark: _Toc36134173]What is career development plan?

A career development plan is a statement that identifies an individual’s goals for their career and a series of planned action that bring the individual closer to each goal.
[bookmark: _Toc36134174]Why career development plan is important?
Career development plan is very important for you if you want to progress in your career in future. You should have a career plan which will keep you motivating to do task in detail to learn more and gain more knowledge.
I have a job and currently I am working as customer service assistant but I would like to progress in my career and would like to become store manager but to achieve that position I have to use SMART objective career development plan with strategies and detailed action. 

	[bookmark: _Toc36134175]Short term goal

	


At the moment I am working as a team member my short term goal is to demonstrate the skills and knowledge I gained for certificate in higher education , I have to show my workplace that I have team working skills and  have ability to manage a group of people and have knowledge how to motivate team members to do task according to the company policies and show my workplace management that they can trust me about all legal procedures will be done according to company needs and work will be done timely and effectively. Work closely to the team member is allowing me to learn more about team members nature and their interest so I know which team member can manage bakery section effectively which team member is interested in drink section and able to manage it these are the key point which can help me to progress in my career.

	[bookmark: _Toc36134176]Mid-term goal	

	



My mid-term goal is after showing my all skills get the team leaders position at my work place by using my team leader skill, time ,management skills, team management skills and learn all the skills which I need to use as a team leader for example our team leader use the computer system to do stock count, simple counts ,pricing, and ticket printing  at the moment I have taken price checking responsibilities, stock count responsibilities’ and simple count responsibilities so what I can see at my work place I am nearly on the stage where I can get team leader position within 6 months. 

	


	[bookmark: _Toc36134177]Long term goal

	My long-term goals are to become a store manager theses goal will be 5 year-based measurement. after becoming as, a team leader there are a lot of operational skills which I must learn to become a successful team leader, a successful team leader is not who knows everything about the business and polices a great and successful team leader is people oriented, action oriented, and will understand needs of his team and will help his team to improve their team working skills .in future 5 years I will learn how to deal with deliveries, orders , buying selling and   profit & lost . working as a team member will allow me work closely to the store manager and in future years, I will learn more about management skills and running a business as a manager 


[bookmark: _Toc36134178]SMART OBJECTIVE
SMART stands for Specific, measurement, achievable, reliable and time bond. Goals are part of every aspect of business/life and provide a sense of direction, motivation, a clear focus, and clarify importance. By setting goals for yourself, you will providing yourself with a target to aim for. A SMART goal is used to help guide goal setting. SMART is an acronym that stands for Specific, Measurable, Achievable, Realistic, and Timely. Therefore, a SMART goal incorporates all these criteria to help focus your efforts and increase the chances of getting that goal.
 



	SPECIFIC
	MEASURMENT
	ACHIEVABLE
	RELIABLE
	TIME BOND

	In my short-term goal I specified that I am going to demonstrate my team working skills mid-term and long-term goal, I have specified that what I am planning to do in future and how I will do this
	I have mentioned the measurement for example I mentioned 6 months period to become a team and in long term goals I have mentioned 5 years to become a store manager 
	According to my career development plane and my experience at workplace the goals I set it is achievable with hard work and demonstrating my knowledge and skills.
	yes my all career plans are reliable as if I can not get the team leader position in 6moths I can carry on working for same company for another 6 months and if I feel in these 6moth that it’s not possible I will change my job.
	My career plan is time bond six months for  becoming a team leader and 5 years to become a store manager which is very realistic to me as at my workplace I can see how they process these all position so it wont be hard for me to understand the time limit. 






Career development plan will be very helpful for my future career development and I will defiantly use it, as with proper planning I will be able to identify task those are important and should be done by time to achieve set goals.
According to my knowledge and understanding of this assignment I did try my best to give all relative answers to task 3 for professional and career development module and tried to show the skills and knowledge I gained from UWTSD and how helpful those skills and knowledge is for my future career development . As I am busy at workplace as well because of this pandemic situation we must work more hours than normal, and I tried to complete my work on time, so I do not get late.
[bookmark: _Toc36134179]References
[bookmark: _Hlk36134604]1. Alison Doyle, (2019) Importance of time management
 https://www.thebalancecareers.com/time-management-skills-2063776 (access date 23.03.2020)
2.Alison Doyle,(2019 )an overview of mock interview https://www.thebalancecareers.com/how-to-use-mock-interviews-to-practice-interviewing-2061626 (access date 26.02.20) 
3.Debbie, H (what are SMART objective and why do I use)
 https://www.professionalacademy.com/blogs-and-advice/what-are-smart-objectives-and-how-do-i-apply-them (access date 25.03.20)
4.Communication skill (2020) skill you need
https://www.skillsyouneed.com/ips/communication-skills.html (access date 23.03.20)
4.career development plan, (2017) 
https://www.jobsite.co.uk/worklife/create-successful-career-plan-36/ (access date24.03.20)
 6.3Example career development plan
https://simplicable.com/new/career-development-plan (2019)
7.Self-awareness gibs cycle
awarenesshttps://www.toolshero.com/management/gibbs-reflective-cycle-graham-gibbs/ (access date 22nd marc)
8.What is mock interview for
https://www.talentlyft.com/en/resources/what-is-mock-interview (access date 23.03.20)
9. what is smart goal (2015/2020) https://corporatefinanceinstitute.com/resources/knowledge/other/smart-goal/ (access date 26.03.2020)
[bookmark: _GoBack]10.Youth Employment. Team working skills (2020) 
https://www.youthemployment.org.uk/young-professional-training/teamwork-skills-young-rofessional/  /(access date 23.03.20)








