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[bookmark: _Toc56437549]Introduction
This report consists of two tasks where the first task focuses on formulating a role-play of an interview between two individuals consisting of a candidate for the position of the Site Supervisor and the recruiter of Shading Specialist Company. The interview questions are related to the role of a Site Supervisor and also linked to the candidate’s personal goals. The second task consists of a written report which provides my reflection regarding the role play and career development planning. It also provides a brief outline of my strengths and weaknesses along with areas for further development.  

[bookmark: _Toc56437553]       Employment Goal
I have determined several employment goals for my future which are described below: 
· To become the Chief Operating Officer of a well-reputed company within 25 Years by partaking in different management roles and positions throughout my career path.
· To increase my professional skills and knowledge and training by participating in multiple skill development courses for the next five years. 
· To gain new experience by joining the professional association ARMA to meet new people in the field of management within two years.
[bookmark: _Toc56437554]Skills Necessary for Working Effectively
To work effectively within an organisation, I need to acquire and develop several types of skills and knowledge. Each of these skills is described below: 
Communication Skill: Communication skill can allow me to properly receive instruction from my superiors and convey my guidelines to the juniors which can increase workplace effectiveness. It can also allow me to build a strong relationship with my colleagues and create a positive impression on my superiors (Dotson and Valenzuela, 2020).    
Management Skill: Management skill can allow you to efficiently execute all tasks to increase my productivity in the workplace. It can also assist me to co-ordinate with other colleagues to complete projects (Riggs, 2017). I can apply management skills to delegate task among the junior staff and conduct supervision of activities in a systematically. 
Problem-solving Skill: Problem-solving skill is essential for working effectively in the workplace as it can allow me to identify various work-related issues and determine multiple means to resolve it effectively and efficiently. It also promotes my higher thinking by applying my existing knowledge formulate a solution which increases my effectiveness at the workplace (Varlejs, 2017).
Decision-making Skill: Decision-making skill can allow me to work effectively as it facilitates the completion of projects or tasks efficiently by saving time, money and effort (Mazzotti et al., 2018). It can also allow me to make fast decisions to generate results within a short time.
Analytical Skill: Analytical skill allows me to work effectively as I gain the ability to solve common issues of the workplace through observation and comprehension of different information from multiple sources (Bosschieter, 2016). It also allows me to determine the effects of different managerial decisions undertaken to complete various tasks. 
Technical Skill: Technical skills are necessary for working effectively which includes knowledge of information technology. Each company requires different technical skills to complete the assigned tasks. So, acquiring company-specific technical knowledge is essential.
Leadership Skill: Leadership skill is important for me to effectively lead other staff members to complete tasks within the specified time. It can allow me to boost the morale of my subordinate and increase their productivity to increase my effectiveness at the workplace (Poon, 2019).  
Negotiation Skill: Negotiation skill can provide me with workplace effectiveness through successful persuasion of clients to meet company terms (Suleman, 2018). It can also allow me to resolve conflicts between the employees and clients to reach agreements.  
Team working Skill: Team working skill can allow me to work effectively as it can improve the productivity of me and my subordinates and facilitates the generation of creative ideas to complete tasks efficiently (Belwal et al., 2017).  

[bookmark: _Toc56437555]My strengths and Weaknesses 
I have identified the necessary skills for workplace effectiveness and divided them based on my level of proficiency for each skill. The skill with a high level of proficiency has been identified as my strengths while the skills with a lower level of proficiency have been identified as my weaknesses. 


	
Strengths 
	· Management Skill
· Communication Skill
· Team working Skill

	
Weaknesses 
	· Problem-solving Skill
· Decision-making Skill
· Leadership Skill
· Analytical Skill
· Negotiation Skill




Strengths: I have determined management skill as my strength as I have performed management skills on numerous occasions during group activities and volunteer tasks which provided me with a high level of proficiency.  I have also improved my management skills by consulting with my teachers on effective methods for conducting management activities. I have developed my communication skill by communicating with people in both formal and informal settings. My verbal communication has been improved by practising with my classmates and written communication skill has been developed by completing academic reports and assignments (Suleman, 2016). I have also improved my communication skill by reading books on emotional intelligence. I have improved my team working skills by participating in team activities designed by the instructors and also participating in group-based extra-curricular activities. I have also attended seminars on teamwork development for increasing my effectiveness during teamwork tasks and read books written by esteemed scholars for increasing my knowledge regarding effective teamwork.

Weaknesses: I have low proficiency at problem-solving skill due to insufficient experience with problem-solving activities. As a result, I fail to make efficient decisions to resolve an issue. I have difficulty in identifying multiple alternative solutions for an issue within a short time. I have moderate proficiency in decision-making skills as I applied it during group activities. But due to a lack of conceptual knowledge, I had often made effective but inefficient decisions to complete tasks. I also have moderate proficiency in leadership skill due to performing as a group leader on several occasions. However, due to having low opportunity to exercise my leadership skill, I have often failed boosts the morale of my teammates to increase their effectiveness. I have low proficiency in analytical skill due to insufficient experience. As a result, I find it challenging to collect relevant information and analyse it within a short time to formulate a practical solution to an issue. My inadequate proficiency in decision-making skill and problem-solving skill has negatively influenced my negotiation skill as well (Abas and Imam, 2016). As a result, it takes me a long time to effectively persuade others to reach agreements during a conflict which is effective but inefficient. 


[bookmark: _Toc56437556]Personal Development Plan
	Skills for Development
	Priority
	Success Criteria
	Action
	Resources
	Planned Completion Time
	Challenges
& Expected Solutions

	Problem-
solving
	High 
	Effectively identifying and resolving an issue by considering multiple alternatives within a short time.
	By participating in a problem-solving skills training workshop
	Accelerate UK Facilitated problem-solving training for students.  
	Within Next Three Months 
	It may be difficult to gain consistent learning due to my other academic activities. But the issue can be resolved through proper time-management. 

	Leadership 
	High
	Effectively leading a group of people to achieve a specific task within a short time with the least effort. 
	By reading books on leadership activities. 
	Reading “Relentless 12 rounds to Success” by Eddie Hearn.  
	Within the next five months
	Some of the contents of the book may be difficult to comprehend but the issue can be resolved through extensive reading of the book. 

	Negotiation 
	High
	Effectively settling a dispute between two parties with a short time by creating a win-win situation for both parties.
	Participating in the Seminar for negotiation skill development. 
	Attending seminars of Scotwork UK limited for developing negotiation skills.
	Within the next seven months
	It may require a considerable time to attend the seminars for negotiation skill but the issue can be solved through time-management. 

	Analytical Skill
	High
	Gaining the ability to collect and analyse information to resolve issues efficiently. 
	By reading an article of analytical skill development. 
	By reading “Culturally responsive assessments of spatial analytical skills and abilities: Development, field testing, and implementation.” By Maker, C. June (2020) 
	Within the next nine Months
	Some of the topics may be difficult to understand but consulting with my seniors can resolve the issue. 

	Decision-making Skill
	High
	Making effective decisions by considering multiple alternatives in a short time. 
	By participating in online decision-making skills training workshop
	Www.findcourses.co.uk facilitates online courses for developing decision-making skills.
	Within the next eleven months
	There may be battery issues within my laptop while attending an online course which can be resolved by purchasing a backup laptop battery in advance. 




[bookmark: _Toc56437557]Personal Reflection 
I decided to apply Gibb’s reflective framework for critically reflecting on my role play and career development planning as provides a systematic framework for assessing my experiences.  
[bookmark: _Hlk56426407]Description: I was instructed by the teacher to prepare questions for a role-play interview between a candidate for the position of a Site Supervisor and a Shading Specialist employee which will be held online through Microsoft Teams application. I was also expected to formulate an action plan for my future development by considering my strengths and weaknesses. The interview questions were instructed to be formulated by linking my personal goals with the role of the interviewee.  I was expected to pair with another student to role-play the overall interview process while acting as the interviewee. As a result, I began formulating the interview questions by considering what a company expects from their employees or specifically from a site supervisor and assessed by personal strengths and areas for development to formulate the personal development plan. In the end, I was able to prepare multiple interview questions that were linked to the role and my personal goals and an action plan that can ensure the development of my skills (Dotson and Valenzuela, 2020). I wanted to understand the type of questions that would be asked of me during an interview session and the way to give best answers to these questions while using the action plan to build a roadmap for my future goals.         
Feelings: While formulating the interview questions, I was confused as I did not know if the questions, I was formulating were sufficient and I also felt nervous while preparing the action plan as I was not sure if my decisions were correct. I was feeling quite confident before formulating the interview questions and the career development plan as I considered these as easy tasks. But after these activities were performed, I realised it was not an easy process and felt enlightened by its benefits. I believe my classmates felt nervous before the formulating the interview questions and the career development plan but they seem to be happy after completing all tasks. While preparing the interview questions and the career development plan, I thought these activities would allow me to gain good marks but now I realised that these activities are beneficial for my future career.    


[bookmark: _Hlk56426413]Evaluation: The good part about preparing interview questions and career development planning was collecting necessary information from sources while the bad part of formulating interview question was that I could not formulate more questions in the given time and it took a long time for determining the areas for development for the action plan. Determining accurate answers for the interview questions and specifying the target date for completing the development of skills within the action plan went well. However, I faced difficulties while determining the skills to include within the action plan. I did extensive reading on interview questions and career development planning to positively influence the outcome of the report (Riggs, 2017).      
[bookmark: _Hlk56426422][bookmark: _GoBack]Analysis: I believed that things went well with the formulation of interview questions and career development plan because I had performed an extensive reading on these topics which allowed me to gain sufficient information. However, not everything went well as I could not formulate more interview questions and took a long time for determining areas for development because of my lack of experience. After completing that specified tasks, I realised that both of these activities were beneficial for my personal and professional life as the role-play interview would allow me to experience the process of interview and the career development planning would allow me to achieve my future goals (Varlejs, 2017). Journals and articles written by various respected specialists on interview sessions and career development planning could help me to gain a better understanding of writing interview questions and formulating career development plan.  
Conclusion: Through my experience of creating interview questions and the career development plan, I learned the critical questions that were asked during an interview and the way to answer them along with the proper way to plan for my future development. This experience could have provided a more positive influence for me and my classmates if we had sufficient knowledge and expertise previously. I need to develop my data collection skills to acquire sufficient data within a short time so that I can handle similar situations in a better way. I could have consulted with my seniors to get better ideas for creating interview questions and the career development plan.    

[bookmark: _Hlk56426430]Action Plan: If I had the chance to do something similar, I would have collected sufficient data by reading journals and articles written by various authors and consulting with my seniors for creating interview questions and the career development plan. I will improve my data collection skill by identifying new data sources and methods for data collection (Mazzotti et al., 2018). I will make a note of the obstacles I faced during my previous experience so that the same mistake is not repeated next time.
[bookmark: _Toc56437558]My Readiness for Employment
[bookmark: _Hlk56426436]I have high proficiency in management skill, communication skill and team working skill which is essential for working effectively at the workplace. However, I have moderate proficiency at several necessary skills as well. I believe this is sufficient for me to perform at lower-level management positions within a company. But, through the implementation of the personal development plan, I can successfully resolve my weaknesses and gain sufficient skills and experience for improving my career path to target higher-level management positions within a company (Bosschieter, 2016).        











[bookmark: _Toc56437559]Conclusion
The report has allowed me to describe the interview questions to conduct a role-play by Microsoft Teams between the candidate for a site supervisor and an HR employee of shading specialist. The interview questions focused on the candidate’s knowledge regarding the organisation and what the candidate perceives vital to contribute as the company’s site supervisor. The interview has been linked to my personal goals as well. The report has also allowed me to identify the skills necessary for workplace effectiveness. I have determined that I have high proficiency in management skill, communication skill and team working skill. On other hand, I have determined that I have low and moderate proficiency in problem-solving, leadership, negotiation, analytical and decision-making skill. I have also formulated an action plan for developing the skills with low proficiency for achieving my future goals along with a personal reflection of my experience of formulating interview questions and personal development plan.        
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( Storage, Dispatching and Delivery
* on how you answered the skills areas questionnaire, this
/4l of G My may be a good match for you. Storage, Dispatching
slivery jobs typically involve learning new information and
_ technology, showing energy and drive, and gathering
l information and spotting problems.

One activity that is often part of this kind of job is checking information. You
may be interested in trying the checking information activity which is
available in the tasks area.

Transport
Based on how you answered the skills areas questionnaire, this
job family may be a good match for you. Transport jobs typically
involve learning new information and using technology, showing
energy and drive, and coming up with new ideas.

/

One activity that is often part of this kind of job is working with mechanical
problems. You may be interested in trying the solving mechanical problems
activity which is available in the tasks area.

c ™

Security and Uniformed Services
Based on how you answered the skills areas questionnaire, this
job family may be a good match for you. Security and Uniformed
Services jobs typically involve coming up with new ideas, showing
energy and drive, and gathering information and spotting
problems.

\ /

Your next steps
The job families listed above are just a starting point.
To explore the jobs that you would find within the job families go to the

National Careers Service website which is a good place to start for more
information and for the full job catalogue.

https:

nationalcareersservice.direct.gov.uk rofiles/home;
You can also find out more from:

« Reference materials in libraries or your careers service
Looking at other information on the internet
Talking to someone who works in the area that interests you
Professional bodies and associations
Job shadowing to see how the job is done in a real workplace.

4

After seeing which jobs interest you the most, think about any specific issues
which could make a job more o less suitable for you (e.g. any health issues
you may have, the hours you would be required to work, the location of
work).

Next, look at possible employers, possibilities for further training and job
opportunities in your area.

We hope you are finding the Skills Health Check Tools useful!
What next?

The feedback in thisemm————————— haVe finished so

far Theece are chawn in the tahle helaw
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tionalcareersservice.direct.gov.uk/job-profiles/home/

You can also find out more from:
« Reference materials in libraries or your careers service

Looking at other information on the internet

Talking to someone who works in the area that interests you

Professional bodies and associations

Job shadowing to see how the job is done in a real workplace.

4

After seeing which jobs interest you the most, think about any specific issues
which could make a job more o less suitable for you (e.g. any health issues
you may have, the hours you would be required to work, the location of
work).

Next, look at possible employers, possibilities for further training and job
opportunities in your area.

We hope you are finding the Skills Health Check Tools useful!
What next?

The feedback in this report covers all the assessments you have finished so
far. These are shown in the table below.

Skill areas v
Interests

Personal style

Motivation

Working with numbers

Working with written information
Checking information activity
Solving mechanical problems
Working with shapes

Solving abstract problems

You might be interested in completing some more question sets. If you do
this, you can then get a fresh report with information about that question
set.

If you have created an account, you can save your progress and return to
complete or download your assessments at any time. Whenever you log in
to your account you can find your report, and if you complete more question
sets they will be added to this report.

Next steps after your Skills Health Check

Now you've completed your Skills Health Check we hope you have clearer
idea of what your strengths are. This can help you to choose jobs in which
you can make the most of these strengths.

You might also have identified skills you need to work on. This is especially
relevant if the jobs you want to get into need these skills.

For further support with planning your next steps or advice on careers and
5

skills, call 0800 100 900 (8am to 10pm, 7 days a week) to speak to an
adviser. Visit our website to explore the different ways to contact an adviser.

More advice from the National Careers Service

Visit the National Careers Service website for more information and advice

on which skills and qualifications you need to get into over 800 different

jobs, search for courses and find out more about how to contact an adviser.
. ]
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skills, call 0800 100 900 (8am to 10pm, 7 days a week) to speak to an
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More advice from the National Careers Service

Visit the National Careers Service website for more information and advice
on which skills and qualifications you need to get into over 800 different
jobs, search for courses and find out more about how to contact an adviser.
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Skills Health Check -
Your full report

Welcome to your Skills Health Check Report. Your report gives you feedback
on the different questionnaires, together with some other useful information
(including a section with Job family suggestions).

Your completed assessments are:
Skill Areas

After reading your report you may want some further support or careers and
skills advice.

Please telephone 0800 100 900 (8am to 10pm, 7 days a week) to speak to
an adviser or explore the different ways to contact an adviser.

Your results - Skill Areas

The Skill Areas questionnaire measures nine 'Skill Areas’ or types of
activities you feel that you are able to do. Each area is related to the world
of work

Your results are listed from the Skill Areas you feel you are most able to do,
through to the Skill Areas you feel you do less well. This means you may
find a Skill Area towards the end of the list that you feel you are fairly able
to do, because there are many other areas you feel you are more able to

do.

There are some suggestions for those skills areas that you feel most able to
do to help you when applying for jobs.

To help you develop the skills that you feel are less strong, there are some
activity suaaestions if vou want to improve them.

< M m
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Your results - Skill Areas

The Skill Areas questionnaire measures nine ‘Skill Areas’ or types of
activities you feel that you are able to do. Each area is related to the world
of work.

Your results are listed from the Skill Areas you feel you are most able to do,
through to the Skill Areas you feel you do less well. This means you may
find a Skill Area towards the end of the list that you feel you are fairly able
to do, because there are many other areas you feel you are more able to
do.

There are some suggestions for those skills areas that you feel most able to
do to help you when applying for jobs.

To help you develop the skills that you feel are less strong, there are some
activity suggestions if you want to improve them.

Sometimes no extra information will appear. This means that your view of

your abilities seems to be evenly balanced.
Convincing and Communicating

1 Convinces others and deals well with conflict. Expresses self clearly
when speaking and writing.

2 Handling Change and Pressure
Adapts to changes, remains calm and reacts positively to challenges.
Planning and Focusing on Detail

3 Plans own tasks and uses time effectively to produce high quality
work.

a Taking Responsibility
Takes responsibility for own actions and for leading others.
Solving Problems

B Spots problems and gathers information, making judgements based
on facts.

P Creative Thinking
Comes up with new ideas and different ways for approaching issues.
Working with Others

7 Works well with people by listening, understanding and helping
others.
Learning and Technology

8 Easily learns new information and quickly learns how to use new
technologies.
Showing Energy and Drive

° Shows energy and enthusiasm for meeting difficult goals and taking
on new tasks.

No single area has emerged as a clear strength for you. Instead your profile
is closely balanced across a number of areas and you may wish to discuss
this further with a qualified careers adviser.

Your areas for development

Showing Energy and Drive is a skill area that you feel you can do less well.
This is about being able to show energy and enthusiasm, work hard to meet
difficult tasks and be keen to take on new tasks.

If you would like to improve this skill, the following development suggestions

might be useful.
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| Showing Energy and Drive

Shows energy and enthusiasm for meeting difficult goals and taking
on new tasks.

No single area has emerged as a clear strength for you. Instead your profile
is closely balanced across a number of areas and you may wish to discuss
this further with a qualified careers adviser.

Your areas for development

Showing Energy and Drive is a skill area that you feel you can do less well.
This is about being able to show energy and enthusiasm, work hard to meet
difficult tasks and be keen to take on new tasks.

If you would like to improve this skill, the following development suggestions
might be useful.

Development Suggestions

When you are next asked to do something for someone else, show them that
you are excited to help. When you finish the task, ask them if there is
anything else you can help with.

Next time you are given a task to do that you have never done before agree
to do it. Think through what you need to do. Talk to other people who have
done this before. Work hard to complete the task.

Job Suggestions

Based on how you answered the skills areas questionnaire, we can suggest
some job families that may be a good match for you.

This section is broken down into three areas. Each section presents a job
family that may be a good match for you.

Job family suggestions

Storage, Dispatching and Delivery
Based on how you answered the skills areas questionnaire, this
job family may be a good match for you. Storage, Dispatching
and Delivery jobs typically involve learning new information and
using technology, showing energy and drive, and gathering
information and spotting problems.

One activity that is often part of this kind of job is checking information. You
may be interested in trying the checking information activity which is
available in the tasks area.

Transport
Based on how you answered the skills areas questionnaire, this
job family may be a good match for you. Transport jobs typically
involve learning new information and using technology, showing
energy and drive, and coming up with new ideas.





