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Students will write a report, containing a personal reflection on the role play and career development planning, demonstrating an understanding of the skills and knowledge which contribute toward working effectively, their readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing their employment goals and develop a personal action plan/development plan. The role play of both interviewer and interviewee will be the subject of a substantial piece of reflective writing to be incorporated into Task 2 under ‘Recruitment and Selection’ where you are expected to allocate 500 words for this section within the report, and applying an appropriate reflective cycle such as Kolb or Gibbs.
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As a student in this course in UTSD I realize how important it is for me as a professional individual to have a personal professional career plan. This report is about a reflection on me and my career plans. 
The prosses of planning my career development, writing my professional path and actually making it an effective one is a huge responsibility and for that reason I will be honest with myself when reflecting in this report. Knowing my straights and realizing my weaknesses will give me a better view of which aspect of my plans I need to work more to develop my skills and get my dream job. 
I have started working ever since it was legal to do so and till now, I have many and different jobs which I think helped me to develop good working ethic. As a young person I was working in a coffee shop every summer to get some financial independence from my parents. After graduating from school, I was thinking that we work only to pay the bills and have fun with friends (how silly was that?) And that continued till I got to the age of 30 when I realized that something is missing in my life, and that I need to find what I like doing, what I am good at and make the best of it! For the last 10 years I have been working in my own cleaning company as well as managing it. That’s why I have decided to take this course to improve my leadership skills and have a better understanding in managing people and what employees seek in an employee.

	AGE
	HIGH POINT
	LOW POINT

	20
	Been independent
Living on my own
	Going back to living with my parents

	30
	Coming to the UK
Starting my own business
	Being far from family and friends

	40
	Expand my business
	Not having enough personal time

	50
	Retired
	Unknown 












As this report is about a reflection I will talk about my experience as an interviewer and an interviewee. I don’t have much experience been interviewed in the UK as I have worked as a self-employee for the last 10 years, but I do understand now the importance of the different aspects in the prosses of the interview. Therefore, preparation for the interview should start long before getting to the interviewer’s office. Before this course and this role play, I thought that going to an interview for a job you need to show and talk about your qualifications only and that that was enough for anyone to get the job they wanted. I have used Kolb’s reflective cycle to learn and understand that that is a very complex process.
At the first part of the assignment- the job interview I was interviewing Yana i have decided to ask her a questions where she was able to describe herself in her own words and by that I wanted her to show me “Why she was different “to the other applicants. I think that the job she was applying for Manager in hospitality sector it is very important to be able to communicate well with colleagues and most importantly with clients. That’s why I have chosen to ask her those kinds of questions to find out more about her personality and her own professional goals.
Another important question was “What if you work here for about five years and not be promoted?  Will this disappoint you?” By that I wanted to find out about whether Yana will be taking the position long term and if she is motivated to go further in management in our company. I think she did very well in the interview, and I am confident that if she were applying for the position, she would've been in a very good position to get the job.
As I interviewee I have reflected on my qualities, strengths and experience that I have from running my own company and showed confidence in my knowledge and experience as a manager. However, I think I had to show some more commercial awareness and talk more about how the position reflects my professional needs and emphasize more how my potential will contribute to the company’s goals. I have learned that been prepared for the interview is a vital part of getting any job. I have learned that most of the recruiters are asking the same type of questions so for me to be the best candidate for the job I need to give answers that no one has and attract their attention with confidence and experience. I understand that being positive, motivated, looking reasonable for an interview, being calm but I the same time confident, showing knowledge about company’s goals are key point during the interview process. As a interviewee and interviewer now I understand the complexity of an interview and that will help me in future to develop my professional career.



When I started this course nearly a year ago, I was motivated to learn something new just to challenge myself and improve my leadership skills which would've helped me manage my company. Now during that pandemic situation my business, same as many others, has died and now I am determent to continue with my study and finish level 5 and 6 in the University. I think that this is a great opportunity for me, and I will give the best of me to achieve my goals. Managing my own company gave me good experience in this field - I have learned that the Team is one of the most important factors of a company’s success as well as planning, marketing, finance and development .My personal career plans are to continue with my studies and in two years' time to find a job in management. I think I am both visual and auditory learner, that’s why I think I have done very well with every kind of job that I have in the past or will have in future, that’s why I’ve never missed a class during this course. If I lose the connection in the studying process, I won't be able to learn by reading or writing. Learning from being in situations and experience gives me the opportunity to show that even though I don’t have any professional qualifications I have enough knowledge to complete a task or make the right decision.
I understand that for me to be a professional in management I do need experience and certain qualifications and for that reason I need to have a clear plan on how to achieve that. In this report I have used SMART objectives and personal SWOT analysis. Knowing and being honest with myself will help me see my strengths and weaknesses is giving a clear view of how and when I can achieve my goals. Often, we cannot achieve our goals not because we are uncapable to do so but because we have to many goals at the same time and SMART objective is helpful in that situation and by using this technic now, I know exactly what I want and how to achieve it. I am a positive hard-working person with a good working ethic which will help me with my studies but often I am very inpatient working - I want things to be done now, which does not happen often when working. I don’t like it when depending on someone else. I understand that sometimes it needs time for a task to be completed and my impatience is something that I have started to work on thanks to this course. Things that can prevent me from achieving my goals are that I won't have enough time to study because I must work and support myself. My solution to that will be managing my time accurately so I have enough time for both.






	Strengths
Positive
Determent
Reliable
Hard working
Team player


	Weaknesses
Inpatient



	Opportunities
Get qualification
New job
	Treats
Not enough Time 
Must work instead of studying






S – Get a job in management
M - Good marks
A - Getting qualifications
R - Effort
T - 2 years

Using these objectives, I have created my goal of getting a job in management for that I need to put more effort into my study and get the qualification that I need to fulfill my dream and have a better life.
However, the employment market is very competitive now and I think for the year to come its going to be even harder to get employed. Due to the pandemic situation many people have lost their jobs and the unemployment rate has gone up to 4,9% “BBC” (2021). 

The economy experts are predicting that after the Government support scheme furlough is over in September even more people will lose their jobs.
However, I am going to look for a management position in retail, delivering companies or the food industry where, for example, Tesco’s sales have gone up by 1,7bn pounds since the pandemic started. I do hope that when I finish my studies the economy in this country will be better than it is now, and I will have a better chance of getting the job I want. I realize that it is going to be a big challenge not only for my finding a job but also for the organizations who are recruiting. They are looking for specific managing skills and styles which I must learn before applying for a job.
Before I started this course, even though I have over 20 years of working experience in different fields I didn’t understand the concept of employment. I thought that employability simply meant finding work and doing the work but now I realize the complexity of the process and the importance of finding the right work depending on my qualities. During this course I have learned how to analyze myself and find what am I good at and what I need to work on. Learning about different technics, leadership styles, improving my communicational skills have inspired me to continue with my study so I one day I two years I will be able to revile my true potential. My personal professional plan starts with first organizing my time, so I have enough time to study and get my qualifications in level 5 and 6 in Leadership and Management and after that get a job in management. I have taken the first step towards achieving my goal by accepting the University of Wales offer to continue my study at their university.

As a conclusion to the written above I am looking forward to my new future in the management world. Now having a clear view of my abilities, I have created a personal development plan and I know that following this plan will get me to a bright future, personal satisfaction and being pride of myself. I believe that my career path so far is different and colorful, but it has helped me in many aspects, and it will continue helping on the new path I am taking now. 
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Appendix
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 
 
	 
Community Office Manager
Runway East
London SE1
£24,000 - £30,000 a year - Full-time, Permanent
 

	 
How did you learn about this vacancy?
	website










	1. Personal Details

	Title
	 
Miss 

	Surname
	 
Metodieva

	Previous Name
	 
 

	Forenames
	 
marina

	 
Address
 
	 
123 xxxxxxxxx xxxx
 
 
 

	Post Code 
	 
XXXX

	Telephone number
	 
 
	Mobile No
	 

	E-mail address
	 
Marina.bm47@yahoo.com

	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
	M&B Cleaning services

	 
Address
 
	XXXXXX

	Postcode
	XXXX

	Job Title
	Customer service manager

	Dates of Employment
	From
07/2016
	 
	To
09/2020
	Date

	Reason for leaving
	Company bankrupt
	Salary 25 000
	 

	 
Brief outline of main responsibilities and key duties
	 
Taking orders, managing people, communicate with clients,
Ordering supplies, making payments and refunds, looking after employees
 









	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
	Elena

	 
Address
 
	XXXX

	Postcode
	XXXX

	Job Title
	Cleaner

	Dates of Employment
	From
06/2014
	 
	To
10/2016
	 

	Reason for leaving
	Started my own company
	Salary 15 000
	 

	 
Brief outline of main responsibilities and key achievements 
	 
 
Looking after clients houses by providing great quality of cleaning




	Previous Employment
	 

	Employers Name
	Teo-T

	Job Title
	Sales manager

	Dates of Employment
	From 03/2006
	 
	To10/2012
	 

	Reason for leaving
	Living to come to the UK
	Salary 24 000
	 

	 
Brief outline of main responsibilities and key achievements 
	 
Taking orders, managing people, communicate with clients,
Ordering supplies, making payments and refunds, looking after employees
 



	Previous Employment
	 

	Employers Name
	unemployeed

	Job Title
	 

	Dates of Employment
	From 10/2012
	 
	To 06/2014
	 

	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

	Industrial economics
	2003
	A
	A+
	


	Further/Higher Education Qualifications 
	 
	 
	 
	 

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Higher education and skills for the workplace
	2021
	 
	65%
	








	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

	 
 
Meeting friends and family, playing sports, walks in the park
 
 
 
 
 
 
 
 
 


















	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
	xxxxxxx

	Job Title
	xxxxxx

	Employers Name
	xxxxx

	 
Address
 
	xxxxxx

	Postcode
	xxx

	Telephone Number
	xxx
	Ext. Number
	 

	E-Mail Address 
	xxxx

	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.

	 
My previous experience in management and my good leadership and communications skills give me the confidence to apply for this position. Also i have finished a Higher education and skills for the workplace course level 4 which has improve my employability skills. Working in this field of management and working with a lot and different people has teached me to understand the complexity of team working which i believe is essential for this position.
For me this is a chance to revile my real potential by working for your organization
 
 
 
 
 
 
 
 
 

	Please specify how you meet the criteria for this role.

	I
 
I am 
 
 
 
 
 
 
 
 
 
 
 
 






	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:XXX                                                                                                            Date:2021
 
Print Name:MARINA METODIEVA














TASK 1- ROLE PLAY
Tell me something about yourself.
My name is Marina Metodieva and i am 36 years old. I am an extrovert and I love spending time with my family and friends, i love to travel and learn something new every day. I have been running my own cleaning company for the last 4 years which i love and gave my great experience in the cleaning business but now I am finishing a course with University of Wales Trinity Saint David about Academic and Employability skills and i am looking for a job in management where i can practice the skills that i have learned over the last year.
2 Why do you think you are right for this position?
I think I am right for this job because I have had good experience running my owl cleaning company for the last 4 years. I have good leadership skills and I understand the complexity of team working. I am organized and professional, have excellent work ethic and communication skills, which i believe it's essential for the position. I think this job it's a great opportunity for me to improve and develop my skills.
3 How do your customers and colleagues describe you?
 I am reliable, never late for work...actually i am always 30 min early so i have enough time to get ready and start the day. I deal well with stress, and I am good at quick decision making and also very strict about meeting the client's criteria. Doing everything needed to do tasks on time. When it comes to my colleagues i think i am a good team player, always supportive, easy going and loyal. 
4 What are you doing in your free time?
Due to the pandemic situation that we all have been in the last year, unfortunately I had to leave all my hobbies aside such as playing volleyball, going to the gym and meeting my friends and family but Ive started enjoying long walks in the park and reading lot more books. The restrictions now have been eased and i looking forwards to rejoining my volleyball team and be able to travel and meet new people again.
5 Where do you see yourself in 5-10 years?
    In 5-10 years, I see myself still working for your company. I want to grow in your company. i have done my research and i know that your company offers many opportunities for your employees to develop and improve their skills. Getting a result better than the expected its essential for me because i want to get a better position in your company. 





Notes:
For some reason it wont let me fill this the part of the application where I have to “specify how I meet the criteria for this role” so I have written this part as a note to my report:
I am a very organized person with good experience in management with good communicational skills who is understanding the complex of Team working. In the past I have used different leadership skills depending on the task. I am willing to take any opportunity that your company offers to grow and to help build strong organization. 
“Please specify how y


