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Introduction
     By writing my reflective report I would like to use Driscoll’s Model (1994) which is one of the common frameworks of reflection and it consists of 3 stages (What? So what? Now what?) (University of Cambridge, 2020) This model will help me to build my report correctly and structurally. It will give me a clear idea of how to analyze my experience and what I need to learn from it and what will be the result of my reflection. Reflection is connected with our thinking, looking at our experience, ideas, feelings and actions by analyzing them in order to learn from them.   (The Open University, 2013)
     In this report, I want to share my experience with the office administrator role play interview and the understanding of my personal strengths and areas for further development. In addition to that, I will also reflect on my employment, career goals, and a personal development plan. 

[bookmark: _Hlk58236643]Office administrator role play interview
        First of all, I would like to share my feelings and experience with an Office Administrator role-play interview. As for me, this practical role play interview was really helpful, and it gave me the ability to see this recruitment process from the other side.  The interview helped me to understand my strengths and weaknesses. For now, I more aware of which skills I need to develop more to achieve my goals and which skill I need to learn and gather to be more confident in my life.  During the interview, I can say that I was not feeling so confident, but I tried not to show my worrying. While my speech I felt a bit stress and stuttering when I tried to express myself. In my life, I always become nervous before an important event or moment for me. To avoid all these things, I tried to follow a few simple steps to pass my interview smoothly about which I had read in P. Morgan’s book. 
For the practical role play interview to reduce my stress I used some of those steps as: to stop myself from shaking, be calm,  to be prepared as much as possible, and believe that the interview is a simple conversation nothing bad going to happen. Therefore, the less nervous we are, the better answers should be. (Morgan,2017)
This interview is not the first one for me, I had experience searching and applying for a job. I also award how the job interview is working and for which questions need to pay more attention to be a successful candidate to get the position. I am really grateful that the university is providing like role play activities because it is really necessary for the students, special those who did not have any of the job interviews. This role-playing exercise demonstrates to me details of this process it shows how the recruiter can make a decision within approximately one minute of the interaction with an interviewer. Through the outcomes, I found out that body language is very important during the interview, it takes more percentages than the words that we are trying to say. Generally, the interview passed well in a positive mood, I received good feedback from my lecturer. The lecturer said that I will be successful for sure in my real-life interview, as my tone of voice was good in an appropriate tone and I looked confident.  I believe my answers during the interview were quite good too, but on some of them, I still need to work on to improve. I and my colleague really had a good collaboration, we supported each other during all process and in the end, we got a satisfying result. Moreover, the answers from the side of my colleague had made an effect on me, and it gave me the motivation to be better and work upon my mistakes.
However, I had been enjoyed the entire process of the role play interview with my colleague.  This helped me to find my weaknesses and strengths points. Furthermore, the role play interview reminded me about my actual job interview on the Hotel Receptionist position I have gone to, and which I passed successful, but I still was not happy with myself, how I answered some creative thinking questions.   I glad that I had a chance to be a part of the role-play interview because it helped me to understand all the mistakes that I have done during my real job interview. Through all the studying process and role play interview, I can definitely say that I took new knowledge and skills. I became more considering myself as a strong person with willing to move forward, my communication and time management skills got improved, I have learned how to think outside of the box. Despite all my improvements, I still have the skills I need to develop. 
Career goals
     This role play gave me the opportunity to realize what job position I really want to take and continue to build my career path. Under the definition of  career, I understand that is a part of our life that is concerned with employment, and it is a way how to get better, how to develop yourself in a professional manner, how to reach the desire job position by passing all the hard steps. (Indeed, 2020)
To consider my career aspirations and ambitions is to become a part of the team inside of a successful company. I want to be the greatest administrator in my future job position and provide knowledge of the job to be an expert on what I am doing. I wish to have a new challenge in my life and enjoy it, I would happy to learn new skills and educate myself more and invest myself with more power and with greater responsibility. It is important to be always motivated to complete my job and gather new knowledge. Furthermore, my aspiration about my career is to reach a perfect job position for me, starting with the office administrator and move into the personal assistant job and higher. I am aspired to have a job that will make me happy and I will really be wanted to wake up every day and go to my lovely job. In this role play interview, I chose an Office Administrator job position, because it is exactly what I really want to reach after finishing my first university course. This job very well suits me, as it demands to have a proactive approach, to be enthusiastic and thrive on a challenge. This position requires being responsible for running the busy daily routine of the company, provide support to all clients of the organization and to have a customer-focused approach.   I am strongly believing that I have all the necessary skills to take this job, but of course some of my skills I have to improve. (Monster, 2020)
      Regardless of my experience with the interview process I still need to look deeply into skills that I wish to develop more to work effectively, I can say that my leadership skills wish to be better, as it is cover strategic thinking, innovation, creativity. Moreover, my negotiation and problem-solving skills need to be considered as well. All those skills are very important to me, and I will be doing my best to get them better. From the university classes, I have learned how the personal SWOT analysis might be an excellent tool that would help me to understand my weakness and uncover my opportunities to manage and eliminate threats for my ability to move forward. (Mind Tools, 2020) The framework of my personal SWOT analysis can be seen in Appendix 1 below. 

Personal development plan
      I am that person who has ambitions and goes ahead despite anything to achieve success. The personal development plan is a reflective process which able to give to the individuals better insight about their development and improvement, planning and evaluation.   (Cottrell, 2010)
I am always trying to create my personal development plan and set up my goals to go forward for the perspective future. It will make me drive to achieve my ambitions and my aims. The personal development plan of mine can be seen in Appendix 2, where I have described each step I want to gain in the near future. 
Conclusion
      All bunch of knowledge that I have taken from university is priceless and the role play interview is the greatest choice to practice before it comes to real. The role play interview is the simulation of the real situation and it teaches us how need to react, answer and control our behaviour during the job interview.  The point of the exercise is to have some imagination of how the individual can be appropriate to a certain job position. During writing my report I did research about the Office Administrator job position and my future career goals. I really realized that I need to make and follow a couple of steps to achieve the top point of my career development. I am strongly believing that these role play skills and my gathered knowledge will help me in doing this. 
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Appendix 1
My personal SWOT analysis 

	STRENGTHS
	WEAKNESSES

	
-  Communication 
- Time Management 
- Software skills 
- Self-control
- Good telephone and email skills
- Organisation skills 
- Listening and supporting 
	
- Not enough confidence in the leadership
- A bit slowly to accomplish the task 
- Luck of creativity 
- Problem-solving skills 


	OPPORTUNITIES
	THREATS

	 
 - Education-University 
 - Employment 
 - Apprenticeship
 - Developing further my computer skills

	
- Luck of work experience 
- Not good in presentation 
- Afraid of public speaking 








Appendix 2
My Personal Development Plan
	
	Short-Term Frame

What do I want to accomplish in the next 3 to 6 months?
	Mid-Term Frame

What do I want to accomplish in the next 6 months to 2 years?
	Long-Term Frame

What do I want to accomplish in the next 2 to 3 years?

	Section 1 – My Goals

What are my overall goals, that I want to accomplish in this time period?
	I really want to complete my university degree and get a diploma.
	At this time, I wish to change my current job and become an Office Administrator.
	I would like to be promoted and to have a higher position at work, like a Personal Assistant. 

	Section 2 – skills and Knowledge to be Learned

What specifically do I need to learn?
	I have to learn all the learning materials, need to improve my writing and presentation skills.
Preferable to have good analyzing and researching skills.
	I need to have good knowledge about Office 365 programs and practice more communication skills, need to be more evaluated and supervised.
	I will need to have my education certificate. I have to improve my commercial awareness, problem- solving ability and negotiation skills, need to focus more on my leadership skills and to be more creative.

	Section 3 -Next Steps

How am I going to acquire skills and knowledge?
	I will visit my university classes, will focus on studying and will learn at home as well.
	I will take a short course to learn more about computer programs, including training. Will have at least a few interviewees to get a position. 
	First, need to gather experience. To take some development career courses and try it to develop. 

	Section 4 – Resources
What resources do I need?
	Need to have funding and free time.
	Need to have funding and time.
	I will need to have a lot of time. 

	Section 5 -Time Schedule
When will I start? When do I expect to finish?
	I expect to finish in February 2021. 
	I will start in 2021 and it will take a couple of months.
	Will start in 2022 and expect to finish in 2024.
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