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Introduction 

In this report I will be discussing my own career development plan and providing a review of the role using Gibb’s reflective cycle. I will analyse the skills and knowledge needed to work effectively as an Admin professional which is my career ambition. An assessment of my current strengths and key areas for development is included. 

Moreover, I will provide a personal development plan with SMART targets.

In week 9 I engaged in role play as part of my assessment (Professional Career Development module). In this section below, I will attempt to provide a reflective account of the role play using the Gibbs learning cycle which is comprised of 6 reflective steps/stages.
  
[image: ]
(Gibbs' Reflective Cycle, 2022)

1 step: Description. 

I was given the task to participate in a role play scenario which comprised of being an interviewer and interviewee on an online platform (Microsoft Teams). I was asked 5 interview questions by my colleague and in turn, I asked him 5 interview questions to my colleague. 

2 steps: Feelings in the event 

Initially, from the outset I felt nervous and anxious due to the fact I was being watched by multiple other fellow students and being the first one to be interviewed. I also felt a little apprehensive when being asked certain questions because I did not fully understand the question. By contrast when I was interviewing my colleague. I became over-confident.
3 steps: evaluation positive and negative 

I was overthinking my answers which led me to lose focus and I asked my colleague to repeat the question. Eventually, I felt confident enough to answer it appropriately and constructed the answers in a way that he could fully understand. However, When I asked my questions, I inadvertently muddled up my words and was asked to repeat my question on a couple of occasions. Furthermore, I felt that my questions were a little long-winded because I asked for a lot of information in one question. Further still, my follow up questions could have been paced better during the interview and allowed appropriate time for a response.  

4 steps: analysis: make sense of the situation/ most relevant things

Whilst preparing of the role play, engaging in mock interviews would have helped me gain useful feedback, which would have prepared made better for the actual interview. Interviews were conducted online which was a new experience for me. Unfortunately, I was also experiencing issues with my internet connection. 

Being the first one to be interviewed, I felt that I had multiple eyes as on me from my fellow students which and in turn, made me feel under pressure and slightly apprehensive.

During one of my modules, the class watched example interview-based videos, as in introduction. Upon reflection, I should have taken more notes and watched further videos and more online research on how interviews are conducted between interviewee and interviewer, to pick-up any crucial pointers which could have been beneficial to me. 

5 Conclusion: What else could I have done? What could I have done differently?
 
As the interviewer, I should have waited until I finished concluding my primary 5 questions then give ample time to my follow up questions.

In terms of quality of my questions, I should’ve have taken my time to ask my colleague the questions properly and concisely to avoid any confusion.

When our tutor requested, we take a short break, I should’ve have taken this opportunity to self-reflect and practise my questions, instead I denied taking a break and went into the role play being too overconfident, which then led me to mix up my questions and lose concentration.

However, as the interview went on, I gained confidence and managed to ignore the fact I had many eyes on me, this allowed me to be more concise with my answers.

6 steps: Action plan: behaviour/action I will take in a similar situation in the future
 
Going forward, I will take any regular breaks and use this time to reflect and prepare myself.
Furthermore, I will blank out the audience to stay focused on the task at hand. 

I endeavour to be more level-headed and to stay focused throughout the entirety of the interview.

Skills and Knowledge 

The skills and knowledge I received while attending the course over the weekend, have added more strings to my bow (skillset). 

For example, I have a deeper understanding of how to apply for future job roles and feel more comfortable completing job applications that previously may have been daunting.  

In other words, I have a better understanding (basics requirements) of the job role that I will be applying for and thus be more specific (in my choices) and less generic.  

The lecturer pointed his students with many relevant examples (variety of job applications) on PowerPoint to enhance our own understanding of the complex world of applying for jobs, and the rigours which inevitably come with it. 

SWOT ANALYSIS

To my mind, SWOT analysis is a tool (opportunity) to utilise your strengths and weaknesses. 

As a further illustration, ‘’by making sure you develop and provide a practical, fact-based, data-driven examination of the advantages and disadvantages of a company’’ (Kenton, 2022).

By eliminating preconceived notions or grey regions and concentrating on real-life settings, the organisation can analysis more efficiently. 

However, this type of analysis should be used by businesses as a recommendation rather than as a strict requirement. 

	SWOT ANALYSIS

	STRENGHTS
Teamwork
Good Communication Skills
Compliments for class members/lecturer
Confident 

	WEAKNESSES
Time keeping
Online connection
Pressure 



	OPPORTUNITIES
Taking breaks



	THREATS
Feedbacks/comments




PERSONAL DEVELOPMENT PLAN

	 NAME
	Ashfak Miah
	Target Job/career
	Management progress



	TIME PERIOD
	From: 2022
	To: 2024



What Skills do I need to achieve my goal?
	SKILLS
	How Will I get them
	What resources or support will I need?
	What can prevent me from achieving my goals: 
	How long should it take 

	Teamwork
	Group activities 
	Join a work programme
	Illness 
	1 Year

	Leadership Skills


	Leadership Course 

	Time

	Time of work

	1 Year
 

	IT skills

	Microsoft course 

	Funding programme
	Time off work

	1 year


	Communication skills

	Work programme

	Funding programme
	Time off work

	2 Years


	Time management
 
	Routine

	Calendar/Time

	Time off work

	1 Year


	Customer service
	NVQ Level 3 

	Funding programme

	Time off work


	2 Year

	Data analysis
	Data protection training
	Attend an online course/in person

	Time off work
	1 Year

	
	
	
















	
	


  (How to Develop Your Skill Set to Advance Your Career | Indeed.com, 2021)

My short - medium – long term targets for the development of my own professional career plan (using Specific, Measurable, Agreed, Realistic, Time-bound – SMART targets) 

	Short-term plan (3 -6 months)

	Specific


	· The goal should be very precise with no room for misinterpretation.

	Measurable


	· The goal should be assessable, and progress should be easy to track.

	Agreed


	· The goal should be attainable not outlandish or unrealistic.

	Realistic


	· The goal should contribute to your broader, overarching goals.

	Time-Bound
	· The goal should have a defined start and end date. 1 to 2 years.

	Medium-term plan (1-2 years)

	Specific


	· Have a regular team meeting to see certain improvement

	Measurable


	· Have progression report

	Agreed


	· Have a progressive report and template

	Realistic

	· Have meeting to check how much we have archive 


	Time-Bound

	· The goal should have a defined start and end date. 2 to 5 years

	Long-term plan (2-5 years)

	Specific

	· Meetings with management and viewing team.

	Agreed

	· I have an agreed plan in place.

	Realistic

	· Meeting with the team and management

	Time-Bound

	· The goal should carry on continuing



Conclusion 

I fell this course provided me with the foundation blocks required be more confident on applying future roles and ultimately enhance my future career aspirations. 

Below, I have summarised (via bullet points) some key areas for my personal development which I believe is crucial to be ‘ahead of the game’:  


· Organisation – Be more organised via good time management techniques. Furthermore, I would create an action plan for myself and put this into practise by using it at work, and thus, remain on top of my workload. 
 
· Preparation – to ensure I am fully equipped and organised. To do this, I'll make appropriate adjustments like being on time (punctuality), paying attention in class, and asking more insightful questions for a clearer understanding. 
 
· Time management - I will manage my daily job and personal life better and be more prepared to make changes where required. To live a less stressful and more productive/fulfilling life and acquire better time management skills.

· Self-sufficient – to take responsibility for one's own preparation, self-sufficiency, and thirst for learning. I feel I can employ these tools and/or techniques within my normal professional activities. This course has certainly made this possible.
   
· Brainstorming – Asking more productive and probing questions will help me comprehend the tasks I have been assigned to. For example, this will ensure that I am taking notes throughout the course.

As I final thought, my aspiration and general expectation was that I finished the course in good timely manner. I am very satisfied that this has been achieved. 

Upon reflection, I could have been more organised (initially) in completing my assignment on time not leaving it to the ‘11th hour’. This is something that I will be continuously working to ensure that I am proactive and work further on my time keeping skills (time management). 
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Appendix A 

Job application form
[bookmark: _kpr05n82n26c]
Application for [job title] – Admin Officer
[bookmark: _zidixfu2h1to]Your details

Name: Ashfak Miah
[bookmark: _obvz8px9oj35]Education and training

	Please give details:

- Bethnal Green Technology College (2000-2006)

- Hackney Community College (2006-2008)

- University of Wales Trinity St David’s – (2021-2022) 

- First Aid Training 

- Health & Safety Training

- Fire Marshall Training

- Estate & Building Champion



[bookmark: _qhulv5cexz75]
Qualifications

	Please give details:

University of Wales Trinity St David’s – (2021-2022) 
Certificate in Skills for the Workplace of Higher Education 
Subject Studied:
- Academic & Employability Skills
- Digital Skills & Research
- Managing enterprise in the 21st century
- Effectivity Team Working & Communication Skills
- Problem Solving and Decision Making
- Professional Career Development

Hackney Community College (2006-2008)
- BTEC First Diploma in Media (First Year)
Subjects: Photography (Distinction) Animation (Distinction) Video Production (Distinction) Key skills Media (Distinction)
- BTEC National Certificate in Media (Second Year)
Subjects Taken: Animation (Distinction) Video Production (Distinction) Key skills Media (Distinction)

Bethnal Green Technology College (2000-2006)
- G.C.S. E’s Taken: Math (D) Double English (C/C) Art (D) R.E (C) Double ICT (D/D)


[bookmark: _97j1ykgd1f2u]
Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: (Homerton Hospital) 

Job title: (Administration Officer)

Length of time with employer: (24 months)

Reason for leaving: (Career Progression) 

Duties: 

	- Answering telephone calls and dealing with face-to-face enquiries. 
- Politely greeting patients and visitors to the centre. 
- Dealing with all requests in an efficient and courteous manner. 
- Opening post and forwarding it onto the relevant parties. 
- Scheduling and rescheduling appointments for patients. 
- Maintaining a clean reception area to show a professional image. 
- Checking patients in and out. 
- Ensuring that all medical samples are correctly labelled. 
- Liaising with couriers and delivery companies.  
- Making sure that the medical consulting rooms is fully stocked with essential supplies.


[bookmark: _81dqi68kkna8]
Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Homerton Hospital (2019 to present) - Administration Officer 
-Duties Included: 
- Answering telephone calls and dealing with face-to-face enquiries. 
- Politely greeting patients and visitors to the centre. 
- Dealing with all requests in an efficient and courteous manner. 
- Opening post and forwarding it onto the relevant parties. 
- Scheduling and rescheduling appointments for patients. 
- Maintaining a clean reception area to show a professional image. 
- Checking patients in and out. 
- Ensuring that all medical samples are correctly labelled. 
- Liaising with couriers and delivery companies.  
- Making sure that the medical consulting rooms is fully stocked with essential supplies.

Blithe hale Medical Centre in Bethnal Green (4th June 2018 to September 2019) - Medical Receptionist 
- Duties Included: 
- Answering telephone calls and dealing with face-to-face enquiries. 
- Politely greeting patients and visitors to the centre. 
- Registering new patients at the surgery 
- Dealing with all requests in an efficient and courteous manner. 
- Opening post and forwarding it onto the relevant parties. 
- Scheduling and rescheduling appointments for patients. 
- Maintaining a clean reception area to show a professional image. 
- Checking patients in and out. 
- Ensuring that all medical samples are correctly labelled. 
- Liaising with couriers and delivery companies. 
- Arranging prescriptions for patients. 
- Making sure that the medical consulting rooms and surgery is fully stocked with essential supplies. 

Hanley Primary Care Centre in Islington (13th Feb 2017 to 1st June 2018) - Senior Receptionist 
- Duties Included: 
- Greet patients and visitors to the practice. 
- Book in, amend and cancel patient appointment in line with practice appointments procedures ensuing optimum efficiency of the appointment system. 
- EMIS Web Trained. 
- Set-up of new patients onto the computer system. 
- Advice patients of relevant charges for private services accept payment and issue receipts for same. 
- Ensure reception and waiting areas are kept neat and tidy 
- Re-stocking of information leaflets as appropriate. 
- Answering incoming telephone calls, ensuring calls are documented and redirected accordingly. 

Marks & Spencer’s in Liverpool St Station SSP (18th Jan 2012 to 1st July 2016) - Team Leader/Customer Assistant
- Duties Included: 
- A real commitment to customer service. 
- An eye for stylish merchandising. 
- Daily tracking and reporting to the shop manager. 
- Highlighting special promotions to customers. 
- Restocking the sales areas. 
- Giving expert advice to customers regarding products. 
- Handling customer complaints in a professional and diplomatic way.
- Cash handling & Till care
- Brand knowledge & Up selling promotions
- IT skill 
- Stock Control & stock management Customer service 

Kings cross Surgery (2 weeks voluntary 8th Dec to 22ndDec 2014) - Receptionist 
- Duties Included: 
- Greet patients and visitors to the practice. 
- Book in, amend and cancel patient appointment in line with practice appointments procedures ensuing optimum efficiency of the appointment system. 
- Brief Training on EMIS Web. 
- Set-up of new patients onto the computer system. 
- Ensure reception and waiting areas are kept neat and tidy 
- Re-stocking of information leaflets as appropriate 
- Answering incoming telephone calls, ensuring calls are documented and redirected accordingly. 

Asda Isles of Dogs in Docklands (9th Dec 2008 to 17th April 2011) - Counter Assistant 
- Duties Included: 
- Customer service 
- Serving customers 
- Cooking food 
- Cleaning the surfaces 
- Setting all the displays 
- Replenishing delivery


[bookmark: _2hk78iv0b9mh]
Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I am a professional administration office who is a very hard-working person, with excellent time keeping and I have very good communicating skills. I enjoy working as a team player when being tasked; I work up to my high standards of professionalism. I am looking for the career within your company to develop my news skill and techniques.   


[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? (NO)
[bookmark: _t2k2hyav6xgs]
References
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]Upon request

Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name: Ashfak Miah 

Signature: A. Miah
Date: 01/08/2022 






Appendix B 

The questions asked as interviewer in the role play (A1)

1. Please tell me a bit about yourself.	 

2. Please tell us a time when you had to deal with a difficult customer. How will you apply this in this job?

3. Think about a time when you went the extra mile when the minimum amount of work would have been acceptable. Why did you try, and what was the outcome?

4. Describe an occasion when you had to manage your time to complete a task. How did you do it?

5. Please tell us why we should hire you, and how do you stand out from the other candidates?
 
The question/s asked as interviewee in the role play (A1)

1. Tell me something about yourself that isn’t on your resume?

2. Do you prefer to work alone or as part of a team?

3. What career accomplishment makes you most proud?

4. How do you inject an element of creativity into your work?
 
5. Tell me about a difficult situation at work and how did you overcome it?
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