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Part One - Self Awareness
Introduction
This report is divided into two parts and its purpose is to conduct a self-evaluation and reflection on what I have learnt during my time on this course. In order to achieve this, I have conducted a self-awareness test and reflected on the findings of this test. I have also reflected on the course content and will demonstrate throughout this report what I have learnt whilst completing this course and how it will go on to impact my decisions when considering my future employment and career progression. I will also demonstrate how I am going to apply the skills that I have learnt in my future employment opportunities.
The first part of this report will focus on the use of self-awareness tests, the results of those tests and what I have learnt from them along with how I will use that knowledge in my career progression.

What is self-awareness?
Before going on to complete the self-awareness tests and gaining a deeper insight into ourselves we first had to learn and understand what is meant by self-awareness.
Self Awareness is having a clear perception of your personality, including strengths, weaknesses, thoughts, beliefs, motivation, and emotions. Self Awareness allows you to understand other people, how they perceive you, your attitude and your responses to them in the moment (https://pathwaytohappiness.com/blog/self-awareness/)
Once we understood this, we then discussed the meaning of it and how it could be measured. We then learnt about the variety of tests that could be completed in order to assist us in measuring our own self awareness and how we were perceived by others.

Self-Awareness Test
We were given some options of self-awareness tests that we could complete in order to allow us to obtain a greater insight into our skills and qualities. The purpose of the test was also to allow us to identify and see the things that we may not have been aware of and it also allowed us to see what others see when they look at us.
After researching all of the possible options I then decided to consider what it was that I was hoping to gain by completing the test and I did this by asking myself a series of questions such as
· What did I really want to know about myself?
· What did I want to improve on?
· What do other people see when they look at me?

I then knew that the best option available to allow me to be able to answer these questions was to complete the following two assessments.
JoHari window
The JoHari window is a self-assessment tool that is designed to give us an insight into ourselves and it is split into four sections - open, blind, hidden and unknown. Each section has a purpose and below are brief descriptions of each
· Open - in this section goes information or qualities that are not only known by ourselves but also known to all.
· Blind - this can contain information that is not known to ourselves but is seen by others
· Hidden – is information that is known by ourselves but is not known by others
· Unknown - contains information that is not known by ourselves or others.

	Open

What is known by others and by me?




	Blind

What is known to others that I don’t see?

	Hidden

What do I know that others don’t see?



	Unknown

What is not known by myself or others?






The idea behind the JoHari window is to gain a greater insight into who we are and how we are seen and perceived by others. 
The Johari window model is used to enhance the individual’s perception on others. This model is based on two ideas- trust can be acquired by revealing information about you to others and learning yourselves from their feedbacks. https://www.communicationtheory.org/the-johari-window-model/
The theory behind is that we should all aim towards expanding the open section of the window and this can be done by sharing information that is relevant and by also understanding and accepting the information that is input into the blind section of the window. If we do this then we are always aiming to be the best versions of ourselves by continuously assessing who we are.
I chose to complete the JoHari window. The reasons that I chose this particular test is because not only did it have the ability to give me the answers to my questions, I had heard also about it prior to starting this course and whilst I did not have a full understanding of how it worked, it intrigued me. For this reason, when it came up as an option for a self-assessment tool, I was instantly drawn to it and wanted to gain both a better understanding of how the test worked as well as a greater understanding of myself.
I felt that I would also benefit greatly by asking the people who I felt best knew me to help me to complete the JoHari window, so with this in mind I asked a member of my family. I explained the concept of the test and then after further research I discovered a list of adjectives that are most commonly used with the JoHari window, some of which are listed below.
· Adaptable					
· Bold
· Caring
· Dependable
· Empathetic
· Friendly
· Happy
· Independent
· Modest
· Proud
· Relaxed
· Trustworthy
In order to ensure that I achieved my goal of gaining a better insight into myself, myself and my family members each completed the test	. In the test completed by my family member, they based their answers in the hidden area on what they believed that I assumed was known only to myself and not others and then after completing all sections, the remaining answers were then reviewed and if they felt that they were applicable to me, they were placed into the unknown area of the window. However, if they felt that they did not apply to me they were not used. I applied the same principle to the unknown area of my window when I completed the test.
The test results are briefly detailed below, and it is fair to say that I was surprised by the results. I will analyse them in greater detail later on in this report.

My Test results
	Open

Accepting              Proud
Adaptable             Sentimental
Brave                    Sympathetic
Complex               Spontaneous
Dependable
Friendly
Giving
Helpful
Kind
Loving

	Blind

Adaptable                     Relaxed
Bold                              Modest
Caring                          Sensible
Confident                     
Ingenious
Intelligent
Introverted
Knowledgeable
Observant



	Hidden
Able                        Self-conscious
Calm                       Shy
Idealistic                 Tense
Logical
Nervous
Organised
Reflective



	Unknown






Family member results
	Open

Able                      Proud
Adaptable            Spontaneous 
Brave                    Trustworthy
Caring                    Wise
Dependable
Dignified  
Happy
Independent
Kind
Loving  

	Blind

Clever                      Self-conscious
Extroverted             Sentimental
Ingenious                Shy
Knowledgeable       Quiet
Modest
Nervous
Observant
Powerful
Responsible


	Hidden

Accepting
Empathetic
Organised
Religious
Reflective
Relaxed
Self-Assertive
Tense




	Unknown





Myers-Briggs Type Indicator (MBTI) test
This was the second test that I chose to complete. This particular test is known as a psychometric test and is designed to assess your mental capabilities and behavioural style and is often used by employers to assess a candidate’s skills and competency in being able to carry out a particular role.
Psychometric tests are a standard and scientific method used to measure individuals' mental capabilities and behavioural style. Psychometric tests are designed to measure candidates' suitability for a role based on the required personality characteristics and aptitude (or cognitive abilities). They identify the extent to which candidates' personality and cognitive abilities match those required to perform the role. Employers use the information collected from the psychometric test to identify the hidden aspects of candidates that are difficult to extract from a face-to-face interview (https://www.psychometricinstitute.com.au/psychometric-guide/introduction_to_psychometric_tests.html)
The MBTI test asked a series of questions that were posed to everybody who completed the test, the same questions were asked, and the same options were given as answers. The test just required you to select the answer that best described you or what your response would be in particular scenarios. The result was generated based on your answers. Below is my result after completing the test.
MBTI Results
Thank you for completing our personality test! Here is a copy of your results:
		[image: ]



		Personality type: “The Campaigner” (ENFP-T)
Individual traits: Extraverted – 51%, Intuitive – 60%, Feeling – 65%, Prospecting – 57%, Turbulent – 81%
Role: Diplomat
Strategy: Social Engagement





Link to your profile: https://www.16personalities.com/profiles/2727432a644fa
		





 
		





As mentioned earlier as well as the tests that I chose to undertake there were other possible options to choose from. Each test had their own unique way of obtaining information, but the sole purpose was the same and that was to gain a greater insight and understanding of yourself. 
Analysis
After evaluating all of the above I do believe that I made the right decision in selecting which self-assessment tools I wanted to use. Whilst I found the MBTI test useful and informative, I do feel that this is a more generic test and identifies a personality that is shared by many others. I can see why it is perceived to be a useful tool within recruitment as it is largely measuring your cognitive abilities which in terms of measuring your behaviour and how you would react in certain situations would be hugely beneficial to a potential employer. In this instance not only did it give me a more detailed explanation of what a psychometric test is and its purpose, it also gave me an insight into what to potentially expect if I am ever faced with having to complete one in my future career as well as preparing me for what the employer is hoping to achieve.
The JoHari window on the other hand, I feel is a more personalised test and aims to identify your qualities, strengths and weaknesses and I found this to be the test that was most beneficial to me. I believe that this may have been due to the visual aspect of it, in that I was able to see how I was perceived by others based on the answers that they gave when completing the test. I learnt that whilst I am aware of some of my own strengths and weaknesses and believe that I portray myself in a certain way, I am not always seen in the same way by others. It is clear to see from my results that what I believe I am openly showing others is not how I am always being perceived. This is also the case with my hidden answers, which have been placed in the blind category of my family members test. This to me demonstrates that whilst I think I am hiding what I deem to be my weaknesses they are clearly seen by others, especially those closest to me.  Based on these results by following the JoHari process the adjectives that matched in both categories - the hidden area of my test and the blind side of family members test, would then be moved into the open area of the window as these are now known to all. This will then expand the open area whilst reducing the blind and hidden windows. The idea would then be to continue to expand the open area, whilst reducing the others. What I did find interesting in the test completed by my family member is that they did not feel that there was anything that they could place into the unknown section which can perceived one of two ways, either they were slightly biased when they completed this section of the test or they do actually know me better than I think.
Reflection
After completing both tests, I do feel as though I have achieved and gained what I had hoped. The significance of these tests and the impact that the results have had on me has been hugely beneficial to me and given me a greater understanding of myself. As a result of this I will be consciously aware of how my actions and responses reflect on me as an individual in order to allow me to be the best version of myself. I will also apply what I have learnt during this element of the course when considering my future employment opportunities.
Part Two - Recruitment and Selection

This next section of the report will now focus on what I have learnt during the recruitment element of the course and how I will apply this when applying for job roles in the future.
Reflective review
I think that one of the key elements that I learnt in this part of the course was gaining a greater understanding of how the recruitment process works from both the perspective of the employer/ recruiter as well as the potential employee and interviewees. I was able to understand the role of the recruiter in the recruitment and selection process and this has benefited me because by remembering what employers’ objectives are when preparing for an interview, can assist me in being able to tailor my responses whether this is in the form of completing an application form or at the interview itself.
Developing an understanding of the recruitment and selection process is key to understanding how employers develop a selection process and how and why they use certain tools. (Morgan, 2017)
I now also have a clearer understanding of the purpose of a personal specification and the significance it plays in the selection process. I also understand the importance of when considering whether or not to apply for a job and thinking about how much of the personal specification applies to me, that if there are parts that I am not entirely qualified for but do have some experience in, that this does not automatically rule me out of applying for the job or being considered for it. I have learnt that I can in fact continue to apply for the job, but I must also consider and be prepared for how I will explain the gaps between my experience and the requirements of the job.
During this element of the course we also learnt how to create your own personal brand. In order to do this, I had to consider my own values and principles, as well as what my unique selling point is. The completion of the self-assessment tools mentioned earlier in this report also greatly assisted me in being able to do this. In addition to this we also covered how to compile a CV and a covering letter and how to do this effectively. I now have a greater knowledge and understanding of the difference between a generic CV and a job focused CV. Whilst I was able to differentiate them prior to taking this course I am now able to ensure that a job purpose CV contains the relevant information and is presented in the most effective format which not only details my skills but provides examples that are tailored to the role in question without being too long and containing too much information.

The next stage of the process is the application stage. During this part of the course I gained a greater understanding of the purpose of an application form and that it is an exercise/task designed to gather information about an individual’s experience, skills and abilities and I also learnt of the importance that it plays in the section process, which is why it is beneficial to provide examples of things that you have done when completing the application. For example, discuss and provide information of when you have had to make a difficult decision or when you have contributed to the learning and development of others. We also learnt about why it is important to research the organisation of the role that you are applying for as well as the vacancy and to then after reviewing the advert and personal specification to consider your unique selling point and make an informed decision as to not only whether the job and the organisation are right for you, but whether or not you are right for them. In order to come to this solution some of the possible questions to ask yourself are:
1. What is the nature of their business?
1. What is it like to work for the company?
1. What training will I receive and what are the development opportunities?
1. Who am I and what do I have to offer?
1. What experience do I have?
1. Am I able to meet the requirements of the personal specification?
I have learnt that once you are able to answer these questions or ones of similar nature then you are able to decide if you wish to continue with the application stage. If you reach the decision to continue with the application, we then learnt about the importance of taking time when completing the application form and to also be prepared and have all supporting documents to hand. I learnt the importance of reading the job description and personal specification again prior to completing the application form to ensure you will be able to answer all of the questions, I learnt this it is useful to have a short summary prepared which is to be compiled when reading the personal specification as this allows you to ensure that the information that you are inputting into the application form is tailored and relevant to the role. The content and quality of the information provided on your application form will then determine your success to the next stage, which is to be invited to attend an interview, however in order to make this decision the recruiter will need to complete the screening process.
The process of screening can be relatively fast and brutal: a CV can be dismissed in as little as 10 to 30 seconds - or even be electronically scanned by relevant software for keywords so that is never actually seen by a selector. This means that your application needs to eye-catching and relevant, and you will need to learn how to market yourself. Selectors will be looking for significant evidence relating to the requirements of the job, which is why engagement with responsibilities in student societies or part-tine work or voluntary experience is so important. (Morgan, 2017)

If you are successful enough to make it through to the interview stage, then it is vital that you prepare for that interview. This was the next part of the recruitment process that we covered on the course. During this section we discussed why it was important to prepare for an interview, why it was beneficial and what is involved in preparing for an interview. I learnt that it can sometimes be possible to be asked to attend a selection interview before an actual interview and I also learnt in greater detail about the purpose of a selection interview. An invitation to attend a selection interview does not necessarily mean that you will go on to be invited to an actual interview. As Morgan comments
A selection interview is a conversation with the purpose of deciding whether a candidate has the ability and sufficient experience to perform well in a job role. (Morgan, P The Business Student’s Guide to Study and Employability p368)
As previously mentioned it is not always a requirement to attend a selection interview but I did learn that if you are asked and then go on to be invited back to an actual interview then it is important to reflect on the selection interview as this can indicate what the employer expects and the types of things that they are looking for in a successful candidate. In both scenarios it is always beneficial to review your application and the job specification to familiarise yourself with the answers you provided and also what the employer is looking for in the successful candidate. In addition to this you should also think about what question you may be asked and what your responses will be, carrying out a mock interview with someone you trust is also a great way to prepare for interview. By carrying out a mock interview it allows you to experience the interview, practice your answers to the questions that you think may be asked and it can also allow you to be able to identify any areas that may need improvement. 
As part of our learning and development on this course we carried out mock interviews in class. I interviewed for the role of Motor Vehicle Technician at Sytner BMW in Oldbury. In preparation for the interview I read my CV and application the night before, deciding on what outfit to wear and I also thought about what questions I might be asked. The feedback from my mock interview was generally positive but there were areas that required improvement. It was noted that I needed to work on how I greeted the interview panel and whilst I was smartly dressed, a shirt and tie is always the preferred option. It was also noted that I needed to be more prepared with regards to knowing about the company as well as identifying questions that I wanted to ask the panel. I found the exercise of  a mock interview hugely beneficial as it highlighted my own areas for improvement and if it had of been a mock interview for an actual job then I would have known exactly what I needed to improve on prior to attending the actual interview. It also highlighted the importance and significance of first impressions and thorough preparation.
The interview itself is the next stage in the recruitment process. I have learnt that if you successfully prepare for your interview then this part should go smoothly. We discussed interview techniques, the importance of first impressions and what they were based on, for example firmly shaking hands, smiling, maintaining eye contact and remembering not to fidget. We also covered the importance of knowing our strengths and weaknesses and the importance of being able to answer them honestly and confidently. In addition to this we also discussed the importance of being aware of the speed of your responses and the need to keep them comprehensive but brief and honest and we also covered what types of questions you could be asked at an interview and how to understand the difference. 
Whilst I was already aware of what open and closed questions were, I found it particularly useful to learn about the other types of questions that I could be asked at interview and what the reasons behind asking them were some of which are detailed below.
1. Probing – these types of questions are usually asked in order to extract more detail on the information given in the initial answer and can sometimes be used to determine if the candidate is telling the truth.
1. Hypothetical – can be asked to identify what you would do in a particular situation, I learnt that if I come across this type of question then it is best answered by giving an example that details how I reacted in a situation and if I am able to express what happened in a difficult situation then this can also cover the behavioural question.

During this section of the course we also learnt about the ‘STAR’ approach and how this can help us in being able to give good answers. I leant that in order to give a good structured answer it is important to remember the following.
1. S.T.A.R.
Situation: What was happening?
Task: What needed to be done?
Action: What did you do?
Result: What was the impact?
In addition to this we learnt about what types of questions to ask the interviewer and why it is important to keep these to a minimum and to allow approximately five minutes to ask them.
Examples of some of the questions we could ask include
1. What training am I likely to receive?
1. What is it like to work for the organisation?
1. Will I be working as part of a team or largely on my own?
1. How will my performance be evaluated and how often?
We also covered general behaviour prior to and during the interview. This included things such as dressing smartly, turning your phone off & using the toilet and preparing questions to ask all before the interview and to maintain eye contact, use the correct language, sit up straight and lean forward to interact, during the interview. I found this useful because whilst I would like to believe that I would do all of these as standard practice, it is also good to be reminded of them as sometimes nerves can take over and we may not always be thinking as rationally as we would hope.
The final part of the selection process we learnt about was how to reflect and learn following the interview. We can do this by asking the following questions
1. What went well?
1. What didn’t go well?
1. What have I learnt?
1. What would I do differently next time?
I learnt that this was a vital part of the interview process as it allows me to self-reflect and evaluate my own performance. It will also allow me to see if I had prepared prior to the interview as well as learn from any parts of the interview that I did not feel went too well so it allows me to improve on them in the future.
Conclusion
To summarise I have thoroughly enjoyed taking this course over the last year and I have learnt many different skills, techniques and methods that will have a huge impact on my future career and business progression. I enrolled on this course to learn how to expand my business and having completed it I am confident that moving forward I will be able to apply what I have learnt on this course not only in terms of management but also how to successfully recruit the right staff to help my business be a more successful one.
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