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Taken from the business dictionary (2019), “Career development is the lifelong process of managing your or your employee’s work experience within or between organizations. Many universities have a career development department that offers informational and placement assistance to graduates who are looking to start their careers in the business sector.” This report will be reflecting on the results from the tests I have completed during the Level 4 skills in the workplace course in the professional career development module. The results will be taken from the Johari window test and the MBTI test that I completed in class. My short-term career goals are to complete my next 3 years of study and pass all modules. My long-term career goal is to work my way up to a management role.
Part 1 of the report self-awareness will be focusing on the results from the self-awareness test and using the Johari window test I will explain how the results relate to my long-term career aspiration/goals. The second part of the report will cover the in-class recruitment activities that I completed, the job application process explaining the importance of a job advert and application documents. I will discuss what the preparatory steps to take before an interview and how it effects performance and what I have learnt about myself from the mock interview and how it can influence my career development. 
[bookmark: _Toc31979275]Self-Awareness

According to Cherry (2019), Self-attention involves being aware of exclusive elements of the self which include traits, behaviour’s, and feelings. Essentially, it's miles a psychological state in which oneself turns into the focal point of attention. Self-awareness is understanding your own character, your strengths, weaknesses, feelings and understanding your own motivation. I completed the MBTI test, MBTI standing for The Myers-Briggs type indicator test. Stated by the Myers & Briggs foundation (2020) The Myers-Briggs tool was developed in 1940s by Isabel Myers and her mother Katharine Cook Briggs, the tool was developed to help individuals understand their own differences and personalities and by using the tool can help them grow as individuals. The results from the test resulted in my personality type being a Turbulent consul, According to Kennerly (2016) A consul/ESFJ, ESJF stands for Extraverted, Sensing, Feeling and perceiving. The consul personality is also known as “The caregiver” are extraverted, dependable and have strong values. This personality type is known to be in a role that is commanding and are best suited in management roles. My personality traits as a consul relate to my long-term career goals.   consul is my role is sentinel and my strategy are social engagement. After utilizing the results from the test, I learnt my personality traits are extraverted and observant. The nature trait explains that I am 75% feeling and 25% thinking meaning my personality type is sensitive and emotionally expressive. I feel this trait may affect my career goal to succeed in a management role as it determines how I make decisions and cope with emotions. My tactics trait personality was 65% judging this would be a positive trait to have to succeed in management as the results explain that judging individuals are decisive, thorough and highly organized these are all important traits to be successful in a management role. The results also explain that my personality identity is 67% turbulent, turbulent is a good trait to have as turbulent individuals are success driven, perfectionists and eager to improve. During the professional career development module, I also completed the Johari window test. Stated by Priya (2018) The Johari window is a tool used psychologically to self-assess you own behaviour and your relationships, using information and feedback you get from others and the test helps you to understand yourself better.  The Johari window test consists of open self, blind self, hidden self and unknown self. 
· Open self is information that you and others know about you. Hidden self is information about you that you know but others do not know. 
· Blind self is information about you that you do not know but others do know, and finally unknown self is information about you that you or no one else knows. I focused on my open self and blind self, I asked 6 members of the class to write down what they thought of me, my results for my blind self which I considered myself to be are:
Hardworking 
Determined to achieve my goal 
Good at planning
Responsible
Reliable
Punctual
The following results are off members of the class, which I also agreed with so these would still be categorised under blind self are
Friendly
Helpful
Work well in a team
Polite
Caring
Bubbly 
Nice to get on with
I only had one result for my Blind self, members of the class considered me to be confident. This is something I learnt about myself as I feel I lack in confidence, so this was something that I did not know about myself.

[bookmark: _Toc31979276][bookmark: _GoBack]In class recruitment

During the in-class recruitment activity the first stage was to search job adverts and find a suitable vacancy relating to my career goal which I could apply for. According to Suttle (2018) a job advertisement can be done in various ways such as, online and newspaper and the main purpose is to attract the right candidate for the position that has become available.  I learnt it was important to make sure my CV was up to date, a CV which stands for curriculum vitae is a written document no longer than two pages containing your skills, education/qualifications and your work history and experience. According to the Guardian (2019) recruiters spend on average 75 seconds scanning your cv so it is important that all strengths and what you can offer the company as an employee is captured in the first statement, ensuring the layout, the spelling and grammar is all correct. I decided to apply for a supervisor role at McColl’s Retail group shown in appendix 1, the job specification required someone who had experience in retail delivering customer service, someone who has excellent communication skills, basic computer literacy and a flexible approach.  I have many years’ experience in retail as a retail assistant providing customer service and felt that I matched the job specification. I also wish to progress and work my way up to management this is one of the reasons McColl’s Retail group attracted me. They offer an internal onward and upward development programme that offers training and career progression and would give me the opportunity to grow, develop and progress within the business. I applied using my cv which is shown in appendix 2 and I also put together a cover letter to assist my application, Highlighted by Smith (2019) “A cover letter is a document sent alongside your cv when applying for jobs. It acts as a personal introduction that helps to sell your application. A cover letter is necessary as it gives you the chance to explain to an employer why you’re the best candidate for the job.” My cover letter which can be seen in appendix 3, I highlight my many years’ experience in retail and the skills I have that would make me suitable for the job, I also mention that I would like to progress in their business and would love to be a part of their large, growing, successful business. The next part of the recruitment stage was my application being successful and getting to the mock interview stage. 
Stated by Doyle (2019) “A mock interview is a simulation of an actual job interview; it provides job seekers with an opportunity to practice for an interview and receive feedback on their interviewing skills.”  This is the area I feel I lack confidence and need to work on. I always feel slightly nervous when attending interviews, I have all the words in my heads but struggle to always get them out in a professional manner. I also tend to stutter, and this is something I really need to overcome. The feedback I received from the interviewer Doreen, as shown in appendix 4, I scored 60% which is positive however a score between 60-79% indicates they may have hired me, but I may have fallen into some of the following categories:
· Resume was not presented or needed work
· Showed up late and/ or dressed semi-professionally
· Not enough poise, body language indicated lack of interest, some eye contact made
· Confidence is not convincing
· Specific answers to some questions, others too general
· Comes off as too inexperienced, vague in selling skills
· Appears to have some communication problems 
· Skills do not match job description, lacks preparedness in research
· Attempts in to be professional when responding
· Manner of speaking is comprehensive, but sometimes a bit unclear, frequent use of filler words (um, uh, like, etc.)
· Some maturity is evident (professional, articulate, manners.)
My feedback comments stated I had a good designed cv and cover letter, I dressed appropriately. Doreen felt I needed to consider working on my confidence level which I totally agree with as this is something that I consider to be one of my weaknesses. She also stated that I could have demonstrated knowledge by providing more information on the position that I applied for. I will take this feedback and use when I attend any future interviews. The feedback from the second interviewer Stephanie shown in appendix 5 scored me 65% so still come under the same category as Doreen but slightly higher score. Stephanie stated I had a good first impression, good eye contact and clear speaking voice. She said I need to try and relax and be calm in my responses and should build a conversation with the interviewer. She highlighted that I used a good reference to the training programme that McColl’s offer but I need to give more details when answering, I used good examples from my past but need to expand and connect it back to my skills and the role. I can 

[bookmark: _Toc31979277]Conclusion
During my time on the certificate of higher education skills for the workplace course I have learnt valuable skills that I will be I able to take into the workplace and further develop which include, academic writing, digital and research skills, team work and communication, problem solving and decision making, manging enterprise in the 21st century and in this particular module professional career development. Taken from the results that I received from the tests and the in-class recruitment activities I done in the professional career development module I am not quite ready for my long-term career goal which is to become a manager. After utilizing the results and the feedback from the mock interview, I need to work on my confidence and my communication skills. To successfully meet my long-time career goal, I need to be able to communicate effectively with employees that I will be managing. I also need to have the confidence to be able to make decisions. Without these skills there is no chance of me progressing to a managerial role. I will work on my short-term career goal which is to carry on studying and to complete the leadership and management modules. By doing these modules I will hopefully gain the knowledge and improve my confidence skills. By gaining more confidence it will help me to be able to communicate more effectively verbally. All skills which are needed to become a successful manager. I will work on these skills and hopefully fulfil my long-term career goals. 
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Supervisor
McColl's Retail Group787 reviews - Walsall
Apply On Company Site
Walsall
£8.36 an hour
Retail Store Supervisor
We’re currently looking for enthusiastic and engaging people to join our Store team.
Here at McColl’s we pride ourselves on being the second largest multiple convenience operator in the UK. With approximately 1500 stores nationwide including over 1200 convenience stores, over 600 Post Offices and 24 Subway units. Our continued success depends entirely on the dedication of our store teams.
With an exciting acquisition program and our continue partnership with Morrisons which has seen us relaunch the much loved and trusted Safeway brand, this really is a great time to join us.
As a Supervisor you will support the Store Management team with all the daily tasks that are involved in running a busy store. You’ll also assist by inspiring the team around you to deliver the highest level of service to our customers whilst ensuring that all colleagues are happy, motivated, well trained and feel proud of their role within the local community.
Other responsibilities include opening and closing the store, till and cash operation, stock control, merchandising and maintaining a clean and well-presented store at all times.
It’s a varied and challenging role and we are seeking individuals with excellent communication skills and a flexible approach to working hours as you will be required to work early mornings and some late nights. You’ll also need to be numerate with basic computer literacy.
If you have previous experience within the retail or customer service industry, a flexible and adaptable approach and a passion for delivering the best possible experience to the customer by helping us to be “your neighbourhood’s favourite shop”, we’d really love to hear from you.
Our internal Onward and Upward development programme offers fantastic training and career progression as we are fully committed to investing in your future. If you are looking to grow, develop and progress within a retail business, the opportunities here are endless.
Benefits: colleague discount, generous colleague saving opportunities and pension scheme
Please note that only suitable applicants will be contacted
The closing date advertised is the latest date that this vacancy will close. If we reach the maximum amount of applicants this vacancy may close before the advertised date.
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Natalie Louise Gerald
87 Slater Street, Willenhall, WV13 1HZ
07713721199 • nataliegerald@icloud.com
[bookmark: _Toc31979281]Personal statement


I am a hardworking and reliable individual who always perseveres to achieve the best results. I have excellent communication skills with both customers and my co-workers. I feel I am a versatile and hardworking individual with a practical hand on approach and enjoy learning new things. I enjoy working both individually and as a team.

[bookmark: _Toc31979282]Key Skills 


Good at using my own initiative 
Highly motivated
Honest and trustworthy 
Excellent timekeeper
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Primark Ltd – Retail assistant
(July 2015 – March 2019)
Responsibilities:
Identifying and assessing customers’ needs to achieve satisfaction
Working on the tills
Follow communication procedures, guidelines and policies
Unpacking and working daily deliveries
Visual merchandise of new products

The Old Oak Bartender
 (April 2015 – September 2018)
Responsibilities:
· Interacting with customers
· Maintaining stock on shelves
· Maintaining bar area cleanliness
· Serving Customers
· Cashing up at the end of shift


Greggs Team member 
(April 2014 – July 2015)
Responsibilities:
Stock replenishment 
Prepare sandwiches
General cleaning duties
General customer service
Till work serving customers



Intouch care
(October 2012 – April 2014)
Responsibilities:
Provide support for vulnerable adults
Cleaning
Cooking



Hypnotic Ltd Retail assistant manager 
(January 2005 – January 2007)
Responsibilities:
Opening and closing store
Cashing up
Visual merchandise
Dealing with customer enquires
Complete logs and reports

Hypnotic Ltd Sales assistant 
 (August 2003 – January 2005)
Responsibilities: 
Helping customers
General cleaning duties
Worked delivery 
Serving customers on the till  
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Willenhall E-Act Academy
(September 1998 – June 2002)
Willenhall E-ACT Academy
GCSE:
English – C
Mathematics – C
Science – D
P.E – B
Sociology – C
French
Business Studies - D

Walsall College
(September 2016 – January 2017)
Level 2 AA2 in Accounting transactions

University of wales trinity saint David
(February 2019 – Current)
Level 4 Certificate of higher education in the workplace





ICS Learning
(March 2019 – Current)
Level 2 AAT Bookkeeping transactions
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I have an active lifestyle which includes socialising with my friends and going to the gym. My main hobbies include activities with my children including going to the cinema and swimming.











[bookmark: _Toc31979286]Appendix 3

30/11/2019

Natalie Gerald
87 slater Street
Willenhall
WV13 1HZ
nataliegerald@icloud.com
07713721199

Dear Mr McColl
I am writing this cover letter in addition to my application for the position of retail store supervisor you have advertised and would like to express my interest. 

I have many years of experience in a retail and customer service environment starting from the age of 16 and I now feel it is time to further develop my career.  This supervisor role is a perfect opportunity for me to begin my career progression and then potentially progress into a management role, I am highly interested in the internal onward and upward development programme that you offer to your employees and I am willing to work as hard as I can to move my way up the ladder in your company.  I believe that I am the perfect individual and match the job specification requirements. I have worked in fast paced retail environments and can work well under pressure, alone or as part of a team. I like to make every customer satisfied with their experience and will go above and beyond to make sure of this. I want to challenge myself and be in a role that gives me more responsibility. I feel McColl’s retail group has great employee benefits and I would love to be a part of a large, growing successful business. 

Thank you for taking the time to read my letter and I look forward to hearing from you.

Yours sincerely
Natalie Gerald
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