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[bookmark: _Toc71033124]Introduction
In view of ensuring proper functioning of any company, it is important that employees belonging to each post fulfil all the required eligibility criteria and have the adequate skills required. Therefore, while hiring organizations always look for candidates accomplishing their required job profile. There are certain factors that play an important role in determining the position of an individual in an organization which varies from one post to another. While applying for a certain post in a company people must keep a track of the skill set required for that position and evaluate oneself in order to find out whether the checkbox of all required traits are ticked or not and only then should apply for the post. This article is a self-reflecting report in which my personality development and skill set are put under scrutiny to make sure whether they are fit for the position of a sales assistant. This also analyses the gaps in my acquired competency acting as barriers in personal development and gives insights on how they can be overcome.     

[bookmark: _Toc71033125]Career development planning
Career development planning is very important and it helps in reaching the goals. Every individual has their own aspirations in life and specific goals in the workplace which they like to reach (Gyansah & Guantai, 2018). I have also decided to make plans for my career and have decided to apply for the post of Sales Assistant as a beginning of my career. Serving in this tenure would also help me in gaining experience and develop my skills. It would further teach me to take responsibility and work in a team which would be very much essential for my future progress in work. 

Understanding of skills and knowledge to ensure effective working
In the professional domain, skills and knowledge play important roles in determining the effectiveness in the working domain. A person having in-depth knowledge can implement the same which in turn yields the best outcomes for the individual as well as for the company. While applying for the position of sales assistant I realized the importance of the skill set that the job demands.

There are certain characteristics that are necessary for every job irrespective of its domain. I realized that attributes such as time management, having a good attitude and enhanced communication skills can be considered as building blocks of efficiency in every profession. After doing a bit of research, I understood that proper time management is important as it enhances productivity and also allows one to prioritize one work over another (Agadzhanova, 2019). Moreover, it also helps in completing tasks prior to deadlines. My particular area of interest is in the position of a sales assistant, and the most important feature required in this area of expertise is to adopt a good attitude (Gopinath, 2020). I came to know that the job mostly deals with customer interactions and ensuring customer satisfaction therefore also requires in depth knowledge of customers desires and undesired. This brings in the responsibility of keeping the store and surroundings particularly clean and delivering items as per customer requirement (Sugiono, Nurwulandari & Khairina, 2021). Communication is another key having profound importance from the perspective of a sales assistant, since it involves direct relationship with customers.      

[bookmark: _Toc71033126]Readiness of employment
Employment and job readiness is mainly defined as possessing the skills and capabilities which an employer is seeking so that the individual can get the job with little or no support (Clark & Morrill, 2017). Being applying for the post of Sales Assistant I have also tried to develop the skills which would be essential for my post. These abilities will actually teach me to respect and work cordially with not only my customers but also with my fellow workers. I have realized that to apply for this post I have to deal with my customers I need to have a good hold on languages and communication skills. Moreover, I should also learn to be patient and develop the ability to handle the stressful situations. Persuading and negotiating skills are also important in case of working as a Sales Assistant and focus should be paid to every minute detail. While evaluating these skills, I have learnt that some of the skills required for this post are my strengths while some needs to be developed more. Accordingly, to make myself employment ready, I have decided to enroll myself in the coaching classes and get trained for performing mu duties well.
[bookmark: _Toc71033127]Recruitment and selection 
In order to become a successful sales assistant, my curiosity took me through some online sites searching for the required criteria and the recruitment procedure involved in hiring professionals as sales assistants (Anyanwu, Umeh & Nebo Okwudili, 2019). As discussed earlier, the role of a sales assistant is to help customers with anything that they require throughout their experiences involving the organization. The main aim of a sales assistant is to provide the best customer care service and should yield no complaint from the customer’s end. I also realized that organizations prefer applicants who have the potential of building strong relations with the guests and provide them with the best resource. At the same time a sales assistant must have adequate knowledge regarding the product or the business of which he or she is part of, this comes to aid while recommending goods to customers and serving them with what exactly they need (Arifin , Raza, Saputra & Puteh,  2020).  

Using Gibbs reflective cycle, I would like to describe my journey as an applicant for the post of sales assistant. It is a cyclic structure that narrates the experience through steps such as description of the experience, feelings associated, evaluations made and analyzing the incident (Adeani et al. 2020). Each stage of the model is described below.  

Through various online sites I came to know that every organization while hiring an individual looks for all the above mentioned skill set. They decide upon the responsibilities that are shouldered on the hired employee as were as the required attributes that the organization demands. Each company willing to hire employees issues a brochure containing the job description that indicates your role once hired. I came to know that the post of sales assistant emphasizes mostly in providing intensive customer service and reciprocating to their demands (BAKO & ALADELUSI, 2017). The ideal candidate is chosen by comparing various resumes submitted by the candidates. I found resumes to be one of the determining criteria for giving or taking a job. Therefore, I ensured that my resume is attractive highlighting my strengths. In order to have a versatile resume, I took a few courses in sales and marketing to strengthen my acquired knowledge. This worked as an advantage for me.  

The selection procedure that the organization undergoes is extremely protracted and burdensome. My personal experience about it could be summed up in one word that is “impatient”. The long process in which the company indulges itself mostly is in reviewing the profiles of every candidate matching their personality with the one that the job demands. This process is known as screening of candidates. However, the selection procedure varies from one firm to another, although in most cases candidates are selected through screening, tests,  references and finally interviews (Gill, 2021). In tests, candidates are asked to appear in an examination that examines the skill set of the applicant. Depending upon the scores of the test, eligibility criteria is chosen. In my case those having a score greater than the cut-off score were called for interviewing. 

In the interview round, one needs to exercise every attained skill and answer questions asked with utter determination. Adding to it, knowing different languages has always been an advantage for me, employees consider this to be a tool for enhanced communication with a wide range of customers coming in vicinity. Organizations are always interested in finding ambitious candidates, therefore I made sure that my answers always reflected my sheer opinions and goals.   
     

[bookmark: _Toc71033128]Personal strengths
Personal strengths are very important for the personal growth and development of an individual (Niemiec & Pearce, 2020). While applying for the post of sales assistant I too realized the importance of identifying my personal strengths as these would help me in answering my interview questions and also help me to perform my role well in the organization. My personal strengths are as follows:
· Communication skills: After evaluating myself and taking reviews from my near and dear ones, I have realized that one of my greatest skills is communication skills. I can interact well with people and also listen to them patiently. From my childhood itself, communication skills are one of my strengths and I have tried to develop this with time by interacting with more and more people (Lenard, D. B., & Pintarić, L. (2018).
· Trustworthiness: Trustworthiness is my other strength. I have consistency in whatever I say and would also try to maintain this in my workplace even.
· Dedication: I am very dedicated towards my work and try to complete my duties with utmost dedication. 
· Languages: Languages are my strength. I have a strong hold on grammar and have a good vocabulary. Moreover, I have my hold on German language also.

[bookmark: _Toc71033129]Scope of development
Just like the personal strengths, identification of the weaknesses is also a necessity. Knowing my weaknesses will help me in understanding the traits which might be holding my back. Identification of the weaknesses would thus give a scope to work on these weaknesses and develop these skills which would help me in performing my jobs (Helms & Van Esch, 2017).
My weaknesses which need to be developed are:
· Leadership skills: Leadership skills are one of my weaknesses. Whenever I am entrusted with this duty, I could not fulfill it and lack this skill.
· Teamwork: Another weakness is teamwork. I am not able to work and coordinate with my team members and need this skill to be developed.
· Focus: Focus is another skill which is much needed in jobs but I lack. I cannot focus on my work and get distracted very easily. 
Thus, I should try to develop these skills which would help me in future. 
[bookmark: _Toc71033130]Employment goals
Employment goals are defined as the specific areas on which an individual wants to pursue. I have applied for the post of sales assistant and want to perform my roles well. For the beginning of my journey and to gain experience I have decided to apply for this job of Sales manager. Further, in my workplace I would try to perform my duties with dedication and would also try to improve and develop my skills. I would also try to progress further and try to give my best in my working organization. 
[bookmark: _Toc71033131]Personal development plans
Personal development planning is mainly the process which is used to create an action plan on the basis of awareness, strengths, awareness and also helps in the planning of the personal development in the context of career (Rimmer, 2018). Here I have decided to develop the personal plan deciding on my strengths and weaknesses in the context of career.
Personal development plans

	Objective
What do I need to achieve
	Action
What do I have to do?
	Resources
Whose help or support will I need?
	Criteria for success
How will I measure the successful completion of this objective?
	Target date
When will I complete or review my progress?

	I need to develop my personal skills. I also need to work on my weaknesses and develop these skills which would help me in my job and also help me progress in my life (Grit, 2019). 
	The most important actions which I need to do is develop my personal skills which would help me in my life. Moreover, to perform my duties as a Sales Manager I would also ensure to develop all the necessary skills which would be needed to perform my job well.
	I shall take the help of my trainers and take admission in coaching classes to develop all my necessary skills and the skills which I lack. 
	The successful completion of the objectives will be measured by the completion of the training courses. Moreover, it will also be measured by how the skills and theories related to the courses are learnt and how well these are applied in the work environment. 
	The progress will be reviewed throughout the classes and evaluated accordingly. 



[bookmark: _Toc71033132]Conclusion
For my aspiration to become a successful sales assistant, I realized that the job demands an extensive skill set consisting of handling customers relations well, maintaining a good attitude, being loyal and extremely proactive. Therefore, it is necessary to groom those skills. The selection and recruitment process is quite similar to any other sales job which involves screening rounds and interviews. Owing to my skills I realized that I need to work hard on my leadership qualities, focus and teamwork as they are essential in this domain and I lack command over these. This job has a vast scope in the entire hospitality management domain where I would like to serve. Furthermore, I believe in the fact that there are always provisions for improvement, so I would invest in my personality development that would help me in emerging as an efficient sales assistant.   
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Appendix 

Interview question for Florentina 
1. Tell me about yourself and your sales experience?
2. What do you find to be the most rewarding thing about being in sales?
3. Why did you choose to apply for this job? As is a bit different from what you use to do?
4. Do you think this position will fit you?
5. Can you describe a situation when you had given deadlines, how did you manage?


 Answer:
1. I’ve been working in hospitality more than 8 years I have developed strong problem-solving skills and ability to remain calm in every situation. I like to think about myself that I am an ambitious and driven person. I thrive in a good orientated environment where I can constantly challenge myself personally and professionally. I always look for an opportunity to do better and grow. These characteristics have helped me achieve success in my career. For example, I was promoted two times in les then two years in my last position. I do believe that i am more than ready for a new challenge and with your company having a great reputation, I think this is the opportunity I have been waiting to apply for. I am known for being a detail-orientated and well-organized team member. In my performance review, my supervisor always notes that appreciates my professionalism and enthusiasm for the job.
2. I always enjoy talking with people and I love spending time developing a report with customer in order to help them find the right product that will truly fit their need. I’ve learned and i know how to ask question and listen for hints in customer answer in order to meet their needs completely and increase the sale. Making a true difference in the lives of my customers and their families motivates me to strive for excellence in everything i do and to deliver smile and satisfaction on their faces makes me feel good and proud. I think this is the most rewarding thing.
3. I see the role as a way of developing my career in a forward thinking and well-established company as yours and I am looking to find the job that will keep me directly with customer interaction that I enjoy so much. And as I did mention earlier with all my customer experience that i gain during my last 8 years working in hospitality and all the skills I manage to improve in my previous position I do believe I will deliver great result in your company as well if i would be given the chance. 
4.  I think this position will fit me well because I believe that I will perfectly fit into your job slot as well as team. I think that keeping myself active and calm in every situation is very important, because a calm mind will make you think more and do more, and I love working in any condition, it makes me realise what I have in me, because every day I learn something new about me which is interesting and give me more confidence. 
5. I my previous job I had to meet various target every week. For example, one time I had to increase the sale by 15 % in a month and with my innovative sales technique I manage to increase by 20% and all I had to do was to delegate my team, put the right person in the right place and motivate them that we can do best. It was a great challenge for me to prove to myself and to my managers that I can do more and it proven that it worth. 




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 

	
Sales assistant

	
How did you learn about this vacancy?
	Market place



	1. Personal Details

	Title
	
Miss

	Surname
	
Alistar

	Previous Name
	


	Forenames
	
Florentina

	
Address

	

22 bell street



	Post Code 
	Rm2 2ts


	Telephone number
	

	Mobile No
	07457 885671

	E-mail address
	Flore_mar@yahoo.com


	National Insurance
Number
	
SA 45 87 24 A


	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	
	No
	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
	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
	Costa coffee

	
Address

	10 mile end

	Postcode
	Rm1 4yi

	Job Title
	Assistant manager

	Dates of Employment
	From

	9.11.2015
	To

	12.10.2020

	Reason for leaving
	Redundant
	Salary
	£11.40 hourly

	
Brief outline of main responsibilities and key duties
	· Ensuring company policies are followed.
· Optimizing profits by controlling costs.
· Hiring, training and developing new employees.
· Resolving customer issues to their overall satisfaction.
· Maintaining an overall management style that follows company best practice







	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
	Grims dyke hotel

	
Address

	 256 bella street

	Postcode
	Ha3 4pr

	Job Title
	Waitress

	Dates of Employment
	From

	2.07.2015
	To

	5.10.2015

	Reason for leaving
	New opportunities
	Salary
	£7,50 hourly

	
Brief outline of main responsibilities and key achievements 
	· Providing excellent wait service to ensure satisfaction.
· Taking customer orders and delivering food and beverages.
· Making menu recommendations, answering questions and sharing additional information with restaurant patrons.







	Previous Employment
	

	Employers Name
	Tesco

	Job Title
	Checkout assistant

	Dates of Employment
	From
	10.3.2014
	To
	10.06.2015

	Reason for leaving
	Temporary contract
	Salary
	9.45 hourly

	
Brief outline of main responsibilities and key achievements 
	
· Operating a computerised till system with a barcode scanner.
· Entering prices into the till system by scanning the items the customer has chosen.
· Weighing and pricing certain items, such as fruit and vegetables.
· Using special tools to remove security tags.
· Packing and wrapping purchases





	Previous Employment
	

	Employers Name
	DAB auto

	Job Title
	Secretary

	Dates of Employment
	From
	15.01.2009
	To
	15.01.2014

	Reason for leaving
	Personal reason
	Salary
	8.50 hourly

	
Brief outline of main responsibilities and key achievements 
	· answering calls, taking messages and handling correspondence.
· maintaining diaries and arranging appointments.
· typing, preparing and collating reports.
· filing.
· organising and servicing meetings (producing agendas and taking minutes)
· managing databases.
· prioritising workloads






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

	Certificate of higher education in skills for the workplace
	15.06.2021
	4
	In progress
	



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	College of Economics and Agriculture 
	September 2003-june 2004
	
	
	



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Technical College Carol 1
	October 2007-june 2011
	
	
	





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	
Computerized Secretariat

Area Champion

Barista Maestro Programme 

Shooting Stars Development Programme 



	12.05.2008

24.07.2016 

20.11.2016

29.05.2018





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	
I enjoy new challenges. I like music, meeting new people. Travel and coffee.
















	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
	Loubna

	Job Title
	Store manager

	Employers Name
	Florentina Alistar

	
Address

	10 mile end

	Postcode
	Rm1 4yi

	Telephone Number
	020 245 299
	Ext. Number
	

	E-Mail Address 
	Loubna20@yahoo.com

	Are you willing for this referee to be approached prior to interview?
	
Yes    



	References 
	

	Name of Referee
	John Pat

	Job Title
	Store Manager

	Employers Name
	Florentina Alistar

	
Address

	256 bella street

	Postcode
	Ha3 4pr

	Telephone Number
	
	Ext. Number
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	
Yes           





	6. Reason for applying

	

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	



I would like something new in my daily life and I think this is an opportunity.

The company reputation is certainly a factor. I would be proud to work for a company with such an impressive sales and reputation in the industry. And I am also confident that my experience in sales and customer service would be fitting for the sale assistant job because I am a positive person always solving problem with smile and patience.






	Please specify how you meet the criteria for this role.

	




· Ability to work in a team and in a collaborative environment.
· Exceptional time management skills and ability to meet deadlines.
· Ability to demonstrate a high level of effective team management.
· A qualification in a relevant industry area















	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:           Florentina Alistar                                                                                                      Date: 20.04.2021

Print Name: Florentina Alistar











