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[bookmark: _Toc102034235]1. Introduction 
This report contains a personal reflection with an example. I will introduce my professional career development plan. I evaluate my strengths and weaknesses. In addition, I will write about the progress I made and to make in order to achieve my goal and work as a learner and development coordinator. I will evaluate my existing skills and what I will be planning to gain to reach my goal. Also, I will reflect on the job interview role play (assignment component 1), and I will write about why this exercise is beneficial.
[bookmark: _Toc102034236]2. Personal Reflection
In this section, I use Kolb's experiential learning cycle (1984)(Appendix1), which helps to describe and reflect on my existing career. 
There was a time in my life when I was unemployed. During this phase, I had to go to the jobcentre to meet regularly with an advisor. Although I wasn't homeless, the adviser from the jobcentre sent me to a charity that helps homeless people; the idea was that they might help me get back to work. This is how I met with Crisis, a non-profit charity organisation. A voluntary position came up at the organisation. I've got a personal adviser at Crisis who helped me write my cv and helped to prepare for the job interview. I did get that position and I worked on a particular project called   "Employment Platform Event." My responsibilities included but were not limited to providing administrative support to the project manager, working with a tight deadline on a specific task. I created Excel and Word documents, designed voting cards and certificates, recorded data, printed, coping, contacted clients, and produced packs and name badges for the event. During the day, I had to welcome the clients and support the project  manager with smoothly running the event. I felt so excited, and it was one of the most remarkable experiences in my life. 
I was happy to receive this opportunity. I enjoyed working on a specific project at a friendly place and helping others was amazing; however, I wasn't satisfied. I didn't have the correct knowledge of the professional English language. And I was struggling to keep in contact with clients. I wasn't confident about sending any letter or email out without asking permission from the project leader. I used MS Office products in this assistant position and realised that I forgot many things about this software, although I had studied them previously in school. On the day of the event, I felt nervous, and because of that, I failed to show confidence when I finally met all the clients. I am sure I did not do very well, but I gave my best at the time to complete the task. The project leader handled every situation very well and professionally. She showed me an excellent example of how a great leader can work with other colleagues.  
It is necessary to demonstrate and show confidence when working with vulnerable people. It is essential to understand their circumstances and what affects their well-being (Taylor, 2021). Although I enjoyed helping them, I was not ready to handle the situation professionally. My leader was patient with me, but I felt that it is not okay to ask her all the time. However, I have gotten supportive feedback from her, which could help me to improve what I wouldn't do well at that time. She advised, for example, practising the language, refreshing my computer skills, and working on my self-efficacy skills to give better performance ( Çetin and Aşkun, 2019). I learned from this experience that I have to study and I need more practice to do the work efficiently. 
That experience was remarkable for me. I have felt from the start that this is what I would like to do, to help others have a better life and that I feel in my element. I think it's fantastic to do something you are passionate about and that your work can help people. I want to be helpful, to give back to society, and I think it would also be an excellent example for my two children. Building a career in the charity sector would be a dream coming true, and I am here to work hard and prove myself. First step: I started my studies at the University of Wales Trinity Saint David in health and social care, where I can learn practical knowledge about people's behaviours, I can develop my language skills at an academic level, and since I need to complete the school work on the computer, it helps me with practising my software skills as well. The different role-play exercises can help improve my communication and my public speaking skills, which are also very much needed. Additionally, I plan to study CIPD Level 5 Associate Diploma in People Management to deepen my knowledge. These beneficial qualifications and skills can help me do similar work professionally in the future. 
[bookmark: _Toc102034237]3. Readiness for employment
I am in the progress of getting ready for employment. I am studying health and social care at the university (UWTSD). I started this course because I have a precise aim about what I would like to achieve, which I figured during my previous experiences working in different positions. After my BSc diploma, I would like to work as a learning and development advisor in the charity sector. I set up a study strategy for myself and a time scale of three years to achieve my goal. 
According to Kotler's SWOT analysis (1977), I analysed my strengths, weaknesses, opportunities, and threats (Appendix 2). One of my greatest strengths is my willingness to learn. As I am starting a new career, it is necessary to accept new things and be able to progress. Also, in order to be working in my desired job, it is mandatory to be clear about what education is needed. Therefore, I work on my education and training to complete this section of my strategy. I think my other strength is essential, too; I have a can-do attitude and believe in my abilities. 
I filled out the VAK Learning Styles Self-Assessment Questionnaire (BusinessBalls, 2022). According to my findings, I have a visual learning style, and I agree with this result because I am a person who always makes notes. For example, I have a paper calendar in my kitchen, and I have a google calendar organiser on my electric devices. I organise my "to-do list", where I make a note about my daily tasks and make a note about deadlines. This organising skill and visual learning style are my positive abilities and are valuable in any workplace. 
I examined my weaknesses as well. These are the skills which require work. I have a problem managing my time, but I made a strategy to establish a good time management practice by using Stella Cottrell's (2013) study skills handbook. To be successful in my progress, I created a time circle, which helps me divide my time efficiently (Appendix 3). One of my weaknesses is that I do not have much experience working in the charity field. To turn this weakness into my strength, I am prepared to take a voluntary position where I can practice my skills and get more experience working with vulnerable people. I will do this during my study years. 
Developing awareness and Self-discovery can motivate the person to achieve their goals. Lifeline exercise is a practical tool(McCutchen, 2019) that helps me see what I have done in my career and where I am. As a visual learner, it is important to visualise that in a diagram. (Appendix 4)  
When I made my learning strategy, I considered different things that could affect my plan. Primarily personal circumstances; for example, finding a childcare provider for my youngest child, who is only two years old, considering my husband's working rota. Also, how much money I can spend on my education. 
In my development plan (Appendix 5), I have outlined the skills I need to improve and how I will improve them. One of these is interpersonal skills, which I think is unique. Interpersonal skills are required to communicate and work with other individuals and groups effectively. They include a wide range of skills, particularly communication skills such as listening and effective speaking. They also include the ability to control and manage emotions. (Indeed, 2021) In your career or personal life, these abilities are essential for success. I want to succeed, so this I consider mandatory. 
According to my self-reflection and the things I learned from work and school, I believe that I am on the right path to being ready to work. I have essential skills to do my desired job, and I can gain those essentials.  
[bookmark: _Toc102034238]4. Recruitment and Selection 
One of the most exciting parts of this module was the role-play component; my classmate Anisoara and I had to pretend we attended a job interview. The first play was when I was the interviewer. The second was when I was the candidate who applied for a teaching and developmental coordinator position at a charity organisation. 
[bookmark: _Toc102034239]4.1 Preparation for the interview role play
We got our assignment brief and advice from our lecturer Diola which was the following: each of us had to find a job advert for what we would like to work in the future, fill out the job application form (Appendix 6) and send this information to each other. Our task was to create five interview questions for each other( Appendix 7). What a recruitment agent would ask if we were invited for an interview in real life. Anisora and I have our individual goals; however, we would like to work in higher positions after finishing university. We see ourselves in different areas in the future; an essential task was to first learn about each other's desired jobs. I created my five questions for the interview according to what I have learned about Anisoara's chosen career and the company. 
[bookmark: _Toc102034240]4.2 Role-play
It was evident from the job's role description what I was applying for, so I tried to cover the requested personal specifications (Appendix 8) by giving an example from any of my previous employment. I also attempted to share everything that wasn't in my application form and show my friendly personality. I talked about when I volunteered at this organisation and highlighted that this is the reason why I started studying because the experience was remarkable in my life. Anisoara, as a recruitment agent, made me feel comfortable during the interview. And in addition, she offered me the chance to ask about the job role. (Appendix 9) 
When I was a recruitment agent, I asked those five questions that I think are the most required for that position she applied for( Appendix 7). I liked her answer about how she reduced her stress by playing sports. 
[bookmark: _Toc102034241]4.3 Lesion learned from role play
This task is one of the best ways to test our suitability for a specific position. However, it was challenging for me to perform under pressure. I think it was good practice for future interviews. For each question, I gave an example of why I am the perfect candidate for that position, although I am not satisfied with my answers because I feel I didn't practice enough. So one of the most important things I have learned from this role play is that I have to spend more time preparing and practising confidence. Thanks to this role play, I have identified one of my weaknesses: leaving enough time for preparation and practice. 
[bookmark: _Toc102034242] 5. Conclusion

During this assignment, I had a chance to thoroughly analyse my abilities and reflect on my professional life so far. It made me appreciate some of the employments I had because If I look at them one by one through a magnifying glass, I can see that they are more helpful in achieving my goal than I initially thought. Putting on paper all the areas I am good at and comparing them to the ones that need improvement, I can say that they are balanced out right now. However, I now know my way and what I need to do.
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[bookmark: _Toc102034245]Appendix 1
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[bookmark: _Toc102034246]Appendix 2
SWOT Analyses: Learning and development coordinator
STRENGTHS: friendly attitude, willingness to learn, education, self-efficacy
WEAKNESSES: public speaking skills, time management, less experience
OPPORTUNITIES: work in health care or charity sector, plenty of job availability 
THREATS: concurrence, demanding circumstances 
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                                                             PERSONAL DEVELOPMENT PLAN
	
 NAME

	Nikolett Erdei
	Target Job/career
Example: Teacher, Manager, Business Person
	Social Care, Learning and developmental coordinator



	
TIME PERIOD
	
From: 2022
	
To: 2025


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: (unemployment, illness
	
How long should it take 

	Communication and
Public speaking skills 


Computer skills (Microsoft products)


Managing, coordinating




Interpersonal skills









Time management skills





	Practice and study. Take a voluntary position. Receive feedback.

Practice and study.


Practice and study. Receive feedback.



Practice and study. Take a voluntary position to work with people. Receive feedback.




Practice. Take a voluntary position. Receive feedback.

	Find a school and apply for training. Find an organisation where I can practice.

Find a school and apply for training.


Find a school and apply for training.




Find a place to practice, and work with others. 








Find a place to practice, and work with others. 


	Family responsibilities/ money/
Personal circumstances/organising childcare
/ money/
Personal circumstances/ organising childcare

Family responsibilities/money/
Personal circumstances/organising childcare

Family responsibilities/ money/
Personal circumstances/organising childcare
Family responsibilities / time/ money/
Personal circumstances 



Family responsibilities/ money/
Personal circumstances/organising childcare
/ money/
Personal circumstances 
	3 year




1 year, it is subject to upgrade and following requirements future on.  

2 years






2 years









2 years



[bookmark: _Toc102034250]Appendix 6
Job application form
[bookmark: _heading=h.44sinio]Application for– 
Learning and Development Coordinator at Crisis Charity 
[bookmark: _heading=h.2jxsxqh]Your details
Name: Nikolett Erdei 
Student ID: 2027452
[bookmark: _heading=h.z337ya]Education and training
Please give details:

	2023-2024 ICS Learning
2021-2024 University of Wales Trinity St. David 
2012-2013 CAD Centre London
2004-2005 Janos Irinyi Highschool
1999-2001 Gabor Barossh Highschool 


[bookmark: _heading=h.3j2qqm3]Qualifications
Please give details:
	2023-2024 CIPD Level 5 Associate Diploma in People Management
2021-2024 BSc diploma in Health and Social Care 
2012-2013 NVQ Level 2 Business and Administration 
2012-2013 NVQ Level 1 English and Maths 
2012-2013 NVQ Level 2 Marketing and Advertising 
1999-2001 A level Information Technology and Communication 
1999-2001 Highschool Diploma 


[bookmark: _heading=h.1y810tw]Employment history
[bookmark: _heading=h.4i7ojhp]Your current or most recent employer
Name of employer: ENiki's Cakes and Bakes
Job title: Business Owner
Length of time with employer: 2018- Recent
Reason for leaving: Changing Carrier 
Duties: 
	Run the business, which includes: 
I daily manage administration and running customer service professionally, using a computer diary system, creating excel sheets and recording data accordingly.
I record incoming and outgoing transactions and profits in Excel.
I answer emails and telephones and keep the social media pages up to date.
I Create marketing material and advertise the business on the internet, including social media like Facebook and Instagram.
Taking orders from clients and scheduling work in the calendar.
Creating cake designs and making sure that I follow special instructions from the customers.
Making sure stock is up to date, including daily checking and ordering the necessary ingredient and decorations.
Ordering cleaning staff to use in the business. 
Researching new ideas and learning new techniques.  
Keeping up to date licence and necessary food and safety certificate. 
Following food and safety rules according to the regulation.
Baking and decorating cakes.


[bookmark: _heading=h.2xcytpi]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Sales Assistant            Pret A Manger      October 2013- July2014 
Working a part of a team in a busy working environment 
Servicing customer using till 
Preparing food and making coffee
Following health and safety and food and safety procedures

	Project Assistant /Volunteer     Crisis       Augustus 2013- October 2013
· Providing administrative support to the project manager working on to a tight deadline on a specific project
· Using Ms Office products: 
Outlook to sending out invites, respond to all queries with appropriate level of customer care 
Creating Excel and Word documents, Create PowerPoint presentations, designing voting cards and certificates 
· Keeping records to up to date accurately, printing, copying, scanning documents
· Keeping contact with clients by email, telephone, and face to face
· Preparing hand out to client, producing packs and name badges
· Welcoming clients on the event, give the handout packs and record of attendances 
· Supporting the project manager smooth running of the event 


	Production Supervisor              Paul Uk. Ltd     October 2010–December 2012
· Ordering and contacting suppliers
· Creating Excel and Word documents
· Printing, copying documents
· Training new members 
· Managing stock and controlling wastage in a daily basic
· Leading a team of seven on daily basic
· Greeting and serving customers
· Reporting to management regularly
· Following health and safety and Food and Safety regulations 
· Dealing with customers complains
· Smooth running of the production line

	Customer Service Advisor     Friesland Ltd.     November 2007–January 2009
· Taking orders from customers by email and telephone and recorded that on the computer
· Dealing with customers complains
· Processing new client accounts
· Providing reports to management
· Printing, copying, and filing documents
· Woking as part of a team also individually 
· Reporting to the management daily 

	Depot Administrator Assistant             Curver Ltd.      December 2005-November 2007
· Managing incoming and outgoing correspondence
· Printing, copying, faxing invoices and other documents
· Organising documents and folders
· Accounting and bookkeeping in the company's system
· Inputting large amounts of data
· Reporting to the office manager
· Checking available places, store incoming products in the depot


[bookmark: _heading=h.1ci93xb]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 highly talented and motivated person, and I am currently seeking to build my carrier in charity fields as a learning and development coordinator. 
I have read and learnt about this organisation. Also, I had a chance to take a voluntary position here. I had to work on a specific project called "Employment Platform Event" and provide administrative support to the project manager. 

I have proven experience in office administration which I learned in different schools and gained during my work experiences. I have CIPD Level 5 Associate Diploma in People Management, but before that, I worked in different busy office environments, and I completed Health and Social care BSc diploma. I feel comfortable working as a part of a team or own initiative. I am running my own business, which gives me the confidence to manage my time efficiently, organise and document paperwork accurately, and creatively use my ideas.   

I have experience working with Microsoft products excel, word, outlook, share point and powerpoint also. I am also familiar with social websites and using the internet for resources. I often created excel sheets to record and maintain clients' details when I worked at Crisis or managed the production line at Paul Uk. I made a significant improvement when setting up my own business alone. I didn't have template documents, and I had to create everything independently. When I was a university student, I exercised and gained my computer knowledge and academic writing skills by writing my assignments. 

Organising documents and duties is one of my passions. I like to keep everything in the correct order and follow/keep deadlines. 
I gained my planning skills when managing the production team at Paul Uk. I had to do daily planning to smooth the running of the kitchen, manage new team members' induction and plan training procedures for all of the kitchen members. Also managing working rota and ensuring all the preparation and product is prepared on time for opening the shop. While I was managing each day, I had to manage the monthly stock and keep wastage low. 




[bookmark: _heading=h.3whwml4]
[bookmark: _heading=h.2bn6wsx]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _heading=h.qsh70q]References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
[bookmark: _heading=h.3as4poj]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: Nikolett Erdei
Signature: Nikolett Erdei
Date:05 March 2022

[bookmark: _Toc102034251]Appendix 7
Questions made to Anisoara:
Can you please tell me something about yourself that isn't on your resume?
Why do you think you are the best person for this position? 
What do you think? What is your greatest strength?
Can you tell me an example of a past difficult situation at your workplace? How did you handle that?
5. Can you tell me please how you handle pressure and stress?
[bookmark: _Toc102034252]Appendic 8
Person Specification of the Job: 
1. Demonstrable experience of responsibility for administration, preferably gained in an HR department 
2. Demonstrable working knowledge of Microsoft products (e.g. SharePoint, Word, Excel and Outlook) 
3. Excellent organisational skills – able to plan and prioritise effectively and apply consistent attention to detail 
4. Competent in working without direct supervision, e.g. remotely 
5. Excellent written and verbal communication skills with the ability to respond to queries efficiently, politely and professionally 
6. A commitment to own professional development with a willingness to learn and take initiative 
7. Ability to maintain confidentiality and deal with sensitive issues tactfully

[bookmark: _Toc102034253]Appendix 9

Questions I asked that I asked the recruitment agent:
Do I need to travel to different places outside of the office?
Is there anything that concerns you about my background being a fit for this role?

                                                             

                  
 
Use my time

How I want to use my time	[KATEGÓRIA NEVE]ing
[SZÁZALÉK]

sleep	eating	socialising	home organising	children	tutorials	studying 	volunteer work	10	2	2	1	4	4.5	6	2	
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