




BMSW4005: Professional Career Development
Module Leader: Sylvia Hoffmann
Task 2: Professional career development report
Student Name : Camelia Visan 
 Student ID: 2028873
Lectures Name: Rula Alousi 



Table of Contents

Introduction	3
Recruitment and Selection	3
Career Development Planning	4
Employment Goals	4
Needed Skills and Knowledge	4
My Readiness for Employment and Personal Strength	5
Areas for Further Development	6
Personal Development Plan	6
Conclusion	8
References	9



[bookmark: _Toc100329455]Introduction
This reflective essay explicates my career development planning using Gibbs’ reflective cycle. The “Employment Goals”, “Needed Skills and Knowledge” sections are descriptive, while evaluation is done in “My Readiness for Employment and Personal Strength” section. Analysis of the situation has been done in “Areas for Further Development” and the action plan is presented in “Personal Development Plan” part. I am aiming to start my career as an Office Administrator and this essay strives to demonstrate my understanding of the needed skillsets and knowledge which would help me achieve my career goals. My personal strengths and areas for future development have been identified and a personal development plan has been created to fulfil my employment goals. 
[bookmark: _Toc100329456]Recruitment and Selection
We have been asked by the professor about presenting a role play, acting as an interviewee or an interviewer based on a job description. I enacted the role play as an interviewer and asked the interviewee five questions. I thought the process of writing the interview questions is too easy for an assignment. However, I had to rewrite many times because the role play demanded the reasons why I am asking these questions which baffled me because I never had asked myself the importance of questions like “Can you please tell me the reason why you left your last job?” while writing the interview questions.  
I felt overwhelmed because I did not acknowledge the logic behind asking these simple questions before. However, when the professor explained in class that the aim of recruitment and selection is selecting the right person at the right place and in the right time to enhance the quality of the intangible resources of an organisation, several questions came into my head like how I can know whether the applicant had faced any conflicts in their previous workplace before. I felt that asking questions in my head about the interview process and writing about this has enhanced my critical thinking abilities to some extent because now I can decode the interviewer’s mindset somewhat better by analysing the questions asked. 
To me, this exercise of playing an interviewer was exciting and the produced script was of good quality. I was able to submit this before the given deadline and to do so I had asked my father about the way I can decipher the code of interview questions. My father’s knowledge relating to this context positively motivated me to search on the Internet the contextual questions like “how can an applicant positively contribute to the company” and the search results enabled me to create questions that could lead me to crack any interview. I think that this search to connect the reasons behind common interview questions have enabled me to critically evaluate the demands and needs related to a job. 
I did a good job selecting the questions that could be asked by an interviewer while screening the applicants. I somewhat felt baffled while finding the reasons behind asking these questions. However, with my father’s support, class notes and the help of the Internet and my teacher , I overcame this and had completed writing the role play.  
I learned that in order to perform any task, be it writing interview questions or any other assignment or taking the interview itself, requires a good planning to get the desired results. Moreover, this process has helped me self-identifying my strengths through reflective observation. Lastly, I have learned that critical thinking can be useful for enhancing my skillsets and getting selected for any job if I have the necessary skillsets.  
Now I need to work on answering these questions for assessing my scope for getting selected in the interview process. I also intend to analyse the answers submitted by my class partner to identify the requirements from their perspective. 
[bookmark: _Toc100329457]Career Development Planning
[bookmark: _Toc100329458]Employment Goals
I aim to get selected in a reputed company as an office administrator. Earning an Associate degree in office administration is one of my employment goals. I want to achieve some clerical experience before applying for the job. 
[bookmark: _Toc100329459]Needed Skills and Knowledge
According to Ferreira et al., (2010), an office administrator must have excellent communication skills, including written and verbal in order to direct office activities and functions. Furthermore, effective communication skills is necessary for maintaining compliance with company policies. The applicants must have high attention to detail and excellent organisational skills to assist support staff and clerical employees with the duties assigned to them, particularly when the task demands more sensitive, skilled or advanced work. Time management skill is a necessity in any job nowadays because of the work pressure and the pressure to submit tasks at a tight deadline (Shrm.org, 2022). This is more crucial for an office administration job because the office administrator not only have to prepare agendas, maintain calendars for senior managers and leaders and make travel arrangements for them, but also has to maintain documentation, office records, employee files etc. requiring excellent organisation skills (Business.linkedin.com, 2022). Moreover, overseeing mail distribution, email correspondence, telephone services, office supply inventory etc. are also managed by the office administrator and are included in the job responsibilities, and required skills. The office administrator is expected to have strong leadership skills, ability to delegate and prioritise tasks, ability to function well in a high-stressed environment knowing the way to operating standard business processes. Knowing Microsoft Office Suit and related applications is a must for an office administrator (Block, 2016). 
[bookmark: _Toc100329460]My Readiness for Employment and Personal Strength
I feel that I am well-prepared for the job mentally, though I have no experience in any field. However, the research on the required skills, knowledge and job responsibilities have enhanced my confidence about getting selected. I felt somewhat overwhelmed after acknowledging the vast amount of responsibilities that need to be performed by the office administrator. However, I overcame that feeling and focused on identifying my strengths. 
Writing this reflection and doing further research about the related topic has enabled me to identify my strengths that can help me determine whether I am ready for the job or not. The fact that I did not have performed a SWOT analysis at the beginning of my career plan personally created difficulties for me. With the help of a friend, I identified the qualities needed and the qualities I possess to assess my readiness for the job. I found out that I am an optimistic person which can help me creating better and positive communication channels in an organisation as optimistic persons tend to be more open, friendly, welcoming and communicative that can directly affect the employee morale and the organisational culture. Communication skills are critical when one works as an office administrator. Verbal communication skills help an office administrator understand the needs of employees so that they can translate that to the senior management, thereby creating an efficient communication channel between employees and employers. Non-verbal communication skills is one of the strongest forms of communication between employees, co-workers and team members. I am good at communicating non-verbally because optimistic and extrovert people tend to communicate more openly using hand gestures, handshakes etc. Although I do not have any experience in any field, I can say that flexibility is my forte because I am always willing to learn new things, learn new skills and work on a topic in different ways. As the day-to-day operations of an office administrator vary vividly and the interactions are not only limited to employees, the office administrator needs a flexible approach to manage the outcomes which could be easier for me because of my non-rigid mentality. I am a multi-tasker because I can handle different assignments and can still submit them on time which is possible because of my leniency towards creating a working schedule. Scheduling the tasks is an important part of multitasking because if not scheduled, one can easily forget a small tasks or a message that is needed to be communicated. Moreover, I think scheduling can help me delegate tasks, while still ensuring each task is on track or completed fulfilling the company demands and needs. Scheduling has also helped me managing time to a great extent. 
[bookmark: _Toc100329461]Areas for Further Development
This evaluation of my readiness for the job and strengths has helped me identifying my weaknesses which is necessary for creating a future action plan. I think I lack emotional intelligence to some extent as I become irritated at people when I am in a highly stressful situation. For example, I can panic when I cannot find a pen before my exam though I know that this problem can be solved otherwise (like borrowing a pen from a friend). I know that emotional intelligence can truly transform a workforce into a positive one because it helps in identifying the staffing problems. Although I perform well in making verbal and non-verbal communication with others, I am not good at written communication skills. Though I make schedules to fulfil my daily tasks and study, I am not good at filing paperwork, drafting documents, emailing people. I still know these tasks, but am not confident about reaching out to people in a written way. I know Basic Microsoft Office Suite, however I need to take a course for learning the Advanced Microsoft Office Suite. I need to earn an Associate degree in Office Administration to enhance and learn needed skillsets. 
I learned that assessing own qualities and weaknesses can guide me develop my skillsets and abilities in order to match them to the job description of my goal- an office administrator. 
When I am creating the next schedule for me, I will try to set an agenda for enhancing my written communication skills and emotional intelligence. I am willing to challenge myself in these areas to increase my confidence which would help me in my career development. 
[bookmark: _Toc100329462]Personal Development Plan
	What do I want to learn
	What I need to do
	From where I can get support
	How will I measure success
	Target date of completion of objectives

	· Having greater depth of knowledge for performing office administration activities
	· Complete the Associate course in Office Administration
	· Institutions in the UK offering Office Administration Training Courses 
	· Course assessment reports
· Self-assessment
· Getting feedback from professors
	· December 2022

	
	Being selected for a clerical job
	· The online job portals
	· Assessing whether I can do perform clerical activities
	June 2023

	Developing written communication skills
	Being engaged in clerical responsibilities
	· Training from the clerical job
· Support from the Internet
	· Assessing whether I can perform clerical job responsibilities
· The on-job (clerical) training assessment
· Able to write email correspondence, drafting documents, filing paperwork
	December 2022

	Developing emotional intelligence
	Observe people around me, utilise active listening skills, practice self-awareness

	· People around me

	· Assessing whether I can understand other people’s problems and empathising with others
	August 2022

	Learning Advanced Microsoft Office Suite
	Learning Advanced Microsoft Office Suite
	· The Internet
· Advanced Microsoft courses
	· Able to perform advanced Microsoft Office tasks like designing professional level spreadsheets
	September 2022


Table 1: Personal Development Plan
(Source: Created by Self)
In order to have greater depth of knowledge related to office administration, I plan to complete an Associate course in Office Administration which generally lasts for 6 months or a year. The course assessment results, self-assessment and feedback form professors will help in determining the knowledge gained during and after the process. Being selected for a clerical job will help me gain clerical knowledge that will further be beneficial for operating administrative operations. With the help of in-house training in the clerical job and the tricks and tutorials available on the Internet, I can enhance my written communication skills like creating and sending business emails and so on. Observing people around me and completing an Advanced course in Microsoft Office Suite can be beneficial for developing my emotional intelligence skills and technical skills. 
[bookmark: _Toc100329463]Conclusion
An office administrator needs several skills to perform their duty, including great time management skills, scheduling, communication skills, technical skills etc. I have identified my strengths and weaknesses in this report and has created a future action plan accordingly with the target date which will help me attain my employment goals in the near future. 
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Appendices 1
Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] - 
[bookmark: _zidixfu2h1to]Your details

Name: Camelia Visan

[bookmark: _obvz8px9oj35]Education and training
Please give details:

	
2016-2020: High School CTR-Romania. 
2020-2021: College of North West London level 1. 
2021-present: Certificate in Higher Education Skills for the Work Place level4 at University of Wales Trinity Saint David. 




[bookmark: _qhulv5cexz75]Qualifications
Please give details:

	July 2020- Graduated High School- CTR- Romania. 
July 2021- Graduated level 1 in Child Care at College of North West London. 



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

Name of employer: Sara Last. 

Job title: house keeper. 

Length of time with employer: 18 months. 

Reason for leaving: I’m am still working there. 

Duties: 

	
Keeping the house clean. 
Ironing the clothes. 
Changing the bedding. 
Make sure there is food in the house. 
Taking the mail and the packages. 
Doing the shopping list. 
Buying cleaning products. 




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

	I worked over the summer as a nanny for a little girl. 
Duties:
-getting her ready every morning ( changing her clothes and brushing her teeth). 
-preparing healthy meals. 
-taking her to play groups, parks and other activities. 
- making sure she was colouring and writing every day. 
- tiding after her. 
- make sure she was sleeping at least 1 hour in the afternoons. 



[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 very neat and organise person, I like working with papers and i l I l like scheduling meetings. I have good communication skills and I like interacting with people. What I enjoy the most about being an office administrator is knowing everything that goes in the office and being the key person to ensure everything runs smoothly. I am a very ambitious and passionate person, who can handle multiple responsibilities at once and I can manage my time very well, so I can always be up to date with my tasks.


[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
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: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]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: Camelia Visan

Signature: CVisan. 

Date:25.04.2021. 


Appendices 2
Office Administer Questions by Camelia

Questions for an interview for an office administrator job

Question 1

1. Can you please tell me a little bit about yourself?
2. This is an open-ended question.
3. The reason I’m asking this question is that I want to get to know you a little bit better and also to know what made you apply for this job.

Question 2

1. What can you bring to the company?
2. This is an open-ended question.
3. I’m asking this question because I want every single one of my employees to get involved and to give their best for the company and if it’s possible to come up with ideas that can improve it, we will receive them with pleasure.

Question 3

1. Can you please tell me about your greatest professional achievement?
2. This is an open-ended question.
3. The reason I’m asking this question is that I want to see how motivated you are to achieve your goals and if you are really determined to get this job and to work in this company.


Question 4

1. Can you please tell me the reason why you left your last job?
2. This is an open-ended question.
3. I asked you this question because I want to see if you faced any conflicts at your previous job, and if so, how did you manage them?


Question 5

1. What are you looking in this new position?
2. This is an open-ended question.
3. The reason I’m asking this question is because I want to see if you are update with all the things an office administrator have to do and if you are ok with it.
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