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[bookmark: _Toc57759045]INTRODUCTION
My reflective report is about my personal reflection on the role play and my career development planning. For this I am going to explain how I got here. I was born in Bolivia and since I remember I always dreamed about living overseas. I studied Accounting for four years I got married and had two children when I was in my 25’s, but my salary was not enough to maintain my family therefore I decided to move to Spain, Madrid where I worked cleaning houses, caring for older people and working in a restaurant as a chef for 13 years, there I obtained my European nationality, unfortunately life in Spain got complicated, my husband lost his job and my incomes were not enough for my family, during this time I felt depressed and frustrated because I was living the same situation when I had to force myself to emigrate from Bolivia separating myself from my family. Thereupon, I decided again to move to another country. I saw an advertisement to work as a chef in England to which I applied and I got hired immediately. Three years ago I began my  adventure in Buckingham in a Tea Room, after 6 months my family came, my husband got hired. This was the best decision we have ever made because when we arrived we realised that opportunities has not barriers or discrimination in this country, therefore I decided  to look for other job which allowed me to have time to start studying at the university . I began this adventure in the University of Wales Trinity Saint David (UWTSD) with the certificate of Skills for the Workplace Level 4 in London which I see it as a dream come true. I am currently very happy to be living here and having the opportunity to develop professionally at the same time having my family with the same opportunities and by my side. This was my short lifeline. (OpenLearn, 2020).
I am now in the last term in which we have been assigned the role play task, this seems a great opportunity to prepare me for a real interview because I think that when the time comes I will feel confident and I would get the job which I apply for. When doing this role play I had the opportunity to look for information that allowed me to analyse abilities that I must have and the skills  gaps I have yet to improve on. For this task I decided that I will study to apply to the position of HR Assistant in a big company like Amazon. (Monster Employer Resources, 2020).  As I prepared for the interview I felt insecure about my pronunciation since my mother tongue is Spanish, but at the same time I think it is something that overtime and practices it will improve. Also I felt nervous because it really is my first job interview in England and as for the current situation of the pandemic had to be online I was not sure that my interviewer received my message of how much I want to get the job. (Maund, Schriek and Tinkler, 2017). Furthermore, having worked on the role play with my partner was very positive because we formed a good team helping each other by clarifying our doubts and practicing the interview, we gave each other tips to improve our speech as well as the details of our body posture and with respect to the comments we received from our lecturer were more than positive because she let us know that if we prepared as we did for this task, we would surely be successful in the future.
For this reflective report about my development plan career I will use the Gibb’s Reflective Cycle also I will use the tools I learned as SWOT analysis, SMART goals and Johari window. 
[bookmark: _Toc57759046]PLANNING MY PERSONAL DEVELOPMENT
[bookmark: _Toc57759047]SMART GOALS
SMART means: Specific, Measurable, Achievable, Realistic and Timely. The SMART method help me push my further, and help me organize and reach my goals. (Corporate Finance Institute, 2020).
My goal is to work as a HR  Assistant in a big company like Amazon, Google or NHS to get this I will apply until I get an interview but before  I have to update my CV with a short course to get a Diploma an HR Assistant with which I will learn to make payroll and become more familiar with the employment law, my objective  is increase my income and gain experience in an administrative environment within the next 12 months.
[bookmark: _Toc57759048]PERSONAL SWOT ANALYSIS
SWOT means Strengths, Weakness, Opportunities, Threats. This tool it is very useful because it helps me think to discover opportunities that I might not have seen to understand my weaknesses and to manage threats that could stop my progress. (Mindtools, 2020).
After to think carefully my Strengths are: I am flexible and able to adapt to change quickly, I pay attention to the details, I am a strong communicator, I am very organized and with good planning skills, I am enthusiastic, self-motivated and a fast learner with the motivation of constant improvement. My Weakness is that I am afraid to speak in public, I get very nervous and this sometimes makes me forget my ideas. My opportunities, are as a permanent Amazon employee I have the opportunity to apply to an internal job for HR Assistant more easily I also have the opportunity to apply  for an apprenticeship in Amazon for HR Manager  and be able to work after three years in this position. My Threats, I think young people who are graduating may represent a competition for me, on the other hand, there is also the current pandemic situation, which results in more unemployed people and therefore more people who are looking for qualifications and sources of employment. 
[bookmark: _Toc57759049]JOHARI WINDOW
Johari Window developed by Joseph Luften and Harry Ingham, is a technique that help me better understand my relationship with myself and others and work more effectively as a team, consists of four areas of human interaction: open, hidden, blind and unknown (Dulin, 2020). About my open part, everyone who knows me knows that I am calm, honest, kind, trustworthy, responsible, hardworking, organized, committed, flexible, and enthusiastic. On the other hand in my blind area I did not know that they saw me as nervous when I have a lot things to do at the same time and that this could make others uncomfortable, in my hidden area I would like my boss in my work to notice that I work hard, I learn quickly because I really want to face challenges successfully since I do not usually give up problems since my spirit of improvement is inexhaustible, in my unknow area I am not sure what abilities may I have or  others can see. (toolshero. 2020).  Moreover to have a better knowledge of  my skills I did some quizzes given in class, such as:
1)Self-Motivation Quiz. (Mindtools, 2020).  
Here my score was 44% and the comment says that it is Wonderful and I am a self-motivated person and I spend significant time and effort on setting goals and acting to achieve those goals.  I totally agree with the comment about the results because I consider myself a motivated person and that few things can stop me, since I always put my best effort and use the tools that are within my reach to achieve my goals. Actually I am really happy to know that, because I know now that with my effort I can achieve what I set out do and I can also inspire other people who are close to me so that they can do the same, I believe that this is a true gift in my life.
2)VAK-Learning Style quiz. 
With this quiz the result shows that I have a VISUAL learning style that  means that I have preference for the things that I see and I work better with lists and written instructions. (Businessballs, 2020). But I am not totally agree with that because I feel that I have two learning styles what are Visual and Kinaesthetic learning styles because I also identify myself learning in a physical  way that is touching and doing. I learn faster when I say: ‘show me’ and ‘let me try’.  I am very happy to know my learning style, this help me to know how I learn faster now I feel more confident because I will be able to focus on using these senses in my favour to learn more easily which will help me achieve my goals in the academic and work environment.
3)Honey and Mumford: Learning Styles Questionnaire. 
According with this quiz the results shows that my learning style is Pragmatist this means that I am a person that act quickly and confidently on ideas, and I am going straight to the point and I am impatient with endless discussion and I cannot wait to put  theories and techniques into practice. (Businessballs, 2020).  In fact I am agree because I identify with this description I am sure that all these things that I now know about me make me have more confidence in myself and believe that my goals will be achieved with work, effort and perseverance. On the other hand, it will also help me when I am working as a HR Assistant, because I am aware of what I can achieve with my motivation by implementing everything I have learned so far.
[bookmark: _Toc57759050]REFLECTION OF MY CAREER PLAN DEVELOPMENT
For this I use Gibbs’ Reflective Cycle (Mindtools, 2020). I learned to use this model previous term in Academic and Employability Skills, which helps me reflect on my experiences and learn from them, especially those that did not go well for me.
[bookmark: _Toc57759051]DESCRIPTION
I learned that Personal Development Plan is a written account of self-reflection and improvement, through a detailed action plan that is used to meet my academic or professional goals. This  should include the following steps: Short-term and long-term career goals, Requirements for success, Action items for one year, Resources required for I will do these actions, Timeline for completion and Tracking my progress. (reed.co.uk, 2020).
[bookmark: _Toc57759052]FEELINGS
At the time of that I learned to make a Personal Development Plan I felt excited, confident and happy because I think I am closer to achieving my goals, I am convinced that if I follow my plan I will make it to my long-term goal which is to get a degree in HR  Manager. I feel really motivated to achieve my goals and with the certainty that dreams are fulfilled with discipline, organization and improving my skills and also learning others. Besides, I feel more confident because I am prepared to apply to the position of HR Assistant in view of the fact that I developed and improving my abilities and skills needed for this job.
[bookmark: _Toc57759053]EVALUATION
I think that knowing how to do a Personal Development Plan is very positive and useful for me because I learned to plan my goals in an organized way. This tool will help me in any aspect of my life, whether it be family, academic or work.  In addition, it motivates me to continue improving my work position and therefore have more income to improve my quality of life at the same time. Moreover, I learned to recognize my strengths and weaknesses and to be able to work on the to improve them, another positive aspect is having learned how and where to look for information about Employment Legislation to see the rights in hiring such as the right not to be discriminated against either by age, race, disability, religion or gender according Equality Act 2010. (Legislation.gov.uk., 2020).
[bookmark: _Toc57759054]ANALYSIS
Before learning,  how to make a Personal Development Plan for my career I did not know how important the steps were  to be successful in my goals, for instance, being clear about what I want to achieve in the short and long term, my short-term goal is to get a job as a HR Assistant within one year, because I want to improve my current job position and increase my income, on the other hand my long-term goal is to study at the University to obtain a Bachelor’s Degree in HR Manager I think I will achieve within the next 4 years. Regarding the skills I need to be able to work as an HR Assistant they are the ability to plan and organize my work effectively, to be able to follow and adhere to rules and procedures, the ability to maintain confidentiality at all times, be able to work under pressure, teamwork, positive attitude, flexibility, and problem solving. I think I have the knowledge for this job, but I lack experience. Regarding becoming an HR Manager I need to continue learning and the time that I am working as an HR Assistant will serve as an experience. Furthermore, I learned about Recruitment and Selection is the process of finding the right person, in the right place and hire he. (CIPD., 2020). This process must not be discriminatory under the Equality Act 2010, so with the knowledge of these laws it will help me that my rights are respected at the same time that as HR assistant I will enforce the rights of the employees and applicants are fulfilled within a framework of equality.  Besides, I learned how to prepare for an interview, for instance read carefully my application and the job specification, I have to dress suitably, I need to consider questions that may be asked, know exactly the date, time, location of the interview.  (The Balance Careers, 2020), having learning what I should do to prepare for an interview makes me feel confident because I know that I have more opportunities to get the job. All this knowledge will help me
[bookmark: _Toc57759055]CONCLUSION 
I believe that all this knowledge will help me achieve my goals in an organized manner, planning my objectives with dates, using my skills and abilities learned so far.  Although I lack some skills to improve, such as my verbal and written communication, since English is not my mother tongue, I think it is something that with practice I will improve, however I feel proud of myself because in a very short time I managed to start study at a university in London and I still have a long way to go but I am sure that with my resilience I will achieve it.	
[bookmark: _Toc57759056]ACTION  PLAN
Having learned so far the necessary skills to face the world of work in a more competent way, I will put my Personal Development Plan into practice and follow up  my achievements to achieve my goals. In the other hand, I will carefully read the Employability Legislation to be more familiar in terms of the rights of the employee and their work environment and at the same time I will take into account the obligations of the employees with the company.
[bookmark: _Toc57759057]CONCLUSION
In this reflective report about role-playing and my Personal Development Plan of my career, I can conclude that before starting this course I was not prepared to successfully face a job interview in this country, however I had been in interviews in Spain and they was totally different, the main difference es in the preparation for the interview regarding the possible questions that could ask me and the information that I must know about the company in advance, including knowledge of my rights and obligations as an employee.  All this is very useful to be able to get to the world of work knowing how it works, I am more than motivated and confident because now I know what I can expect from my job search until I reach an interview and in this way I have more chances of success. Furthermore I have learned how to develop a personal development plan regarding my career, this is a knowledge that will help me throughout my life, because I find that not only is it useful in the work or academic aspect also includes my personal life, I have also come to know myself better to recognize my skills through taking questionnaires about my learning style in addition to knowing my strengths , my weaknesses, as others see me, as I see myself through Johari Window. I think I achieved my objective by starting the course, improve and learned skills and skills that will help me fulfill my short- and long-term goals.
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YVONNE FRANCY PAZ TORREZ
Location: Milton Keynes
Telephone: 07X4X4127XX
Email: ypxzxoxez@gmail.com

Personal Profile
I am a highly-motivated person, conscientious and committed team worker who understands the importance of carrying out my duties to a very high standard.  I am dedicated to continuous development and regardless of the situation I am in, I will always seek to learn and improve by taking advice from others. I can be trusted to provide exceptional customer service, both face-to-face and via telephone, and I will represent your company in a positive manner at all time. I will be a loyal and honest member of your company, and I will always support my work colleagues when needed.  Being an excellent team worker, I am able to use an innovate approach to solving problems when required, and I will always take great pride in fulfilling my responsibilities to a very high standard.
Finally, being somebody who is flexible and trustworthy, I can be relied upon to deliver everything that enthusiasm whilst ensuring all tasks are completed to a very high professional standard and within given timeframes. 
Education     
· (February 2020 – February 2021)
University of Wales Trinity Saint David, London
     Skills for the Workplace, Level 4 

· (February 1993 – February 1997)
Institute of Higher Commercial Technical of the Nation, Bolivia
General Accounting

· (February 1989 – February 1992)
     Maria Inmaculada School, Bolivia
     General Certificate of Education (GCE)  
           
Work Experience
(June 2019  to present day) 
Amazon UK  Services Ltd.   
Picking: Orders with high level performance.
· Stowing: Ensure all products are stowed within a timely manner while maintaining my productivity above of my target.
· Marshall Outdoor: Organize the safe movement of large vehicles and communicate with delivery drivers, prioritization of commercially important deliveries within Receive.
· Fire Marshall: Implement the evacuation procedures.
· ICQA: Identifying issues related to inventory and quality assurance.
(December 2017 – September 2018) 
Buckingham Tea Room
Chef
· Preparation of meals
· Monitor and maintain stock levels so as to place orders for supplies as at when due
· Control of kitchen safety measures and sanitation practices
(December 2017 – December 2018)
Supermarket Dia (Madrid)
Cashier and replenisher
· Invoice the purchase to customers
· Resolve customer complaints in a friendly manner
· Rotation, replacement, facing and withdrawal of products not suitable for sale

Other skills
Fluent Spanish speaker 
Good IT skills including knowledge of Microsoft Office
Flexible, adaptable and willing to work additional hours when needed
Self-motivated and a fast learner
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                  YVONNE PAZ TORREZ					
07X4X412X2X					            yxxztorxez@gmail.com

November 15, 2020

Hiring Manager
LTN4  Amazon UK 
Dunstable, Luton

Dear Hiring Manager:
I am writing in response to the HR Assistant position. I have just graduated with a certificate in Skills for the Workplace Level 4, and I am eager to put my newly learned skills into practice. I have strong organizational skills with great attention to detail I am also friendly and outgoing, I was commended for my ability to make people feel comfortable and that is an asset in the field of Human Resources Assistant. I would love the opportunity to join Amazon as an HR Assistant. This is so I can contribute my knowledge and personal attributes and also grow.
I am confident that you will find me to be a qualified candidate for this position. Please do not hesitate to reach out me by phone or email to set up an interview. I look forward to meeting with you and thank you for your consideration.

Best regards,

Yvonne  Paz  
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