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[bookmark: _Toc92740135]INTRODUCTION

This report aims to use strategies learned in class for personal reflection and career development to gain confidence and competence of an effective employee.
I will be using Kolb’s reflective cycle to demonstrate the skills and knowledge that I have that contributes to effectiveness, readiness for employment and a reflection on my strengths and areas that need improvement. 
So, I will be diving the processes in  four parts: Experience, Reflection, Conceptualisation and Planning. 
I will also be presenting my career goals and my career development plan.


[bookmark: _Toc92740136]LIFE-LINE

My career life was always very busy, I was only 15 when I had my first job working for a mini market near my house on the weekends that help me develop my skills talking with customers and dealing with products because I used to work as a cashier, the bakery side and product replacement at that time I was living in Portugal and was studying Economics and in Portugal’s education system when you reach 15 you need to decide if you want to study between Economics, Languages and Humanities or Science and because I always loved numbers I decided to go with Economics, then with the money saved from my job I decided to come to United Kingdom with 16 and started working at McDonalds and studying Accounting doing evening lessons. It was hard because I had little time to rest but I knew it was worth it and I still thinking was the best decision I made until now.
After that I found a good part-time as a cleaner that paid well and I could study in the mornings and rest on weekends, and I finish college with 19. 
And now with 21 I decided to start University, to be honest that was never my intention, but I realise it was the best path for me to take.
The course of Skills for the Workplace was exactly what I needed to develop skills that will give me an advantage over others that don’t know or didn’t take the time to develop those essential skills taught by this University. I am sure that after I finish this course my journey will be smoother since now, I got the skills I was lacking before I started this course.



[bookmark: _Toc92740137]RECRUITMENT AND SELECTION
If we want a good team is all about finding the right person that will contribute the most for the organisation, the process must be efficient, effective and most of all it must be fair. I strongly believe equality and diversity are essential that way give the same opportunity to everyone and gives the company more opportunity for growth because the person you did thought would not be so much help can be the one who will contribute the most.
The stages for recruitment and selection are defining and plan requirements and attract and select candidates. (Maund, 2017)
Job description and person specification are good ways to guide the potential employee understand if it is a suitable match for the job proposed and provides essential criteria to understand if they have the relevant experience. To attract candidates there are many options such job centre, social networking sites such LinkedIn, advertising, and recruitment agencies.

[bookmark: _Toc92740138]REFLECTION ON THE ROLE PLAY
Experience
On the task 1 of the assignment, I was teamed up with Dumitru. When I was the interviewer, I welcomed the interviewee with a smile and good body language, maintaining a good eye contact following the 80/20 rule and even made small talk to relax the interviewee.
On my time to be the interviewee I made sure I answered the questions the best way possible in a way, the interviewer could understand the type of worker I am. I maintained a good posture and body language with a smile a few times, I have done my research on the company and proved that by showing I had the skills asked in the person job specification and showed how I can contribute for their company.

Reflection
Even being an introverted person, I execute well when it comes to listen and made the open questions with a good mix of soft and hard questions, to understand his point of view, experiences, and personality I asked for concrete examples. My interview style is an encouraging and friendly one where I left the interviewee respond fully without interrupting is line of thought. 
I put on a suit for the interview to look more professional, the environment was conductive to a serious conversation and the questions were grammatically well-structured promoting a good professional standard.


Conceptualisation
One thing I could have done to improve was mapping out the interview beforehand. 
I should have laid out a scenario and ask for the reaction in that situation and I could have smiled a little more. Only these few mistakes were made but it gave a clear idea on where I need to improve next. 
Besides that, my body language, speech, and answers were very good.

Planning
What I need to do now is being a more relaxed person because was tension that blocked me from being more focused on the interview. I will start doing some breathing before an interview and improve active listening even if mine is good I got carried away by my thoughts during the task. 

[bookmark: _Toc92740139]SELF-MOTIVATION
I am very confident on my self-motivation, I push myself to achieve my goals, develop good skills and habits to produce good results because I know what I want in life even when I didn’t was certain I just knew that I wanted to develop myself further and become a better person. I am sure of my ability to achieve my goals, I put all my effort and time into it even if it’s not directly all my habits will influence in some way my objective and I know what gave that was the fact that I setup my goal and tasks for the next years to achieve my vision. When some difficulty appears, I get more excited as I see every challenge as an opportunity to develop even more.
Being a confident and have a positive thinking is what makes challenge myself because more than everything I believe in myself, and I know I will succeed.
I found it that every time I feel down, or some negative thought emerges, I think about in what I already accomplish and go look in the goals I set for me. What I am going start to make is determine what others see as my strengths because there it may be some that I miss or never notice, and I am going to seek a mentor to have a model who got the competencies, abilities, and characteristics I am looking for. (Mindtool, 2021)
Actions I need to take to keep me self-motivated is always do what I believe is right even if others disapprove, take risks since the higher the risk higher the reward and admit my mistakes and learn from them. Practice good body language also helps I feel  when you have an open and positive posture, make good eye contact, keep head up will make you feel more confident.
[bookmark: _Toc92740140]LEARNING STYLES
Learning style is the preferred way someone process information and acquire knowledge and skills and mine is by using Kolb reflective cycle (Tarrant, 2017) because when I first experience something I tend to observe what I done and felt, then I think in what I did good and what I could have done better and after that I plan in order to develop and doing better next time I try and I repeat that process all over and over. 
The way I learn is through visual and kinaesthetic some I only must watch to assimilate the information but some I need to feel when I am doing but mainly, I am a visual learner.
[bookmark: _Toc92740141]SELF AWARENESS
[bookmark: _Toc92740142]SWOT Analysis
Strengths:
· Attention to detail
· Good inter-personal skills
· Time management
· Critical thinking
Weaknesses
· Resource limitation
· Network
· Little relevant work experience
Opportunities:
· Good location to get to know like-minded people and for job opportunities
· Go for a degree in accounting
· Apprenticeship programme
Threats:
· Environment
· Social circle
· Competition with more work experience in the area
I am aware of my situation and what I can do to improve it by returning to my accountancy degree in university and enter in an apprenticeship programme so I can get experience and develop my accountancy skills if professionals willing to guide me in that way, I can create relationships with like-minded people and expand my network as the same time I get work experience.
[bookmark: _Toc92740143]CAREER ASPIRATIONS AND AMBITIONS

	I want to be a management accountant someone that guides the company in the best financial decision to be the most profitable option possible. I believe I can I achieve that but first I need a university degree. That role will benefit me when I open my own company and managing it because if I can manage other people business, I will do it with my own in the years I will work I will gather the best people from the other business areas I lack such as marketing, production, logistics etc to have the best team on my side.
	My ambition is to be wealthy and free not to only be rich but to get the time spent these years back and enjoying with my family and travel the world.

[bookmark: _Toc92740144]SMART Goals
The SMART objectives I setup for me is:
1. Wake up at 9 am every day to have more productive time 
2. Meditate right after I wake up for 10 min to improve my mental health and self-awareness
3. Read a new book every month to gain more knowledge
4. Study accounting about 2h every weekday to improve my skills
5. Go to museums, parks, and other places where I can find like-minded people
6. Find an apprenticeship before September 
7. Start year 1 of accounting degree at university in September this year.
[bookmark: _Toc92740145]CONCLUSION 
This year I learned a lot of new knowledge, techniques, and insights that I will take through my life and going to be useful to achieve my goals in life. I will make good use of them and improve them when I finish this course. I will follow my Personal Development Plan and review it every year. At the beginning of this course, I didn’t have that good time management nor even an active listening but now those and more skills that acquired are in a good level but still need improvements. 
I wanted to thank all teachers for the time and way that they explained every topic as all very helpful even not everyone appreciating that.
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[bookmark: _Toc92740148][bookmark: _kpr05n82n26c]Appendix 1: Application form

Application for Management Accountant Assistant
[bookmark: _zidixfu2h1to]Your details

Name: Helio De Pina Gomes

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

	Economics
Accounting
Skills For the Workplace






[bookmark: _qhulv5cexz75]
Qualifications
Please give details:

	2 years of Economics in Portugal
AAT Level 1-3 in Accounting Diplomas
CertHE Skills for the Workplace Level 4










[bookmark: _97j1ykgd1f2u]

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

Name of employer: ISS Ltd

Job title: Cleaner

Length of time with employer: 2

Reason for leaving: Time to improve my life

Duties: Sanitize offices

	First job that I work as a team, what I really enjoy doing as it makes the work more enjoyable 







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

	Local Minimarket in Portugal(2015)
Rotation in position as cashier, bakery and reposition.

McDonald’s (2016-2017) 
Worked as cashier my duties was to take costumer’s order right in a fast way.

Mandarin Oriental Hotel(2017-2018)
Cleaner at the hotel’s restaurant: Prepare the kitchen to be in order for when the chefs came in the morning.




[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.
	[bookmark: _ojwn8qfpdqo4]I know I will excel in this work as I’ve been preparing me for this job opportunity. Since I was young, I find numbers interesting and been developing skills to start a career as an accountant. In Portugal studying Economics at age of 15 to 16 I develop on how to collect data and analyse it.
Then when I came to England, I started studying accounting which made me very interested, mostly on the management part of it.














[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? Yes / 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: Helio De Pina Gomes
Signature: Helio Pina
Date: 3 November 2021
[bookmark: _Toc92740149]Appendix 2: Questions

1. Could you please tell me more about your work experience?
2. What are your strengths and weaknesses?
3. What aspects of security, performance and maintaining do you consider when you are building a web page or an app?
4. Did you ever had any technical issue and how did you fixed it?
5. Why should we hire you?


