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Introduction
Many people have goals and targets some of which being to acquire their dream jobs. But how do these individuals accomplish such tasks. For some people they already have a whole plan ahead of them from where they start up until their goal. But for others it’s a much harder task for them to accomplish due to lack of planning or even just being unorganised. When it comes to finding a career it takes a lot more time and preparation in which you must be able to be prepared for. It’s not like you can just get up and walk into a business and get a job like that no there’s much more to it. There’s different aspects taken into consideration when the business is looking to recruit someone for their company such as the individual’s education, if they have any of the right qualifications needed, if they have the right skills that they are looking for, if the individual is motivated, where this person would want to be in the future etc. so how would one go about applying for a job properly whilst taking all of those things into consideration well that’s what I hope to accomplish in this report because if you don’t understand how to do any of those things or even if you can do them I want to be able to make sure that everyone can learn from my own personal experience of what It means to apply for a job and how to get ready for an interview without any difficulties .
 This report will cover my personal view of a career path, what aspirations are and why they are Important, self-awareness tests and the results I received from doing them, the documents needed for applying for a job and why these documents are important, the importance of being prepared for an interview and lastly a self-reflection of what I did in class. As you read along I hope that you are able to get a better understand of what is needed when applying for jobs and for how you can progress forward to achieve your aspirations for your career.
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Career Choice
Before planning and getting ready for the Career Path, you must first sit down and have a good think about what career would you be best suited for you. This is where you take things such as your interests, hobbies and your skills into consideration before deciding what’s best for you. Assess yourself, think carefully about what you enjoyed studying whilst being in education. Create a list of potential jobs that you feel would benefit you, this can be a list of 10 or more as there might be other jobs out there that can be suited for you. Once you have created the list of jobs you can then start to narrow that list down to a top 5 but remember to always have an open mind in case you don’t get the job you want. Another way of getting help with the choice of career would be to arrange a meeting with anyone who works in the field you want to apply for and ask them some questions and get more knowledge about the business first hand. LinkedIn is a perfect website for doing just that as it allows for its users to connect with one another and enables employers to find suitable employees for their business. There are cases in which when you’re applying for a job that you might lack experience in that area of work. So in cases like these it might be best if you were to start with volunteering or even doing an internship so that way you can gain more experience in that field of work as well as gaining new skills. In my case the career I chose was being a marketer as I believe that with my skills set and my interests that this would be the best career for me. However there are obstacles in the way of me achieving that career so I would have to start from the bottom and work my way up towards that goal. So one step on my plan would be to find another job one that’s lower in the organisational hierarchy such as a sales assistant and then work my way towards becoming a marketer. So as you can see it’s crucial that you can not only identify which job you want to aspire to get to but also have another job to fall back on. Just because you haven’t been able to get the job you wanted doesn’t mean that you can’t get the job eventually it just means that you have to work your way to getting there in the end. 


Aspirations/Goals
Now as mentioned before in this report, aspirations/goals are what we set ourselves to achieve so now in terms of career planning, these would be goals would be specific to the career path we have chosen. Even within an interview it is common for the interviewer to ask you “what are your career aspirations” they do this so they can get a better understanding of what you want to be and how you want to progress to obtaining that goal. Why is it necessary to have aspirations? Well aspirations show us how far we expect to go, what steps we will take in order to get to that end goal, and the preparations that are made for that goal to happen. It’s very important for you to think about where you want to be in the future of your career whether that’s working for a company, having your own business or even just a better position in the company hierarchy. Being able to know exactly where you want to be and how you plan on making it there shows not only to the business but to yourself that you can achieve your aspirations and shows how much effort and planning you will do to enable that aspiration to happen. Let’s say for instance you’re applying for a job at Apple, you have submitted your application and been invited for an interview and the interviewer turns around and asks you so what are you career aspirations? And you turn around and say I’m not sure what my aspirations are. This shows the business that you don’t have any plans for progressing and it shows the business that this person doesn’t have any plans for the future of his career and this kind of impression isn’t what you want from a business. A business would want an individual who knows not only what job they want but where they want to be in the future and the steps you will take in order to make that future happen. So what I would suggest is if you don’t have any ideas as to what you would want to do then I would say you should google some jobs and see what job stands out to you and make sure when you’re looking for a future job make sure you take your own personal interests and skills in mind for example let’s say you like sports and you’re really good at speaking and working in a team you might want to consider going for a job in sports like a sports leader or maybe a personal trainer. make sure that what job you end up choosing for your aspiration relates to what your good at or even relatable to your personal interests so that way you don’t end up working a job that you don’t like or you have no skills in.





Self-Awareness Test
We all have different personalities, different characteristics that makes each of us stand out from the other. These characteristics can have an impact on how we work, how we approach others and how we communicate with others. So it would be beneficial to take a self-awareness test and find out what attributes you have and how they can be a benefit or even a detriment to the business. But what exactly is a self-awareness test and why would you need to take one? Well the answer to that question is simple by completing the self-awareness test you can see what traits you have that can be useful and help you stand out from others. It can also help with giving a better understanding of what you’re capable of and it can show what traits you can improve on. One method that you can use to evaluate yourself would be the Belbin test. But what is the Belbin test? The Belbin test was designed based around Belbin’s 9 team roles which Dr Belbin and his team had discovered. Each role is a vital part of a team however this doesn’t mean every team needs 9 people. Most people can have more than one Belbin team role and each role has their individual strengths, weaknesses and their own importance. For an example of a Belbin test please see my reference page. But in the test it shows the percentages of how much of a role I am and the differences between the other roles. Another method of testing yourself is the Johari window. The Johari window was originally created by Joseph Luft and Harry Ingram in 1955 and it’s used as a tool to help people understand their interpersonal communication and relationships. The Johari is made out of 4 different sections the first section being open self which is what others know about you and what you know about yourself the next section is the blind self which is what others know about you but what you don’t know about yourself following on from that section is the hidden self which is what others don’t know about you but what you know about yourself and last but not least the final section of the Johari is the unknown self which is what others and yourself don’t know about you. You can use the Johari to figure out how you communicate with others and yourself, understand how you present yourself to yourself and others, understand how others and you perceive you and lastly understanding actions and motivations. The Johari itself can change in size depending on the scenarios it’s used for. For example a new employee to the business will have a different Johari to someone who’s worked in the business for a long time for instance a new employee will have more of an unknown area in a Johari compared to someone who has worked for the business and an existing employee will have a much bigger known area than a new employee due to the existing member having more time and worked longer in the business than a new employee.
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Professional Career Development





















By Uroy Kelly 1813054
Abdi Rahman

The Importance of Job adverts and Application documents
Now when it comes to trying to apply for a job there is different documents involved in the process. There are documents such as the job description and person specification. These documents are a part of advertising the job and a way for both the business and the person applying to find out information about the other. A job description is a document that clearly states the essential information about the job. It lists the responsibilities, the requirements, the duties and the skills required for a specific role. A person specification is the skills that the candidate must possess in order to complete the tasks that come with the role. A person specification can outline what educational requirements, training experience as well as other personal qualifications that an applicant must have. These 2 documents are important to the application process as it enables applicants to find out what the job is, what they will be doing whilst working for the company and what skills and educational accomplishments will be needed to ensure the job. If these documents weren’t included then no one would know what job they are applying for or what they need for the job. Speaking of the application process there are documents that are also important for any job you would want to apply for. There are documents such as a cover letter/personal statement and a curriculum vitae which is widely known as a CV. Now a cover letter is a document that is commonly submitted with a job application and explains the applicant’s credentials and interest in the position available. And a curriculum vitae or CV for short is a written description from the applicant explaining your education, qualifications, previous jobs and even your personal interests. This is a document that is sent to the employer when applying for a job. Now these documents are very important as these are the documents the business first receives that gives them an insight as to who you are, why you want to apply for the job, what education you had, what qualifications you have obtained and even your personal interests. This is relatively a business’s first impressions of the applicant and it’s important that all the information that is included in them is accurate. When it comes to applying for jobs it’s always necessary to have these documents and understand what each of these documents are and how effectively you can use these documents. These documents can help you prepare for the next stage in the application process which is the interview stage and I’ll explain the preparations that you can do to make sure you’re not walking into the interview without any clue of what’s happening.



Preparation for the interview
Now that we have covered what documents you need to give to the business and what each of those documents are and mean you have now been invited in by the business for an interview which is the next stage in the application process. Now this is where you need to be prepared for as if you aren’t then I wouldn’t count on getting that job. When it comes to an interview there are things you need to have in mind these can be things like what questions will you be asked? If the applicant in question knows anything about the business? How the applicant looks? And the list goes on. Now how does one go about getting prepared for an interview? Well there are many things you can do to make sure that you have an easier time in an interview. One of these is research. Go on google and search up the business your applying for and take note of anything important about the business whether that’s when it first opened up or even the business’s accomplishments it will help you out in the long run by researching these things as the interviewer can question you about the business’s mission or they might ask you if you have heard of the business before. So by researching about the business it can be a benefit to you when you come to the interview. Another thing that will make the interview process easier for you is to practice. Yes practicing before you have an interview can help you remain calm and lessen your nerves when it comes to your actual interview. You can do this by standing in front of a mirror and practice what you’re going to say to the interviewer or even having a friend or family member sit down with you and do a mock interview with you practicing will definitely help you prepare for an interview. Another method for how you can prepare for an interview is planning what you’re going to wear. How you are dressed for an interview is definitely a factor in making a good impression on the interviewer as you don’t want to look scruffy or even small things such as wearing jeans. Remember that this is the first time the interviewer is going to be seeing you so you definitely don’t want to walk in wearing a tracksuit and expect to get the job even if you did have everything needed just by the way you looked in an interview can be the make or break factor. So plan out what you are going to wear to the interview before you have your interview, make sure that you’re dressed appropriately and well-groomed. Another way to prepare for an interview is to ensure you have the correct body language. Your body language is important to consider when you’re in an interview as with correct body language it shows the interviewer that you are engaging with them, you’re listening to what is being said, you’re maintaining good eye contact with them and that you’re not slouching around. You’re body language must be at a good level so that it shows that you are able to keep a conversation without losing focus and it also shows how professional you are.

Self-Reflection of In-class Interview
In class we had taken part in mock interviews for our chosen jobs. The job I had applied for was a sales assistant at JD sports and the experience for me was definitely a learning one as I had felt like I had learnt more about how to behave in an interview, how I should present myself and how I should sell myself. The interview was 30 mins and it was with 2 members of staff who asked me questions about my CV, what knowledge I had about the business prior to applying for the position, where I see myself progressing in the future. After they had asked me all the questions that they had I decided to ask a question of my own which was related to where I wanted to end up in the future and so I asked since I wanted to become a marketer how would I progress through the business to achieve my goal of  becoming a marketer. After I had received the answer the interview ended. On a whole I felt like I had did a great job at my interview even though I did have some downsides such as not being properly dressed for the interview but other than that I felt as though I had spoken clearly I had shown that I have done my research about the business and that I have thought about my future career path and the steps I need to take in order to accomplish that. I can say there was some ups and downs during the interview 1 of those downs being again that I wasn’t properly dressed for my interview I did forget to ensure that I had the correct clothing and I had to find something to wear at the last minute but I think that the fact I had said in the interview when I was asked what was my weakness was that it was being organised helped me out in that aspect because it showed that I acknowledged my own weakness and that I was thinking about what the interviewer must think of what I was wearing. One thing I felt I did good on was the research I had research a lot of facts about JD sports beforehand and then condensed some of those facts down for my interview I believe this was one of my good points of the interview as it showed how much effort I put into doing the research and not only that but also shows how enthusiastic I am about the job and I think that’s important for a business to know that the individual applying for the job has shown interest and enthusiasm. I believe that the reason things went well for me was because I had prepared most of my interview nights before It was time, I had practiced what I was going to say, looked up questions that I could be asked about and I had practiced my body language so when the time had come for me to do my interview that I was calm and collected. Overall what I have learnt from my interview was to work on my own weaknesses and to make sure that I plan what I’m going to wear ahead of time so that way in future interviews I will be able to perform to the best of my ability 
(See Appendix For Feedback)


Conclusion
On a whole it’s important that we can plan effectively where we want to end up, that we have all the appropriate documents and that we can efficiently plan and complete preparations for interviews. These are skills and stuff that we all should be able to accomplish and achieve as they are always needed in daily life and without learning and being able to do these things we wouldn’t be able to progress further in life and no one would be able to get a job. Remember that when it comes to applying for jobs that you have your CV ready, your cover letter is already to go and if you get invited into an interview then make sure that you prepare for the interview thoroughly, make sure you have your suit ready, you know what your speaking about and that you can give accurate answers to the questions that you may be asked in the interview. And that will be the concluding statement for my assignment thank you for reading along and I hope that my assignment has been beneficial in terms of learning.
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