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Part A
Discursive Report
Johari Windows (Self-awareness tool)
I will be producing a report of Johari windows self-awareness test that we have learnt in class.  Johari window: Is a psychological matrix developed by Joseph Luft and Harry Ingham in 1955, to enable awareness and understanding of own behaviours, feelings and motivation during interpersonal interactions (Luft 1969).Johari windows is a blind spot of areas of yourself that you do not know and others know of you. There are some parts about yourself that you would have not known unless you do the test and gain the results from it, by using this tool you can have a very successful career path.  I have discovered by doing this test it has enlighten me in a very positive approach to my career goals. I have analysed the intensity of my strengths and skills into my day to day life of activities that highlight my strengths and weaknesses. I have learnt a lot of things that I never knew about myself once I conducted this test.  There are four areas of a Johari window self- assessment tool. (www.selfawareness.org.uk)
1. Open  Self information about your-self that you and others know about you
2. Blind  Self information you don’t know but others know about you
3. Hidden Self information you know about yourself but others don’t know 
4. Unknown Self information about yourself that not u or others know
I will like to discuss how the Johari window helped me to strengthen my strengths whilst working within a team or even by myself.  This tool requires using four area quadrants for example anything you know about yourself, areas you share about yourself is part of your open area. I learnt that whilst doing this test you can build trust with your peers by disclosing information about yourself and you can also learn about others as they Mangrulkar L, Vince Whitman C and Posner M (2001).an disclose private matters to you confidently.  There are aspects that you don’t notice about yourself but people in your group will this is where the blind area is.  The only way you cover your blind area is if you get feedback of others that can confirm your positive strengths and negative weaknesses that can overcome by your group or your team who u are working with.  Self-awareness, personal development, improvements in communication, team development, interacting with team are all parts of the tools in Johari windows. 

Outlining strengths and weaknesses
STRENGHTS

I have gathered information based on the results that I have obtained whilst I did this report.  There was many hidden areas that I was not aware of myself which came to light when I did the test. I feel that I do have the capability to prove on my key skills to run a business successfully Safarzadeh M (2004). Life skills training effect on decision-making capability, delivery of clear message, respecting the rights of others, self-knowledge, the ability to express compassion, the ability to express strongly. Tarmyan F (2003). It showed me a lot of different things in reference to my career path that will help in my future employment.  My insight of my strengths where mainly hidden as I was not aware of them.  My strength is to go from strength to strength in developing progress and increasing success into my future career which can involve skills and qualities and a lot of creativity.  I have realized that I do have good communication skills this another form of strength that I have learnt.  Communication is the glue that holds the organization together. Communication is the key to success for any successful organization, more so, in these digital times, effective communication has become one of the most important parameters to define organizational effectiveness. Organizations are built around people and an environment of mutual understanding and trust fosters good inter - personal relationships and can be linked to improved productivity for organization and enhanced performance for individuals. In this regard, the communication model propounded by Joseph Luft and Harrington Ingham. (Saxen, 2015)  I have really outlined a lot into accepting to preform my strength to take on leadership in a group of people in any establishment. Learning from mistakes is a major strength I have learnt that whilst doing this test that it has given me an ability to feel that I can creatively think of what my future holds in my working career. I need clear goals in my career to achieve my strengths in developing good experiences in my life.  My peers did say I had the strength of doing a lot of things in class that I did not know of once they were put into practice.  I have gained a lot of experience into showing what I can achieve, I will carry on to progress on my strengths as I feel it very important in life to gain what you want in any field that can be only done if you keep on building on your inner strengths.  Ability to learn from mistake is another form of strength and can in future keep you alert.  Creative thinking can also be a great strength in your working life as it can give you a lot of ideas in your project and working environment.  Problem solving and decision making are another sort of strength that can make you very strong especially if you are leading a team and are the appointed person for the team.  I will be targeting my strengths on day to day purposes as I will be involving myself in new projects in my career path.  My main key to this is to keep an open mind and adjust to situations that are placed forward and challenge my inner strengths that will be my key role to all my achievements in life.
WEAKNESS
My main weakness I have learnt is not being confident, in certain areas, when mentally I feel that I am doing it correctly, but sometimes come out with the wrong answers.  My weakness I have learnt are a lot of things that I don’t perform well at that prevent me from not achieving the goals that I should be able to easily do. Confidence improves capability. Safarzadeh M (2004).  Weakness often build up in a very negative surrounding that affect your organisation in your employment and often can stop you succeeding in your life. I feel I work well  with a lot of people but if I have to preform to my best ability which at times makes me very weak as I tend to get nervous and that lacks my confidence in doing a lot of things if I am doing a project in a team I get on with it but when I have to present the work or do a presentation makes me lack confidence that gives me a very negative role I will be progressing on my inner self extreme to improve on my weakness in to gaining positive roles.  I sometimes struggle in answering questions when I am asked I think I should practice very carefully to avoid struggling if I am asked certain questions that are relating to my career as building them up can show me a better way of coping with my weaknesses.  Life is full of challenges and adversities which every human must face and overcome in order to survive. With the advancement of Science, Technology and Education, the world today has become a global village. Every single second new innovations are taking place around the world which are bringing about rapid changes affecting different aspects of life-personal, social, educational. We need to keep abreast with such rapid changes for our survival. One has to learn to lead an ‘effective life’ in the most ‘effective manner’ to be able to survive the harshness of life which is accompanied by massive and rapid changes. (Ahadi B 2009). Lacking experience is another sort of weakness as you do not have an experience in a working field so you cannot achieve your goals.  Sometimes being honest can be a weakness as you say things the way they are and mostly people don’t appreciate the truth.  Taking a risk in an organization can be very tricky as you do it without thinking and can put a major strain on you and can make you very weak.  Work needs to be put into boundaries in if the work is not done on time that is a weakness point that can get yourself into a lot of trouble.
THREATS
I am currently working with a busy estate agent where I am constantly facing threats in day to day decisions on how to manage the market.  I face a lot of competition where I have to regularly compete with competitors out there.  New technology is a big threat in my career goals as I do not have much experience with new technology adjusting to it is taking a lot of time, I have made a point to overcome this threat in spending more time focusing in what I should do and how I need to overcome my learning in my path to make it easier for me.  I will be taking extra classes in learning about all the new technologies that are used in the office so that my work can be produced in a better way and my work is not a threat.  I understand that if I do not overcome this new learning it can become a very big threat in my life as I can lose my job as it entails a lot of computerised technology I need to overcome my weakness by improving in my skills at the workplace.  I do face many threats as working with some other peers in my group can make me feel very uncomfortable at times as they have a lot of computer skills and manage to complete the task a lot quicker than me.  Some peers do have faster knowledge of the task that is required so that becomes a threat as I am unable to compete with them at times. Customer service is another big threat if you do not explain a certain thing to a customer and it is not understood that can be a major threat that can cause very big problems.  
OPPURTUNTIES
Opportunities are situations that are presented to you on a daily basis where you can easily pick up in all areas of work.  I have learnt that being on an educational course can give you a broad mind of careers out there that you can relate to that you never imagined to do.  I love finding out about opportunities that can present possibilities in me achieving goals.  I need to overcome my weakness and threats to do that.  My biggest opportunity is that I have years of experience in the field that I am currently working in and have faced a lot of good opportunities to go higher in my career path with knowledge that I know from experience of working there.  Some of my opportunities are through my weakness if I build on them they give me a very good approach to my goals.  
Building of Development Plan
[bookmark: _GoBack]According to Salas E, Bedwell WL and Fiore SM (2011), it is vital to build well on your strengths as well as your weaknesses.  My strengths and weakness are part of me, so I have built a personal plan to ensure effective improvements in my in building a development plan to improve your key skills over time.  I will be focusing on regular reviews from others and my mangers that will keep me focused on my further progress and at the same time mindful of any errors that I have occurred.
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Part B: Reflective Report
 Review of Recruitment Activities
The recruitment activities are detailed to hire candidates for organisations for long term engagement and effective job descriptions for establishments.  During my mock process in class I have gone through wide ranged documents and interview processes.  Whilst my mock test was carried out I was able to understand how important the recruitment process is.   I realize how the recruitment process is carried out in detail, for example it is vital to ensure that the candidate   I also understand the importance of hiring the right candidate for my future job, and understanding the importance of  the right candidate to match the job description.

Job adverts come in many shapes and sizes, but there are an only a few simple rules that need to be followed to ensure that you get the right candidates for the job. (monster.co.uk)
A job advertisement is a print out or an electronic notification of a company to hire or employ someone to perform specific job. Employers use a job advertisement to request applications from people already employed by the company internally or externally to the public or targeted candidate. Normally, a job advertisement is broken into different sections.  These sections usually include job description what the job entails usually you an overview of essential information about the job and a person specification what kind of candidate they are looking for and a time and date is given for you to apply. (work.chron.com). so, as a group when we came together and put together a mock Job advertisement.  The purpose was to attract the right candidate to the job.  The whole lesson helped me to understand the importance of a job advert and what they are asking for.  We started with Job specification. This was looking at what the job role was and why, so the person applying would analyse if they had the desired attribute or qualification to meet the job requirements. (Mindia, 2018)

Job Description
Accordingly Brannick et al. (2007), job descriptions is an instrument used by the people who does not know accurately how to perform the job. So, to make employees perform their jobs well there has to be a clear and specific job description. Therefore, many organizations are working hard to make sure that job descriptions that they have are effective in term of productivity and in achieving the organization‟s objectives.
Robbins, and Coulter, (2002). mentioned that job description and job analysis are the core stone for many function of human resources like recruitment and hiring, performance evaluation and salary range, and that shows the important of job description in assisting the organization to get people who will performed well in  their position. Therefore, well developed job description is needed to clear all the obstacle that the employee will faced while performing their tasks and duties as cited by (Royer, 2009).
Person specification
The person specification is an important part of the employer’s toolbox. This allows you to communicate the desired traits of the person you are looking for. This should include their education, previous work experience and any extra traits that are needed in the role.  According to (www.reedglobal.com) there are five main purposes to a person specification these include:
Making the interviewing process more refined and streamlined from the start
1. Job seekers are able to assess themselves before applying and understand how they will fit in with the role and your business. This allows them to match themselves according to suitability and not just skills.
2. It clarifies the two types of personal qualifications important to the employer, essential and desirable. This enables the employer to be explicit in what they want and how the candidate matches this criteria.
3. It helps to communicate equal opportunities policies within the recruitment culture of a business. The law is very clear about discrimination. A person specification ensures you are assessing a candidate on their abilities related to the role.
4. It means you test all of your candidates against the same list of priorities set out in advance. This helps remove bias, prejudice and personal interest, all of which can be problematic for recruiting successfully

Job Application
According to Ogden, L. (2016) The job application documents remains your first and best opportunity to act as both agent and salesperson for yourself: if it's done correctly, only this component of your entire application package can simultaneously act as introduction, first-stage filter and cogent, compelling argument for your candidacy. Not until the interview — if you get one — will you have another chance to show why you are the best choice for the job. So it is vital that all aspects of the application are checked and link to the job specifications.
It is very important because without one, it can be tricky to identify the best candidates through their CVs and other application materials alone. These often start to sound very similar, says Karen Noble, head of research training and fellowships at Cancer Research UK (CRUK) in London, who frequently reviews applications for jobs in grant management or research administration. “Most people have done a PhD, they may have done a postdoc and they are now looking to be involved in administration,” she says. “I want to see why they want to join the organization, and why this job.” She says that an applicant's cover letter to CRUK should make it clear that the candidate has carefully studied the job description, and it should provide specific examples of how their skill set and experience meet the position's requirements. Ogden, L. (2016)
Application documents
I have prepared all necessary documents which are very vital for recruitment process.  They include the CV and personal statement and possible cover letter, depending on the company and requirements of the job description. Generally,the employers will clearly state  which documents they would like you to include with your application.
If you are not sure, feel free to ask the hiring manager or HR team of the company as to what kind of supporting documentation to send in. Be sure to follow all their instructions about what to send and how to send it. 


CV and Personal Statement
Your CV is the first contact with the potential employers so you need to make a good impression. An impressive CV will considerably boost your chance of getting a face-to-face interview, so it is vital that you spend time and effort on the content and presentation. If not sure take advice from those that have already done one.  It will make all the difference in obtaining the position you want. The CV that I prepared highlighted my skills, expertise and value. (Mindia, 2018).  I made that it was only two pages long, and concise and accurate.  I included all the relevant areas 
Personal profile, about me and what I have to offer. My Key Skills – skills that are relevant to the job. Employment history – ensuring that it was in date order from current or last employer and work backwards, including. Job title, name of employer, business, roles and responsibilities. Education and qualifications once again working in date order and then my Interests and last of all References –whereby I simply stated that they are available on request.


Cover Letter
A cover letter was written as I felt it is very helpful as it gave the employer additional key information about the possible employee.  About 26% of recruiters read cover letters and consider them important in their decision to hire. Another study on employer preference suggests that 56% want applicants to attach a cover letter to the resume. 
A CareerBuilder study Baker, DeTienne, & Smart, (1998) found that 49% of HR managers consider a covering letter the second best thing to give your resume a boost.
I made sure that I submitted a cover letter as stated above it has many benefits to it.  I ensured that I was up to date with my knowledge of all the necessary skills required for the job.  I made sure it was written in a formal manner so it looked and sounded professional, because there are only certain points that can be covered in the CV maximum pages are two, so I then found that the cover letter benefited me as I added further information and details about my experiences, knowledge and expertise in key areas.
Role of the prepatory steps before interviews on Performance
It is vital that the candidate takes prepatory steps before contact with employers or before interview be that face to face or over the phone.  
Prepatory steps include going over the job description and person specifications and ensuring that you meet the criteria set out.  It is also importance to understand the background of the company or establishment that you are hoping to work for. You must read up on the company history etc. i.e. what that company is when it was established and why.  The amount of employees, etc. Ensure that all your facts are up to date and all information is relevant to the interview.  I made sure that I had all this information in my file and I then spent time at home going over the details again and again and got members of my family to test my knowledge. 
Lessons drawn from the mock interview 

A mock interview will help you realize your pitfalls through a critical set of eyes when there’s no stake, instead of going to your ‘want that job’ interview and failing, and then never knowing why.
Mock interview are very valuable, just as getting professional feedback is valuable in every other aspect of life. My colleagues recommended that I do it before the real interview so I can have enough experiences and which you never really actually get but it’s a start and will hopefully reduce your stress levels. 
So, I then did a mock interview face to face with my peers in a closed room with a desk and a panel of 3 professionals to see if I came across confident and flowed as well as good communication skills.  I made sure I came appropriately and professionally dressed for the interview and had a positive attitude which boosted my confidence.  It all showed the interviewer that I was serious about the job.  During the interview I made sure that I sat up straight, tried to answer all the questions ask, but also in return asked questions from the panel to show my interest.  
How it will influence career development is that it prepares you in advance for many possible future prospects of employment.  It also gives a candidate to reassess their position and how to perform better in front of prospective employers.  It gives you an idea of your strength and weaknesses over time which results in a better technique and better interviews overall resulting in an offer of employment.
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