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INTRODUCTION: 

The aim in this report is to cover these topics that I will mention ahead. They were discussed with the teacher in the classroom and are the following:
First, I will give a description on my Lifeline, Reflection on role play, Self-motivation, learning styles, SWOT, SMART, Johari windows then I will conclude and finally I will present all evidence that follows with added references that support some topics investigated.



















Lifeline:

My lifeline was:
I was born on the 12th of December 1975
I joined the day-care at 4 years old
I started primary school at the age of 6 and ended at 9.
At the age of 10 I entered secondary school and at 16 completed the eleventh year of schooling.
At the age of 16 I came to Portugal alone to meet my uncles who lived in Madeira (Funchal).
At the age of 20 I returned to Lisbon where I completed the twelfth year of schooling.
At age 20 I had my first job
I married my first wife at 25 years old in Guinea Bissau after 2 years together she ended up dying, she was pregnant during her death and died with the child. (It was a hard time and difficult to forget).
I came to the UK at the age of 30, specifically in Northern Ireland in Belfast, where I started studying English at college. I worked at KFC where I was a supervisor for a period of 2 years.
I went on vacation to Africa in Guinea Bissau, when my father was sick and ended up dying while I was there on vacation. (Another shock).
I came to London when I was 33 years old with a cousin of mine, I went to college where I studied business administration and finance level 1 ,2 then I changed to business enterprise level -3.
Now, aged 40 to 50, I am working as a cleaning supervisor and receptionist and   trying to finish my degree and then my master's and doctorate.





Reflection on the role play: 
In class, we talked about a job interview where the teacher gave us the application form, first we concluded the agreement with the work we were requesting. So, we created a group of 2 (Me and Fábio da Silva), where there would be an interviewer and the interviewee, we created 5 questions for each of us. First Fábio da Silva was the interviewer.
I confess that at first, I was a little nervous but after a few moments I was more confident in the answers, and he feels that the interviewer was enjoying my answers because I see his body language in a positive way.
The interview was good, all in a good atmosphere, before starting I tried to follow the formal dress recommendations.
The interviewer was friendly, first (before we started) he asked me how my trip was if it was difficult to find the office and after the interview, he thanked me for attending the interview and for waiting 2 to 4 days for the result. 
Although the interview went well, I feel there was room for improvement. My main issue being the speed/way my question asked, this because the internet on the interviewer side was not good. This is likely due to the current pandemic which meant the interview had to be taken online instead of face-to-face.
 Here are the questions and my answers:
1 - Could you tell me a little more about yourself?
My name is Alfa Amado Barri, I am from Portugal, origin Guinea Bissau, I have been in London since September 2011, I went to college where I studied Business Administration and Finance Level 1 and 2 then Business Enterprise Level 3.
I am a cleaning supervisor with over 3 years of experience. After obtaining several certificates of merit recognition for the good collaboration with the company, in the translation with some of the workers who have problems with the English language.
Certificates in health and safety. I am extremely hardworking and able to work alone as well as part of a team, I consider myself an honest person.




2 - As a supervisor, what would be some steps to deal with pressure?
· First, you must always be yourself and calm
· Do not panic.
I am particularly good at dealing with stress, knowing that I should not panic when I start feeling whatever the nature of stress.
When I start to feel stressed, I take time to focus on my task and attempt to find a better solution.
I try to divide the tasks into parts and ask for help from my co-workers where each one of us has a part to solve and then we join to complete it. I think the key to knowing how to deal with stress in the workplace is to have a good working group where everyone supports each other.
I was once given a task with a short deadline. At the beginning I had no idea how to solve that task, I calmed down and broke the tasks down into individual parts and I asked some colleagues to help with some of the tasks, which took a little pressure off. This means good team work helps reduce the pressure.
Because of the good teamwork, In the end, I successfully reached the deadline with high-quality work'.

















3- Could you please tell me some important characteristics to be a good Supervisor?
Important characteristics of a supervisor
A supervisor must earn the trust and collaboration of the work team.
He must know how to communicate effectively to receive the message quickly and know how to listen, motivate his team.
A supervisor must know how to communicate effectively so that his message is clear to everyone.
A supervisor must have a positive attitude, be polite and friendly with employees, greet employees and be generous in thanking them and ask employees at the end of the job how it went and what the difficulties were.
Punctuality - To be able to manage the employees because sometimes at the last minute there may be a lack of a worker and to be able to organize the work.
Loyalty to help a good transparency between him and employees to build a good working environment.

4 - You mentioned that you have effective communication skills. How would you ensure your communication is effective for our organization?
Considering the experience acquired in the previous work, I will be able to communicate well with my colleagues to have a good working environment in the company.
My strategy for effective communication will be organizing meetings once a week, during break times it is also an opportunity to get to know each other.
5 - Where would you see yourself in 5 years?
· 'I would like to keep growing my leadership skills and learn more about management over the next 5 years.
· I want to make satisfactory progress, gain more training, and share more experiences with colleagues, and help the company grow more.



 




























Self-motivation and learning style:

My self-motivation and learning style; I am particularly good at listening to others considering the jobs I do as a cleaning supervisor and receptionist.
as a cleaning supervisor, I deal with different nationalities, where most workers do not have a good knowledge on the English language. I must use my listening skills to understand and be able to communicate with the team.
My ability to listen helps me guide my work team. Every week we meet, where each one presents a weekly report of their work, then we analyse to find what could be improved.
I use the method of Johari Window, which is OPEN AREA, I consider this method particularly good for a good relationship between workers and supervisors. This method allows me to get to know myself better and those who work with me can also get to know me better.
The OPEN AREA method allows for the strengthening of more transparent relationships between workers. Allows everyone to get to know their partner better. This space allows for a more open dialogue because we use it more in a time to smoke a cigarette or have a coffee.
While my second job as a receptionist is almost identical to that of a cleaning supervisor, this one also demands a lot of listening skills.
As a receptionist, everyone goes to me to get information on the subject that they need to know. I use my hearing ability to communicate with everyone.















SWOT analysis:
“SWOT analysis is a strategic planning technique that provides assessment tools. This technique allows you to identify the main strengths, weaknesses, opportunities, and threats.”
That is why I used these techniques to help me identify my company's SWOT analysis.
	STRENGTHS
	WEAKNESS

	OPORTUNITIES
	THREATS

	
Communication skills
I communicate with people with these languages:
English, Spanish and 
Portuguese.

Listening skills
I am particularly good at listening to others considering the jobs I do as a cleaning supervisor and receptionist.
These skills help me to understand the people who working with me.















	
I need to organize more meetings with my working group so we can bridge the language barrier.
I need to use the Johari windows system, which is OPEN AREA, to allow more communication between us.
 
I have a poor communication problem, I need to improve because honest communication is the key to good group work, it always allows the work to be well done.
	Having communication skills in these languages; English, Spanish, and Portuguese, helps me to communicate with the people who work with me, considering my position as supervisor of cleaning and receptionist.
Skill in communication is very essential for a supervisor, its help in communication with the team so that mean I be able to have a good teamwork.
	Lack of effective communication with the workgroup can cause poor work performance.
Failure to train workers, can cause a problem in the company.
Lack of all this, it can harm my leadership in the company.










SMART
“SMART stands for specific, measurable, achievable, realistic, and timely.
  It is mean SMART goal is used to help guide goal setting. Therefore, a SMART goal incorporates all these criteria to help you focus your efforts and increase your chances of reaching your goal.”
My goals are to finish the course Higher Education and Workplace level 4 this year 2021 and next year to jump on Business Leadership Management in 3 years' time finish my degree.
After I want to open my own business, buying diesel cars from UK and send to Africa (Guinea Bissau).
I had the business idea of selling diesel cars in Africa, particularly for my country of origin, which is Guinea Bissau, after having seen on BBC NEWS that diesel cars will have to stop moving throughout the territory of the UK
After a market study I concluded that this business will be useful and profitable.
I know this business will need one of the skills, like time management, communication skills and accounting. I have all these skills necessary for the business.
After completing the first two dreams, I intend to complete with a PhD, all this is planned in 5 years

















Johari windows Model

“According to these two American psychologists Joseph Luft and Harry Ingham (1955), they developed a method of strengthening relationships between a boss and his workers
They named it Johari High Windows.
The Johari window techniques are to improve an individual's self-awareness and help you to understand your relationship with yourself as well as with others. Johari Window Model can be a useful tool if you want to improve your communication skills.”
	Open area


If you are the manager this open area is good, because it allows you to know yourself and others.
I use this Johari windows method, to facilitate the daily interaction at work with the people who work with me', it allows them to get to know me and I get to know them better. we take advantage of the break moments, smoke a cigarette, or have a coffee where we can talk more topics besides work.





	Blind area
Blind area, this area allows people who work or live with me to discover something about me. In my work, I often had the best worker of the year.
The last surprise I received from the company was when I was nominated for the company's SHINE quarterly award. The recognition scheme reaffirms employees who have lived the company's values and I have gone beyond to demonstrate values to clients and colleagues and am always being extremely helpful. He said that I have supported him in different tasks and built among colleagues and demonstrated the company's values. my manager's recognition did not end there where he also recognized that I am Passionate, Collaborative, and respectful person.
	Hidden area
This is an area where I can keep my secrets or whatever I do not want others to know. for example, on my computer I can create some folders with password or on my phone too.
I can use johari windows techniques in this area, to control my workers without them knowing that I am controlling them.
	Unknown
This area allows me to manage those who work with me without knowing it. From this technique johari windows can discover many skills they had that I did not know why I recommend many supervisors or even at home using this technique. This one helped me a lot in my daily life at work to discover many values of my workers.











Conclusion:

Initially, I was having a little difficult to complete this report.
However, by following the tasks that the teacher gave to complete in class helped me a lot. I was reviewing the notes I took from her explanation; this made everything was easier.
This Module was especially important to me, it allowed me to know many methods such as SWOT analysis, SMART goals, and Johari windows. 
I will use these techniques in my workday, these techniques will allow me to discover the complex problems of my workplace and how to find solutions too.
The open area techniques used by  johari (High windows) will help me a lot as a supervisor in my relationships with those who work with me. This technique allows us to get to know each other better.
This Moodle helped me to have more experience for a job interview e.g., how should I dress and how should I behave during the interview and even how I can prepare for an interview.
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