[bookmark: _Hlk31373573]





Professional Career Development
BMSW 4005
Reflective Portfolio
Student : Rume Meah
Student ID : 1813924
[bookmark: _GoBack]Lecturer : Abdi Rahman


Table of Contents

1. PART A - 
Introduction								3
1.1 My Journey to self awareness					3	
1.2 What is self awareness						4
1.3 My Johari Window						6
1.4 My Nohari Window						9
1.5 123 Test for Team role						12
1.6 My personal SWOT						14
1.7 My Personal Development Plan 					15
1.8 BELBIN Tool							16
1.9 My Analysis							17

2. PART B –
My Reflective report							19
2.1 The Importance of a Job Advert (job description &		19
person specification
2.2 What is required for a vacancy					20
2.3 The role of preparatory steps before interviews on 		21
      performance.
2.4 My Mock Interview						22
2.5 How is recruiting in the Real world				23
2.6 My Reality 							25
3. References									26/27
4. Appendixes 								28
							


2.2 [bookmark: _Hlk30924683]

1. [bookmark: _Hlk31357664][bookmark: _Hlk31362334][bookmark: _Hlk31025408][bookmark: _Hlk31368451]Introduction
1.1 My Journey to self-awareness…………
This report will help me recognise the pros and cons to what I can offer as an individual to the platform of the working arena. I will be conducting various in-depth self-awareness tests to see how I “actually perceive” myself as and what “actually am”, also it will help determine what “untapped potential” I may have if any.
Firstly, I would like to define the word character –
According to Brett & Kate McKay’s (2013) research it is “the sum of qualities that defines a person.” Which is a person’s intellect, thoughts, ideas, motives, intentions, temperament, judgment, behaviour, imagination, perception, emotions, loves, and hates. All these factors, work towards determining a person’s character.  These factors ultimately produce the individual with their natural habit of will, which will affect their life decisions going forward, socially and academically.
The shaping of our character is from the time from when we are born, influence from parents – upbringing, education, religion, morals, tragedy – ultimately character forms from who we have around us. 
How did my character shape? My Background!
I was born in the UK, with Bangladeshi parents. My father was an orphan, who was never taught life skills. Therefore, did not deal with emotions well, which effected the way he was with his children. My mother was the oldest from her siblings and grew up in a village and was simple. Unfortunately, they did not realise the importance of how they interacted with us would influence us for the rest of our lives, as importance was never given to education and teaching key life’s skills. Predominantly I was a pleaser and thought less about myself and more of others. I was aware from a young age that I am naturally a deep thinker, and always went to a psychological core of something rather than act on a situation. 



1.2 What is Self-awareness?
Self-Awareness is recognising your individual personal traits by knowing your feeling and behaviour. This will include emotions, strengths/weaknesses, motivation, thoughts etc. By practicing Self-Awareness, you can see how individuals perceive you, be it attitude or your responses.  To practise self-awareness, you can start be being mindful of other individuals by becoming a good listener which will allow you to understand them and how you respond to them.
According to Caldwell, C. and Hayes, L.A., 2016, within a leadership environment Self-awareness can help inspire an individuals untapped potential, which in turn will empower the potential of the organizations that they work for. 
Self-Awareness tools?
JoHari Tool – According to Luft J, Ingham H, (pg 6-7) The Johari Window is a model which processes information for self-awareness from 4 perspectives (fig 1) The information you would apply would be from various – feelings, experience, views, knowledge, attitudes, skills, intentions, motivation, etc. within or about a person – in relation to their group, 
[image: ]
Fig 1

1. Unknown Area: These are traits that the individual/ others do not know about the person
2. Hidden Area: These are traits that the individual knows about themselves but are unknown to others
3. Blind Area: These are traist that that are unknown by the individual but is known by others. These are usually things that the individual does not necessarily want to know about themselves, perceived as negative i.e. unworthiness, incompetent etc. Which other people can see within you.
4. The Open area: These are traits that you recognise about yourself which are known to others. Which will include your skills, attitude, behaviour etc.


1.3 My Johari Window
I have used the site https://kevan.org/johari.cgi to develop my Johari Window, I see myself as Adaptable, Friendly, Helpful, Logical, Loving and Silly (fig 2). I have invited various individuals to participate in how they perceive me in different setting i.e. friends/ family, colleagues and fellow students. The results will be interesting to me as 19 people have partaken in this exercise. 
[image: ]
Fig 2  
Full results can be viewed at https://kevan.org/johari?view=RumeMeah1. Breakdown of results fig 3
[image: ]
Fig 3
[image: ]
My thoughts on the Results
I feel this exercise has cemented the idea of my character as a very open person “What you see is what you get”, which I actually am. The words that most people have identified with me and my awareness (fig 4). I feel that even if I think that there may be other words that I feel I can more identify myself with, other perceive me more with these words, which I can relate to.
[image: ]
Fig 4


The words that have not been chosen (fig 5), these are some words that I do not necessarily associate myself with. So not being chosen, gives me clarity that I understand myself well. There are many factors when considering self-awareness, situations – are you comfortable to speak out, how well do you know someone, every situation is different. Where you may flourish in one situation, you may not in another. 
You can generalise with this model, but I do not feel it can be spot on 100%, because it also heavily relies on the person disposition, who provides the feedback – are THEY self-aware themselves enough to make a correct analysis of my character. 
[image: ]
Fig 5
According to Youyou, Kosinski and Stillwell (2015), research shows that computer-based models are more accurate than that of human’s ability to judge a person’s core traits. Computer based models are more factual and use digital footprints which you cannot argue with. The more data you can input (surveys etc) the accurate the statistical outcome. Where humans are flexible and have the edge to better describe traits that need subtle cognitive, which will not necessarily be picked up digital behaviour. 

1.4 The Nohari Window
This model is the same as the Johari but uses negative aspects of what people may see me as. My negative traits I feel are Simple, Withdrawn, Impatient, Weak and Predictable (fig 6) Again I have invited many individuals to take part, but only 14 have taken part. 
[image: ]
Fig 6
Full results can be viewed at https://kevan.org/nohari?view=RumeMeah2, Breakdown of results (fig 7)
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Fig 7
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My thoughts on the Results
Many people that I asked to partake were very uncomfortable, which is understandable, who likes to say negative things about people unless provoked. Some went onto to say they had to make things up (Appendix 1), so really this model is defiantly not accurate. But on reflection the words chosen were the lesser evil. I feel the words identified to me (fig 8) are true. Again, it has confirmed that I am a very open person, for people to see these negative traits in me. I am not a complex character; I say what I feel and have been described as direct. But I do not feel that my directness is rudeness, as I am articulate and say the right words so that I do not disrespect the person. My feeling is “If you cannot correctly articulate what you want to say”, then don’t try as you have the danger or coming across negative and therefore causing unnecessary conflict.  
[image: ]
Fig 8
According to Cheng, Govorun and Chartrand (2011) research has been done to ascertain that individuals who compare themselves with higher standards, who have low self-esteem will be more critical of themselves, therefore seeing themselves in a negative light. Study showed that negative self-awareness tests can reconfirm themselves of their shortcoming and in turn make themselves feel inadequate. 


1.5 123test for team role test 
I have been defined as being a “Chairperson” (fig 1.) 
[image: ]
This test is answerable by 2 words i.e. are you “Gregarious” OR “Challenging”, I feel this is very basic of answers, but answering all 36 questions will give a basic overview of your personality. 
My Results (Appendix 2)
I identified these aspects within my work and social environment (Fig 2). I have deduced on paper I may have chairman traits, but due to confidence and unknowledgeable. I am not able to apply these fully, which my Personal Development Plan will disclose. 

Personal Development Plan 
According to Lu, E (2015) is a strategic method  to structure your  thoughts to achieve a goal.  Understanding your goal and the timescale you want to achieve this. You can measure your success against this plan. 
2

How Chairman skills reflects in my Work & Social environment[image: ]
Fig 8


1.6 My personal SWOT
According to Phadermrod et al. (2016), SWOT helps analyse and identity strengths, weaknesses, opportunity and threats, this is noted as a traditional brainstorming form of self-analysis. When you understand your weaknesses, you can actively alleviate and manage upcoming threats and put in place proactive solutions.  Which in turn will help advance your career. 
[image: ]
Based on my SWOT, I have devised a PDP (fig 9) and Personal Objectives (fig 10)


1.7 My Personal Development Plan
[image: ]
Fig 9
Personal Objectives
         [image: ]
Fig 10
According to Hearn, S (2016), personal objectives help personal development and it is a vital tool for employers to use tin retaining employees. 
1.8 BELBIN Tool - 
Belbin states, there are 9 team roles (appendix 3). I feel that I am suited best as Team worker, this is accordance with the feedback that I have had from my self-awareness exercises. 
[image: ]
Fig 11
1.9 My Analysis
I understand myself as a very open individual, these tests have proved this. Which from a work place environment is very positive, as I am approachable. 
I need to work on my confidence and being assertive, as I do not want to come across as rude. This will help me with any managerial jobs that I wish to apply for. 
I have always have problem in confidence, primarily this is down to not being knowledgeable and being confident in my own skin. This is usually in a work setting, not in a social setting. I feel that I need to come out of my comfort zone and put myself in the limelight. To grow my confidence I need to believe that I do have the capabilities that I feel that I may not have or at least make proactive approach to learning. By placing myself in uncomfortable positions. 
I do feel even though self-awareness tests are good evaluation tools, it cannot always be right. My results from team role test suggests I am suitable for the chairman role on paper, but in reality, I do not have the experience for this 
In a most recent situation, I came across I applied the Gibbs reflection cycle (appendix 4)
· What happened?
I was a group leader for a group assignment, unfortunately I found that 2 were not pulling their weight. As I am a “dot the i and cross my t” type of person
· Feeling  
I found this very frustrating. I did converse with them, being friendly and timid as described by self-awareness test, I showed no impact. 
· Evaluation
The situation was bad as there was little communication between us. We had made a WhatsApp group to keep individuals notified of what was being done, but there was little or no interaction between us.  They would not always turn up in class, when they did it was only in class input. At one point I heard that an individual was asking to be put in another group, which made me sad, affecting my positive mood. 

· Analysis
I did at least 80% of the work. It was a massive learning curve, as my friends could see how stressed I was getting. By taking on majority of the work gave me anxiety and stress. To me it made no sense as these are adults who do not realise that their decisions, made a direct impact on my coursework. In an educational environment and the class, all being of mature students. I assumed that being people will be considerate to one another. Which was sadly not the case. 
· Conclusion
I am articulate, so I will be assertive in making my point known. 
· Action plan 
According to Rouse, M (2019) , an action plan is finding out what your goals are and how to go about it by knowing which resources to use. 
If I come across this situation again, I will have made clear all responsibilities – allocated all the areas to the individuals. If they do not complete this then the areas will be left blank. I need to be more assertive. If this is still ongoing, I will speak to my lecturer and ask for advice. 




Part B
2. My Reflective report 
2.1 The Importance of a Job Advert (job description & person specification
According to Fruhen, Weis and Flin (2015) job adverts attract “safe employees”. What are safe employees? It is fundamentally the candidate’s attitude and experience to a job. If a vacancy meets the requirements of the applicant interests i.e. job prospects, promotion, salary, and they have the relevant experience to apply, then that is looked upon as a safe employee. 
Job adverts attract the correct candidate to the right job. An advert must be eye catching and presentable to a potential candidate, pinpointing all desired qualities required. Key action words must be used to advertise i.e. Supervised, managed and recruited.  
The purpose of a job specification is so that the recruitment process is streamlined, candidates can see in advance that they have the skills and knowledge before applying. It clarifies what is essential and what is desirable for the job. It allows equal opportunities, by law you cannot discriminate, as you are accessing the abilities for the role itself. It rules out prejudice, bias and personal interest as all candidates are measured against the one criteria in advance. 
Job description is essentially a hiring tool, identifying the job title, key requirements – knowledge, skills required and abilities that the company requires. It will state what type of information is required i.e. Education requirements, employment experience, certificates/ licences needed etc. (Appendix 5)

Personal specification are traits that required to do the job –
· Accomplishments – positions held, qualifications, work experience 
· Job specific competences – management experience, software knowledge required etc
· Soft Skills – articulate, public speaking, building relationships etc
· Personality Traits – motivation, proactive, attention to detail, patient, 
· Physical attributes – eyesight, height, these can be required for manual jobs – must be justifiable for the role not preferred 

2.2 What is required to apply for a vacancy

Cover letter
This is the first impression that an applicant will make to an employer, this gives a chance for the applicant to draw the recruiters attention by highlighting their qualities. Cover letter must clearly state accomplishments, qualities, skills, what they can offer, and state in an a manner that make you stand out and attract the recruiters attention. You should impress the reader by writing a good cover letter, so they want to interview you. 

A cover letter demonstrates your written skills and intelligence. All letters must be tailored to requirements of the recruiter, generalising cover letters will show that you have not tried. 

According to Beatty, R (2004), a cover letter has a significant influence on the outcome of recruitment process.  If it is written very well, it will generate excitement 
The cover letter can have a very significant impact on the outcome of the employment application process. If well written, it can create interest and eagerness, convincing the recruiter to interview you. If the cover letter is poorly written, then the recruiter will immediately lose interest. A survey conducted with 500 recruiters has shown that 76% of employers will not consider poorly written cover letters, with grammatical/ typo errors. 

Personal Statement
According to Yousaf, M (2019) a personal statement primarily is an introduction of yourself, provides a platform to showcase your attributes, experiences, qualifications and your ability to show your communication skills. If written well, you can grab the recruiter’s attention and convince them of your suitability to the role. 

Curriculum Vitae
A CV is vital in applying for a job, its is a written summary of all your work experience and education. A CV should include personal details, personal statement, education, work experience, relevant skills, hobbies & interests and references. This will be judged In line with the person specification of the job role. This will determine if you can be the right candidate for the job and be interviewed. 

The layout is key, if you use a small font and it is hard to read then it could be off putting to read. A CV must be clear/ concise and easy to read. You must adjust your CV to the job that you are applying for, e.g. If you have experience in IT and well as Admin, but you are applying for a more IT based role – keep more emphasis on your IT skills. 

According to Rolfe, A (2017), size matter when writing a CV, a good CV is a at least 2/3 pages long. Its is stated that 91% of recruiters will only see a CV with 2/3 pages long. A good CV is tailored, readable and your skills must be authenticated by real examples. 

According to Potential (2018) a CV  - 
· Helps you market yourself
· Can be applied multiple times to jobs in a specific career area
· Reminder of you what you have achieved in your career
· Helps you identify your weaknesses
· Refreshes your mind before your interview
· Helps you see if you have achieved targets
· Sets a plan for your future job potential

2.3 The role of preparatory steps before interviews on performance.
How to prepare for interviews - 
· Revise your CV and pinpoint achievements, what you were up against and outcome 
· Arrive early and dress appropriately for the interview - by arriving early, you will have enough time to mentally revise your CV and job description, can do relaxation exercises whilst waiting
· In depth research the company and persons who maybe conducting your interview -  
shows enthusiasm for the company
· Think about the questions that you may be asked - so that you prepared
· Revise and conduct mock interviews - you can develop your confidence in speaking, so your conversation flows. The more you revise the better.
· Bring necessary documents you require – if you are planning a presentation of your work and experience (portfolio), further clarification of your skills 




2.4 My Mock Interview 
I applied for the role of Recruitment Adviser based in Birmingham. I already have over 5 years’ experience in the Recruitment Sector , so I already have some knowledge of my expectations towards the job role. 
The company in where the job was at EY (Ernst & Young), globally one of the largest professional service firm. I did background research to this company and found that they have varied interests, Assurance, Tax and Transaction, Advisory services. 
How did I prepare myself, leading up to a week before the interview?
· Printed extra copies of my CV (appendix 6) and cover letter (Appendix 7).
· I did my background check into the company. Printed and revised key points ready for my interview.
· I rehearsed answers to some questions that I could be asked - out loud.
· Ironed and hanged up the clothes that I was going to wear the night before, so am less stressed.
During the interview
· I dressed smartly in a black suit, smiled and shook hands with both interviews. 
· I answered all the questions with patience but had to think about my weakness.
· I asked questions – Are there any progression opportunities?
My Results (Appendix 8)
I was hired as I scored 96%, most of the marking were either very good (4) or excellent (5).
Feedback - First Impressions
· I mostly scored 5 on first impressions. I scored 4 for “Firmly shook hands of interviewer, smiled and greeted”, now I thought I did what was required but somehow missed scoring 5. 
                    Verbal Behaviours
· All results were either scored at 4 or 5.
· I was able to identify my weakness but was slow in replying as I was taking my time in how to respond correctly. I was not always concise in my answers, I imagine I over-elaborated my answers – which was not necessary.
2.5 How is Recruiting in the real world?
I interviewed Al-Talib, 2020 (via email - Recruitment agency director of Step2Recruitment ) (appendix) to ascertain what attributes Agencies look for when recruiting a candidate for a job (Appendix 9)
Stephanie has been in recruitment for 20 years. She has been employed but branched out on her own business since 2014. On average she interviews 20 people per week (exceeds during peak periods), but only approximately 6 are successful, this is down to having the right experience and attitude towards the job, she stated personality is also a factor. Even if the candidate does not necessarily meet all the requirement, all long they have commitment, enthusiasm and commitment, Stephanie will adapt to fill the role.
Stephanie has stated that with recruitment its also considering what the candidate is requiring i.e. location, salary, position. There is no reason to put forward an individual based in Birmingham, for a placement in London, if they do not have travel in place etc. Also, she has found candidates do not read the adverts thoroughly and miss key points, obviously the candidate has not been conscientious enough to do this, as an recruiter it will be looked upon negatively. 
She has also said that if after applying for a role online, if candidates do not make the effort to contact her directly before the interview, she does not consider them. During the interview candidates can oversell themselves and waffle – not answering the question, which is off putting, leading to being unsuccessful. Stephanie has stated the interview process is to see in depth the personality of the candidate, the CV has already shown their skills, the interview is basically the interviewee and the candidate getting to know one another on a personal basis, is the candidate easy to talk to? what their goals are? where they see themselves? etc.  
The core qualities she looks for in a candidate are experience, personality and enthusiasm for the role and organisation. A person’s attitude, vocabulary and clothing are key to boing successful. A candidate should be likable by the recruiter as this will reflect on the company they apply for. And finally, she urges candidates to be honest, answer questions directly and be personable. 
On reflection, I have ascertained from this interview with Stephanie, that being honest and truthful on a CV is a must. If you are these then an interview will flow, if you are untruthful then you will defiantly make mistakes, leading to nervousness and eventually failing the interview. Reading adverts thoroughly and understanding what is required is a must as it show commitment, dressing smart will show that you have made the effort. Personality and likability are also important factors. 
Lessons drawn from mock interviews and how it will influence career development 
According to A Careers Caseload (2017) conducting mock interview is essential in believing in your skills. We can develop our consciousness through the questions that are asked. The more contentious we are, the more likely to make more of an effort for an interview.
I learnt that being prepared is vital for an interview. Being honest and staying calm is key, nervousness will only jeopardise your answers. If you are nervous, taking deep breaths will help, through your noes and out through your mouth. If you are asked a question that you have not accounted for, you can ask the interviewee for clarification. Break the question down and gather your thought before answering. 
I feel by conducting mock interviews, will help overcome anxiety and stress. Once you overcome your anxiety you gain confidence and remember important details. You are able to receive constructive feedback and assess yourself in which areas you need improvement. The more you practice the better you will get; your body language will improve as your confidence will shine through. You can familiarise yourself with an interview setting. 


2.6 My Reality
I have always worked hard, and this showed within my work environment but as I was not vocal, I was always looked over. It seems the louder you are the more you will be noticed. I have observed sometimes it’s not what you know, it’s who you know. I have always under reached and overreached in what was required in my job description, my approach is if I have the time and can do it, then why not. 
For example, I was a compliance administrator for social care, in which I had my own responsibilities to the role, in addition I did – 
· Directors lunch, breakfast, coffee, replacing phone screen – broken on numerous occasions, various personal errands
· Stationary Ordering/ furniture ordering for a sister company – manager role
· References, helped with covering shifts 24/7 (took phone with me) – Consultants role
· Ad hoc – helped with other areas, accounting, education/ medical sector




3. 
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Description Breakdown (19 people)

Akram thinks: intelligent, nervous, self-conscious, happy, organised.
Anonymous thinks: helpful, spontaneous, giving, loving, energetic, confident.
Shapali thinks: trustworthy, logical, intelligent, patient, calm, kind.

Sabina k thinks: logical, clever, witty, spontaneous, happy.

Ruby thinks: observant, calm, cheerful, giving, sentimental.

Janet thinks: intelligent, caring, trustworthy, independent, friendly.

Ujjol thinks: able, accepting, adaptable, intelligent, energetic, independent.

Ujjol thinks: happy, dignified, cheerful, intelligent, introverted.

Sanara begum thinks: cheerful, clever, energetic, happy, witty, loving.
husna thinks: caring, confident, clever, friendly, trustworthy.

Stuart thinks: caring, accepting, cheerful, logical, confident.
graham rhodes thinks: loving, dependable, shy, trustworthy, intelligent.

GB thinks: accepting, friendly, observant, witty, complex.

Viv Hamill thinks: accepting, witty, intelligent, observant, loving, modest.
Mohammed S Ali thinks: patient, friendly, sympathetic, happy, modest.

Al thinks: brave, clever, logical, reflective, helpful.

Sandra Lobban thinks: able, friendly, confident, intelligent, self-assertive, knowledgeable.
Marc Jarvis thinks: cheerful, dignified, organised, trustworthy, accepting.

Helen Morgan thinks: dependable, observant, able, caring, knowledgeable, trustworthy.





image4.png
Analysis of results

Facade (hidden)

I have chosen 5 attributes in which | see
myself as (fig 2).

Blind spot

Unknown

People primarily viewed me as intelligent,
as you can see this wasn't a word that
described myself as, so it was a lovely
surprise. Then the following came close
second Happy, cheerful, accepting and
trustworthy.

Out of 55 words, only 16 have not been
chosen, these are — Bold, Extroverted,
Idealistic, Ingenious, Mature, Powerful,
quiet, Relaxed, Religious, Responsive,
Searching, Sensible, Tense, Warm and
wise.





image5.png
Words | How many Can I relate
people
chose thi

Trustworthy 6 I am very trustworthy
Accepting B I never Judge

Cheerful B Always

Friendly B Always

Happy B Always

Logical 4 I always have been methodical
Loving 4 Always





image6.png
Words

My response
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mperceptive (0%) chaotic (7%) impatient (42%) weak (7%) embarrassed (21%) loud (28%) vacuous (0%) panicky (28%) uncthical (0%) nsensitive
(0%) self-satisfied (0%) passive (21%) smug (0%) rash (0%) dispassionate (0%) overdramatic (0%) dull (0%) predictable (28%) callous (0%)
inattentive (7%) unreliable (0%) cold (0%) foolish (0%) humourless (0%)

Description Breakdown (14 people)

‘Shapali thinks: unhappy, simple, withdrawn, panicky, weak.
Akram thinks: panicky, embarrassed, distant, passive, withdrawn.
Sanara begum thinks: aloof, simple, loud, childish, brash.
Stuart thinks: insecure, lethargic, passive, impatient, timid.
Janet thinks: loud, impatient, intolerant, predictable, cynical.
graham thinks: unhappy, withdrawn, predictable, lethargic, timid.
GB thinks: inattentive, simple, lethargic, withdrawn, unhappy, insecure.
Viv Hamill thinks: timid, blasé, impatient, cynical, loud.
Mohammed S Ali thinks: lethargic, simple, impatient, loud, panicky.
Husna thinks: unhappy, childish, lethargic, simple, chaotic.

Ali thinks: simple, predictable, panicky, impatient, childish.
Sandra thinks: distant, timid, embarrassed, cynical, simple.
Helen Morgan thinks: lethargic, predictable, withdrawn, aloof, distant.
Marc Jarvis thinks: unhelpful, blasé, impatient, embarrassed, passive.
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Analysis of results

Facade (hidden)

I have chosen 5 attributes in which | see
myself as (fig 6).

Blind spot

Unknown

People viewed me as Simple, again that is
how | see myself as. | am not a complex
character. Then the following words came
close second Lethargic and Impatient.

Out of 55 words, 32 have not been chosen,

incompetent inflexible cowardly violent glum
stupid irresponsible vulgar hostile selfish
needy unimaginative inane cruel ignorant
irrational boastful imperceptive vacuous
unethical insensitive self-satisfied smug
rash dispassionate overdramatic dull
callous unreliable cold foolish humourless.
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Words | How many Can I relate
people
chose tl

Lethargic 6 Yes, | get tired and hate confrontation

Impatient 6 Yes, | like things done

Withdrawn 5 I can be, if | cannot change a situation

Timid 4 I can be, my confidence effects this

Unhappy 2 This really is based on personal
circumstances

Loud 4 1'am loud when | in my element

Panicky 4 When there is not structure in place

Predictable 7 1'am simple so predictable

Weak 1 I'am too laid back, also confidence

effects this
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Chairperson

“The chairprson has 2 strong coordinatig role. With an emphasi on procedures ihe chalrperson vl
rytobring and keepthefeam togethe. e o she is commnicative and deals with the members of he

teamin 3 respectul and open-minded vay.

Fig1
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Methodical
Relate well vith Positive abity to
get on with people

Research Skills

Hard Working

Reliable

Creative

Extensive work experience at
various levels

Willingness to compromise
Educated to A-Levels

‘Speak English/ Bengali/ Hindi

Career advancement - Further
Training in developing my skills -
experience of managing people
effectively

Available Job opportunities to match
my skills

Continuing Studies - BA Leadership
and Management will open many
more prospects

Can use online resources! tools to
become more organised

Presentation to a roomful of people
makes me nervous/ anxious

Stress - when juggling muliple
responsibiliies

‘Shy ~ not confident in my own work/
‘sometimes do not put my ideas
across

Leadership - Not assertive

Try to do too many things at once —
50 get muddied

Out of work for 5 years — Change in
Company Culture -
support?
Compettion in jobs from other
Candidates when applying
Financial Constraints - Student
Loans - abillty to pay back
Personal trits affecting my career
advancements
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What do [have to | What support/ | How will | measure my success | Target date for review
do resources will |

need
‘Be more proactive | Attend Iwill receive certificate when | Periodic 3 monthly review of what | have done
in presentation and | workshops going to workshops and what the next step is
not shy away available starting February 2020

Use online.

resources to

enhance this skill
Imustorganise | Utiise online | Self-appraisal ‘Periodic 3 monthly review of what  have done
myself more resources Improved fitness levels will be | and what the next step s
efficiently. Use relaxation | self-evident starting February 2020

Increase physical

activity
Volunteer for Princes Trust | Feedback from the trust ‘Periodic 3 monthly review of what  have done
charitable causes ‘and what the next step i starting February.

2020

Take time tosee | Devisea Self-analysis —have my stress | Initially month to month review to see if 1am
what Ineedtodo | timetableand | levels decreased, is timetable effective - change accordingly starting
on a week toweek | stick with it working for me? February 2020
basis - GP appt,
time for
assignments etc
‘Gain more Use online ‘Feedback from work placements | Periodic 3 monthly review of what | have done
knowledge in these | training ‘and what the next step i starting February.
areas by applying | opportunities 2020
myselfin voluntary | and revise

work placements
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Short Term Goals (next 12 months)

o Complete my 1% year in BA Leadership and Management
o Healthier lifestyle - decreasing stress levels
« Manage time keeping efficiently

Medium Goals next 2-3 years]

o Complete my Degree in BA Leadership and Management
«  Find a job to help me forward my career

Longer Term Goals (beyond 3 years]

o Sustain my job, by acquire further knowledge within my working environment

o Be given responsibility for managing team
« Gain Promotion
o improved lifestyle  health etc
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Teamworker

Helps the team to gel, using their versatility to
identify the work required and complete it on
behalf of the team.

Strengths: Co-operative, perceptive and
diplomatic. Listens and averts friction.

Allowable weaknesses: Can be indecisive in
crunch situations and tends to avoid confrontation.

Don't be surprised to find that: They might be
hesitant to make unpopular decisions.
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Sanara
last seen yesterday at 20:26

I've don't it sis

SUNDAY

Johari Window - Describe RumeMeah
kevan.org

could you possibly complete a part of my johari,

please be honest - http://kevan.org/jh/rumemeah1
Much appreciated

Thanks B

The Nohari Window - Describe RumeMeah2
kevan.org

Thanks

I've got another but it's a negative one be honest

http://kevan.org/noharizname=RumeMeah2 1545

I've done it but honestly sis | couldn't get 5 so had to make some up

Just to click
I feel the words didn't represent the you | know
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Akram Uni Q
last seen today at 11:24

The Nohari Window - Describe RumeMeah2
kevan.org
I've got another but it's a negative one be honest
http://kevan.org/noharizname=RumeMeah2 )
Should i ill it in?
Do it if you can, but t's harder finding faultsinme &2,
Wow, this one can definitely cause offence ..,

Well it's all relevant just be careful about im sensitive &2 no pressure!!

1325 W
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J;Marc Q
last seen today at 10:17

Hi

Hope you are good, | know a bit out of the blue, but I'm doing an assignment
on self awareness and would love you to have a quick look at the attached,
basically describe me in 5 words- it's a reflective assignment

You help would be appreciated x

please be honest -
http://kevan.org/jh/rumemeah1 B

The Nohari Window - Describe RumeMeah2

kevan.org

I've got another but it's a negative one be honest
http://kevan.org/noharizname=RumeMeah2 -

MONDAY

Blast from da past!! I've done the positive one but struggling with the negative

onel They are all pretty harsh and | would struggle to pick them. X o
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Your team roles

Your snswers have been used to erily uhich feam roles) suls you best. Thissulabty is
xpressed 25 & percentage

T ine feam roles re he Exsoutive, Explore,Innovator, Anlyst, Diiver, Chsiperson, Compleer,
Team ployer snd Expert.

Aot of 100 points are dvided over the varius roles. A group ol oen have up o 25 pots The.
oraph below shows how eoch team roe s you. Ater th graph, each feam o s explained n dtol.
the order of s mporiance t you

e

>

B O g >0
F 18y B g
> BrEe gmrae |
/
/

Crasperson

‘The chairperson has a strong coordinating rle. With an emphasis on procedures, the
chairperson willty o bring and keep th team together. He or she is communicative and deals
it the members of the team n a respectful and open-minded way.

orstor

T innovsto i afen the crestiv generato o s fesm. He.or she has & strong imaginaton snd &
desire 1o be ariginal. The inovtor prefers t be ndepandent and tancs o approsch tacke n &
oo way. AS & Crasie indidsl o inGuator may pIay & crucis e n dhe sy a 58
Spprosches tasks and sohes problems.
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Teampiayer

T teom player i caring, avoids conlct, and fostrs harmony. Being someone wh fiks tohelp
ther people, he eam pisyer = genrally consdered sgracatle and fendy. He o she = dpomstic
‘ond emphasizes soldeny and team cohesion

Exlorer

T explorr is generally an extrovet by nitura. He or she s cheerful, gregarious. The explorer is
150 investgaive,iterasted and curious sbout ings. Because exporers ke o mprovise and
Sommunicate with others, they wl Rave it problem presenting dess t e feam and developing
ew sonscs

Anayst

The anslyst ha s enteacy f be reservd and s The anslystvil ssa resc o plans and idess
n & rtional and Sensible way. He o she will G0 prudnt pproach fo maters and il evaluste
them accorcing o thei sccurecy before scig.

Expat

The expert has the skl snd expertse requird fo he specifctask at hand. He or she has a trong
focus on the task and may get defensive when ofhers inferfrs with isor her work The expert
prefes o work slons snd faam members ofen have 8 rest deal o st and confdence it him or
her.

Excctie

T execuiv s sometimes siso refered 0 8 the orgarizer. The executve i gener
and cager o ge he ob done. He.or she i effciet,pracial and systemat. Execuives are well
Srganzad and digant.snd auickty um i es of  team o concrete achons and pracical pens.

Compleer

T completer s very conscienous and feel responsiblefor the teams schievemeris. Complters
are conoemed when errors are mads and they end fo wory because of heir conraling nature. The
‘ompleter s slso known s e fnisher because hey are mst efectvely sed st the end of o fak, {0
polsh and scruiniza he work for erors, subjecing 10 the ighest standards of qualfy coniol.

Oriver

T ver is general vy ambiious snd anergeti. He o she may appesr 8 impatientsnd
mpuive. The drver e  Srong mofator nd il Shalenge others afcrcial mes. Aough the
clions of e diver mey sometimes seem someuhat emotonal. hey do play & crucilrole 1 pushing
theteam forward o succasc.
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Belbin® Team Role Summary Descriptions

® Resource
Investigator

Contribution: Outzoing,

enthusiastic. Explores opportunities
and develops contacts.

Allowable Weaknesses: Might

be over-optimistic,and can lose
interest once the inital enthusiasm
has passed.

Contribution: Creative, imaginative,

free-thinking. Generates ideas
and solves dificult problems.
Allowable Weaknesses: Might
gnore incidentals, and may be
00 pre-occupied to commuricate
effectively.

c

Teamworker

Contribution: Co-operative,
perceptive and diplomatic.
Lstens and avert fricion.
Alowable Weaknesses: Can be
indecisie in crunch situations
and tends to avoid confrontation.

&y Monitor
™

Contrbution: Sober, srategic
and discerning. Sees alloptions
and judges accurately.
Alowable Weaknesses:
Sometimes lacks the drive and
abisty t nspire others and can
be overly crtical

%

/85 implementer

Contributon: Mature, confident,
identifies talent. lariies goaks.
Delegates effectively

Allowable Weaknesses: Can be
seenas manipulative and might
offioad their own share of the.
work

@
Specialist

Contribution: Single-minded,
Sel-starting and dedicated

They provide specialst knowledge
and sklls.

Allowable Weaknesses: Can only
contrbute ona namow front and

tends to dwellonthe technicaies.

Completer
Finisher

Contribution: Challenging,
dynamic, thrves on pressure.

Has the drive and courage to
overcome obstackes

Allowable Weaknesses: Can be
prone to provocation, and may
sometimes offend peopl’s feckings.

Contribution: Practca, refable,
efficient. Tums ideas into actions
and organises work that needs to
be done.

Allowable Weaknesses: Can be a
bitinflexible and siow to respond
o new possibikties.

Contribution: Painstaking,
‘conscientious, amious. Searches
out errors. Polshes and perfects.
Allowable Wesknesses: Can be
incined to wory unduly, and
reluctant to delegate.




image23.png
Action plan

If situation

arose again,

what would
you do?

Conclu

what else
could you
have done?

happened?

Feelings
what were
you thinking
or feeling?

Evaluation

what was
good/bad
about the
situation?

Analysis

what sense

can you
make of

situtation?
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Stephanie ALTallp <5l talio@step2recruicment.com>
Vied 115202082574

o Rume e 1513926)

For Rumedocs
By

HiRume,

Ploase see attached, 1 hope this helps it your stues. Let me know 1 you need more nfo or more
desis?

Bestofuck!

Regards

Sephanie ATal>

20- 22 Wenlock 831 London 1 N1 76U
UK Offce:+44(0)203 3975 145

Hidle Esc Offce (O +968 92886549

newstep recrusmentoon

s r—

CONFIDENTLALITY NOTICE:

“This -mail s from Step 2 Recruitiment Ltd. This e-mil and any sttachments sre confidentisl
and my contain privilsged information. 1t i inended solly or the addrescee and access to
chis erval by anybody else is yoauShexisad: 1 you have received this e-mall n error, please
notify the sander by replying vis -l and then delte the &-mail from your system. Any views
o opinions presented are solelythose of the sender and do not necessarly represent Step 2
Recruitment Ltd. No responsibiliy is accepted by Step 2 Recruitment Led for personal e-mails
or e-mail unconnscted with our business. This a-nysil and any sttachments have bean scanned
for viruses, butiis the responsibliy of the recipent to conduct their own security measures
‘and no responsibilty s sccepted by Step 2 Recruitment Lud for loss or damsge sesing from the
receiptor use of his e-mall

Registered Offce Address - 20 -22 Wenlock Road, London, N1 76U,

Company Registration Number - 8834804]
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TEP

2

Recruitment
tiame: Stepharie ALTalls

Company : Step?2 Recruitment
Position in Company.: Commercial Director / Oviner

Registered Office: 20.22 Wenlock Road, London, N1 76U

Contact Number: UK Recruitment: +44[0)203 3979 145

Middie East Recruitment; +974 7007 2508

Email info@step2recruitment.com

How long have you been working i the field? 20 years inracrutment

2. How many do candidates on average per week do you interview”
Each waskvaris bt on average 25 par day. More during pesk days
3. How many are successful? Why? (mest requiremens)

35% of candidstes intarviewed srs successful and tis will b down to exparience an thir CV and it
being the ightjob forthe candicate, 2wl s personsliy.

1fthe role has been 3 challenga t i, will consider candidsts with e exparience, 35 T 3 they
Rava the rightpersonalty and show anthusiasm and commitment fo the role

How many are unsuccessful? Why? (underqualiied/ temperament etc]

O interiewing candidates s important for me to establish what the candidate isooking for out f
their next role - location, salary, positon,type o business et o ensure the right match. Some.
Candidates | have head hunted 50 th rol | ant to icuss withthem might not uit wht they are
looking for. 1 aso fin that cancidates dor' ahays read adverts horoughly in dtail and may not
realise the salary shitrequirements or aalabilty o sar.(for example]

e aften put of by candidstes who don't make the time o speak ta ma sftr sppling for 2 job and
il discard candidates based onthis,a they are learly ot comitcad 1o the role they have appiied
for.

‘Some candidtes fee the nesd to over seltheiraxperience or might alk 190 much when | ncerview
them,. They often take 2 very long time to s direct questions and willwafTe, tis nds up with
me losing interest and they will b unsuccessfol

Normally by the tim interiew candicates | have seen thei CV and sspsrisnce and the ntervew
mainly is 2 g0 n to more depth of this and g o know them in person, 5o prsorally s very
important, being sy t talk to 3nd able o find some common ground withthe candidate /
incerviewier goss down very well
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. What are the core qualities you look fo in 3 successful candidate and why?

Exparience, Parsonality and enthusasm fo therole and company

. How much can person's stitude have impact on being successful?

Negtve 12 3 4 5 o

. How much can person's clothing attire have an impact on bsing uccessful?

Negtve 12 3 & 5 o

. How mtch can a peson's yocabulary have an mpact o being sucessu”
Negive 1 2 3 B 5 pote
T i capend onth el f el €' i poion an the candicae i hard viorkng,

enthusiasticand wiling tolear, then this wil Improve over tome. At  seior level  diractor evel
then good vocabulary s 3 must

Do youfeelyou need to “Tike” that candidate, to successolly place them? Why?

Ve s mprsss b ch et then my e o s, iimportans o che
ot o o ot iy a1 sgin b teiewed, ing el and 512
ko simparten

10. In additon tothe above, what core qualities do you fel in your experience, that
Sucessul candidates MUST have?

s intarview candidate 3 o, ke cancidstes ta b hanast, answer questions dircty and to be
easyrosiko

L1, Any Additionalinput you would ike to make?

Thank you or taking the time to complte this questionnaire, your thoughts and opinions i
greatly help me with my assignment,and | appreciate i
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Unknown by self

Known by others
3. BLIND AREA

Unknown





