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1-	Introduction
The topic of this report is to provide you with my experience of the role play I took part recently at my university. I had to complete an application form for a job description and person specification I wanted to apply for. The role play was a mock up practice for a real job interview. My partner was unavailable, so my lecturer has arranged for me to have a student sitting as my new partner. He was given the job description and person specification to create five questions to ask me. 

2-	Personal Reflection on the Roleplay
We have now studied our last module for this academic year, The Professional Career Development. At the beginning of the course, I wondered about the module, and I was curious to know about its benefits I would gain at the end of it. We had an excellent lecturer who was focus on teaching us the strategies for personal reflection and career development. The purpose of this module was also to build our confidence and competence as effective employees as well as acquiring a positive understand of our personal strengths and weaknesses and how to identify areas of further development. 
After 9 weeks, I am at the end of our study of the module Professional Career Development. One of the assignments in week 10 was to draft a reflective report on the role play I have done. To draft my report, I going to use my preferred cycle of reflection, Gibb’s reflective cycle (1988).
Gibb’s Reflective Cycle suggests various stages that would help me to slow down my thoughts so that I can process what has happened in my role play scenario and I do not jump to conclusions too quickly. Gibb’s Reflective Cycle suggested stages are the description, feelings, evaluation, analysis, conclusions, and action plan to follow when reflection on my experience. 

a)	Description
My assignment consisted of completing an application form for a job description and person specification of a job I wanted to apply for. The website I used to find the type of job I wanted was Totaljobs. It was quite easy to access the website and find my preferred job. I wanted to work for an insurance company administrating Life and Pension policies. After reading the job description and person specification I wanted, I proceeded on tailoring my application form accordingly to fit the person specification for the job. Before my role play, I sent a draft copy to my lecturer for feedback. I was a bit anxious to receive feedback even though this was only a draft copy of the role play I had to prepare for. Week 10 was the day of my role play and my partner was unavailable, so I have requested for my lecturer to be my partner. Upon my request my lecturer allocated one of the students in our class to be my interviewer. I could say that it was suggested to prepare five questions to be asked by the interviewer for the role play. However, I did not as I wanted to make my interview as realistic as possible, so I did not prepare any questions for my interviewer to ask me. I was confident that at a real job interview I would not be aware of the questions the interviewer would ask me so all I could do was to be prepared and be ready as much as I could. On the day of my role play job interview, I was greeted by my interviewer, and I was made to feel welcomed to my interview. The atmosphere was relaxed, so I was less nervous. I had a pleasant and interesting interview because the student who was posing as my interviewer had few minutes to read my job description and person specification. I have enjoyed his series of five questions because I was reminiscing about my days as a pension administrator. I was excited to be sharing my experiences with my interviewer. Although it was only a role play. It brought good memories. My interview lasted only 10 minutes.
b)	Feelings
Before my turn at my role play, I was pushing back my anxiety. Afterall this was an exam I needed to do and pass. I had studied for it for 9 weeks and I was ready. But still I was nervous. I had informed my lecturer that my partner was not available so she suggested I would be interviewed by another student. She needed to observe and mark my interview so she could not be my interviewer. I was thrown off balanced because I was not expecting to be interviewed by another student other than her. I wanted my interview to be as real as possible with my lecturer, I had helpful feedback on my draft job interview report, and I wanted to keep that momentum. I was a bit disappointed. I had to reassert myself and acknowledge that my interview was no longer going to be the same. I had to settle for it. I did not feel challenged during my interview.
c)	Evaluation
The good thing about my experience during my role play with my interviewer is that three of the questions he asked me had me reminiscing about my time as a Life and Pension administrator. I was feeling like I was explaining Life and Pension to a new customer. However, this was short-lived because we only had 10 minutes for the role play. And I wished it were a real job interview. I was an honest candidate.
d)	Analysis
It was an interesting experience to participate in the role play for the job interview in class. Although this was not in the real-world environment. I would have made a different choice regarding the role play. I did not feel challenged during my interview, it was not a real job interview, and I am more likely to forget about it. The sense of achievement was missing. I wanted this role play to be real.
e) 	Conclusions
I can conclude that my role play for my job interview in class was an interesting experience I was familiar with. I had acquired a set of skills over the years in my working career, my role play in class was not different. The job interviews are always the same. You complete an application form for a job, then you are invited for an interview where you are asked questions regarding the position you applied for, you answer them, and then they decide if they want you to work for them or not. However, to work for a company or someone, you must be prepared, tailored yourself to the job description and person specification, be able to think independently, be assertive and positive. You must want to be better by acknowledging your strengths and make room for improvement on your weaknesses only then the help you receive will elevate you. You cannot force someone to be good, it must come from them. You must be honest with yourself.
f) 	Action Plan
To improve my behaviour in job interview in the future, I am going to study the job description and person specification, review all major projects I worked on and draw on the achievements. I can try to revisit my previous job performance reviews and make improve on my weakness. I can continue to improve on my listening skills, use appropriate language and taking care of answering the questions.


3-	Personal Development Plan
[bookmark: _Int_EDs5Yitk][bookmark: _Int_5jGQjgSJ][bookmark: _Int_T7o4AnBG][bookmark: _Int_y0M6Ngkm]A Personal Development Plan or PDP is an action plan that you can use to set your personal and individual goal and what you want to achieve. You can use your PDP to identify your strengths and weaknesses along with the areas you need to improve and develop to achieve your goals. Your Personal Development Plan can be used to identify areas that could hinder your progress. The PDP can be a beneficial exercise in your personal life. It is crucial to create a Personal Development Plan if you want to achieve your goals for a successful career. You must be motivated and set yourself some personal goals on how to achieve your success. It may not be as simple as it sounds but it would take a lot of demanding work and dedication to accomplish success. You may need to solicit help during this process to develop the correct tools and technics during this process. To achieve success in your career and personal life, you should continue to improve your knowledge, skills, and experience. So, a simple and effective way to achieve success is to create a personal development plan. It will be difficult to focus, and you may be unlikely to meet your goals without one. As Benjamin Franklin once said, “if you fail to plan, you are planning to fail”
	Skills
	How will I get them
	What resources or support will I need
	What can prevent me from achieving my goals
	How long should it take

	Improve my written and communication skills
	Review my grammar and basic spelling. Read academic books to improve my vocabulary. Proofread my work
	Sign up for training session into vocational skills for workplace. Enrol into apprenticeship in career skills and training
	
Forgetfulness
Illness

	I hope to achieve my goals within 6 weeks

	Improve my IT and typing skills
	I am going to enrol into an IT course where I can refine my basic computer skills.
	Enrol into the Leading-Edge ICT functional skill. ECDL and Employability
	Low Motivation
Fear of failure
	I hope to achieve my goals within 6 weeks

	Improve on my time management
	Try to complete tasks as soon as possible. Avoid being force into deadlines.
Assign time limits to tasks.
Prioritise task wisely.
	Learn practical time management techniques.
	Laziness
Avoid being distracted.

	I hope to achieve my goals within 6 weeks





4-	SWOT analysis
[bookmark: _Int_JVL9cvUC]The SWOT is an acronym for Strengths, Weakness, Opportunities and Threats. This technique is credited to Albert Humphrey who led a research project at Stanford University in 1960 and 1970 using data from leading companies involved in long range planning processes. 
[bookmark: _Int_G64q1ULc][bookmark: _Int_YV0Ye8tH]The Johari window is a technique designed to help people understand their relationships with themselves and others. It was created by psychologists Joseph Luft (1916-2014) and Harrigton Ingham(1916-1995) in 1955.
I have used the Johari window to help me understand myself better to be able to create my SWOT analysis. It was therefore easier for me to create a table where I can complete key factors of my strengths, my weaknesses and reduce them, to exploit any opportunities where I can use my strengths and minimise the threats to my success.

	Strengths
	[bookmark: _Int_tw9MckqY]I am particularly good at paying attention to detail, and I always focus on solutions instead of wasting time on the problem. I am pragmatic and factual based. I draw strength from success. I always try to be positive no matter what the problem is.

	Weaknesses
	I find it difficult to be patient when facing a simple problem. I particularly dislike failure and make an excuse.

	Opportunities
	The Professional Career Development module has allowed me to gain additional knowledge on various learning techniques to create and improve my Personal Development Plan.

	Threats
	My lack of better time management hinders my progress on achieving my goals. 



5-	Action Steps
To improve my career option in the future, I plan to further continue with my academic study. I have therefore selected to enrol onto my BA Leadership and Management, which is a two-year course to complete.

6-	Conclusion
During my 10 weeks study for the Module Professional Career Development, I have learnt of the quality employers look for in their staff, my awareness of my own motivation and my preferred learning style. I can make an effective SWOT analysis using various techniques with a good Personal Development Plan to achieve my career goals and success.







7-	Reference
https://www.cipd.co.uk/knowledge/strategy/organisational-development/swot-analysis-factsheet
https://en.wikipedia.org/wiki/Johari_window
https://cpdonline.co.uk/knowledge-base/business/what-are-personal-development-plans/
https://www.holstee.com/blogs/mindful-matter/self-reflection-101-what-is-self-reflection-why-is-reflection-important-and-how-to-reflect
https://www.goodreads.com/quotes/460142-if-you-fail-to-plan-you-are-planning-to-fail




8-	Appendix

Job application form


Application for job – Pension Administrators

Name: Hermann Jacquelin Dady

Education and training
· The Leading Edge- ICT Functional Skills
                               ECDL and Employability

· London Study Centre, Fulham- English level 5, Microsoft Widows Office packages

· Newham New Vic college- GCSE Pathway in Humanities/Citizenship

· University of Wales Trinity Saint David- Academic and Employability Skills for Certificate in Higher Education, Skills for the Workplace

Qualifications
· LanguageCert Entry Level Certificate in ESOL International (Entry 3) (Speaking & Listening) (Achiever B1)
· GCSE grade 3 in English

Key Skills
· Excellent written and communication skills
· Ability to develop working relationship
· Good working knowledge of Microsoft Word, Excel, PowerPoint, and Outlook with effective use of the internet
· Ability to work within laid down processes and procedures
· Good Financial Awareness
· Good awareness of scheme rules, industry regulation and current pension legislation
· Bilingual: English and French
Employment history

Name of employer: TGI Fridays American restaurant

Job title: Senior Team Leader

Length of time with employer: From December 2021

Reason for leaving: Currently employed

Duties: -	Leading and inspiring the performance of the kitchen –
· Responsibility for overseeing the aspects of the kitchen operation. This includes the Back of House Employees, Guest, Sales, Health & Safety and Property
· Day to day food preparation, labour cost, food stock count, ordering, receiving, and storing
· Ensuring employees filing are up to date
· Maintaining training and cross-training across the kitchen 
· [bookmark: _Int_CsZh3tZF]Ensuring that Friday’s standards are maintained, and the kitchen performance delivers its targets through a People First, Guest Obsessed Operational Excellence Strategy

Previous employers

Name of employer: HCL Insurance BPO Services LTD

Job title: Customer Service/Life and Pension Administrator

Length of time with employer: From March 2017 to December 2021

Reason for leaving: Lack of challenging opportunities to develop

Duties: -	Notifying the DWP accurately and timely of customer decision to continue or cease contributions with pension provider
-       Applying contributions to policy accurately and annual statements         dispatch to customers
-       Providing customers with policy information and statements       upon request
-       Communicating effectively with customers when pension    legislations are amended, cancelled, or changed
-       Applying processes: Tax Relief to customers policy, Bankruptcy Court Order, Transfer of Ownership, Add/Remove Trustees or Beneficiaries and Power of Attorney
  -	Pension Transfer and policy information
  -	Setting up, Cancelling or Reinstating customer policy
  -	Informing customer of Life and Pension options

Name of employer: Liberata Financial Services Ltd

Job title: Customer Service/Life and Pension Administrator

Length of time with employer: From March 2015 to December 2017

Reason for leaving: Lack of challenging opportunities to develop

[bookmark: _Int_jcRW4Uys]Duties: - Assisting Team Leader in ensuring the timely and accurate delivery of service in accordance with mutual agreed, productivity and quality levels
-	Providing and excellent and efficient scanning service for incoming post, offshore print, and dispatch
-	Taking responsibility for achieving individual productivity and quality target
-	Processing and transferring out pension funds to other pension providers
-	Maintaining communication with customers of any delays in accordance with procedures and management’s expectations
-	Advising customers and Independent Financial Advisers on claims procedures
-	Maintaining and effective management of Barclays Life & Pension 

Name of employer: Barclays Life & Pension

Job title: Customer Service/Life and Pension Administrator

Length of time with employer: From October 2006 to December 2012

Reason for leaving: Redundancy

Duties: -	Supporting and ensuring that audit finding is addressed appropriately, and action taken if necessary
   -	Ensuring that all enquiries are recorded correctly to provide and audit trail
   -	Adapting the needs of customers and representing a friendly image of the company
   -	Adhering to Data Protection ideals of clear desk policy
   -	Ensuring that whistleblowing and Money Laundering procedures are followed
   -	Processing all enquiries to the agreed quality standards for correctness and fairness and refer any complaint to the relevant department
Supporting statement

I am writing this statement to apply for the role of pension administrator as advertised. I have a dynamic and positive attitude to situation in general. I am confident in learning new things. I enjoy taking the initiative when facing an opportunity to learn and expand my knowledge. I strive to acquire new skills. I am inquisitive and motivated by things I do not understand. I remember my first day at work within the pension industry, I wanted to learn and understand more of all cases I was given to work on. I have enjoyed every case I had the opportunity to read and process. From processing, transferring, cancelling, providing policy information, customer’s complaint, processing Power of Attorney or Court Order, Bankruptcy, death claim, communicating with customer’s Independent Financial Adviser, making enquiries with the DWP, learn about Data Protection and ways to protect customer’s information along with money Laundering. There I saw the challenge to excel while following the company procedures and the understanding of the pension legislation in the UK. I am always going the extra mile. I have received an award of two hundred pounds for good customer services. I still feel excited about the positive impact of Life and Pension industry had on me. 

Right to work in the UK
[bookmark: _Int_E7zX2Hzx]Do you need a work permit to work in the UK? No
References
Dave Everest-	 Life and Pension Analyst for HCL Insurance BPO Services Ltd
David Waite -	Life and Pension claim Analyst for Save&Prosper	

Declaration
[bookmark: _Int_RvadcQs7]I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name: Hermann Jacquelin Dady

Signature: Hermann Jacquelin Dady

Date: 29/07/2022














Pension Administrators
· Liverpool (L3), Liverpool, L3 1BW
Show my commute time 
· Competitive with excellent benefits package
· BARNETT WADDINGHAM & CO (View profile)
· Permanent
· Recently
Send
Apply
Saved
Overview
[bookmark: _Int_03A2ONjL]With over 1400 people across 9 offices, we are proud to be a leading independent UK consultancy at the forefront of risk, pensions, investment, and insurance. Our Pension Administration Business was established in 1993 and our core business is the provision of services to trustees of UK occupational pension schemes DB, DC, CARE, cash balance – and we will do this as a stand-alone “admin-only” appointment or in conjunction with services provided by other Barnett Waddingham practice areas. 


[bookmark: _Int_ZYwagbXH]We are looking to recruit two enthusiastic people to join our Liverpool Pension Administration team. These vacancies have been created due to the progression of other more established members of the team so would suit a recent college or university leaver or somebody with a bit of office administration experience seeking to develop a career within financial services. We encourage our pension administrators to study for a professional pensions qualification and support them fully with this and full desk-based training will also be provided.
[bookmark: _Int_owDIriTv]We currently have more than 40 pensions specialists within this office, who undertake a broad range of pension-related tasks so you would be joining an experienced team.


What do Pension Administrators Do?


[bookmark: _Int_ZKwTKqxW]Pension administrators are responsible for the day-to-day administration of pension schemes and make sure that new and existing customers' policies are accurately maintained and serviced. Whether you have pension administration experience already or are looking to move into it, we have a structured training programme where you will be supported in your learning.
This is a permanent position and will be worked under our SmartWorking framework where you will share your time between the office and home (2 - 3 days per week). This role will be located at our Liverpool office with hybrid homeworking.


[bookmark: _Int_klgZjf2G]The closing date for this advert is 25th August but please do not delay in submitting your CV if you are interested as we may decide to closer earlier depending on the quality and quantity of CVs we receive.
Responsibilities
· Prepare computer generated benefit calculations and related correspondence
· Maintain the member database
· Communicate with clients, their members, and advisers
· [bookmark: _Int_4kJNp9Br]Carry out cash handling functions for client pension and related arrangements, liaising with bank and investment managers as appropriate
· [bookmark: _Int_ABjqCe1E]Process client pensioner payrolls, including calculation of net pay, arranging payments, liaison with tax offices
and preparation of year end returns
· [bookmark: _Int_0KwxtgFn]Liaise with authorities including DWP, HMRC, The Pensions Regulator and the Information Commissioner
· Read and understand documentation relating to each scheme
· Prepare manual calculations to develop an understanding of pensions
· [bookmark: _Int_Y50iOoXg]Carry out member activities in line with agreed service levels
· Assist with project-based work, as agreed
Qualifications
As a minimum, Maths and English at GCSE level (or equivalent) grade 5 / C or above but ideally educated to A-Level or beyond
Skills and Experience
· Must have strong attention to detail and the desire to provide an extremely important level of service
· [bookmark: _Int_cPqfNRm5]As this role will involve preparing manual pensions calculations, you should be comfortable working with figures
· [bookmark: _Int_1dafZv03]Ideally, we would like to see some office-based experience and especially that gained within financial services, but this is not essential - what is more important is the desire to build a career within financial services and the enthusiasm to learn new skills and tasks
· If you have some pension administration experience already - up to 12 months' (defined benefit or defined contribution) we would still be happy to receive your CV.
· [bookmark: _Int_WdhZ0RWJ]Familiar and confident using MS Office: Outlook, Word, and Excel
Core benefits paid for by BW:
· Competitive discretionary annual bonus
· Life assurance
· Group income protection
· Private medical cover
· [bookmark: _Int_kiewNVPK]25 days holiday per year (up to 30 days with holiday trading)
· A generous pension scheme where we contribute 8% of your salary from day one of your employment and you contribute 1% as a minimum
· [bookmark: _Int_1pC8SU22]Employee Assistance Programme to support you and your family through any concerns or challenges you may experience
· [bookmark: _Int_vW4DKWVx]Fresh fruit, hot and cold drinks provided free of charge in all our offices
· [bookmark: _Int_WWaCqhFW]Sports Allowance - we pay 50% (up to £50) of your monthly gym membership or sports costs
[bookmark: _Int_OrgT52uV]A comprehensive range of voluntary benefits to suit your life stage and lifestyle including:
· Tech scheme
· Cycle to work scheme
· Dental cover
· Healthcare cash plan
· Health assessments
· Critical illness cover
· [bookmark: _Int_qj5ziN83]Extension of private medical cover or life assurance to family members
· Discounted gym membership options
· Travel insurance
· Broad range of discounts at hundreds of retailers including supermarkets, fitness centres, travel, and leisure companies
Giving Something Back:
· [bookmark: _Int_k8Xmm9FN]1 paid volunteering day per year as a commitment to our Corporate Social Investment
· [bookmark: _Int_TMjDqVLI]Support your favourite charity with the "Give as You Earn" option
· Match-funding for individuals raising money for a recognised charity
· [bookmark: _Int_lCW8XF0G]Our corporate social investment programme is an integral part of what we do and is focused on ensuring that our overall impact is a positive one. We recognise that we have an impact that goes beyond our core activities.

[bookmark: _Int_E5PBQcnI]Values: our values are PRINCIPLED, RESPECT, QUALITY AND PARTNERSHIP - they are important to us, and we want them to be important to you as well.
[bookmark: _Int_TAsRhipe]Wellbeing: employee wellbeing has always been important to us, and our approach is to create an environment where individuals will be engaged at work, successful in what they do and able to achieve their full potential, benefiting both their self and the business. BW offer a fantastic range of employee benefits as we believe it is important individuals are supported in making choices which are flexible enough to meet their needs and help support their wellness.
[bookmark: _Int_iEQszRBP][bookmark: _Int_3i4ZPiUS][bookmark: _Int_RFEJmMmJ]Diversity: we are committed to having a diverse and inclusive workforce where people from all backgrounds, beliefs and perspectives can thrive, feel welcome and develop to their full potential. We are committed to equality of opportunity for all and welcome applications from all suitably qualified candidates, regardless of their race, sex, gender reassignment, sexual orientation, disability, religion/belief, age, pregnancy and maternity, and marriage and civil partnerships. Our recruitment processes are designed to be fair and consistent and enable candidates to compete on a level playing field. We recognise that diversity today means more than race and gender. Therefore, we created an environment where a variety of different voices are encouraged and heard through our employee network groups. The groups work together to build an inclusive and diverse place for us all to work. We have attained the Disability Confident Committed status and are actively working towards the next level, Disability Confident Employer.
[bookmark: _Int_57lxNgbx]Your progression: we offer career progression opportunities and a focus on training and professional development to provide you with the tools and skills to thrive. We also offer study support for relevant professional or skills qualifications.
[bookmark: _Int_JNmPBAH1]Other activities: we have clubs, sporting events, social, cultural and belief groups across our offices if you would like to join in and meet like-minded people.

Accessibility
Please visit AbilityNet should you benefit from advice on making your device easier to use if you have a disability.
[bookmark: _Int_EAYPfmVv]Should you require information in a different format, have other accessibility or reasonable adjustment requirements
[bookmark: _Int_9e4cnQii]Postal applications should be sent to: Talent Acquisition, Barnett Waddingham, St James's House, St James Square, Cheltenham, Gloucestershire, GL50 3PR
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