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Introduction 
My name is Anastasia Todasca I am 22 years old and I come from Romania. I am a strong and ambitious teen mom who always gets where she wants. I worked as HR Admin for a Construction Company called Bedford Construction Limited,a 2 years old company. Being in this position was not an easy job to do because being a new company on the market,it is difficult to impose your respect and knowledge in front of people with years of experience. However, I faced various challenges and obstacles to achieve this position because since my childhood, I have encountered many challenges in both my personal and school life. Being a poor listener and adapter, I have always faced problems getting used to different situations. However, I have very strict father who have always helped me achieve my professional goals even if sometimes he made me be weak,I understood that he really wanted the best for me.
My practical communication ,time management and problem-solving skills help me in many ways to seek growth and develop my future career. Expressing my experience, I could say that I went through many positive and negative episodes that have created obstacles for me and helped me learn about many things. With time and accumulated experience,  suitable start and period of work that could be linked to my knowledge and qualification. Including while participating in the internship program as HR admin, I faced problems in collaborating and cooperating with others. 
Moreover, my team members were primarily senior to me and already have had 4 to 5 months of experience. Therefore, they often tend to dominate me. In this case, I have experienced my poor emotional intelligence and conflict management skills. Being negatively affected by this situation, my performance level has also decreased. However, after completing the internship, I have come to learn different measures by which one could stay active and keep control of emotions even in very adverse situationsLeaving school and my country
Coming in England and started new life
Health Problems
I recovered and started new job
Health Problems
Starting CERTHE



Reflection on your Role Play
[image: ]Gibbs Model can be identified as one of the most popular cyclic models that can be used for critically examining the past gathered experiences (Adeani et al., 2020). There are six stages involved by which I could be involved in critically analysing my past experiences. 
While taking part at the interview, I was asked about the chosen job position. For a few minutes, I got confused as I had already set some alternative job profiles that I could pursue soon. However, my interviewer has made the situation easier for me by changing the question into "Which job profile do you think is the most suitable for your life?". We had a conversation about this as she suggested that I name the most appropriate job position that I believe I could pursue with utmost efficiency. That is why I have been named departmental HR admin. . However, I have already experienced a poor emotional intelligence level therefore while answering the question I was feeling quite nervous. When my interviewer asked me to avoid my short term and long term goals I was too confused. There were so many goals that I have set to be achieved however; lining up with the chosen job profile which will be appropriate was quite a difficult decision for me. However I received support from her as she always tried to simplify the questions to get prompt and quick answers. After taking part in the interview I have experienced both the feelings of being an interviewer and interviewee. I was quite satisfied with my role of interviewer instead of interviewee. Being an interviewee I often got nervous and confused that resulted into my level of dissatisfaction. Moreover, I have always felt behind by others due to my poor emotional intelligence and conflict management skills. 
Based on my experience, I have analyzed the situation and have found that poor mind control has not allowed me to remain determined and confident in various situations. However, my effective communication skills and supportive and friendly maturity helped me conduct the interview with maximum efficiency. During experience, I can say that several strengths, weaknesses, opportunities, and threats have been identified. My effective communication skills can be considered as my strengths. On the other hand, effective problem-solving skills can be identified as the greatest opportunity I could have. Also, poor conflict management skills have been recognized as my weaknesses. On the other hand, low emotional intelligence would be identified as the biggest threat to my future growth.
From the above discussion it can be concluded that after identifying both weaknesses and threats different measures should be taken by which the issues could be resolved easily. To improve my emotional intelligence, I would have to meditate daily, which would allow me to control my mind. At the same time, it would improve my ability to concentrate. Also, to improve my conflict management skills, I need to increase my listening and understanding skills in various adverse situations. 
Self-evaluation review 
Through my past experiences and accumulated lessons, I have learned that self-motivation can help achieve success in a personal and professional context. Everyone seeks motivation not only in the case of the academic or personal context, but also in the case of the professional context. Therefore, self-motivation can help maintain confidence and commitment at work. It can be identified as the ability to motivate oneself. According to Gunawan et al (2018), self-motivation can be recognized as an important skill that drives people to continue their activities even in various adverse and unexpected situations. Self-motivation could help seize opportunities and show commitment to the workplace. I identified myself as a motivated person because I do not look for external motivations, but I always tend to motivate myself in different situations.
There are diverse types of learning styles such as auditory, visionary, written, reading and kinaesthetic learning (JUN SIPARILAS, 2021). Among these learning styles I always rely on a visionary learning style. With the help of visionary learning I could effectively learn with the help of visionary tools such as presentation, notes. My teachers have also supported me after knowing my preferable learning style and with the help of this I have always become able to remember my lessons for a long term basis. 
SWOT Analysis
My strengths are my communication skills,time management and my decision-making abilities. These benefits made it possible to carry out my interview without imposing restrictions  and hesitations. I also became able to successfully play the role of an investigator. On the other hand, by applying SWOT, it is possible to identify major weaknesses in my characteristics which are poor conflict management skills. While taking my course and being involved in different group tasks, I often got involved in different team conflicts and created negative impressions on my team members. However, some opportunities have been identified by me as effective problem-solving skills. In the future, problem-solving skills should be used effectively to deal with various unexpected and adverse situations (Duchek, 2020). Having effective problem-solving skills, I would be able to find appropriate solutions for my team members. So, this feature would create opportunities for me. On the other side, there is a certain threat that can be identified that has impacted my personal characteristics called low emotional intelligence. Due to low emotional intelligence, I often get confused and lose control of situations that simultaneously hinder my performance, so in the future it could create threats for me.hard worker
empathic
team work
leadership skills
over thinking
decision making
weak emotional
decision making
progress opportunity
creative
good pay rates
trainings
long hours
leet deadlines
travelling far from home
meet high standards
Strenghts
Weaknesses
Opportunities
Threats


SMART Objectives
Different future objectives can be set here that could be critically analysed and justified with the help of SMART framework (Sani and Beauty, 2019). 
	Objectives
	Suitability
	Measurable
	Achievable
	Realistic
	Time-Bound

	To improve my emotional intelligence
	Yes
	No
	Yes
	Yes
	Yes

	To enhance team management skills
	Yes
	Yes
	Yes
	Yes
	Yes

	To improve conflict management skills
	Yes
	Yes
	Yes
	Yes
	Yes



Johari Window
[image: ]
Figure 1: Johari Window
(Source: Oliver and Duncan, 2019)
Based on Johari Window, there are several attributes in my character that are quite known to me and others also. My effective communication skills can be included in the free area. I had poor conflict management skills and was first identified by one of my group members since it was unknown to me and that is why it can be identified as blind area. I had poor emotional intelligence which is unknown to others and known to me and it can be categorised under hidden areas. Poor team working capabilities can be identified as an unknown area (Abd Razak et al., 2018). It is unknown to both me and the other group members. 
Career Ambition
My career ambition is to be in the position of a HR admin officer at Unilever,one of the biggest company in London which have as market cap1 £113.85 billion and over 149.000 employees all over the world. I have chosen this as my career objective as I have certain working experience as a HR admin in a Construction Company. Moreover, with the help of my communication ,time management and problem-solving skills I would be able to ensure effective department work.
Personal Development planning (PDP)
Personal Development Plan can be identified as one of the most important aspects that one should have to gain career progress (Shaheen and Hameed, 2020).
	Actions
	Objectives
	Resources
	Time period

	I should take part in daily meditation
	To improve emotional intelligence 
	My own willpower will help me to achieve this
	It would take maximum 3 months to achieve

	I should improve listening power
	To improve my conflict management skills
	I can learn different books of conflict management that would help me to gain enough knowledge in this
	It would take maximum 4 months

	I should take part in different real-life projects and group tasks
	To enhance my team management abilities
	There are many learning videos available on YouTube from which necessary tactics of improving team collaboration could be learned
	It would take maximum 4 months to accomplish



Conclusion 
The discussion above has shown that self-assessment can help identify individual strengths, weaknesses, opportunities, and threats. The interview conducted allowed me to understand individual capacities. After the interview was conducted using the Gibbs Cycle of Reflection, a personal reflection on the collected experiences was developed. Also, using self-evaluation, the importance of self-motivation and the most preferred learning style was chosen, which could help to gain knowledge in my classroom. Personal Development Planning consists of many elements such as SWOT, SMART, Johari Window and Personal Development Plan. Using SWOT helped identify the different strengths, weaknesses, opportunities, and threats. On the other hand, the SMART framework is useful for mapping the feasibility and relevance of the objectives. Johari Window helped identify different areas of knowledge that are known or unknown to me and the members of the group. Based on the identified weaknesses, various actions have been designed in the Personal Development Plan.
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Questions 
1 Can you tell me about your current job?
2 Why should we hire you?
3 What is your greatest weakness?
4 Why do you want this job?
5 Are you willing to travel?

Job application form


Application for HR ADMIN ASSISTANT 
[bookmark: _Toc1418289445]Your details
Name:  Anastasia Lidia Todasca
[bookmark: _Toc1703925295]Education and training
Please give details:
Certificate of Higher Education in Business and Management 
[bookmark: _Toc1517203944]Qualifications
Please give details:
Certificate of Higher Education in Business and Management 
[bookmark: _Toc268293428]Employment history
[bookmark: _Toc2000747914]Your current or most recent employer
Name of employer: Radu Bocinca
Job title: Secretary 
Length of time with employer: 2 years 
Reason for leaving: Pregnancy 
Duties: 
Answering calls, taking messages and handling correspondence. maintaining diaries and arranging appointments. typing, preparing, and collating reports.
[bookmark: _Toc1566527707]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.
Dawn Meats -Hr Admin Assistant 
Keeping records for the company’s staff, helping planning programs
, recruiting, hiring, and training new and existing employees
[bookmark: _Toc820573098]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.
[bookmark: _Int_uWahAW1H]I applied for this job because I have experience in keeping records! Apart of that I would being part of the team because I heard many positive feedbacks from your employees. These days is extremely hard to find a good company and good environment and I think I am the right candidate because of my previous experience. 
[bookmark: _Toc1148075264]Right to work in the UK
Do you need a work permit to work in the UK? Yes. X / No
References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.
Radu Bocinca
Veronika Kadeija 
Declaration
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: Anastasia Lidia Todasca

Signature: Anastasia Todasca

Date: 06.07.2022
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