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Professional Career Development

Introduction
How did you get to where you are today?
I chose to study this course because there was no way for me to progress further in my career with the academic knowledge I have. I feel home when I am in the classroom and didn’t particularly like studying online. I chose this course because it gives me the skills necessary to further develop my career path and education.  This course was offered to me by my mother’s friend who influenced me to start this course and I had no other choice – I felt very lost at the time not knowing what I wanted to do with my life. The passion for acting made me carry on; otherwise, I would have declined the offer to studying.
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My biggest achievement was that I came out of depression and anxiety when I was 18. I was able to set a routine and I created a plan to succeed in everything I am passionate about doing. (Joseph and Jack, 2001) I applied for another position in a different sector and gained experience. My greatest achievement however is yet to come. In 5 years, I see myself as a business owner and a mother to my first child. I want to live in London as I build my house in my hometown in Bulgaria. In my opinion I am caring, kind and patient but my friends would describe me as quiet, friendly and flexible. These traits will affect my career planning in a positive way as I can be a good team player and I can also work very well on my own. I can get along with almost anyone and my ‘always positive’ attitude always rewards me with positive outcome: either be recognition or salary increase. Soon I plan to work for a public sector however in the next five years I would like to open my own business and work with Charitable organisations too. I like working from home most of the time as it gives me enough flexibility and it creates a motivating environment for me where I don’t feel stressed. I also like coming to the office sometimes as working from home can be boring. Virtual platforms like Microsoft teams and zoom are very helpful if correspondents are located worldwide. I would like to work 30 to 40 hours a week and be in a leadership position. I like nature and travelling. My caring nature brings my leadership skills at a very high level as I can lead a team and I have the knowledge to help fellow colleagues to achieve their targets and motivate them when needed.


What employers want?
	What employers want from employees

	Employers want
	I have the qualities
	Examples:

	Reliability
	Yes
	When given a task I complete it!

	Confident
	Yes, working on it
	I am very shy and unexperienced/beginner

	Trustworthy
	Yes
	I have a key to the showroom and log in details to private information

	Teamwork
	Yes, working on it
	Miscommunication or little

	Punctuality/Time management
	Yes
	I am punctual very rare late, I am organised and plan tasks for the day, week and month.

	Emotional intelligence
	Yes
	I can understand my own emotions and of others

	Multitasking
	Yes
	Working on projects and dealing with phone calls and customer walk-ins

	Selling Techniques
	Yes, little
	Working in a sales environment

	Active listening
	Yes
	Excellent skills in details

	Product knowledge
	Yes
	You have to know the advantages of your products and why people should by them.

	Rapport building
	Yes
	Recommendations, Customer trust and returning customers

	To have patience in stressful situations
	Working on it
	Take my time instead of rushing projects

	To be confident not overconfident
	Working on it
	Sometimes I can get shy or overconfident, it is about finding the balance and dealing with customers professionally.



When asked to do a VAK quiz to identify which type of learner I am I scored 46 (Kinaesthetic learner)
There are three types of learners: Visual, Auditory and Kinaesthetic.
Motivation
The reward at the end motivates me and the process overall – I enjoy every single part of it. Self-motivation is when you push yourself to do something, complete a task or pursue your goals. ‘The reward at the end motivates me’ What I mean by that is: as a bathroom designer I have to complete a project which involves visiting a customer house and taking measurements, working on pulling a design based on customer needs and preferences [now here is where I use my listening skills to understand what my customer wants and needs]
Once that is done, I invite them in our showroom to show them the design I have created. Now by using my active listening skills to understand customer needs I can apply my selling techniques to assure a sale. E.g., new product has been invented from our supplier and I was able to sell that product because of my efficient use of active listening skills. If I didn’t listen, I wouldn’t have been able to gain customer trust and build rapport.
My product knowledge and research skills have allowed me to give them exactly what they desire, and the sale was a successful one. It motivates me when my clients are more than satisfied with what I have done for them.
When asked to do VAK quiz to understand my learning style I have scored predominant of kinesthetics learning style and that helped me understand why I am able to make a sale – because I am hand-on person, I don’t miss the important details. I like to plan first and then get things done, as well as help resolve problems. This makes me feel happy and energetic and I am able to pass on the good feelings to my family and friends.

SWOT analysis
	Strengths:

Quick learner
Easily adaptable/ flexible
Motivated/Focused
‘Can do’ attitude
Problem solving
	Weaknesses:

Overconfident
Over- trusting
Inconsistent punctuality
Iterative/Repetition
Detail oriented

	Opportunities:

Taking advantage of strengths
or eliminating weaknesses
	Threats:

Competing for project and promotion



Objective/ employment goals – what are my goals short term and long-term goals.
SMART (short-term goal)
Specific: Become a kitchen designer in 6 months.
Measurable: In 4 months I was able to learn how to design and sell a bathroom so I can learn about kitchen in 6 months.
Actionable: Create a 6-month plan, monitor progress monthly, attend weekly training, talk to more customers, gain more information about kitchen products and gain sales knowledge.
Relevant: Add skills on top of existing skills and improve sales techniques.
Time Bound: I will become a kitchen designer in 6 months from now.
SMART (long-term goal)
Specific: Build my house in Bulgaria by the end of 2027
Measurable: I will create a budget of £5000 each month. I will adopt the envelope system of budgeting to track my expenses. I will ensure that my spending does not exceed this amount.
Actionable: In five years I will want to complete my credit card debt. I will be paying my balance in instalments so that I am debt free after the five years.
Relevant: I will embrace body workout to ensure I am fit and of good health, so I do not miss any working days at work, and I am able to meet my targets
Time Bound: I will want to control my emotions better by writing a gratitude book at the end of the year and checking if all my targets are met.
Skills to achieve my goals
The skills I need to achieve my goals are to be consistent, review personal and peer feedback, take criticism, review goals and targets and update accordingly, have discipline, and accomplish goals in time. I will need to complete this course as well as continue my education in the business field so I can be successful in my career path. If I plan to have my child sooner this might prevent me from having the time to complete everything that I have set to myself, so I must be time bound and take things step by step instead of rushing. Environmental factors could potentially be an obstacle. For example: Covid 19. When planning to have my own business my target would be to have a strong team who is working on the same goal to accomplish all targets and deadlines on time.
Johari Window
	Open area – information everyone knows, and you know about yourself
	Blind area – I do not know about myself, but others do

	Hidden area – secrets, you know but others don’t
	Uknown area – Nobody knows


-My main aim is to grow/enlarge the open area and shrink the hidden area.
Recruitment and Selection
Gibbs (1988) came up with a "structured debriefing" to aid experimental learning. He used a continuous improvement cycle for the repeated experience. Besides, the cycle can be used for personal reflection. A notable feature in Gibb's theory is that it recognises the significance of feelings in reflection. The theory also separates "evaluation" as what was successful and what was not. As such, the model becomes a critical tool for individual reflection. [image: Diagram
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Figure 1: Gibb's Theory (Gibbs, 1988)

Description
Every student was required to fill an application form on the basis of the person specification and job description with a partner. Besides, the partner (interviewer) was to come up with five questions inviting the other person (interviewee) to answer the question. The interview was to take a total of twenty minutes to give each person a chance of being an interviewee and an interviewer. At first, we thought that the questions would be very easy to formulate, and a single meet up would be enough. We agreed that every person comes up with possible interview questions before the actual meet up. I remember I had to drop the plans I had to visit my cousin because the questions were not as easy to create.
Feelings
Gibb’s theory requires the exploration of all feelings one has had during the experience and their possible effects. I was quite happy prior to meet up with my partner to compare the interview questions we had. I then realised there was much more to the work than I had initially thought. We were not sure whether or not to use the same questions. We then realised that every person was to use different questions based on the application form from the other partner. We ended up feeling guilty for not taking time to formulate different questions as required by the instructions. This helped us to work harder that afternoon to finish up the work faster. I ended up cancelling the plans I had for meeting my cousin.
Evaluation
In this stage, I evaluate what worked and what failed to work in the situation. Both of us managed to come up with quality questions and still beat the deadline. This is what worked well for us. Besides, we cancelled the plans that we had for the evening, which helped us to work hard for the assignment. This was very positive especially concerning our work ethics. One of the times that failed to work is that we thought we would only need the same questions and swap roles, which would have failed if we did not meet up and read instructions properly.
Analysis
In this stage, Gibb gives an individual a chance to make sense of the occurrences of the issue at hand. In this case, the theory suggests that meaning should be extracted from the situation. I have experienced working this way with group work where we meet at the last minute, close to the deadline. This works in most cases because I find myself giving my best to meet the deadline. At first, we thought that we would need the same questions and one hour would be enough for meeting up and doing the role play. It ended up costing us, unlike what we thought, to the extent of cancelling our plans. I used the cognitive behavioural theory-based skill to learn how I can avoid doing my assignments at the last minute. According to the cognitive behavioural theory, "thoughts are changeable and by changing thoughts, we can change our feelings and, ultimately, our behaviours. Changing our behaviours can also lead to changes in how we feel and ultimately how we think. Even though feelings cannot be directly manipulated, they can be indirectly changed by changing our thoughts and behaviours.” (Toker and Avci, 2015)  I learned that students experience this urge of wanting to complete assignments when the deadline is very close.
Conclusion
My lesson was that group work requires adequate planning. Enough time should be allocated for meet up to avoid inconveniencing other people. In our case, we ended up cancelling other plans we had with other people. It is also important to embrace time reminders so that every party can plan accordingly.
Action Plan
When working on group assignments in future, such as the role play, I will plan accordingly. I will try to finish the work ahead of time to give me enough time to complete other tasks tied to the group work. In most cases, assignments require that we compile individual reports based on the group work. I will also ensure that I have understood the instructions to avoid doing the wrong thing and realising it at the last minute. Knowing that I want to succeed in my career will push me towards giving my assignments adequate time (Pihla et al., 2020).

Appendixes:
Job application form

[bookmark: _kpr05n82n26c]
[bookmark: _zidixfu2h1to]Application for Design and Sales Executive
[bookmark: _obvz8px9oj35]Name: Stefani Petrova

Education and training
Please give details:

	High school – GCSE’s
College – Level 2 Travel and Tourism Diploma
- Level 3 Travel and Tourism Diploma
University – Level 4 Skills for the workplace (on-going)

Level 2 IT Skills
Hospitality training
Health and Safety training
British Airways Cabin Crew training


[bookmark: _qhulv5cexz75]Qualifications
Please give details:
	GCSE’s – 4 GCSEs from A to C at St. Mary’s Catholic High School
BTEC – Level 2 at Croydon College
DIPLOMA – Level 3 at South Thames Merton
CERTIFICATE – Level 4 Higher education skills for the workplace at University of Wales Trinity Saint David (on-going)


[bookmark: _97j1ykgd1f2u][bookmark: _itppkk92vaqm]Employment history
Your current or most recent employer
Name of employer: Trevi Home
Job title: Sales Consultant and Design Executive
Length of time with employer: 5 months
Reason for leaving: On-going
Duties: Administration, Interior design, driving sales, building Rapport.

	My duties as an administrator are dealing with a day-to-day task – this includes but not limited to organise and store information, dealing with customer enquiries either by phone or email, arrange appointments/meetings, managing diaries, liaising with suppliers and clients, making drinks for clients; As a sales consultant and design executive my duties are to accurately take measurements from clients house, discuss their design goals, advice on different products and appliances and in some cases plumbing and electrical solutions; plan and design using ‘Virtual Worlds’.



[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	In my previous role as a waitress, I have mastered ‘eye to detail’ and communication skills. I have also learned how to give an exceptional customer service, resolve problems and ability to take criticism. Fast paced environment has taught me how to work well under pressure and be patient especially when working in a team, listening and speaking skills.
I have also worked as a delivery driver and this has allowed me to organise my time and workload; I have gained strong interpersonal and problem-solving abilities, staying positive and taking own initiative.


[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I am self-motivated and passionate about design and delivering exceptional customer service. I am creative and I have an excellent eye for detail. I applied for this job because I would like to gain more skills in sales and update my existing portfolio. I absolutely enjoy the designing process and advising clients what to buy and my skills in rapport building and gaining customers trust will be an advantage if you decide to choose me as an ideal candidate.


[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs]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.

· Laiah Sopanki
· [bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]Wuralat Kurdi
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: Stefani Petrova
Signature: SP
Date: 09/11/21



ROLE PLAY:
Hi Alessio – how are you? How was your journey did you get here ok? Can I get you a cup of water or maybe tea or coffee?
I will start by asking you couple of questions and then you can ask me any questions if you have at the end.

1.  Why did you choose to apply in our company?
2. I can see from your job application that you have worked for BMS; can you tell me one of the biggest challenges that you faced when working there?
3. On your job application you state that you can guarantee software quality, what does software quality means to you and how can you guarantee software quality.
4. Tell me how you would handle a stressful situation and pressure of being a software developer.
5. We can also see that you worked for a digital marketing company, what is the reason for this career shift and what skills did you get from it?
6. In your application you have stated you have ‘excellent eye to detail’ skills. Can you give me an example?

DO YOU HAVE ANY QUESTIONS?
Thank you very much for your time. When we decide if you are successful, we will get back to you via email in the next few days.


Role play - Feedback
[image: Graphical user interface, text, application
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