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[bookmark: _Toc5647353]Introduction
My name is Andreea, I am 36 years old. I came from Romania, a country in the east Europe and, I live in London for 6 years now. I have started working at the age of 18 instead of continuing my studies by going to university as most of my friends did, but as I look back, I think that the experience helped me to develop several skills as self-discipline, management skills, communication and eventually made me more independent.
Last year I have decided to apply to University of Wales Trinity Saint David for several reasons. Some of my friends are studying and they prompted me to get back into education. I have seen them getting more confident and more motivated to start a career. They inspired me to an extent that I finally decided to come back to education. I have worked in my country as a store manager, I have managed a team of 10 people and I have developed leadership and time management skills. However, I want a formal education to be gain more professionally and personally. I hope that studying will teach me aspects of the workplace and I believe that this is the right time for me to kick-start my career and make the best for my life to come. I have spoken to my family and a few of my friends and I found it helpful that they support my decision and they motivated me to take on the course. At my age, I believe that I have enough of the life experience, and I need to believe in my decisions and move forward with confidence. Furthermore, this experience can help me to meet new people, to experience different cultures. It gives me the chance to learn new things, and to be able to build self-confidence and know that you can only rely on yourself to make things happen. Starting my education again makes me feel quite excited. In five years, I will have obtained my professional qualification and with the help of higher education and my experience I expect to be leading a team. I see myself working in retail industry and progressing towards an area manager role.
A good technique to reflect upon your past experiences is the lifeline exercise (www.open.edu, Accessed: 20 March 2019). The lifeline exercise is a way to explore past events and think what future career action one can take. Marking key events during my career can help me by understanding what I did wrong, what are the things that I need to improve and which steps I must follow to achieve my career goals. In figure 1 I have marked my key events during my career life, some ups and some downs.
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[bookmark: _Toc5647115]Figure 1: Lifeline
At the age of eighteen I finished school and decided that best thing to do is to find a job and not go to University, as most of my friends did. I wanted to be independent and to gain experience in the workplace and thought that a diploma is not too important when you are ambitious and motivated. Now, I feel that I could do better choices and that not going to University was certainly a mistake. Over four years I have changed different jobs, some interesting and some too boring for me. Nevertheless, I have learned from each one good and bad things and I had the chance to develop my skills as time management and being responsible for my actions. After changing different jobs, I have realised that I am very organized and that I like working with people. After many interviews I obtain a job as a store manager for a fashion company. All the responsibilities were new for me but, later I realised that I am a fast learner, I am ambitious and motivated mostly by results. Working as a store manager for more than five years allow me to develop time management skills, as all tasks had to be prioritised in store. I have also improved my problem-solving skills, as I was faces with situations when I had to take fast decisions and find ways to improve sales. Communication skills were improved as I was interacting with customers each day and, I had to be an example for my team in how you need to communicate and deal with customers. 
At the age of twenty-eight I got pregnant and soon after I had to go to maternity leave for one year. Being a mother is one of most important moment for every woman. It changes you, it makes you discover how tender and patient you can be and, it fills your life with joy. Even though, I had to dedicate all my time to my family, this meant also that I had to put a stop to my career life. After one year, I have returned to my job as a store manager with the support of my parents who helped me by taking care of my son. After one year I have found better opportunities and I have decided to accept another job as a store manager but with more tasks, working this time for a shoes company. This new experience made me feel more motivated by more responsibilities and I felt that all my efforts in achieving goals were appreciated. 
While my partner was working in the UK, and me and my son were living in Romania, I felt that our family is not how it was supposed to be. After many months of discussions, we have decided that could be better for me and my son to move with him in the UK. At first, moving to the UK was very devastating for me. I have struggled to adapt with all the changes around me: new culture, new language. I spent first years taking care of my son, as I couldn’t work until he started Reception at the age of five. Spending so much time taking care of the house and of my son made me become quite depressive and I felt that I have lost my self-confidence. One year ago, I have started working as a part time housekeeper at a hotel near my home. This job is not very motivated, but it has some advantages. It is five minutes away for my home, gives me flexible working hours so I can drop and pick up my son from school and gives me the opportunity to interact and know new people. Living in the UK made me feel less self-confident and sometimes I think that I can not have a good paid job without a qualification. I have taken my friends advice to start education again and here I am very excited to obtain more knowledge, to develop and to improve my skills. 
[bookmark: _Toc5647354]Self-evaluation review
1. [bookmark: _Toc5647355]What employers want
Employers expect that their candidates have different skills not only academic qualifications. If academic qualifications and work experience can be easily found, candidates with the right skills are more difficult to find.  According to UK Higher Education Academy (2009), employers expect several qualities from their candidates like:
· Being honest and trustworthy
· The ability to listen to others
· The ability to integrate quickly
· Good in presenting ideas, in writing and verbally
· Respect safety procedures 
· Time management skills
· Planning and managing time
· Good attention to details.
Time management is the ability of planning time through specific tasks. Covey (1989) developed the time management matrix, a tool which separate tasks in four categories: urgent and important tasks, important but not urgent, urgent and non-important, neither urgent or important tasks. First two categories are the one that need attention, these tasks need to be completed for goals to be achieved. The last two categories are time wasters and distraction and they should be avoided. During my life work experience, I have learned to differentiate between those categories and to set short-term and long-term goals. Most important for me is to concentrate on tasks that can help me to achieve my goals and to avoid procrastination. Working as a store manager, I have been confronted with situation when I had to accomplish several tasks in a limited period.  Moreover, I have learned to start working on complex tasks first, that allowed me to achieve results, then I have planned for later unurgent tasks, and simple tasks I have delegated to staff. 
Integrity and honesty are another characteristic that employers seek. People who demonstrate integrity attract other co-workers, can be count on them to behave in a good way and are doing the right thing no matter the circumstances. When working as a store manager I was responsible for all team member results. If one of them did a mistake I had to take responsibility as the team leader, but I also need to communicate to team members that repeating in not allowed. I never encouraged gossip and discussions, but I asked everyone to discuss their issues with the person in cause.
According to Morgan (2017), active listening is the process of understanding messages by interpretation of verbal and non-verbal messages. Leaders must listen to team members if they want to create honest relationships. It is not simple to know what team members know and it requires to observe body language, expressions and behaviour. Employees respect leaders who care about their general well-being. I have learned to view employees not as tools to achieve goals but as valuable assets with different skills and, it was very important to me to engage in matters important to my colleagues. Moreover, this aspect is very important to me, mostly in relation with the customers, as I had to listen to their needs and ask questions to find out what their perceptions and their expectations were.
2. [bookmark: _Toc5647356]Self- motivation
Motivation is what drives a person to achieve his goals. Motivation can be intrinsic and extrinsic. Intrinsic is performing a task for the satisfaction of doing it and extrinsic is performing a task because it will result in a reward (www.skillsyouneed.com, Accessed at: 10th April 2019). My motivation comes from a combination of intrinsic and extrinsic factors. At this moment I work part time because I want to spend more time with my family, although I go to work because if I will not, I will not be paid. Even if I work as a part-time housekeeper, I engage myself in every activity and I get satisfaction when I get things done.  I am a person goal oriented and highly motivated in achieving goals. I receive great satisfaction when I succeed what I have planned to do. I have completed a quiz on www.mindtools.com (Accessed at: 1st April 2019) and I have proof about how motivated I am. According to interpretation I am well motivated, and I use time and effort to set goals and do my best in achieving these goals.
3. [bookmark: _Toc5647357]Learning styles
Some people are characterized by a dominant leaning style, while others apply different learning styles depending on circumstances. Leite et al. (2009) examined the VARK learning style (visual, aural, reading and kinesthesis). The results showed that some examinees were having strong preferences, while others a combination of two, three, or four learning styles.  A similar model is the VAK learning style which gives easy approach to understand each person learning style. Visual learners prefer learning by seeing things through pictures, films, charts, visual aids, PowerPoint presentation and so on. Auditory learning style means transferring information through words and sounds while kinaesthetic learners prefer by experience – feeling, moving, touching (www. businessball.com, Accessed at 2019). When someone knows what his own preferred learning style is, he can focus on ways he can learn better and achieve more information and knowledge.
After completing the VAK questionnaire from www.businessballs.com (Accessed at 2nd April 2019), I have found out that my preferred learning style is the visual one.  Analysing my learning style made me realise how I can learn things easier and how to develop my skills in my professional life. When I need to complete new tasks, it is easy for me to use pictures, images or to write down a list with things to accomplish. Sometimes, I can visualise images in my mind and I can remember with my eyes closed specific places or objects. I learn more from visuals than from verbal information that I receive.  When communication with others I prefer the use of visual elements. I like creating PowerPoint presentations at work and as a student and I include in those images and charts that I can later explain. Nevertheless, I think that all types of styles are necessary for effective learning because all types are connected and sometimes dependant. For example, when watching a video on YouTube I still require listening to the sound and it involves the kinaesthetic element because I need to access a computer or a smartphone to play the video. 
[bookmark: _Toc5647358]Personal development planning
1. [bookmark: _Toc5647359]Johari window
The Johari Window is a tool which is being used to improve communication and self-awareness between people within a team. Developed by Luft J. and Ingham H. (1955), the Johari Window contains four quadrants: open area, blind area, hidden area and unknown area.
[image: Johari Window]
	Source: www.educational-business-articles.com 
The purpose of this tool is to facilitate communication and to increase the open area so that everyone can know others better and that they can know themselves better. Moreover, trust between people will become higher, and consequently work will be more productive and effective within a team. 


	
	Things I know
	Things I do not know

	
Things others know
	Strong organisational skills
Ability to prioritise tasks
Result-oriented person
Ambitious and self-motivated
Integrity and honesty
I am a good listener and empathy to others 
	I do not like to take risks
I am relaxed and patient
A reliable team player
Enthusiastic and positive attitude
Open to new ideas

	
Things others do not know
	Afraid of speaking in front of people
I have not enough self-confidence
I do not feel comfortable among people I do not know
When I have many tasks to complete, I hurry, and I feel stressed
I work better independently but I do not mind working in teams neither
	To be discovered



2. [bookmark: _Toc5647360]Force Field Analysis
Developed by Kurt Lewin, Force Field analysis is a tool which analyses the driving forces towards a goal and the restraining forces towards the same goal.  Bozak (2003) defines driving forces as those that are initiating changes and are pushing to achieve the change. Restraining forces are those working to restrain and minimalize the success in achieving the change targets (Fullan, 1993). When both forces have the same effect, the equilibrium will be reached.   



	Summary of skills and competencies I possess
	
	Force Field Analysis
	
	Requirements for a job as store manager

	· Organised person, time management skills
· Result-oriented
· High motivated in achieving targets 
· I work good in teams
· I am a good listener
· Good attention to details
· Hard worker and serious
· Good at working with numbers
· An example for my team
	


	

Equilibrium 
	


	· Dealing with customers complaints, customer focus
· People leadership, motivate team members
· Sales experience and leadership
· The ability to plan, prioritise and delegate
· The capacity to learn quickly
· Multi-tasking and work undepression
· Good team leader



3. [bookmark: _Toc5647361]SWOT Analysis
SWOT Analysis is defined by Kotler et. al. (2009) as the process of evaluation of strengths, weaknesses, opportunities, and threats. This tool is used by companies as a planning tool. However, this tool can be used for individuals to help them to identify areas which they can develop. A personal SWOT Analysis should focus on a specific goal, because every person has many skills and some of them could be irrelevant for the goal wanted to be achieved.
Strengths:
· I have experience working as a store manager for 7 years (in Romania)
· In June I will finish level four and I will receive the Certificate of Higher Education Skills for the workplace (qualification)
· I have good time management skills. I always plan my daily activities. First, I start with most important and urgent tasks, or with the one that gives me more results. I write a to-do list and a prioritise those tasks according to the level of importance. During my working experience, I have leaned that is very important to delegate some tasks to team members. Moreover, team members are feeling appreciated when receiving important tasks to accomplish while, I can focus on most important task.
· Multi-tasking skills. During working as a store manager, I had to do several tasks in the same time while interacting with customers, supervising the team or while implementing different promotions in store.
· Problem solving skills. Within workplace, I have found myself confronted with many problems. Once, the sales decreased dramatic due a financial crisis and me and the team had to come up with a solution. I searched for possible causes for sales decrease and with the help of my team we come up with several potential solution to increase sale in our store. From all those solutions, we choose the one that is probable to bring us more increases in sales.
· Highly-motivated and enthusiastic. As a manager I know that is a must to motivate team members. To increase sales and keep the team motivated, I used to set daily goal for each team member and at the end check results. Team members become more competitive and motivated to achieve results, even more when they could receive material rewards.
Weaknesses:
· Strong need to finish all tasks with the consequence of becoming stressed and nervous
· Over-commitment. When I do something, I am concentrated on my goal, and I am unable to change my direction and sometimes I found too late that I have chosen the wrong path. 
· English is not my native language and because of this I feel not so confident in myself
· I need flexible working hours. At this point, I can only work part time as I must drop and pick up my son from school. Moreover, I need flexible hours as I need to go to University two days a week.
· I do not have yet any diploma nor a qualification
· Lack of knowledge of the requirement market 
Opportunities:
· Being a student gives me the opportunity to expand my knowledge and to obtain a qualification 
· The London market has many opportunities for jobs as store manager position
· Job centre offers many job opportunities same as social media and websites
Threats:
· Competition with other candidates seeking for same jobs
· Brexit can affect the economy and my residential status
· Negative trend in retail, the industry is moving more and more to the online market
[bookmark: _Toc5647362]Review of understanding and expectations of the world of employment
1. [bookmark: _Toc5647363]The process of recruitment and selection
Human resource (HR) departments are responsible for the process of recruitment and selection and to ensure that the right candidates are chosen. According to Breaugh and Starke (2000) recruitment is the process carried by a company with the scope of identifying and attracting potential future employees. Armstrong (2011) identified several stages in the process of recruitment and selection: define what requirements are, plan the recruitment campaign, attract and select candidates.
Foremost, an organisation will perform a job analysis to identify vacant job positions, key tasks and responsibilities for a specific role and then which abilities are needed to accomplish those tasks (Torrington et.al., 2014). This analysis is the base for the next step in recruitment process: job description and person specification. The former refers to all tasks and responsibilities that a company is offering to a candidate, while the latter refers to all attributes, experience, personal qualities and qualification which an organisation is looking for in a candidate. 
After defining the job description and person specification, the next step is to reach candidates through advertising, job centre plus, recruitment agencies or online and social media job postings with the purpose of getting the right number of applicants. Job applications will be reviewed, and selected applicants will be invited for the interview or other methods of selection can be used. According to ACAS Website (2019), the purpose of the interview is to find out if the candidate is suitable for the job and moreover is an occasion to inform candidates about the job that they are applying. The selection criteria are those specified in the person specification. 
After learning about recruitment and selection process I have realised that it is very important to choose a right candidate for a specific role and fail to do so can affect the organisation’s capacity to perform optimally and achieve their objectives. The process of recruitment and selection is very complex. It includes several important stages that must be followed, and organisations need to adopt appropriate techniques with the purpose of selecting the right employee for the job.  
2. [bookmark: _Toc5647364]Contracts
ACAS.org.uk describes the employment contract as an agreement (not necessarily written) between an employer and an employee which starts when the terms and conditions are accepted.   Normally, an employee must receive a written statement, which includes the main terms and conditions of employment. According www.gov.uk (Accessed: 8 April 2019), a written statement must include:
· Name of employer and employee
· Job title and start date and the end date (if this is the case)
· Salary
· Hours of work and overtime hours 
· Holiday entitlement 
· Place of work
· Notice periods
· Pensions
· Discipline/grievance procedures
[bookmark: _GoBack]When working it is important to understand the rights and responsibilities for both employee and employer which result from the employment contract.  The employer has the obligation to pay the employee, give a payslip, provide him with work, keep employees safe, treat them fairly, give to employees correct information about their rights and deal with their complaints. Employee’s rights include the right for national minimum wage payment, sick leave and pay, pension schemes, holiday pay, health and safety, anti-discrimination making complaints and more (www.compactlaw.co.uk, Accessed: 8 April 2019).
Learning about employment contracts made me realise what are my rights and responsibilities established by an employment contract.  It is important to know your own rights, for example if an employer tries to fire you unfairly you can appeal to your rights established by the employment contract. Furthermore, it is very important to read your employment contract as many disputes can arise within the workplace because employees do not read their obligations. When you are informed you can easily avoid disputes at work and not breach any rules.
[bookmark: _Toc5647365]Career ambitions and aspirations
After I will graduate level 4 at University of Wales Trinity Saint David this summer, I would like to progress onto the BA in Leadership and Management programme (level 5 and 6). Furthermore, I would like a job as a store manager as I have interests in working in sales and with people. The job that I pursue is determined by my own interest and by the experience that I have in this field. I have always loved sales and I am very excited about communicating with clients. Therefore, this position is attractive to me because it would offer me the opportunity to develop relationships with clients or customers. I am familiar with the responsibilities that a store manager must have, and I am used to work with set targets, and I have experience in overseeing a team of more than 10 sale representatives. During my experience I have learned how to motivate and train team members so that the whole team can achieve targets. The best way to motivate team members is to set goals, to reward their success and to encourage them to contribute to daily activities by sharing their ideas which can make the entire store better.  I think that it is very important to be patience and to be a good listener. These two qualities can help you in avoiding conflicts between team members and in offering good customer service. 


[bookmark: _Toc5647366]Personal development plan
	NAME:
	Andreea Ioana Pitica
	Student NUMBER:
	1714745

	FROM:
	01 May 2019
	TO:
	30 April 2020


Planned outcome: find a job as a Store/Retail Manager 
	
What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion

	1. Improve English language







	· Listening to music, movies, news
· Read books and articles
· watch movies without subtitle, watch videos and repeat words
· speaking, talk and record myself
	Make use of technology, TV, smartphone,

	Self-evaluation
Receive feedback from others
	01 November 2019

	2. Graduate level 4 CertHe Skills for the Workplace  
	· Attend courses
· Read books and online articles do improve my knowledge
· Finish and submit assignments tasks in time
	Time to attend courses and for working on my assignments
Books and online resources
	Good marks for assignments tasks
Receiving the graduation certificate
	01 June 2019

	3. Progress to BA in Leadership and Management Level 5 and 6
	· Complete the Cert HE programme successfully in time for the June 2019 intake
· Fill in the requested form and return it back to Admissions
· Apply for Student Finance
· Come to the registration at the indicated date
	Support from family and friends 
Support from Student Finance
Support from University 
	Pass all exams
Receive an offer from University
Receiving support from Student Finance
	15 June 2019

	4. Improve my self confidence
	· Think positive and avoid negative thoughts
· Set small goals and achieve them
· Becoming more knowledgeable
	Support from others
Internet and people around me

	Feedback from others
Self-evaluation
Reflection 

	01 December 2019

	5. Research the market the available jobs
	· Find as much as possible about the market, big players in retail
· browsing website, reading reviews on Glassdoor
· check social media websites, Facebook, LinkedIn
· search for jobs on specialised websites
	Internet
Use my research skills
	Improve my knowledge about retail market in the UK
Finding several potential jobs

	01 October 2019

	6. Write my resume and cover letter
	· Review resume and cover letter writing techniques
· Review resume and cover letter examples
	Information learned at University
Computer 
Printer 
	Finish writing a resume and cover letter 
	01 October 2019

	7. Send job applications and start preparing for interview
	· Search through specialised websites for potential jobs
· Analyse job description for potential jobs and gather information about organisations 
· Build up a LinkedIn profile
· Send job application for identified job positions
· Review interview technique and prepare responses for common asked questions
	Research skills
Analytical skills
Use online media
	Successfully job application
Invitation to interview

	01 December 2019
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