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[bookmark: _Toc31105758]Introduction:
Self-awareness is considered to be the first block of building emotional intelligence. Self-awareness is referred to as the act of being aware of oneself that involves the traits, feelings, and behavior of an individual. To do so, one needs to improve his or, her understanding of themselves along with other people. Johari windows is a technique that helps to do this by identifying an individual's different traits and behaviors. Besides, it gives feedback to the user by addressing the behavior. In today's time, it is quite difficult to find the time to understand ourselves. Moreover, we do not try to find and evaluate the strengths, weaknesses, opportunities, and threats of ourselves. This is slowly but greatly affecting our personal and professional life. As much as the self-awareness test is important, only proper evaluation can ensure its effectiveness (Kroth and Christensen, 2017).
[bookmark: _Toc31105759]Self-Awareness Test: Knowledge and Insights
Self-awareness tests are used to get an understanding of the traits and behaviors of an individual (Rouse, 2010). Several tools are used to do the test. Johari window is one of the most widely used tools used to get a better understanding of an individual. Besides, personal SWOT analysis is also helpful to know about the strengths, weaknesses, opportunities, and threats and to act accordingly. For instance, one may need to improve one's communication skills and software skills; however, it may not be possible to identify the need in the first place if not addressed properly. On the other hand, the same person may use the knowledge of a professional course in a job if it can be acknowledged as a strong side or as a strength. On the other hand, several online IQ tests help to identify the potential traits of an individual.  It is believed a better understanding of oneself can lead to a better understanding of other people (Shelver, 2017).
Johari test or, Johari Window Model is a psychological tool developed by Joseph Luften and Harry Ingham in 1955 to separate the traits and things based on its acknowledgment to the individual and other people. The name, Johari, was derived from the first name of the creators. It is a simple and effective tool to understand and develop self-awareness, communication, interpersonal relationships, group dynamics, teamwork, and intergroup relationships. The tool mainly emphasizes soft skills such as empathy, behavior, co-operation, etc (Smythe, 2016). The use of this model has become popular as it applies to various situations and environments.
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[bookmark: _Toc31105767]Figure 1: Johari Window Model

The Johari Window Model has four quadrants and the following are open area, blind area, hidden area and unknown area (Esposito, Mcadoo and Scher, 1978). The things that are known to self and also known to others is the open area. On the contrary, the things that are unknown to self and known to others is the blind area. The hidden area is the one where things are known by the individual but not known by other people. Lastly, the unknown area is where things are not known by either self or by people (Benson, 2016). This model can facilitate the growth of an individual by the feedback of others (Oliver and Duncan, 2019). The use of self-disclosure and changes in feedback can be made consequently. Through this model, the strengths and weaknesses of an individual can be identified which can be beneficial as the individual can play on strength and limit the weakness. After conducting this test, I got to know my strengths and weaknesses (Wiedemeier Bower, 1998). For instance, my strength is my practical knowledge in my life. Academic education is my motivation and I have the energy and knowledge to do so. Good interaction with people, good customer care knowledge and the ability to work in the hospitality industry is some of my strengths. Moreover, a low temper is also my advantage as it allows me to work under pressure and unfriendly situations and environment. Here, all the strengths fall under the open area as these are continuously being exposed to other people. On the other hand, IT skills, time management, etc. are something that I need to work on. As it can be seen that, the Johari model helps to separate traits and behavior and thus helps to determine the strengths and weaknesses. The Johari window yields result after getting feedback from several people.  This is an advantage and a disadvantage at the same time. Like many other tools, Johari Window has certain limitations. As discussed earlier, this model generates a result that is based opinions of others. These opinions are sometimes influenced and manipulated by several factors. For instance, a supervisor or a friend may be unwilling, to tell the truth of one's weakness out of the fear that the person in question may react badly to the feedback. On the other hand, the person in question may not be willing to accept the feedback if the opinions are not prepared carefully which may create tension with the result. This ultimately may lead an individual to accept the weakness and take the necessary steps to eliminate that. For instance, if the lack of time management skills of an individual is in the blind area, it means the person is not aware of it; however, the people around him are. Now, if the opinions say that the person needs to work on that, the person may not accept it and ignore the feedback. The traits of a blind spot are the most difficult ones to address and work on.
While taking this test, I have completed a list of adjectives that included 95 adjectives. In the list, I marked the ones that I believe I possess in myself and distributed the same list of adjectives to 10 persons to complete it. 72 out of the 95 objectives were both used by me and the other people. More than 52 percent of the adjectives coincided in both my list and the group list. This reflects that the people who participated in the test are well aware of my traits and behavior. The effectiveness of the Johari test is greatly determined whether the other people who participated in the test know the person in question well enough or not. 38 percent of the adjectives were used by the group; however, not by me. This reflects my blind square. Some positive traits chosen by the group were disciplined and stable. On the other hand, clumsy and lazy were some negative adjectives picked by the group. The in-class behaviors might be responsible for these negative traits. 10 percent adjectives were chosen by me only and that reflects the hidden square of my test. These are the traits that are unknown to other people. For instance, demanding was one of the adjectives in the hidden square. The negative adjectives showed weakness. For example, the adjective 'lazy' reflects that I struggle with the completion of work in time. This ultimately indicates the lack of my time management skills which is a potential area that should be improved. As the findings of the test support my expectation, the Johari Window is an effective tool in my opinion. However, this might not be the case always as the feedbacks cannot be reliable all the time. Moreover, if the participants do not know the person in question well enough, the test will not produce an effective result. Although with some limitations, the Johari Window Model is a simple and effective tool to be used. 
The Belbin test or, the Belbin Team Role is an effective way to identify and assess the behavioral strengths and weaknesses in a workplace (Meslec and Curşeu, 2015). Dr. Meredith Belbin and his team found that there are 9 clusters of behaviors that are now known as Belbin Team Roles. The nine roles are explorer, executive, innovator, driver, analyst, chairperson, team player, completer and expert. The roles are divided into three categories and the following are thinking oriented, action-oriented and people-oriented. The teams that are formed with Belbin's categories are more likely to achieve its objectives as there is no overlapping or missing of qualities in the team (Thomas, 2017).
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[bookmark: _Toc31105768]Figure 2: Belbin Team Roles

According to the Belbin test, I am 17 percent innovator, driver, team player, 14 percent chairperson, 11 percent completer, executive, 8 percent analyst, 6 percent explorer and 3 percent, expert.
[image: ]
[bookmark: _Toc31105769]Figure 3: Personal Score of Belbin Test
The role innovator, driver and team player fit me the best. Innovator refers to the creative generator of the team whereas the driver refers to the ambitious and energetic one. On the other hand, a team player is the caring one, works to foster harmony and avoids conflicts. According to the test, my role in the team is an innovator. It is correct as the traits of an innovator are similar to my traits. For instance, a strong imagination power along with the desire to be real, a tendency to approach tasks and solving problems are some characteristics of myself. These characteristics are also the ones that should be present in an innovator. Moreover, the role of an innovator is thought-oriented. Though oriented roles are considered to be the most important role as it analyzes and evaluates options and provides technical expertise. However, an innovator has some limitations. For instance, an innovator ignores details and is too busy or preoccupied to communicate effectively. Moreover, an innovator holds strong ownership of the idea and hinders the possibility of yielding better results by discussing with other team members. Belbin test is one of the most widely accepted psychological tests around the world. It helps to get an understanding of an individual's behavioral strengths and weaknesses that are related to the workplace. Moreover, it is helpful in the recruitment and relocation of the employees. However, this technique is not as simple as the Johari Window Model. The Belbin report is difficult to measure as the result is determined and influenced by many characteristics such as personality, experience, current scenario, learning behavior, etc (Reece and Brandt, 2009). As these characteristics change over time, the reliability and validity of the result are sometimes doubtful. Self-awareness is useful for an individual, especially in the career. As it helps to identify the strong and weak sides, an individual can continuously be developed and get the best outcome.
[bookmark: _Toc31105760]Conclusion:
In my opinion, self-awareness tools such as Johari Window Model, Belbin Team Roles are useful and important for an individual as both of these tools help to have a better understanding of oneself and also of other people. Whether to develop individually or in a group, self-understanding is crucial. When it comes to simplicity, the Johari Model is simpler to measure than the Belbin Team Roles. On the other hand, the acceptability of the Belbin test is higher. The purpose of the Johari Window model is to identify personal strengths and weaknesses. On the other hand, the purpose of the Belbin Team Roles to identify the best suitable role in a team and to ensure the highest effectiveness of teamwork. In the end, it can be concluded that both the tests are useful and effective.
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In today's world, the job market has become more competitive and dynamic than ever. For this reason, the proper understanding of the job advertisement is as much necessary as the skills required for the job. The first impression of a candidate to the employer is generally reflected in the cover letter and curriculum vitae. It is important to emphasize the perfection of these documents as it determines whether the candidate can present the knowledge and skills in front of the employer or not. Before sitting for an actual interview, taking one or more mock interviews can be a wise decision as it helps to identify the weak spots and to solve them before appearing to the employer(Bloom and Kitagawa, 2015). The report discusses my reflection on the importance and relevance of job advertisement and application documents. Moreover, it includes a discussion about the role of the preparatory steps and activities before an interview. The report also covers the lessons I have gathered from the mock influences and its influence on the development of my career.
[bookmark: _Toc31105763]My Reflection:
Job advertisement refers to a printed or electronic notification that conveys the message of hiring someone to perform a specific task in a company (Appleby, 2018). Job advertisements can be divided into the job description and person specification. A job description, by the name it states that is an internal document that includes the job details such as the requirement, duties, responsibilities and required skills and knowledge for a certain job. The company uses job descriptions as a mean of expressing expectations. Job description allows a candidate to understand what is expected of them and if they have the abilities to do so. After the details of the job have been included, the company also posts a personal specification to let the candidates know about the required set of skills, knowledge, experience and other attributes expected by the company for that job. In other words, personal specification is a summary of what kind of person the company is looking for. A job advertisement is important to both the candidates and the companies. Firstly, job advertisement allows the company to spread the news of the vacant position to the people. Secondly, it increases the exposure of the company. As the people get a short view of the company in the job advertisement along with the specific news of the job post, the image or, initial impression of the company to the people is greatly determined and influenced by it. Most importantly, job advertisement is useful to target the right candidates. As the advertisement sets the tone of the candidates' application, it clearly states the kind of person the company is looking for and the rest get excluded. The job description consists of four information and the following are job summary, job function list, requirements, and other information. A candidate needs to shape his or, her application documents according to the job advertisement. For instance, if I apply to a job position in a hotel, I need to show that I have the relevant and demanded skills in the hospitality industry. A cover letter or, a letter of motivation is a supporting letter attached to the resume or, curriculum vitae introducing the candidate to the employer. There are three main types of cover letters and the following are application cover letter, prospecting cover letter and networking cover letter. The application cover letter is tailored to the required skills and knowledge listed in the job post. The purpose of this type of letter to sell oneself as a potential job candidate. On the other hand, prospecting cover letter is more about the inquiry of an open position in a general view rather than a response to the job post. The networking cover letter is completely different than the other two types of letters. It still comes from the job seeker; however, it is sent to former colleagues, friends, and other contracts to inform about the sender's status along with a plea to help in the job search. Application cover letter is the standard form of cover letter that is widely used al over the world. It helps a candidate to stand out from the crowd. As most of the resumes and curriculum vitae are almost similar, an employer usually emphasizes on the cover letter for the initial selection. A curriculum vitae or, CV is a summary of the job seeker (Craven, 2016). It contains the basic information, previous experience, academic qualifications, achievements and other skills of a candidate. This helps the employer to get an understanding of the candidate formally and evaluate whether the candidate fulfills the stated requirements in the job posting. A CV should have quality, clarity, usefulness, and relevancy in it. Moreover, keeping the CV short, sweet and up-to-date is recommended. However, the shortness of a CV differs from one country to another. For instance, in the UK, it is recommended that the CV should be no longer than 2 pages whereas, in the US, a CV is typically a one-page document. My cover letter shows the interest level of myself to the job at the beginning as it conveys a message about the seriousness. Afterward, I included the key strengths and lastly, the professional certificate on B.I.I. and also stated about my past experiences. The sequence of the cover letter ensures the effectiveness of it. If I break down the document in three parts, it first engages the reader by showing my interest and then my capability and lastly, my advantage. Overall, it sends a strong and confident message that might attract the employer. In my CV, I started with a very short description of myself. It is not the name and the basic information but the good and strong sides of me that the company may find interesting. Then I told about my key skills and attributes and my career history. As I had many previous experiences in relevant positions, it creates value to the document as it sends a message that I do not need to start from scratch. Moreover, companies always prefer experienced ones as they tend to be more capable of handling various situations. I added the educational history and the hobbies at last as it gives a soft ending to the document. If I had put this information in the beginning, the reader might not be interested enough to go through the rest of the document. Relevancy of the application document is necessary as it keeps the reader engaged and focused. The interview is the second stage after the initial screening process. In the interview, the employer and the candidate have a face-to-face conversation to get a better understanding of each other. Well, preparation is recommended before sitting for an interview. Structural preparatory activities can ensure the highest performance. The performance of one individual might differ according to the level of preparation. Firstly, a candidate should carefully examine the job description to look for the important points. Secondly, the candidate should perform thorough research on the company and on the role to get a better understanding overall. Afterward, the candidate should list down common interview questions and prepare suitable answers for each of those questions. It will help to boost the confidence level as well as increase the chance of success. Moreover, it will also help the candidate to avoid the common answers to these common questions. No matter how much precautions a candidate takes, only practice can make it perfect and yield the expected result. Keeping that mind, practicing the voice tone and body language is essential to reduce the stress in the interview. An interview is not only about answering questions but also about asking questions (Eisenstadt, 2012). A candidate may have questions about the company, the job itself and the specifications. Asking the employer relevant questions confidently sends a message that the candidate is open-minded and serious about the job. All the above steps are of no or little use if it does not get implemented. For this, a candidate should go through several mock interviews to assess the performance and act accordingly. Mock interviews allow a candidate to get feedback based on real-life situations that can be useful in the actual interview. A well structured mock interview judges the candidate on several aspects and gives feedback on multiple areas. To ensure the effectiveness of the mock interview, the quality of the interviewer needs to be considered carefully. It is because it is the interviewer who will conduct the mock interview and assess the candidate.  
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[bookmark: _Toc31105770]Figure 4: Gibbs Reflective Cycle

Gibbs reflective cycle is a tool invented by Graham Gibbs in 1988 to help people think systematically about the experience of a particular situation (Williams, 2014). In the mock interviews, I gathered much valuable information that might be helpful for my future career development. The assessment criteria of the mock interviews were divided into four range of numbers. If someone gets 20 and 59, it represents the candidate was unable to satisfy the interviewer and may not get a call at all. The person who got a number between 60 and 79 is the one with inadequate preparation for the interview and insufficient skills and knowledge for the job. This range of numbers also indicates that the interviewee missed the opportunity to get the job. When it comes to the number range of 80 to 89, it means the individual is hired; however, not all the requirements are completely fulfilled. Lastly, the 90 to 100 range reflects that the individual is hired as he or, she had been able to demonstrate all the necessary skills and knowledge and also performed well enough in the interview session. After the mock interviews, I got 93 marks which were a good feeling about the situation. However, it also occurred to me that I could have done better. After the assessment, I go to know about the strong sides and also had an idea of the areas to be developed. I performed an excellent first impression. I also got complimented for my good dressing, calmness, and professionalism. Moreover, the interviewer liked the way I asked questions as they were relevant and clear. However, I got to know that I have to be precise while asking questions and show more enthusiasm. The lessons and experiences I got from the mock interviews were helpful for my current and future development.
[bookmark: _Toc31105764]Conclusion:
The success behind the job sector lies within the proper understanding of the job itself along with a better understanding of oneself too. For that, one needs to understand the job description first and evaluate whether one is fit for the job or not. Moreover, the skills that are useful for one job may not of much use to another job. It is necessary to identify the relevant skills. The in-class activities especially the mock interviews, cv writing, cover letter writing helped to get a better understanding of the job sector and prepare me accordingly. All in all, the experiences and lessons I got from the activities will lead me to be a better person and I am looking forward to work and improve accordingly.
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