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Introduction:
The purpose of the report is to determine comprehension of the essential skills needed in the workplace for adequately and successfully results, preparation for the career, ability to perceive smart goals, opportunities, and strengths; therefore, writing an reflective report regarding roll play and Professional Career Development.
Personal Career Development is the way toward picking a profession, improving individuals’ aptitudes, and progressing along a lifelong way. It is a long-lasting cycle or learning and dynamic that carries you closer to your optimal work, range of abilities and way of life. It requires effectively exploring individual word related alternatives to pick and prepare for occupations that suit individual character, abilities, and interests.
Reflective writing is reporting individual response to experiences, conclusions, occurrence or new data; conveying response to thoughts and sentiments, a method of investigating learning, an occasion to pick up self-information and advance to perform clarity and better comprehension of what individuals are realising; an opportunity to create and establish composing proficiency, a method of making importance out of what an individual is study.
“A process of looking back on what has been done and pondering on it and learning lessons from what did not work” (Conway, 1994.)

















 
Source: Gibbs reflective theory
M. Currell, (2020)


In 1988, Graham Gibbs design Gibbs’ Reflective Cycle to provide format to gaining from encounters. It offers a structure for oversee encounters and given its cyclic nature loans itself especially well to rehashed encounters, permitting individuals to comprehend and plan from things that either worked out positively or went inadequately; the cycle is divided in six phases:



Description of the event:
The main point of the professional career development report is to offer an understanding into the aptitudes, abilities and accomplishments gain in the module. The report has additionally given knowledge and understanding for students to achieve gain and accomplishments in professional career for a short or long period of time.
I have been working as Supervisor over two years, alongside with my line manager to drive the business forward. My experience is based on customer focused and front faced role. I have started my Level 4 to accomplish higher education and to progress forward in my career. The module has helped me to find my key strengths therefore, I learned to plan and prioritise the most important things during the day using time management tools; learning to develop opportunities is vital in a successful career. Moreover, the module has taught me how to set my SMART (Specific, Measurable, Achievable, Realistic, Time) goals to help me reach my aims in my career development. Setting SMART objectives implies potential to explain thoughts, centre endeavours, utilise time wisely and assets gainfully, and increase great odds of achieve what is required throughout daily life. 

Feelings:
 First, I started Professional Career Development module I felt nervous believing that is a hard subject and worried that will be difficult to understand it. However, the lecturer has helped by offering patience, great presentation and understanding of the course; therefore, I have gain confidence and everything I learned in the class I have applied in my career goals and workplace. The roll play has helped acquire assurance while I go for a work interview; therefore, I gain confidence and set goals for long term in my career development and private life.

Evaluation:
Evaluating the module and roll play I have learned that communication and professionalism are vital in a successful career; therefore, improving workplace preparation by following few steps such as: improve punctuation and orthography, capabilities, and non-verbal communication. Positively the module has thought me to find my strengths (patience, discipline) and personal development at workplace; moreover, I started to work in my leadership and communication skills. The experience has taught me that if I follow accurate procedure, I will have the ability to improve my work skills, getting better on managing my time and balance my personal life with work and studies.

Analysis: 
To effectively support top ability and make progression ways there should be a plainly characterized profession advancement plan. It gives an away from to the two representatives and administrators of their present jobs and aptitudes alongside the future jobs and abilities required. It likewise gives a timetable by characterizing when every one of these present moments and long-haul objectives should be accomplished so that progress can be followed, and changes can be made appropriately. The module has taught me that my short-term goals are to work alongside with my managers and learn how to take additional responsibilities for my own development. This helped me not to limit myself only to my current job role therefore, created an opportunity where I would like to see myself in five years’ time. I have set myself priorities and objectives to achieve the goal of completing a professional degree (BA Hons), enrol into a master’s degree programme, work alongside with my manager, and improve performance metrics. My long-time goal is to finish all my studies and apply for a promotion as a General Manager at my workplace. Professional Career Development has been an great experience for me, from where I have learned how to grow in my career by following the precise structure and goals plan; therefore, I have grown confidence, opportunity and ability to go forward in my career path. During my employment years I have used few strategies to gain the ability of career development for instance: have a meeting with my superiors regarding my future in the organization and share my career future plans moreover, showing my interest and capability of managing the business on the shift on my own, request more obligations- requesting extra work shows interest, additionally puts a focus on value to the organisation; listen cautiously to colleagues, supervisors, and I have worked on being an unmistakable and successful communicator. A method to progress in my vocation is to be ceaselessly securing new information, I ensure that my current list of qualifications follow those required aptitudes. The module has taught me how to be ready for future jobs interviews and new employment by doing the role play; preparing myself to focus on my strengths and abilities and make use of my knowledge and experiences in career development. I am using necessary tools and ideas from the sources to get better at doing the interviews and have better chance holding future employment.

Conclusion:
Professional Career Development module has made me discover my strengths and weakness; encourage me on becoming more confident about my insights and work harder for my goals with the opportunities I encounter. Learning how to set SMART goals and how to use Gibbs cycle in my daily routine to reach to the desire outcome in my profession advancement. As a student I have develop confidence with aspiration to grow in my career; therefore, completing higher education would open next door for my future perspective. My plan in the future is to work in Human Resources in Head Office, I would complete my Honours and continue to work on Chartered Institute of Personnel Development (CIPD) courses to ensure I could reach there one day.

Action Plan:
A vocation activity plan empowers individuals to centre the concept, objectives, and attention into a progression of steps to accomplish profession destination inside a sensible timeline. The cycle considers the way that circumstances change, and plans can be assessed and modified.
I have always worked on my opportunities to ensure it does not impact on my career or education. Even though I follow strict time management, it is still one of my biggest opportunity, academic writing skills, delegation; moreover, on the future I will prioritise more often and I will follows strict steps to reach at the outcome much desire. To better myself I will need to organise a SMART personal development plan to achieve the dream job and complete with great grades my degrees.
Short time goals- to achieve Level 4 certificate in Higher Education.
Long-time goals- Completing professional degree (BA Hons), applying for a promotion. 

Individual action plan of own self strengths and weakness:

       EFFECTIVINESS                                               IMPROVEMENT / EVOLUTION
	Great communication skills.
Gained patience.
Planning and prioritising.
Great attention to details.
Team player.
Strong organisational skills.


	It is difficult to keep balance between studies, career, and family time; therefore, I will often apply time management to my daily routine to control my schedule.

	After many years of trying I finally can study and finish my degrees to advance in my career and do the job I always desire.
	Stability in private life.
Difficulty on finding balance between work and day by day commitments at home.



          OPPORTUNITIES                                  THREATS    


Conclusion:

The module has taught me how to set my goals and how to improve my opportunities; I   learned the steps towards a successful career and how to develop my experiences and knowledge to progress and get better in the workplace. Role play was another step to gain confidence and will defiantly help with future employment. SMART personal development plan helped me to achieve short- and long-term goals. Gibbs reflection cycle has been a great tool to help me evaluate my occurrences, while Eisenhower method taught me how to manage my time by prioritising the most important things on daily basis. From my understanding the primary objectives of the career development plan of a person is to know where in life they expect to be and what sort of occupation an individual is aspired to have.
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Appendix 1: Role Play 
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Appendix two: 
My personal development plan (PDP) applying SMART goals technique:

The aim of creating a personal development plan is to report a succession of self-analyses, introspection and legal assessment of qualities and shortcoming. This should allow to evaluate the assessment of administration and the executives preparing I possess, and to think about future authority progress.
A model of how I set SMART goals in my PDP:

            S                        M                             A                            R                              T       
 
	
Goals
	   
 Specific  
	                    Measurable           
	
Achievable
	
Realistic
	
Timely

	
Obtain Level4 certificate in higher education
	
All assignments need a pass mark by end of the term (12Feb 2021)
	
Work hard in my assignments for successful grades 
	Diploma of completing Level4 at the end of the study.
	
SMART access to accomplish the goal
	
Two-month time

	
Continue studies for bachelor’s degree 
	
Completing Level4 with success to enrol for bachelor’s degree
	
Successful grades will allow me to pass Level4 and enrol in higher degree
	
Improvement on another two years of study to finish the degree
	
Time management to augment output  
	
Two years’ time 

	
Apply for General Manager position
	
Finalise my studies and work alongside with my manager for training myself at the business requirement knowledge 
	
Work hard and prove that I am qualified and the right person for the job
	
Getting the career, I have always wanted   
	
SMART access to obtain the objective
	
One – two years’ time  




Appendix three:

 To balance and acquire the ability to manage my time wisely at workplace, personal life, and study I use Eisenhower time management decision making such as:

                                 Urgent                                 Not urgent
Program the time to do it
Needs to be done now

Important     needs to 
                                                                     


                                                                    Erase 
Pass along 

 Not 
Important 


Source: D. Eisenhower, (2017)
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Interviewer:

Good Afternoon, thank you for coming today.

| am Yawar Hossain who will be conducting your interview today, beside me you
have Dr Mushffiqur Rahman who would be observing you as well. Based on the
observations and your answers will come to a conclusion to see if you are suitable
for this role or not.

Just to give you quick tip, it is your responsibility to ensure your answers are precise
and to the point and example based as best as you can. All the answers should be
given honestly and best of your knowledge.

Will be discussing for the role you have applied as Assistant Manager and how it
relates to your personal goal. | will be asking you series of questions and will give
you time to speak, if you have any questions please do not hesitate to ask me.

As an interviewee you would be required to answer them appropriately and sensibly.
The questions will be based on your personal goals. If you haven't got any questions
will begin the interview process.
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Tell me about yourself?

Please outline your academic qualification.

What are your greatest strengths?

What is your greatest professional achievement?
What are you looking for in a new position?

Where do you see yourself in next five years’ time?
How do you work on your opportunities?

How do you set SMART goals?

Completing higher education, how would that impact your future employment?

CENOORWN =

End of the interview questions:

Have you got any questions for me?
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Interviewee:

Good Afternoon and thank you very much for giving me the opportunity. It has been
a great pleasure to be in part of this interview.

1.

Hello, | am Carmen Todireasa. | have been working as Supervisor over two
years and over ten years in hospitality industry and care sector. My
experience is based on customer focused and front faced role. | have worked
in a diverse environment, managing a team of over 30 people from different
background. Working alongside with my line manager (General Manager) and
Assistant Manager to drive the business forward. | believe in customer
services is the key to success for any customer led businesses. Proven
record in successful audits and team player.

| have done Secondary and Higher School exams in my country (Romania)
which is similar to O’ Levels and A’ Levels in this country. | have passed them
with over 90% which is equivalent to A. Due to personal reason, | couldn’t
continue studies. However, | have started my Level 4 course with University of
Wales Trinity Saint David (UWTSD), so | can continue finish my higher
education.
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3. I have worked very hard to reach where | am currently. Having young family,
and career is always difficult. Time is short, organising work, family life, and
education means your hands are tied. | follow strict time management and
planning to prioritise my day. So, | would say my key strengths would be
planning ahead and prioritising, strong organisational skills, great attention to
detail as I'm perfectionist, great work ethics and teamwork, team player and
work great with any team.

4. My first work started as a part time bartender in a restaurant; it was my
manager at that time that motivated me. | have worked hard, learned on job
and asked feedback from managers. | have quickly moved to be a server
(waitress) and then trainee supervisor, after that Supervisor. | have created
my own goals and pushed myself to be better. Greatest achievement would
be when | passed both Financial and Due Diligence Audits. It showed that |
am doing a great job at workplace and all the training has been paid off.

5. I firmly believe in career progression, an opportunity for me to grow with in the
business. Learning and development opportunity, also a succession plan from
my line manager. | would like my line manager to provide me constructive
feedback, so | know where | stand and what opportunities do | need to work
on.




image7.tmp
6. Working alongside with my manager currently helped me a lot. My line
manager he didn't stop me to my current responsibilities but taught me and
trained me to take additional responsibilities for my own development. | have
always been keen on learning new tasks. This helped me not to limit myself
only to my current job role but also see created an opportunity where | would
like to see myself in five years down the line. | have created a higher barrier

for myself. | have set myself priorities and objectives to achieve those goals.
By next three years to complete a professional degree (BA Hons.), enrol into
amaster's degree programme, work alongside my line manager and improve
performance metrics, apply for promotion (to be a General Manager).

7. To be successful in any career, it is vital that you know your opportunity. |
have always worked on my opportunities to ensure it does not impact on my
career or education. Even though I follow strict time management, it is still one
of my biggest opportunity, academic writing skills, delegation
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8. SMART Goals
S- Specific
What/Why do | want to accomplish? / What are the requirements/constraints?
M-Measurable

How will | measure my progress? / How will | know when the goal is
accomplished?

A- Achievable

How can the goal be accomplished? / What are the logical steps should |
take?

R- Realistic

Do | have relevant tools to accomplish this goal(s)? / Is this goal in line with
long term objectives? ! Is this realistic?

T-Time
How long will it take to accomplish this goal(s)? When is this due?

Setting SMART goals definitely help to reach our goals
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9. Completing higher education would open next door for my career and future
prospective. My future plan is to work in Human Resources in Head Office, |
would complete my Honours and continue to work on CIPD courses to ensure
| could reach there one day.




image10.tmp
Question from Interviewee:

| have few questions for you; firstly, what are the next steps after the interview?
Secondly, when would | know if I'm selected? Is there any feedback for me?
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Answers to the questions from the interviewee:

1. We are conducting few more interviews and will come back to you once we
have finished it.

2. You will be hearing back from us by next week.
3. As | said will have detail feedback for you once | have conducted all the
interviews. At the moment | am not providing any feedback.
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