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Executive Summary 

The purpose of the first part of the report is to analyse the researcher’s own personal development that they have come across on their learning journey and how to develop themselves in order to become the person that they aim to be. It analyses different learning methods such as Vark, SWOT analysis, Smart goals, Johari windows, Honey & Mumford, Kolb learning cycle, Self-Awareness, Personal Development Plan, Go Mad. It explains what each learning method consists of and how they allow you to keep track of your own personal development by looking at how the researcher’s skills and knowledge prospered including methods on how to improve the researcher’s skills further in order to ensure they are working effectively and ready for employment. 

The second part of the report looks at recruitment and selection processes, including how the researcher would go about selecting and recruiting a candidate for a job as an employer. It includes a recruitment process, such as putting together a job description, a personal specification such as application form, C.Vs and interviews. The researcher analyses the different methods included in the recruitment and selection process and how it could be used to select an appropriate candidate for a specific job role.
 
The conclusion summarises what the researcher has learnt about the learning methods mentioned in the report, as well as how it aims to increase personal development. The researcher also learnt how the recruitment and selection process aids in choosing best candidates for a specific job role and the vital methods that determine whether a candidate is successful. The researcher has expressed their understanding of interview stages and what is involved in this process for employers to make decisions about potential candidates. 
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Introduction

Professional career development is important for career success as it makes sure that you are within your capabilities and working towards the same standards as everyone else in the organization. Career development ensures that an individual has refined skills to present customers and other people a professional and high-quality service. Continual development helps you to grow a close bond with your team members as well as becoming more efficient in the work environment, which will help expand your career into new job roles, such as managing or mentoring other people. (Kloosterman, 2014).


My understanding of the skills and knowledge which contribute toward working effectively and being employment ready are the leadership, communication, problem-solving, I.T, time management, flexibility and team-work skills which are useful for this role. 


This report includes how I developed the skills and knowledge mentioned above, that help towards working effectively as well as being ready for employment.


My understanding of the recruitment process is that it is an organisation-specific model designed to find and hire potential employees. The steps that are necessary to recruit for a position are not always the same and can be unique in different organisations. An organisation may use job advertisements and referrals to find potential candidates. The researcher will go through different assessments including job application, CV, cover letter, background checks, references and interviews to find out whether they are suitable or not. (Doyle, 2017).










Findings

Part one 
My development through this learning journey of life has taught me on how to become the person I want to see myself in, and how to build my own career ladder. During my learning journey, I have learnt about SWOT, Smart, Self-Awareness, Personal Development Plan and Go Mad, these methods is a process of improving my knowledge and skills.

SMART Goals
The SMART acronym first appeared in the November 1981 result of Direction Review. “There’s an S.M.A.R.T way to write direction destination and the object lens.”, was the championship and it was written by George Doran, Arthur Miller and Henry James Cunningham. (Smart Goals, 2017).

SMART goals are a set of guidelines to help achieve your desired goals. It stands for specific, measurable, attainable, realistic and time-based. The goal needs to be specific, as you will need to be able to question what you want to accomplish, why it is important or who is involved. It needs to be measurable as you will need to be able to follow the progress you are making and ensuring that you are motivated to reach your goal. To reach this goal, you will need to ensure that it is achievable and be able to answer questions such as how you will accomplish this goal and how it is practical.  It is important that the goal you are trying to achieve it worthwhile and it is important to you whilst being a relevant goal. The last step in achieving this goal is to make sure that you have a set date on when you want to achieve this goal by (Mind Tools, 2018).

My goal is to work as a receptionist in a 5-star hotel, working on the database, taking bookings, including hospitality. 

By working hard and completing my course, getting a degree, that is when I will know that I have achieved it, also by getting myself well prepared for the job role, I want to see myself in.

I have good communication with all kinds of people. I am also a friendly person with a smile, which is most important for my role. 
I always wanted to work as a receptionist as I am very passionate about it, and love to meet new people. 

In three years’ time, after I completed my course and reached graduation with a degree, I will then achieve the desired job role and succeed in this career path. 

Go Mad














Go MAD (Gilbert, 2017).

Go MAD new version was created by Andy Gilbert in 2017. This lead to the developing of a results framework and a practical set, that anyone can easily learn and consciously apply to increase their probability of succeed. (Gilbert, 2017).

It is a dream job which I always was passionate about. Be self-independent and have a professional life. I am a strong-willed character, very keen and motivated. 
From past experiences and after graduation, this will help prepare me to be fully equipped with vital skills required for this job.

Working as a receptionist and growing within a company, will expand my socialism and hope to increase my professionalism.
This is what my short-term goal is, to improve leadership, interpersonal, IT and communication skills. 

My long-term goal is to achieve graduation by completing the course and becoming a receptionist in a five-star hotel.

To achieve these goals, it is important on how I would prioritise and follow a plan, such as completing my course, attending lectures, doing research, meeting my deadlines, being flexible and punctual as well as gaining work experience.

At a previous job as an interpreter, I have engaged with new people every day. In a call centre, I worked within a team, taking part in answering telephone calls, assisting customers with general enquiries and dealing with their queries. During a past course, in computing, I have acquired my computing and I.T. skills as well as increased my knowledge of databases. 

I will involve the lecturer to teach and guide me through my studies as well as helping me improve all skills needed for this role. Childcare will also be involved, to support me whilst studying. A career advisor from an organisation will also be involved to find me a work placement so that I am able to gain experience and build on my skills.

Personal responsibilities that I have include staying active, being energetic and being positive. It also includes building on self-confidence and self-esteem as well as respecting others. 

I will keep up with all the hard work and focus on completing my course, getting a degree. After completing my graduation and getting myself prepared for the job role, I will then know that my goal has been achieved and gained success in life. 
Personal SWOT Analysis
STRENGTHS					WEAKNESSES		
OPPORTUNITIES					THREATS		

The SWOT analysis was designed by Albert Humphrey, in the 1960s, at the Stanford Research Institute. It is a visual representation of what your strengths and weaknesses are as well as the opportunities you have and the threats you could face, in work or personal life situations. (Lucidchart, 2018).

I am a well-organised person and can prioritise as well as balance my duties. I can communicate well with different people and pay attention to details when we have discussions as a group. I am a very reliable, friendly person, flexible and punctual as well as having self-confidence with a creative mind. I have a positive approach and always stay focused, strong and energetic, very committed to achieving my success. 

My weaknesses are that I spend a lot of time cleaning and keeping things tidy always. Also, I am always attempting to please others, putting everyone else first and not thinking about myself and my desires. I always try too hard to make things perfect which can be very stressful. There is some weakness in my essay writing as well as report writing, where I need to progress how to write in a good sentence and put in the right paragraph and work on my grammars and punctuation. While doing a presentation in front of the class, if anything goes wrong I lose concentration.

As a new adult learner re-engaging back to education, can be very challenging and finding it difficult to maintain all aspects of life. It is a huge commitment where I will have to spend more time on essays, assignments as well as presentations. At the same time, I will have to balance my duties towards my family, which means I will have very less time to focus more on my studies and complete any homework’s or activities which are given to me in class. These responsibilities lead to stress and frustration and make it difficult for me to keep up with my studies, which means if I do not focus on my learning skills I will not be able to achieve any success or reach my goal in becoming a receptionist.

Fear of failure is becoming the biggest barrier which I am finding it difficult to keep up with my duties and studies at the same time. Lack of family support, although I am trying hard to complete tasks and my assignments throughout the night, by getting less sleep which is preventing my lack of concentration and being myself. I fear that my failure will stop me from reaching my goals. 

The key to overcome my barriers is to identify what is holding me back from reaching my goals, and then take a step to reach my targets. The steps to be taken are, finding time for myself and make a list of plans what is needed to be done. Focusing on my studies and getting feedback from my lecturer, complete all tasks and meet my deadline. Practising more on my presentations by working with my group, such as rehearsing and building my confidence. Ask friends for support when needed, take care of my health by eating and sleeping on time, this will help me in staying energetic and less tiring. Attending IT lessons where I would be learning such as writing skills and gain knowledge on punctuation. Being a well organised and reliable person, I will take full advantage of all the opportunity that comes my way and set a goal to achieve my success. 

Self-Awareness	
Known self		Things we know about ourselves and others know about us.	Hidden self		Things we know about ourselves that others do not know.
Blind self		Things others know about us that we do not know.	Unknown self		Things neither we nor others know about us.

Johari window 

Johari windows were created by Joseph Luft and Harry Ingham in 1955. It’s a simpleton and useful tool for understanding and training self-awareness. (Self-awareness, 2013).

If “awareness” is touching visualization admit into the world, “self-awareness” is in relation to focusing your attention on yourself.
It’s the capacity to notice your own feelings, physical sensations, reactions, habits, behaviours, and thoughts.
You are conscious regarding these unique factors on yourself if as you were another person staring at you.
We whole hold a self-image about how many we want others to become aware of us. You may consider yourself so punctual, however, you are often late in imitation of appointments (Warley, 2018)

The Unknown Self is the interest up to the expectation I cannot see, others can’t advise such either. In that category so may stay proper yet defective matters as are out regarding the recognition of others or myself. This would possibly speak in accordance with untapped potential skills then talents so much hold yet according to be explored by me, friends, colleagues yet managers. (Warwick, 2017). 

When I will measure my self-conscious, I would be able to see wherever my thoughts and emotions are guiding me. It permits me to require management of my own actions, therefore, I will be able to create the changes to urge the outcomes I need. This could embrace changes in my emotions and behaviours. 

Why self-awareness is important because having a better understanding of me, I can experience myself as unique and separate individuals. Building my strength and identifying areas where I would like to improve.  

How to boost or extend my self-awareness, is by looking at myself objectively, writing down my goals, plans and priorities. Getting feedback from a tutor and getting described my character from a trusted friend.

Knowing my self-awareness will give me more knowledge on where I need to improve and have a good understanding of myself, it will benefit me from communicating with the guests working as a receptionist in a hotel. It will help me build my self-confidence and overcome any issues or problem-solving between myself and the guests.  

KOLB Learning Cycle









The KOLB Learning Cycle was created by David Kolb in 1984. (Kolb, 2017).
 
Learning patterns had been flourished through Peter Honey and Alan Mumford, based on the job regarding Kolb, yet those recognized four wonderful discipline patterns or preferences: Activist, Theorist; Pragmatist and Reflector. These are the study approaches as persons naturally decide upon or those endorse up to expectation in order in conformity with maximising one's personal non-public lesson each assignment to understand their learning style and seek out possibilities in imitation of analysing using so much style. (Mobbs, 2018).
I would monitor myself being an activist, as I am a very active person with an open mind. I work hard on getting things done very quickly and stay prepared for the next. I like to involve myself with others and working as a team, and having group discussions, enjoy doing all kinds of activities together. Always being creative as I am a creative person, who likes to do things with my hands. Being organised always, keeping things perfect. I enjoy solving problems on puzzles, board games and word search.

VARK stands for Visual, Aural, Read/write and kinesthetic, these styles are used for learning information. It was suggested by Fleming and Mills, (1992). This four-learning style reflects the experience of a student and teachers. (VARK, 2018). 

As a visual learner, I learn best whilst my sight is being engaged. This means that my learning techniques include indulging in books and reading, especially those that have pictures or colourful illustrations. I absorb information from diagrams, videos and bright texts. Creating notes and posters in different colours help me to retain and understand the things that I am learning about. (Aromin, 2018).
I am often found sitting in the front of every class, taking in important notes from what the lecturer has written in their presentations and am captivated by bright colours and animations that may be used. I find myself to be very creative and interested in art and painting. I also find that in order to learn a new task, I am keen on watching another people doing the task, watching what they are doing than attempting to do this task. (Aromin, 2018).

My support mechanism includes the lecturers from the university and my classmates. My lecturers gave me the opportunity to gain knowledge and understanding of how to further develop myself. My classmates have been very supportive, we help each other in class and via group chat. We work together as a team and make plans to meet so that we can practice together preparing for our presentation.





Personal Development Plan
Development objective	Specific actions	Barriers and how they will be overcome	Support required	How I will know when I have achieved the objective
		1. To improve my presentation skills								                                     		Practice		Rehearsals would take place.	Finding time to rehearse		Give me a routine by taking out some time for myself for this task.	Opinions and getting feedbacks from lecturers and family/friends.	When I feel I am ready and have self-confidence and give my presentation without hesitating.
		2. IT SKILLS				Attending every session with my IT lecturer.	The days of the week can be critical for me at some point because I attend hospital clinics with my son’s appointment, which is only on the day of my IT sessions.		Try to collect notes from a friend or my lecturer via emails.		Practice techniques learnt.	Seek support from my partner to attend those hospital appointments and get support from my friends/tutor on helping me catch up for the sessions I miss out.	When I get the outcome of good results from my lecturer by applying the IT techniques learnt to my academic studies. I will then know I have achieved the objectives.



After successfully securing a position as a receptionist, I will be able to progress a variety of skills as well as my knowledge and understanding. Communication skills can be increased, as a receptionist interacts with different people on the job, such as customers, colleagues and managers. This skill is used every day and with most tasks, I will be required to communicate information accurately and clearly to ensure the messages are being received by other people as intended. I will be learning verbal communication alongside other types of communication such as maintaining good eye contact and body language. This will allow me to progress my communication skills by engaging in different tasks whilst at the job and help me to adapt this skill so that I can use this skill in different settings I may find myself in.

My customer service skills will be greatly enhanced as my job will require me to work with customers to ensure that they receive the best service. Listening to customers and dealing with any queries they have, on a daily basis, will allow me to understand the needs of customers and improve my knowledge on how to cater to their needs.

Engaging in further training, and keeping up-to-date with policies and procedures, will increase my professionalism whilst at the job and allow me to use this to adapt to different jobs or workplace environments.

Part 2 

Considering the recruitment process, it is vital to include the skills and attributes that are specific to the job’s role, to ensure you have best candidates applying for the role.  Thinking about the selection process, looking at qualifications, employment history and the interview will allow you to visually see who best fit for a specific job role is and whether they would be able to meet the expectations of the job. The recruitment and selection process will provide you with information on whether a potential employee will fit in the work environment and being able to adapt and work well with other employees there. (Johnston, 2018).

The job description that I will provide includes the job roles of a hotel receptionist working in a five-star hotel and what will be expected of them. This includes how the individual will be responsible for taking bookings and processing guests check-ins and out, ensuring the manager was kept up-to-date with feedback from guests, providing professional and excellent customer service, answering the telephone and dealing with queries relating to the hotel, cash, cheque and card handling, resolving guests’ complaints or issues and liaising with other departments in order to improve the efficiency of the hotel. (JobHero, 2018)

I will have set criteria that I am looking for in a potential candidate. When receiving a C.V. I will look at an individual’s qualifications, however, an individual’s experience and employment history working in a similar environment will be my main focus. I will be looking at their customer service skills and their interaction towards guests and staff. A hospitality qualification can enhance an individual’s C.V. as it is evident that this person is dedicated and committed to this line of work. (Caterer, 2018).

As an employer, I will initially start a telephone assessment, to see how the individual’s communication skills as well as finding out what interested them in working in this specific field of work. I can also find out whether they are in current employment, find out why they may be leaving and understand what their intentions are if they are given the job. If this is successful, then I will offer the individual an interview in the work environment to continue their recruitment and selection process. (Caterer, 2018).

During the first interview, run by myself and someone from Human Resources, who are responsible in recruiting sensible applicants, I do tend to focus more on behavioural questions to evaluate how an individual would act in certain situations and what their best course of action would be if they find themselves in dilemma in the work environment. The questions asked during this interview will be focused on past employment, how well they performed in their job, as past behaviour indicates future behaviour, which could reveal whether the individual will excel in this job role. (Caterer, 2018).

The first step in the recruitment process that I would use is writing a job description and person specification. It will include which role that I am looking to recruit for and the type of candidates that will be needed to fill this position. It is important that there is plenty of information and includes the ideal candidate I am looking for, which will save me from receiving applications and CVs from individuals who are not qualified or are undesirable for the specific role. (Reed, 2017).  
 
The second step in the recruitment process that I would use the tools that I will use to advertise the job role. Job websites such as Monster and Reed can help many people to view the job article and also bring in new potential employees to apply for the position. This method is important as getting the word out about this job role on popular websites or social media, will attract lots of candidates who are suitable for it. (Reed, 2017).
 
The third step in the recruitment process that I would take is reviewing CV's and applications received for this job role. This step is vital and will need to allow myself time to do this as it will help me figure out who are the suitable candidates and who are not qualified or have the necessary skills and experience needed for this job role. This will help me in my business, as I will be able to pick out the best candidates who have the potential to excel in the job role and ensure the business is thriving. (Reed, 2017).
 
The fourth step in the recruitment process that I would take is to conduct interviews. This part of the process is crucial as it will give me a one-to-one contact with the candidate and asking the right questions will let me take away lots of information that will help me to decide whether the candidate is right for the job. Preparing questions for the interview, such as finding out the candidate’s past employment history in a similar environment and finding out what skills they have and how they utilised them in their past jobs will let me see whether the candidate is suitable and whether they would be able to meet the demands of the job. (Reed, 2017).
 
The fifth and final step in the recruitment process that I would take is checking references for potential employees. This step will allow me to see the characteristics and attributes the candidates have demonstrated in their past employment as well as ensuring that what candidates have told me in their CV and interview reflect in their references. This will ensure that I have the right candidate, who have the skills and attributes, as well as show me their professionalism and how they performed at their last job. (Reed, 2017). 

In order to prepare myself to conduct an interview, I will create a structured plan that I will follow during the interview. This plan will include objectives that I will set to follow, such as explaining the job role’s duties and what I am expecting from a potential employee. I will liaise with the hiring manager and past colleagues who have worked in this position before and map out the ideal candidate I am looking for. I will prepare questions beforehand to ensure that I am getting the right information out of the candidates, such as finding out their strengths and weaknesses and why they want to work for me. I will also prepare case studies and situation-based scenarios and find out what skills they would use in a difficult situation. I will also use questions to find out how they performed in their past employment and what experiences they have had that demonstrate the skills they have. (Kursmark, 2018).
 

Conclusion

To summarise, the researcher has learnt about various learning methods such as SWOT analysis, that allows them to focus on their own strengths and weaknesses, how to recognise and eliminate threats as well as taking advantage of opportunities that are available. The personal development plan is key when assessing the researcher’s development, as it allowed them to assess and analyse their skills and qualities, thinking about what their aims are in life and setting realistic goals in order to maximise their potential. The importance of SMART goals is that it allows individuals to set goals that are specific, measurable, attainable, realistic and time-based, in order to achieve them to the best of their ability. This can increase motivation and dedication to achieving goals that are achievable. Different learning methods all have their advantages and has made the researcher understand the importance of them and how they can be used to improve their own development and in getting them ready for employment. 

After analysing the recruitment and selection process, the researcher has understood the importance of these methods being used to select the best candidate for a specific job role. The methods such as C.Vs and interviews are exceptionally important as the researcher identified that these recruitment methods can help employers to see who has potential and capability of taking up a job role and whether they are competent enough in meeting the demands of the job. 
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