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Introduction:
The academic paper is a reflective report related to my career development plan. I have been used Gibbs reflective cycle as a guide. I will start with an introduction in which I will offer an overview of my choosen career, talking about the current skills that I have ,what skills I need to improve et.al



Main Body:
Description:
Providing a description of the chosen career that I have preferred, which is that of an Assistant Manager, who is also identified as an Associate Manager, this role entails responsibilities in aspects of adopting and putting in the right way the business procedures that has the goal to set orientation for the workers.   My responsibilities will include overseeing day-to-day work, providing ongoing support, especially in times of crisis, and, of obviously, directing the workflow in an effective manner as a whole. I will also be responsible for ensuring that assignments are completed in a timely manner. In this capacity, the assistant manager ensures that operational excellence is met by performing a variety of managerial tasks, such as creating a schedule, conducting inventory, and evaluating the performance of workers. (Nikolau and Oostrom, 2015)
Furthermore, regardless of the sector in which I find future employment, I will serve as a conduit of communication between higher-level management and lower-level employees. Assistant Managers that are able to effectively leading, inspiring, and motivating a team of employees are needed. When the General Manager is not there, it is the Assistant Manager's job to run the restaurant. In reality, the Assistant Manager serves as the General Manager's right-hand person. Despite this, my ideal job would be an assistant manager position in the hospitality industry, which is why I am willing to work in this sector. After some consideration, I decided to play the part of the Assistant Manager during the role play, while my colleague took on the role of the Hotel Manager. Together, we conducted interviews with each other to see who would be best suited for the post. The Assistant Manager is accountable for a wide range of responsibilities, including the employment, instruction, and supervision of sales personnel, as well as the ordering of products in response to fluctuating levels of customer demand. I will also perform research on competitor items and a study of consumer behaviour in order to ensure that our retail location not only meets but also surpasses the expectations of our clients. I will do this so that we can continue to earn their business.( Drew and Binghma, 2016)


Current skills:
Feelings: 
Whenever I've been the one to interview a colleague of mine, I've experienced feelings of contentment, having a nice state, confidence, and admiration. During the course of the conversation, I made several open, respectful, and surprising suggestions. When it came my turn to answer the interview questions, in the job role scenario I found myself overcome with anxiety and apprehension in addition to feelings of extreme tension. I have demonstrated an inability to maintain control over my impulses, as evidenced by my inability to moderate my actions and reply with composure. One of my shortcomings has been brought to light as a result of this.


Evaluation:
Being an assistant manager requires a variety of talents, including the capacity to inspire others. An assistant manager is in a leadership position, thus it is important for them to have the skills necessary to resolve workplace disputes, mentor staff, and motivate them. They also need to be able to take over when the manager is unavailable or preoccupied. Additionally, "an assistant manager typically works under supervision and is expected to conduct themselves as the chief manager directs."  (Hannon,2017) Other competencies required of an assistant manager include organisation, approachability, customer service skills, decision-making, time management, multitasking, etc. (Nikolau and Oostrom, 2015)
According to my SWOT analysis and what I learned from the role play, I have some relevant skills for the position of assistant manager. For example, I am very good at organising things and have planned the timeline for the role play and how each of us will complete the requirements. I am also skilled at multitasking as I frequently find myself having to complete several tasks at once while focusing very well on each. I consider myself to be quite friendly, and I frequently mention my empathy.( Breaugh, 2013) Making decisions is another talent I possess that is relevant to this position. Even when doing the role play, I was able to make the proper decision since I could think clearly and respond quickly. As an assistant manager, I am aware that I will frequently be asked to make decisions at work. Because I can think quickly and decisively, I will be able to fulfil my task effectively because to this talent. I am very skilled at handling a problem, "weighing the benefits and drawbacks of alternative strategies, and making an intelligent conclusion that is advantageous to all involved." (Nikolau and Oostrom, 2015)
In addition, my abilities in team communication and digital technology, which are crucial in my field and will aid me in outlining my work and expertise, make me a better fit for this position. Additionally, I have excellent interpersonal communication skills and a strong attention to detail when it comes to managing the daily tasks involved in offering commercial customer care. I've been told that an assistant manager's main duty is to supervise a team of customer service representatives and make sure that they are always providing prompt and excellent service to customers. (Bridges et.al2019).Additionally, customer service managers might be in charge of coming up with creative ideas to improve the entire customer experience or finding new ways to grow the customer service division as a whole. This could involve tasks like creating training curricula, looking for new hires, etc. (Nikolau and Oostrom, 2015)
Gap in Skills: 
As has also been the case throughout the course of the work role I am not very good at prioritizing tasks, talking with calm, assuming responsibility, and also I am lacking in the ability to follow instructions and listen properly. (Cottrel, 2013)
I am also not very good at taking responsibility for my actions. Because of this, I needed to work on improving these skills because holding the job of Assistant Manager requires them to a much greater extent than is typical. This position involves constant and effective communication with the worker in order to make sure that they understand you and that you are able to guide and direct them. A person who lacks these abilities is unable to fulfil the primary responsibilities of the job function of assistant manager, and hence cannot hold that position. In addition, an assistant manager is expected to take responsibility for their work as well as their errors. Since I do not currently possess this capacity, it is imperative that I devise a strategy to improve in this area. When it comes to the management of one's time, this ability is necessary not only in any employment function, but also as a student, because without it, the workplace would devolve into chaos, and I will be unsuccessful in my role as a business assistant. When considering what went wrong when during the role is related to my faster responses , not being able to control my feelings and take control of the situation. This might be a real threat also for my career and job position and this is why I required to improve it.( Hotho et.al 2018)



.
Recruitment and Selection:
The role play stimulated in me a more in-depth line of thought regarding how to get ready for a job interview, as well as to analyse, prior to going to a job, the recruiting process that goes along with each work role. I have given some thought to whether or not I followed the recruitment process when I conducted the interview for this job, and I can say with absolute certainty that if I were actually in this position, I would have chosen my colleague for the position because his qualifications satisfy the requirements of the selection process. (Nikolau and Oostrom, 2015)
WHAT I HAVE Observed and Recognized Is That. Therefore, as has been said the role play has made me to understand the process beside the recruitment and selection process behind every job, and has learned me that I need to take a deep reserch of the job description, practicing more time how to responde to different questions related to the job. (O’Meara and Petzall, 2013)
Poor procedures for recruiting and selection lead to the hiring and promotion of personnel who are unable or unwilling to communicate effectively with diverse populations, properly exercise discretion, or perform the myriad of functions that are required of the police. This results in the department's inability to meet its mission. A solid recruitment and selection process is essential to successfully finding the right employee. (Nikolau and Oostrom, 2015)
Conducting a workforce needs and gaps analysis based on the organization's strategic plan and mission objectives is the first thing that should be done in order to guarantee that the organisation will benefit from the addition of new members of staff. In order to construct an effective staffing strategy for the organisation, this analysis ought to serve as the foundational document. In turn, the major resource papers that are utilised by an organisation in the process of developing new job descriptions or updating old ones are the staffing strategy and the workforce requirements and gaps analysis. (Nikolau and Oostrom, 2015)After the workforce needs and gap analysis have been carried out, as well as the development of the staffing strategy, it is necessary to guarantee that the top and line management approve of both of these steps. Indeed, in order to acquire the authorization to recruit, you will need to gain their consent first.
 An organisation can be required to obtain licence to recruit from an external body if, for example, its organisational chart and interdependencies with other governmental services make it dependent on those other services. As a result, it is of the utmost importance to do the following: • Develop a "sound" staffing plan in conjunction with a communication strategy that is already in place so that it can be presented to the necessary decision-makers in a compelling manner. The graduates' level of professional competence, in addition to their general skill set, is a significant factor that is considered in the hiring choice. The recruitment process shall be followed whenever there is an opening for a position. Through the use of two separate discrete choice experiments, we model the two most prevalent stages of the graduate student recruitment process. (Panayiptou , Santos and Bifactor 2011)
Conclusion:
To conclude, as has been seen overall my current skills fit to the job requirements in relationship with the Assistant Manager job role. However, there is still a room for improvement in order to achieve my career goal and this is why I have formulated an action plan and career strategies.




Action Plan and recommendation:
Consequently, as has been demonstrated, the first step in my action is to formulate SMART objectives and a strategy for how I will attain them. I was given the following piece of advice: In the future, I will prepare for job interviews more thoroughly by conducting a SWOT analysis and paying closer attention to the job qualifications. I will be prepared for the interview as well as how to behave myself in an appropriate manner and how to be an effective interviewer. I will have a better understanding of how to correctly react to the questions and how to act in the appropriate manner.
	
       SKILLS
	
How Will I get them
	
What resources or support will I need?
	What can prevent me from achieving my goals: (unemployment, illness
	
How long should it take 

	Time management














	-learn about time management technique
Apply different weekly time schedule
Take control of time


	
Youtube videos
Workshops
lectures









































	 to required to work more as I am struggling with money









	20 December 2022












	Communication skills:
	Improve communication
Communicate constantly
Going to a debating class
	Youtube videos,
Workshops
Teamworking activiites
	Lack of time

	23 December 2022



( Cottrel, 2013)
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APPENDIX:
JOB ADVERTISE: Assistant Manager 

About Us: 
Hi. We are Explorado and we are looking for an Assistant Manager. Explored is one of the biggest firms in Romania's transportation, logistics, and warehouse industries, and it has nearly 20 years of experience performing well on the market. Together, we have the power and the determination to bring about positive change in the field of eCommerce, thanks to our extensive experience in the field of providing customers in the automotive and technology industries with intricate logistics and transportation services.
Potential Candidate:
We are searching for an Assistant Manager that has prior expertise in management and buckets full of enthusiasm and energy to engage, motivate, and inspire the team that they are responsible for. 
You are customer-obsessed and get a kick out of the chance to provide flawless PERi-PERi to our patrons each and every time, regardless of whether they eat at one of our restaurants or prepare it at home. 
Someone who is eager to learn new things and grow, as well as someone who is comfortable in a workplace that is constantly shifting and moving quickly. 

What are the benefits to you: 
Outstanding opportunities for instruction and advancement 
Bonus offerings that are competitive on a half-yearly basis 
If you live and work in the United Kingdom, you will be eligible to receive a prize of one thousand pounds (or one thousand euros) for every friend who is hired successfully as a manager (if you work in the ROI) 
a sabbatical of four weeks after every five years of service 
When you're working, you get free food, and when you're not, you get a significant discount. 
Plan of retirement funding through contributions (if you work in the UK only) 

Everyone is encouraged to come check out Explorado. Because of our roots in Southern Africa, we recognise the value that diversity adds to Nando's and respect the depth that it delivers. We are dedicated to developing a culture that is welcoming and courteous of all members of our company, including current and prospective Nandocas, partners and suppliers, customers, and the communities that we are a part of. We make it a point to put in a lot of effort to cultivate an atmosphere in which every person, regardless of who they are, where they came from or how they view life, is cherished, respected, and given the opportunity to thrive. We encourage applications from a wide variety of people and are willing to explore making any reasonable accommodations in order to provide candidates with the opportunity to perform as well as they possibly can during the selection process.


Requirements
Your Profile: 
• You have experience working in a professional capacity in an environment that is comparable. 
• You have just graduated from college. 
• You have the confidence and ability to lead others. 
• You are strong in terms of your ability to write and communicate in English.
Job Type: Part time
Schedule:
· 6 hour 
· Flexible
Duties and skills: 
· 
Experience with surpassing customer metrics targets through effective management Experience with offering coaching and training in the moment to colleagues Management experience, including one-on-one coaching experience Some facility with technical matters A proven track record of being successful in meeting or exceeding sales quotas A track record of successfully satisfying compliance criteria in the areas of health and safety and quality







INTERVIEW:
1. What ways can you suggest that our group could get better? 
2. What makes you interested in working for our company? 
3. When do you anticipate that you will be able to start working with our company? 
4. If you could change anything about this employment, what would it be? 
5. What do you anticipate from working with our company? 
6. Do you prefer a work with a lengthy or short term commitment?





[image: Graphical user interface, text

Description automatically generated]
[image: Text

Description automatically generated with medium confidence][image: Text

Description automatically generated]












image1.png
Job Description

An Assistant Manager is a lower middle management role, reporting to the general
manager. In this role you will be supporting the manager in any way that you can, holding
down the fort when the manager is away, and keeping staff happy whilst assisting them

whenever they need support.

You could be in any industry in this job role, take your pick. Whether it’s in retail, a

restaurant, atheme park or a gym. You can find Assistant Managers in all industries.
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Hours of Work

You will most likely be working a full 40-hour week, Monday to Friday and possibly
weekends and evenings depending on the industry and the company that you end up
working for; for example if you work in a shop or a restaurant you will be expected to work

during their opening hours which could include public holidays.

Sounds tiring? As an Assistant Manager you will have to be willing to put the hours in, not
only to prove yourself in the role, but to always be there to assist your team. They will be

looking to you for advice, help and to resolve problems whenever they arise.
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Main Responsibilities

So, what will your main duties be?

Here is a list of tasks that will be expected of you:

o Assisting the General Manager

o Evaluating work performance of staff

¢ Handling customer complaints

o Allocating work to team members

o Assisting with recruitment, training, promotion and performance evaluation
e Motivating employees

o Conducting team meetings




