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Application for Employment

	
Position Applied For 

	Clinic Manager at The London Clinic.

	
How did you learn about this vacancy?
	Website of The London Clinic.



	1. Personal Details

	Title
	Miss

	Surname
	Koca

	Previous Name
	

	Forenames
	Seda

	
Address

	




	Post Code 
	              xxxxx

	Telephone number
	
	xxxxxxx
	

	E-mail address
	

	National Insurance
Number
	


	



	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	
	
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	
	
	



	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	Mediwell Clinic

	
Address

	Tottenham

	Postcode
	

	Job Title
	Clinical consultant

	Dates of Employment
	From

	5-6-2019
	To

	Still working

	Reason for leaving
	Better carrier approach
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	Providing patient consultations, informing the patient about procedures, arrangement of surgeries
I was awarded the employee of the year.




	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	




	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Level 4
	6/2021
	4
	
	UWTSD



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	ISO 9001 Quality Management System Internal Audit Training
TS OHSAS 18001 Occupational Health and Safety Management System Internal Audit Training 
Strategical Management Training 
ISO 9001 Quality Management System, Chief Auditor 
	2019
2019

2019
2020



	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	Playing tennis, Cinema, Outdoor sports




	5. Referencing
Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	References (Current or most recent employer)
	

	Name of Referee
	

	Job Title
	Clinic consultant

	Employers Name
	

	
Address

	

	Postcode
	xxxx

	Telephone Number
	
	xxx
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	         



	6. Reason for applying

	

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	I’m a sincere person
Strict person in case of discipline. 
My punctuality is at a high level.
And I try to give my best while performing within a team.

	Please specify how you meet the criteria for this role.

	I believe I am the best fit for the job because I bear all the traits an efficient manager requires. I have efficiency in performing all the managerial process that needs to be followed. From planning to control I believe I can control all the steps. Because of my experience, I have a clear knowledge of efficient organizational structure. Also, I am very much good at coordinating and strategic planning.



	7. Declaration

	Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
All the information given to me on this form is correct to the best of my knowledge
All questions relating to me have been accurately and fully answered
I possess all the qualifications which I claim to hold
Signed:                                                                                                   Date: 11/04/2021
Seda Koca
Print Name: Seda Koca




Questions in the Interview

What makes you think you are the best fit for this job?
I would like to know about more your qualification and the skills that you have.
I would like to hear about your goals regarding this part.
What do you think The London Clinic will lose if we do not hire you?
Well, let’s analyze a crisis moment for this clinic. A situation like COVID 19 arises again. People are more likely to test but enough logistic support is not available here. Financially, the clinic is facing some challenges. So what will be your action in this circumstance as a manager?
I would like to give you chance to ask any questions that you want to know.
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Introduction

The goal is quite important in the case of personal development (Rouse, 2015). It helps a person to identify the lacking and the rooms for improvement. To be an effective manager, there should be certain goals. To manage everything, the manager needs to be capable enough. As a manager of an organization, the various critical moment arrives. At that point, they have to be capable enough to face those. To be an efficient manager in a clinic the person needs to have certain traits. Patient care with a limited budget needs to be his priority. Their prime responsibilities are managing budgets, billing, appointing staff, and assigning tasks. They have to coordinate patient care plans. In this report, the managerial role and traits of a clinic manager will be discussed.

[bookmark: _Toc68456822]Selected role review and Recruitment and Selection

[bookmark: _Toc68456823]In Task 1 the managerial role was for a clinic manager in The London Clinic. In a clinic, the clinic manager is someone who coordinates patient care plans and takes care of the medical facility. The clinic manager tries to take care of the needs of the clinic and the physicians, nurses, and other medical professionals. Staffing, financing, policy-making, and patient care are a matter of concern for the clinic manager (Hamilton-Fairley, Holloway and Taylor, 2018). To do these, the manager needs to create a plan. Planning is the primary step to achieve any goal as a manager. In this part, the manager decides how all the managerial activities will be executed. mistakes. In that case, The London clinic needs a clinic manager that will ensure patient care with a limited budget and in the interview, I think my answers are very satisfactory. I was confident in myself and I believe that I gave good answers thanks to my experience.  

As an interviewer our dialogue was fine with my partner. I felt he was very well prepared and had confidence in his work. He gave complete and satisfactory answers to all my questions. He does not have a work experience in exactly the same field, but his experience and areas of development are impressive. I believe he can be successful in this area.




Career development

To gain success, the importance of a goal is huge (Borg and Ohlsson, 2010). To achieve success, everyone should have some specific goals. Because without a goal a person cannot move forward. For my professional career, I am interested to be a manager in the Human resource field. I believe I can be fit in that post. The traits and skills that are needed to be a manager, I have all of them. Firstly, I am optimistic about my skills. I feel that to be a good manager, having the leadership quality is a must. So from my undergraduate level, I try to develop this quality in me. I tried to earn knowledge as much as possible to be a great leader. 
Any organization can face critical time between a smooth run. In that case, to overcome those critical phases, leadership quality is a must. With the help of that quality, the ways of overcoming situations can be figured out. I believe personal development is necessary to build a career. I tried to ensure the best possible use of available resources around me for my personal development. Communication is quite an important skill in the case of being an efficient leader (Graham, 2014). Proper communication makes the work environment friendly. Moreover, people in the organization feel free to talk about their difficulties or share their views if the communication is maintained properly. So, I feel the necessity of communication and I try to be an interactive person. I am communicative by nature. To be a great leader, knowledge is quite important. In this digital world, knowledge related to technology is quite important. Technology can make life easier for people. It can help to coordinate many tasks in a small time (Marcovitz, 2012). 
From the interest in the human resource field and technology, I applied to The London Clinic for the post of clinic manager. I can use my knowledge of technology to operate the equipment of the clinic. At the same time, I will be able to train the staffs efficiently for a better outcome. I have adequate knowledge about this field also. As I know how to provide services to people maintaining the budget, I will be able to take care of the patient effectively. With my communication skill, I will try to ensure that people will be able to share their issues with me and I will be able to take care of them.
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Certain skills and knowledge are necessary to be a successful manager. Those skills and knowledge that are necessary to work efficiently are described below:
General education & knowledge: To fulfill the responsibilities of a post, education is necessary. Knowledge can help to carry out all the responsibilities of that post. The anytime critical situation can arrive. Knowledge can work as a weapon to face those situations.
Experience: Usage of knowledge is also important. Practical knowledge can make the tasks easier to accomplish (Amis, 2018). Theoretical knowledge does not provide practical experience. In that case, experience earned from fieldwork can be proved more efficient. 
Physical & mental abilities: While holding the top managerial post, the individual might need to work 24/7. During the job, communication with various stakes can be necessary. So, a manager needs to have that mental and physical capability to maintain the job (Strawson, 2010).
Sincerity & determination: Managing all the tasks being a manager is not that easy. There are so many responsibilities available while a manager is in the post of a manager (Griffin, 2016). The manager needs to be sincere in his works to full fill those responsibilities. Determination is a must in case of full filling the tasks of a manager.
Communication: The manager needs to be interactive with people. The role of a manager is hard for people who are introverts. The individual needs to be a person like an open window to operate the business smoothly (Burnie, 2011). The manager needs to maintain communication with various types of people to meet organization goals. So, communication skill holds a great significance for the person who wants to be a manager.
Motive power: Motivation for the employees works as fuel for the organization. Motivated employees can ensure better service for the organization. The manager needs to be optimistic about the organization. As a result, he will be able to motivate the employees to provide better service (Carnot, Clapeyron, Clausius and Mendoza, 2019). Motivation will also increase the engagement and commitment of the employees towards their work.
Foresight: to run an organization, foresight is quite important. With this skill, a manager can predict the future of the organization. This skill is developed by immense knowledge and experience. Uncertainty is obvious for an organization. The manager needs to decide some steps in the situation of uncertainty (Hamilton, 2011). A wrong step can lead the organization towards an existential crisis. In these situations, the outcome of any plan is pretty much doubtful. If the manager has the skill of great foresight, he can make an effective plan calculating the upcoming future. As a result, the chances of harm get less. 
Pleasant personality: A manager needs to have a personality that is respected by everyone. If the manager maintains his images with ethics, people are more likely to idolize him. He must not do any unethical practices. Unethical practices will bring disrespect and shame to the manager (Preston, 2017). With a personality of morality, the manager can get acceptance from all spheres of people. Besides qualities like sincerity and determination are also needed to build a pleasant personality.

[bookmark: _Toc68456825]Understanding personal strength and area of development

To fulfill the tasks of a manager is not easy. Several responsibilities need to be carried out by the manager. My life goal to be a manager has also pushed me to develop different traits and skills. Technical skills, interpersonal skills, conceptual skills, diagnostic skills are necessary to be a successful manager (Stellings, 2014). To have a clear concept about all important skills, a personal SWOT analysis can be proved to be effective. It will identify all the strong and weak points of mine. At the same time, I can have an idea about the available opportunities. As I want to develop my career in the Human resource management sector, having a clear idea about human management is a must for me. 
I need to be acknowledged about the coordination and organizing of people. Knowledge of technology is also a must. I need to be communicative with people. Without proper communication, tasks regarding management become tough. I like to communicate with people. So in terms of interpersonal skills, I will give myself good points. Finding the solution to problems is my natural trait.  So, in the sector of diagnostic skill, I am confident about my capabilities. There are other skills like conceptual skills, motivating skills available that are necessary.
	Skills
	Summary
	Confidence between 1- 5
	Need of improvement

	Technical skills
	I have done research on the technical skills of human resource management. HR software, talent management systems, scheduling, budgeting is the technical skills in the field of human resource management.
	4- Highly confident.
	Not that much

	Human or interpersonal skills
	 I am good at communication. Interacting with people is a natural attribute of mine.
	4- Highly confident.
	Not that much

	Conceptual skills
	To foresight the future of the organization needs experience. As I am new to this place, I want to feel optimistic.
	2- Not that much confidence.
	So much.

	Diagnostic skills
	I believe with the help of my technical knowledge and experience will diagnose the problems easily.
	3- Confident
	Yes.
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	Skillsets
	Technical skills
	Human or interpersonal skills
	Conceptual skills
	Diagnostic skills

	Skills that need to be developed
	Budget maintenance
	Organizational foresight.
	Coordination.
	

	Personal objectives
	Direct the team with principles.
	Maintaining a good bonding with the employees and increasing the efficiencies of employees.
	Develop new skills according to the situation.
	Establish a cooperative work environment in the organization

	Resources available
	 Personal SWOT analysis.
	PESTLE analysis of the situation can be proved effective to attain personal goals.
	Resources of The London Clinic and previous case studies.
	The efficient workforce of The London Clinic.

	Action plan
	Be more productive while full filing the responsibilities
	A work-life balance to maintain the balance of life.
	Focus on the technical skillset in the first 6 months of the job.
	Improvement of organizational foresight gaining the experience.
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	Target
	Actions required
	Evidence of completion
	Date

	Competitive advantage
	Modifying the infrastructure of the organization.
	 Doing better to stay ahead in the competition.
	Within 6 months

	Increase engagement of employees
	The focus should be on employees’ satisfaction.
	Increase in employee efficiency and eventually increase in performance.
	Not more than 4 months.
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From the entire analysis of the report, an overview of traits and skills to be an efficient manager is gained. A person needs to be both physically and mentally capable of maintaining all the tasks of an organization.  In this report, there is a brief discussion about the goals and roles of a manager within an organization. There is also a description of personal development that is needed to be successful as a manager (Bown and Brady, 2013).
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