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Introduction:

A reflective report is a reflection of an individual writer’s views on the topic. In another word, it is a summary of an author’s evaluative reflection on a particular subject. This particular module has prepared fellow students with career development planning, helped to understand the skills and knowledge required for working effectively, developed personal strengths, set employment related goals and developed personal strengths by developing personal development plan; it also helped to worked around the opportunities or weaknesses an individual may have. 

The main aim of the module Professional and Career Development is to become confident and competent as an effective employee through strategies set for career development planning. In this challenging time, it is very important that an individual grab necessary knowledge and skills required for the employment. Either an individual develops those skills (soft skills) at workplace or learn them (hard skills) academically in higher education. It is important that the individual have full understanding of their strengths and weaknesses and how to work on them to improve them for their success in life.In this report, I will be discussing about the Gibbs reflective theory, defining the situation, evaluating and analyse them. 



Gibbs Reflective Cycle: 
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Figure 1: Gibbs Reflective Cycle (Gibbs 1988)





 Gibbs’ reflective cycle was created by a famous professor by Dr. Graham Gibbs in 1988, (Gibbs 1988). It is one of the widely used reflective cycle to practice reflection, Gibbs developed this cycle to learn from own experiences to maximise the prospective of new learning and critically analyse the situation to improve ourselves. It consists of six stages, description, feelings, evaluation, analysis, conclusion and action plan. Stages one to three identifies what occurred during the experience and stages four to six focuses on how to enhance the experience and result later on. 



Description:

Utilizing a model for reflection encourages us to glance in detail at various parts of an experience and to perceive the more extensive impacts that contributed to it. The hypothesis is that a model or system gives a structure to assist us with considering an episode, regardless of whether positive or negative. As an individual may not consider yourself being good at critical analysis, however this cycle encourages us to fundamentally examine occurrences. This thus causes you to learn and to proceed onward. A few of us are positive, some are critical, and some are realistic, every individual is extraordinary. This implies that we normally have various responses and various methods of dealing with circumstances. There are enormous number of models to help reflection. It is possible that specific models suit us or that one model is valuable in one circumstance and another is helpful somewhere else. 


I have been working as a General Manager over seven years, through work experiences and mentoring from my manager I have learned to use different tools to achieve goals and set clear visions for my team to achieve the best result in any organisations I have worked. Knowing my key strengths is a positive point where I could use them to manage my team, vice versa working on my opportunities also helps me to improve at things which I am not so good at. I always set my goals really high, using SMART (Specific, Measurable, Achievable, Realistic and Time-bound) personal development plan (PDP), Time Management, Diary, other tools available to ensure I get the best result. PDP is a great tool to chase any long- or short-term goals and taking SMART approach will help to achieve the result. This helps me to keep my focuses on point and makes sure that I am able to gain the knowledge, by not losing motivation; it also helps me to organise my time and resources so that I could achieve more. 

Time Management is vital when working in a senior management position and studying in higher education, it can be very tough if I do not manage my time simultaneously. I use different tools to guide me and achieve the best result, I would follow a diary religiously tracking everything what is important and urgent and organise them accordingly to ensure I could achieve everything efficiently. Planning and prioritising is required to ensure the best result.

Skills and knowledge both are required to get a work done, depends on an individual what position he or she is holding. Manager requires more skills and knowledge and whereas the team member would require minimum skills and knowledge to carry out a job. It is for the manager to train and develop their team to ensure the team is upskilled and take more responsibility. I have always worked very hard to upskill myself, understanding my strengths and weaknesses and work on them. I have always asked my line manager to provide me constructive feedbacks and work on them to ensure I could improve them. As a manager I would emphasise a lot on those skills, for example a team would require an exceptional communicational skill who works in the customer services to ensure the customer is happy and be able to resolve any issue which may arise. Moreover, the hard skills are skills which are quantifiable, an individual learns through experience and understanding of a subject or relevant field, whereas the soft skills shows the capability to build relationship as well as solve problems. Specifying those skills on the cv and demonstrate in an interview will have a better chance for employment or develop them in the job will help future progression. (Indeed Career Guide, 2020)

All jobs require some sort of interview, either face to face or telephone or online interviews. The interviews are designed to ensure the employer or recruiter finds the right candidate through screening. Either the employer asks serious of questions regarding past work experiences, educational and personal background. The interviewer will ask series of questions which are competency based. Competency based questions are structured, behavioural and situational. Each question is focused on a specific skill and an interview is required to answer them with an example which will help the recruiter to identify the right and potential candidate. 


Feelings:

I have worked in different organisations, which required multiple interviews before I was offered the job. I always feel anxious and nervous before an interview, even though I am prepared. The heart pounds faster and sweating which can be a natural way of showing nervousness, but it can have positive impact on an individual. Being nervous could help an interviewee to be extra careful and be more focus in the interview. Controlling one’s fear, emotion, stress and being confident often can show the interviewer that the candidate is a good fit for the role. 

Before the role play, I was confident but nervous and anxious like every time I go for an interview. However, I have learnt to control the nerves by doing some quick breathing exercises which helps in those situations. 
 Lecturer was helpful and I was able to reach to him quickly via email. Lecturer also provided constructive feedback, ensuring I was able to develop myself. Even though I worked as a manager, I was not correctly following the personal development plan. He guided me step by step and it felt easier. At the beginning of this semester, I was a bit worried, however constant guidance and consistent feedback helped me overcome that and felt more confident now.








Evaluation:

Overall, it was an interesting module. The main aim of this module was to gain confidence and competence through the career development planning process. The module content was based on career development which consists of PDP, role play for interview, strengths and weaknesses, employment laws and regulations, career goals and skills. This definitely taught us how to develop ourselves, work on our opportunities and readiness for the employment. I found all the topics very helpful and the lecturer was considerate and was easily reachable. 
On the other hand, only drawbacks would be the time. There are loads of topics in the module to study and having ten weeks is not a lot of time. I personally think having a week or two extra lessons would be helpful, however it is arguable.

According to the role play of a work-based interview, I personally believe it was a good exercise for us. This help us to look into more detail how an interview is conducted and how I would need to prepare myself to be able present myself. It was not only limited to interviewee’s perspective but also able to work out what actually an interviewer looking for in a candidate when they are recruiting. As we worked in a pair, we acted as an interviewer and interviewee in turns and understood the broader aspect of the interview process. It has helped me to build confidence and understand the interview process and work around the opportunities. I have focused myself more on competency-based questionnaires and how to answer the questions using STAR (Situation, Task, Action and Result) structure method. This structure method will help to answer the questions clearly, effectively and concisely the important points. (Prospects.ac.uk, 2019)



Analysis:

On reflection, I think the main reason the role play went well as I have previous experience of real interviews which helped me to prepare for the role play in advance. I was able carry out initial research from various job search websites including indeed.com and caterer.com. The early research from those websites showed what I should be expecting from an employer, job search related articles also got myself prepared.
Working in the hospitality industry for over a decade also has an advantage. Started from the bottom of the career helped me gain skills from every aspects of the job role required. Gathered the skills and knowledge which was very helpful in this course as I found lot of the topics overlapped with the knowledge which I already knew and could use to improve myself if there was any lacking. Throughout the course I was taught various hard and soft skills. Most of the soft skills which already I already developed over time during my career and some hard skills which I developed through out time I was in University. Skills can be divided in two types hard and soft skills; both are needed to be successful. Hard skills such as writing, math, IT, etc. are taught in education institution and soft skills are leadership, teamwork, communication, etc. which are learnt in workplace. Academic skills were one of the skills which I had to work on, it was not one of my opportunities. Some of the key skills which are required by the employer at any workplace are communication, teamwork, problem solving and decision making, leadership, etc. which are required to perform better or needed for certain jobs. Being a manager, all those skills are needed to ensure I can carry out all the responsibilities; not having those skills will require improving those skills or underperformance which will lead to less success in the business. Using Johari window (added in appendix) could be used to improve leadership skills and can create better team environment at workplace. Constant feedback from the lecturer helped me to overcome the issues I faced and eventually got better at it.
I have always worked around my weaknesses to improve myself. Setting personal development plan and career goals were required as part of the personal development plan. It was difficult at first, as I have used PDP before however it was not to the professional standard. Lecturer’s feedback and step by guide overcome those challenges. I was able develop the plan and able to see where I need to work on and see myself in five years’ time.
The challenge I faced was that the time was limited, as I learned so far as the managing time is crucial. Following the time management and Eisenhower’s principle more strictly in the future would be able to achieve much better result.





Conclusion:

I have learned that PDP is an important tool for development, ensuring SMART PDP will help to achieve long and short-term goals. Career planning is vital to ensure where an individual stands and which area should work on. I personally believe Johari window could be used to improve leadership skills, this is a great tool to have great relationship with the team which will also help to build the team, communication and personal development (Shenton, 2007). Using Eisenhower’s urgent or important principle could help to manage time better, by focusing on the urgent and important tasks. This will help to manage time and become more efficient and effective. (Chaneski, 2017)



Action Plan:

I have realised planning and prioritising is the key to achieve and get more task down. Learning about the Eisenhower’s urgent or important principle (added in appendix) will help me to focus on the urgent and important task this helps to plan and prioritise the most important task to the least in order. I have used diary, however putting all the tasks in the diary does not help as it keeps on adding task. Taking a time out, planning and prioritising will help to maximise my time and get more productive. 
Organising and using SMART PDP will help to achieve long and short-term goals which has been added in appendix. The goals are set accordingly with the SMART format to get the best result. One must ensure while setting up the goal, it must be specific, have clear definition and not vague, the goals which are defined can be measured against the specific criteria, it must be achievable not hard to achieve, should be realistic and relevant to the purpose of the goal, time-bound to ensure it has a defined timeline which means a start and finish date. According to the research carried out by the famous professor Dr. Edwin Locke, “he has further explained, that employees are more motivated when clear goals and feedback are given about their performance.” (Locke,1968)
To improve my Leadership skills, I have used Johari window. This model is used for self-awareness, personal development, communications, team development and interpersonal relationship. “Johari window consists of four-part, open area what is known to the individual, blind area what is unknown to the individual and known to the others, hidden area what the individual knew about him or herself that others do not know, unknown area what is unknown to the individual and others. It is an effective tool beside PDP for personal development.” (Shenton, 2007; Raveendran and Gopakumar, 2007)
Every individual has their own skill set which are unique to them. From that wide range of skills, it might be valuable to the employer. Moreover, they could use those skills to contribute to any organisations. Understand to acknowledge and use them wisely is necessary.
	
					






Conclusion:

This module has helped me to gain knowledge and understand the importance of career goals, skills required for the job which helps to work effectively, development of personal strengths and build a personal development plan to understand where I need to work on. It was not only limited to in class lessons but also group activities, reading articles and module related videos which gave us a better understanding in our head. Group participation in the lessons help us to get prepared for the role play which was part of the assessment was helpful in broadening my views and knowledge of the subject. Lecturer encouraged discussions between the students which also widen the views and updated me with real life situation. 
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Appendices:
‌Role play:
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Professional career development skills are very important in all industries, both to
you as a graduate looking to develop yourself and help you to demonstrate to
potential employers your employability.

Task 1 - Role play (40%)

Student pairs will present in online role plays (using MS Teams) facilitated by
your lecturer, acting as both interviewee and interviewer for a role linked to
their personal goals (10 mins per student).

Role play as interviewer: The role play will begin with a 1-minute briefing from you
for your student partner in relation to the role linked to their personal goals. As
interviewer you will be responsible for ensuring that the whole interview does not
exceed 5 minutes. You need to ask at least 5 key questions in relation to the role
selected, with an expectation to have appropriate and sensible answers. You are
expected to ask the interviewee if they have any relevant questions (1-2 minutes
allowed).

Role play as interviewee: at the beginning you will have to listen to the 1-minute
briefing from your interviewer in relation to a role linked to your personal goals. You
will be asked at least 5 key questions in relation to the role linked to your personal
goals. Those questions will be related to the role’s key requirements such as skills
and experience in specific contexts. You are expected to raise questions in relation
to the role towards the end of the interview process (1-2 minutes allowed).
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Interviewer:

Hello and Good Afternoon, thank you for coming today.

My name is Carmen Toditeasa. I'm one of the recruitment managers who works in
the Human Resource department. Alongside you have Dr, Mushfiqur.Rahman who'’s
one of the interviewers who would be observing you while we carry out the interview
process.

Will talk you through the interview process, | will be discussing for the role you have
applied as (Regional Manager) and how it relates to your personal goal. | will be
asking you series of questions and will give you time to speak. The whole interview
process shouldn’t last more than 5 minutes, 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,
you could use example based to answer the questions. The questions will be based
on your personal goals. If you haven't got any questions will begin the interview.

(1 Min briefing from the interviewer)

. Tell me about yourself?

. 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?
. What are your current goals?

How do you work on your opportunities?

. How to improve your personal skills?

How do you set SMART goals?

10 Completing higher education, how would that impact your future employment?
11.Have you got any questions for me?

CENOO A WN

Answer to the question from interviewee:

We will be conducting few more interviews and will come back to you by next
week.

We have a great training structure who joins our company, initially learning about
the operations of the business with the Training Manager for a month. Another
month training in head office learning about the company, due diligence and legal
courses. Third month you will be working with our experience Regional Manager.
We will be providing full training to be successful in this role.

(1-2 min for answering the questions)
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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 Yawgar Hossain. | have been working as General Manager over
seven years and over ten years management experience. Worked in different
businesses, managed restaurants, supermarkets, etc. A year working as
multisite manager, looking after five sites. My key strength would be in
hospitality and retail industry where | spent many years managing them.

. | have worked very hard in the past decade to focus on my career, learned

many skills during those time on and off job. | would list top five strengths
which are, Leadership, Honest, Action oriented and focused, analytical
problem solving and planning skills and committed.

. My first work started as a part time pot washer; it was my manager at that

time that motivated me. Since then, | never looked back, | have created my
own goals and pushed myself to be better. It took me three and a half year to
reach to my target goal and became General Manager. That was one of my
greatest professional achievement.

. I firmly believe in learning and development, as one of my key skills is

developing others. Part of my management plan includes succession plan. |
would like to work in a place where me and my team could grow together, so |
emphasise a lot on Learning and Development.

. | have always pre-set goals for me, and it is not always easy work towards the

goals when you have other commitments. Planning and prioritising always
helps to work towards goals and objectives. Five years goal would be,
complete a professional degree (BA Hons.), enrol into a master’s degree
programme, enhance networking skills, improve performance metrics, apply
for promotion.

. Current goals would be to focus on finishing my first year of degree and

progress on to next year, improve academic skills, strictly follow daily
schedule, improve performance metrics (Govid related crisis in business),
enhance networking skills.

. We all are humans, and no one is perfect. It is always good to know where

your opportunities are, either you get or ask feedback from your line manager
at workplace or your tutor from university. List and focus on them to improve,
ask them where you have to work on. It will help you to improve and get better
at the things where you have opportunities.

. Personal development skills are qualities and abilities that help you grow both

personally and professionally. In other words, they are skills that help you nurture
your personal development. Understanding and improving these skills can help you
maximize your potential. Personal development skills are important because
they allow you to create strategic and tactical plans for personal and
professional growth towards your goals. It can be helpful to one personal
development skills so that you can naturally work them into your daily routines
and use them to:

Achieve personal and career goals
Advance in your career
Improve your strengths and talents
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« Better yourself
« Find fulfilment and satisfaction

9. SMART is an acronym stands for S — Specific, M- Measurable, A —
Achievable, R — Realistic and T- Timeframe.

S- Specific — Achieving something specific.

M - Measurable — A clear measuring stick.

A - Achievable — Setting the bar effectively.

R - Realistic — A goal that stretches and yet is still realistic.

T - Time Frame — A clear time frame for completion
Having clear goals and objectives, will help to achieve success. Sa laying
down principles are important.

10. Completing higher education would help me to get one step closer to my

career goals. It will help me to reach next stage of my career which would be
in senior management position (Operations Director).

End of Interview questions:

I have couple of questions for you, what is the next step and what are the training
looks like for this role?

(5mins from the interviewee)
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