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Studies by Miles and Stone (1984, 36-52) have shown that different organizations have different types of careers depending on organisational strategy. The strategies were divided into different groups because they felt that the structure of the organization greatly influences career opportunities. But, career opportunities are also influenced by other individual factors such as career planning or learning, or education. Every person strives for success, but the nature of success is hard to define. The learning unit demonstrates the knowledge of a successful career - successful performance. The experience of happiness, job success, and the conditions for success in a psychological approach. Success is motivated by our daily actions, as well as by well-known world events. Success is a subjective category. People perceive different things as success, and they try to achieve it in different ways. In this study, I will reflectively present the conditions and requirements of employment, the legal requirements, the strategic planning, and the expected outcome of career planning based on personal experience.
[bookmark: _Toc79231694]Employability

The UK Employment Regulations are very broad and the explanation of these acts is not the subject of the report, therefore, the three points I highlight are only partial regulations but the most important. Thus, the following three legal acts are examined:
· Employment Rights Act 1996: Labor Law Act 1996: One of the most common issues in labor law, dealing with the legal aspects of employment contracts, rules on redundancies, and family-friendly leave.

· The Equality Act 2010: This legal document deals with protection against age, disability, race, gender/sex, religion or belief, marriage/civil partnership discrimination, both in the workplace and in the wider social sphere. This unifies the previous laws that dealt with these issues, and it makes them easier to understand and reinforces protection in certain situations.

· The Rehabilitation of Offenders Act 1974: The UK Parliament Act 1974 allows certain convictions carried out to be disregarded after a period of rehabilitation, thus allowing equal opportunities so that people do not have a life-long criminal record. Of course, this refers to a relatively minor crime committed in the past.
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A career plan is a tool with which an individual can develop a long-term career plan and take into account personal abilities, strengths, weaknesses, as well as develop a specific strategy to achieve goals. To do this, it is a good idea for an individual to participate in training or other development programs because they can come across many new opportunities. The person can even change their original goals as things can change a lot over time. The following four steps can help with planning.

· Self-knowledge:
SWOT analysis is one of the best tools to assess self-knowledge because it allows learning about indicators that are key to planning. On the one hand, my strengths are high social competencies and social sensitivity. I had worked with children and later with retirees for more than 20 years, where human empathy and treatment of people were of great importance. On the other hand, meeting deadlines has always been very important in my working life. In addition, I have a high level of responsibility that helps me achieve results or pursue a goal. As well as the resources that have helped me to succeed, perseverance, striving for hard work, and multiple failures have motivated me to start over. Finally, I have good organizational skills and attention to the understanding of causal relationships because I like everything to be in order and to meet the expected standards.
· Options:   
Participation in training courses to develop various skills is aimed at achieving the set work. At the moment, I am preparing for the third term of Level 4 Higher education for the workplace. Subsequently, my further plans include starting Level 5 in Leadership and Management. Therefore, my options include getting to know the needs of a leader in my chosen field, acquiring and applying those skills, as well as thoroughly studying and adapting to and finding a place in a multicultural environment.
· Decision:
Considering my strengths as well as my opportunities, a career where I work with people, where I can work in a team, and where I need to build human relationships fits my personality. Because organization, and meticulousness characterize me, I have opportunities in a job where I can oversee others’ work and their administrative activities. With enough work experience, my current employer offers me a very realistic opportunity to move up within the company after graduating.
· Next step:
The next step in my career is to set a specific job goal that I want to achieve over the next two years but no later than three years from now. A night concierge manager job is the most feasible for me since the mix of office and practical work suits my personality. Working hours are also excellent. Although it is nightwork, it fits my private life perfectly. Therefore, the next step is to gain the experience, skills, and knowledge needed for the above job and to apply for the vacancies. 
From my SWOT analysis, you can see that there are areas where I need to put much effort into making the results work and where spontaneous learning is very important. Due to language difficulties, spontaneous speaking is difficult for me. It is much easier if I have time to prepare. Consequently, with the development of language skills, spontaneity will also improve.
Sometimes, I am too honest about what can be eliminated by developing diplomacy skills. Especially in a senior position, honesty cannot be as daring, as it can be at the expense of human relations. Therefore, it is very important to refine this trait in times to come. In addition, for me, public speaking is extremely confusing because I have stage fright. I often look for words that are the most appropriate. Consequently, my way of thinking may seem broken. However, with further language training and expanding my vocabulary, this can be improved.
[bookmark: _Toc79231696]PERSONAL SWOT ANALISIS 
	Strengths

High social competence
Compliance with deadlines
Characteristic that will help to achieve an outcome or reach goals
Resource capabilities that will contribute to the success
Good organizational skills
	Weakness

I am not spontaneous, I am much better off when preparing
Sometimes I am too honest
Nervous about public speaking

	Opportunities

Helping each other
Providing training courses
Learn about the different needs of different clients
Develop my knowledge about different cultures

	Threats

Factors that might prevent a successful outcome





Figure 1. Personal SWOT analisis
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 NAME

	Valeria Varga 
	Target Job/career
Example: Teacher, Manager, Business Person
	Night Concierge Manager



	
PERIOD
	
From:01/09/2021
	
To:01/09/2023




What Skills do I need to achieve my goal?
	
       SKILLS
	
How will I get them?
	
What resources or support will I need?
	What can prevent me from achieving my goals? (e.g. unemployment, illness)
	
How long should it take?

	Language skills
	Reading, writing, grammar practice, also speaking practice, continuing my studies
	Books, studies, teachers’ help, writing exercises




	Unexpected life events or social upheaval, illness, unemployment if I cannot continue my studies
	Life long learning

	Interpersonal and communication skills
	Experiential learning, learning terms, comprehension, practicing specific situations
	Communication exercises, solving tasks, making presentations, situation exercises





	Unexpected life events or social upheaval, illness, unemployment if I can't continue my studies
	2 years

	Problem-solving skills
	Studying problem-solving models, using tables, graphical tools, recognizing relationships
	Studies on learning about thinking strategies, completing assignments in university classes





	Unexpected life events or social upheaval, illness, unemployment if I can't continue my studies
	2 years

	Presentation skills
	Qualitative recognition of information transfer, practicing time management, asking questions, correcting mistakes
	As much information as possible in the form of presentations, workplace presentations, and study presentations



	Unexpected life events or social upheaval, illness, unemployment if I can't continue my studies
	2 years

	Negotiation skills
	Study negotiation styles, develop skills of reasoning and persuasion
	Gathering information and studying business




	Unexpected life events or social upheaval, illness, unemployment if I can't continue my studies
	2 years

	Project management
	Recognizing and studying the implementation processes of a project, studying tools and methods
	The university for me is a project to be successful in all the influencing factors - time, cost, the scope of the study



	Unexpected life events or social upheaval, illness, unemployment if I can't continue my studies
	2 years
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Recruitment and selection is the process of creating a demand for a job and recruiting candidates to fill that job. At the end of the process, someone is selected to fill the task. For suitable candidates to apply for a particular advertised position, the job description must include exactly what competencies are required and what personal qualities are expected. Candidates can be selected in several ways, such as filling in an application form, being interviewed, or being called in for a. day experience. When the most suitable candidate is selected, the new employee is appointed. There may even be room for a complaint during the procedure, but the full process of recording is covered by the law. According to Maund, Schriek, and Tinkler (2017), the essence of recruitment is to find candidates and to select the most suitable candidate to offer them the job. A key factor is to advertise the job and then nominate the candidate for the goal. The process includes vacancies being advertised by the company from various sources and made available by the applicant. The company measures applicants at various levels, such as form submission, written tests, interviews, medical examinations, and so on. While recruitment only means the communication of vacancies, selection involves the establishment of a contractual relationship between the employer and the employee. 
The subprocess of recruitment and selection has been presented through an interview with my peer Nurhayat, where on one occasion, she is in the role of the interviewer, on the other occasion it is me. The job description and the interview questions that we have asked from one another can be found in the appendix. I judged the candidate based on the following considerations: qualifications, work experience, motivation, communication skills, and emotional stability. The interview developed as follows.



[bookmark: _Toc79231699]The interview: roleplay 
The first step of the interview is to build a relationship, at which point Nurhajet (the interviewee) introduced herself. Since first impressions are very important and take about 30 seconds to form, she paid close attention to detail. She greeted me (the interviewer), introduced herself, she was kind and smiling. When we were conveniently seated, the content of the interview followed, about the applicant’s goals, experiences, and results, and then we had the opportunity to ask open-ended questions. The interviewee gave specific answers to the questions, so I, the interviewer, got answers to the questions. On the other hand, I knew that she understood the question and that her answer was relevant enough. I reward honesty and a positive attitude. This made it easier to establish rapport during the job interview. She linked her answers to her previous results and solutions. It was a great opportunity for her to prove her worth. The interviewee answered the questions prepared. She expressed her opinion, her style of communication was good and positive.  In my opinion, she missed the opportunity to ask some questions at the end of the interview. For example, what to expect in the first month, or what training she should attend, and so on. I made notes of her replies, so when I have to decide which candidate to choose later, I can recall the answers provided. When I was the interviewee, I felt well during the conversation, I was given specific questions I could answer about my experience and skills. My answers were prepared in advance, however, I did not read them. I tried to answer in my own words and not to say a pre-learned text. Nurhajet did not take notes and did not ask if I wanted to ask something about the job. Nevertheless, I consider that we have accomplished the task well. with minor flaws. Finally, we have learned a lot from watching the role-plays of our peers on the screen. In conclusion, we need to develop many of our skills to achieve better results.
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I have switched jobs according to my career plan. The main reason for this was that I wanted to gain more experience in certain fields, such as the service industry. Also, I have learned the language faster and thus broadened my horizons. I was able to recognize and seize the opportunities. I can only say good things about my current employer. They treat me with respect. I was allowed to participate in various projects, achieving both my employer’s and my own goals. However, to further my career, I have decided to look for more challenges. Therefore, I started university studies and turned my interest towards business. Although I consider cash benefits to be an important motivational tool, the financial side of my career has always been secondary to me. The most important thing for me in a given job is what the job itself is like, what my responsibilities are, what the environment is like, whether I have the opportunity to learn and participate in new and exciting developments as an effective member of the team. When I started my studies, the goal that floated in front of me was that there could be a turnaround in my career after graduation. Although I have learned a lot at my workplace, I feel that I have specialized in too a narrow area. Conversely, a university degree might make me suitable for other jobs as well. My next position - that is, what I plan - offers new challenges and opportunities for development. The range of my abilities expands and I can take on more responsible tasks. I feel this choice is one of the best decisions of my career.
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Appendix
Job description:
Front office associate (Hotel) - The skills and knowledge required for this job role: communication, teamwork, problem-solving, computer literacy, customer service, sales and marketing, and English literacy have been analysed providing their relevance for the job.
The front office department in a hotel is the first point of contact between the hotel and the guest. The front office staff is expected to have good communication skills to create a good impression about the establishment (Losekoot et al., 2018).  More importantly, excellent communication skills among front office staff contribute to a good guest experience. There are several responsibilities carried by front office personnel that require effective verbal and non-verbal communication skills. Thus, communication skills such as active listening, confidence, friendliness, sharing feedback, clarity, and appropriate use of nonverbal cues are extremely useful to ensure they work effectively promoting verbal, nonverbal, and written communication.

Questions for the applicant Nurhayat: 
1. Where do you see your career heading in 5 to 10 years? 
2. What motivates you to work?
3.What role does the front office department play in a client’s first impression of the company?
4. How do you handle conflict between you and the customer?
5. What qualities do you have that make you the best person for the job?
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Application form Nurh.pdf


 
 


 
 


Private & Confidential 
Application for Employment 
 
 
To ensure that you are able to complete the application form in full, please refer to the short-listing 
criteria on the job description.  


 


 
 


 
Position Applied For  


 


 
Front office Associate 


 
How did you learn 
about this vacancy? 


 


1. Personal Details 
Title  


Mrs  


Surname Osman  
 


Previous Name  
 


Forenames  
Nurhayat  


 
Address 
 


 
 
 
 
 


Post Code   
 


Telephone number  
 


Mobile No  


E-mail address  
 


National Insurance 
Number 


 
 
 


 
 


 


 


1a. Additional 
Information 


   


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


Yes    X  No  


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     X No  


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 


  







 


 
 


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  


Employers Name Emily Smith  


  138 Sussex  Way  


 
Postcode EN3 2GB 


Job Title Receptionist  


Dates of Employment From 
 


07.04.2018 To 
 


Current  


Reason for leaving Interested in more challenging 
work duties  


Salary  


 
Brief outline of main 
responsibilities and key 
duties 


 


• meeting and greeting clients 


• answering and forwarding phone calls 


• Keeping the reception area tidy 
 
 


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 Camila  


 
Address 
 


32 seven sister road  


Postcode N16 5DB 


Job Title Cleaner  


Dates of Employment From 
 


15.03.2015 To 
 


06.02.2018  


Reason for leaving Moving to a new borough  Salary  


 
Brief outline of main 
responsibilities and key 
achievements  


• Dusting, sweeping, vacuuming, mopping 


• carry out deep cleaning and detailed cleaning task 
 
 







Dates of Employment From  To  


Reason for leaving  Salary  


 
Brief outline of main 
responsibilities and key 
achievements  


 
 
 


 
Please continue on a separate sheet if required. 


 


 


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 


Complete secondary education in my 
country (Bulgaria) 
 


SEP 2011 LEVEL 3  PASS  


 Further/Higher Education 
Qualifications  


    


Name of Qualification  Date Gained  Level Grade Awarding 
Body 


SKILLS FOR THE WORKPLACE  OCT 2021 4   


Professional Qualifications      
Name of Qualification  Date Gained  Level Grade Awarding 


Body 







 
 
 


CPD / Training and Development  
Brief description / course title  Date Taken  


 
 
 
 
 
 
 
 
 


 


 
 
 


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


 
• listen to music  


• reading books 


• colouring 


• spend time with my family 


• watching movies 


 


 


 


 


 


 


 


 


 


 


 


 
  


HAIR & BEAUTY  
 
BEAUTY THERAPY  
 
SPECIAL EFFECTS HAIR & MEDIA 
MAKE UP ARTISTRY  


2018 
 
2019 
 
2020 


1 
 
2 
 
3 


PASS 
 
DISTINCTION 
 
PASS 


CITY 
GUILDS 
CITY 
GUILDS 
VTCT 







5. References 
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  


Employers Name  


 
Address 
 


 


Postcode  


Telephone Number  Ext. Number  


E-Mail Address   


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


 
Yes              No 


 


References   
Name of Referee  


Job Title  


Employers Name  


 
Address 
 


 


Postcode  


Telephone Number  Ext. Number  


E-Mail Address   


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


 
Yes           No 


 
  







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


I have had three years of experience as a receptionist and during that time I have gained the 
knowledge and skills which are needed for this job and which I want to express. 
I am well organised and good communicator, I can complete registration cards, handling 
reservations and collaborating with hotel staff. Welcome guests upon arrival and assign 
rooms.  
 
 
 
 
 
 
 
 
 
 
 
 


Please specify how you meet the criteria for this role. 


 
I know three languages (English, Turkish and Bulgarian) and this will help us communicate 
with our guests much easier, not only that, but I am also a polite person that knows how to 
deal with stress, angry clients, and anxiety. As the front desk has the most direct contact with 
the clients it is essential to have a good knowledge about the hotel, hotel management 
procedures and systems, or any relevant fields. I will be honoured to work in your hotel and 
you can make sure that I will give 100% of my productivity. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 


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:  N oooo                                                                                                             
Date:14.07.2021 
 
Print Name:  NURHAYAT OSMAN  


 







 
  







 
 
 






