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The following report contain a personal reflection on the role play done as part of our assignment, my career development planning, personal development plan and also the learning modules. In the first part of the report, I will reflect on the role play which is been part of our assignment. I will discuss what I have learned, what I have experienced, how useful been for me to create interview questions. The area of Career development plan is also discussed in this report and after having done my SWOT Analysis which will show how I progress into my career development plan. The report also, introduce the learning modules which are Gibb’s (1988) and Kolb’s (1984) reflective cycle. On the learning modls section, I explain which reflective cycle I will use to consider the role play, career development plan and personal development plan. This report it concludes with the outcome of the reflection and how the techniques learned in this academic year help me to have a clear idea of my future plans.   
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In term three, one of the tasks of our assignment was to prepare a role-play of two persons where we should play the role of interviewee and interviewer for the job we want and also prepare the questions and answers for this interview. The job what I have applied for was Team Leader position in a food factory, and my colleague applies for the Hotel Manager position, so both of us prepare the question and answers for this interview. 
Before we start the interview, I was happy and proud of my work, but also nervous, because I and my colleague wanted to deliver a good presentation of our interview.  Once the class has started, my emotions such as being nervous, excited, start to be more intense, because I been curious if we have done a good presentation. By hearing the speech of the teacher where he was saying “Please, do not think this is an examination, and also he said I am not here to judge you”, I realise that these words helped me to calm down and be more confident to present my interview professionally. After finishing the presentation, I assumed that we have done a great job.
This assignment was challenging for us, because we did not face this experience before but was a good way to learn about how to structure an interview (Echelon, 21), what type of questions are required, the techniques of how to answer the questions (Doyle, 20). This task assignment made me think more about what skills I have and also, what skills do I need to improve myself and become more employable, I also discovered the main skills requested by most employers. 
According to (Morgan, 2017), the impression created when answering the interviewer is influencing as much as the answers to the question. I think our interview went well because both of us have implemented all the knowledge accumulated in class and during our researches. We talk about the job what we already experienced, and also having practiced few times which made us ready for the day of the interview. I enjoyed working on this job role as part of the team, because I have learned new things from my colleague such as being more confident. Even that the teacher encouraged us and made us feel comfortable I was still struggling to calm down because while we were waiting for our turn I have accumulated pressure that made me feel uncomfortable and I made some grammatical errors.   
As a result of this experience, I gain valuable knowledge, such as the importance of how you create answers to have a positive impression on the front of the interviewer and how to implement the technique of answering the questions. I think we could do much better, but the limitation due to the Covid-19 restriction, which did not give us the possibility to practice face-to-face, had its impact and some of us faced the barrier of self-confidence.
If I will have this type of assignment next time, I will practice more, and if possible face-to-face because this will help both of us to gain more confidence and avoid potential mistakes. 
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I realise that career development planning is extremely important (Cottrell, 2015) and crucial for anybody who is seeking for further career development. I started my career development plan after conducting some personal audits, I used different techniques including SWOT Analysis. I was confident that this SWOT Analysis is going to be realy effective, but when I create my SWOT Analysis, I find out that there are some strong areas in me as a professional person, but sometimes there are some weaknesses as well, and those weaknesses I realise they need to be improved. So, I enrolled myself in a Certificate course where I have learned how to develop valuable pieces of knowledge and skills to became more employable, how to improve myself and became a good listener, the importance of having strong communication skill, time management and how to make a proper business plan. I have learned how to use them in my academic life but also my personal life. For example, I have implemented in my personal life the listening skill, now I pay more attention when my family members or friends are talking to me and I understand much quicker their feelings and the main idea of the subject discussed. By studying time management this academic year, I learned how to set up the daily, weekly, and monthly tasks. I have become more organized, now I have started to prepare my schedule for a week in advance. Also, one of my interests was to develop my teamwork skill and how to listen to the other team members for our wellbeing, mental health, and also for the benefit of the company. 
Sharing our weaknesses and strengths is one of the keys to success when working in a team, and is much easier to delegate the right task to the right team member.

	Another ability that I have developed in this academic year is problem-solving. Before, I didn’t know how to identify the steps and techniques to solve a problem. The main point that helped me in problem-solving was the development of the critical thinking skill, which involves the evaluation and order from judgment, I have learned to evaluate my work to determine ways to increase the quality and efficiency.
As a result of my SWOT Analysis, I find out some weaknesses as well, such as struggling to speak in front of others and also asking for help. To boosts my confidence and pass this step, I always try to participate in meetings and presentations. Another improvement will be my IT skills for which I will attend courses to improve.
As the next step of my career development is to attend the courses above and enroll myself in Accounting and Finances University.
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According to (Tools, 2007-2014) personal development plan is helping you to have a critical understanding of your performance, skills, goals, gaps and have a clear vision of your abilities and goals for the future. 
Going through the Professional Career Development module, I have learned about the importance of PDP and how this can help when planning our goals. In the last two months, I was thinking to enroll myself in the English and Math course to prepare for the University. But, I realise that it will not work according to my plans, as it was already challenging for me to maintain a balance between school, family, and work. Also, I understand that if I will add these two courses, I will not be able to concentrate and pay enough time to any of this course because it will be a cumulation of pressure which will bring the lack of concentration and I will not be able to achieve the results which I want. So, I decided to finish first my Certificate which will be ended by May. After I will enroll myself in the Accounting and Finance University and while waiting to start the University, which will be in October, I will attend the English and Math course.
I can admit that during this academic year, I was able to learn various skills which have boosted my confidence, I can communicate with more confidence, manage my time more efficient, reflect on my skills, goals and also define my weakness that I have to work on, and improve them. Furthermore, now I can control things in a better manner to achieve the necessary efficiency and likewise problem-solving and decision-making process which I can apply in my personal life and also, in the future jobs.
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In this academic year, I have also learned about few reflective cycles such as Gibbs's (1988) and Kolb’s (1984) reflective cycles, which help to review and have critical thinking over situations, experiences, or ideas. Gibb's (1988) reflective cycle, is focused on learning from experience. Gibb’s reflective cycle is divided into six stages which are: Description, Felling, Evaluation, Analysis, Conclusion and Action plan; Each of this stage help you to expand in details the situation and have critical thinking over the experience. This reflective cycle is suitable for separate experiences or situations (EDINBURGH, 2020).
According to (McLeod, 2017), Kolb’s reflective cycle is focused on the learner’s internal cognitive processes. Kolb’s reflective cycle can be used in two ways: by following all the four steps or use them separately like four separate reflective cycles. This reflective cycle is been designed to be used for new experiences where we can use the “Concrete experience and Reflective observation of the new experience” and “Abstract conceptualization and Active experimentation” are applicable for new ideas.
For this report, I choose to use Gibb’s (1988) reflective cycle because I find this cycle more applicable to my method of thinking and also help me to adopt critical thinking over the experience.
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As a summary of the report, this academic year is been extremely important for me because I expand my knowledge, skills and became more employable. By reflecting on the experience of the role play I encouraged myself to express my feeling, what I have learned, what was bad and how next time I will do in a better manner. The Career Development Plan gives me a clear vision of my skills, weaknesses and how to improve them in my future jobs, how to properly organise my plans in my career and my personal life.   From the Personal Development Plan, I have cumulated a better understanding of how to structure my goals and on which do I have to focus to achieve them.
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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 

	
Team Leader 

	
How did you learn about this vacancy?
	Web site (Indeed)



	1. Personal Details

	Title
	MRS


	Surname
	
Loredana  Maria 

	Previous Name
	


	Forenames
	Roman 


	
Address

	


17, Calvards Croft, Greenleys,  Milton Keynes 


	Post Code 
	
MK12 6 AP

	Telephone number
	

	Mobile No
	07444490963

	E-mail address
	Romanloredanamaria@gmail.com 


	National Insurance
Number
	
ST938486C
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	Do you hold a full, clean driving license valid in the UK? 

	Yes
	Yes
	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
	Yes
	No
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The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	[bookmark: _Toc71212158]Current or Most Recent Employment
	
	

	Employers Name
	Gilt Edge Plastics 

	
Address

	Elms Industrial Estates, Church  Rd, Harold Wood, Romford 

	Postcode
	RM3 0JU

	Job Title
	General Operative 

	Dates of Employment
	From

	04/04/2018
	To

	Date 28/01/2021

	Reason for leaving
	Leaving the city
	Salary
	1500

	
Brief outline of main responsibilities and key duties
	


Check the quality of the products pay attention to the details, assembling goods,  packing products,  and filling up the paperwork. 
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The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.
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	Employers Name
	Arcadia

	
Address

	Merton Drive Redmoor, Milton Keynes  

	Postcode
	MK6 4AG

	Job Title
	Picker and Packer 

	Dates of Employment
	From

	01/03/2021
	To

	Currently  working 

	Reason for leaving
	
	Salary
	1300

	
Brief outline of main responsibilities and key achievements 
	

Packing  goods 
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	Employers Name
	DHL

	Job Title
	General  Operative 

	Dates of Employment
	From
	15/08/2018
	To
	30/11/2018

	Reason for leaving
	Leaving the city
	Salary
	1400

	
Brief outline of main responsibilities and key achievements 
	

Picking goods
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	Employers Name
	Elizabeth the Chef 

	Job Title
	Team Leader 

	Dates of Employment
	From
	11/04/2017
	To
	10/07/2018

	Reason for leaving
	
	Salary
	1500

	
Brief outline of main responsibilities and key achievements 
	Filing papers work, setting up the lines and the equipment  to be used, checking the quality and the expiring date coordinating the team, and ensure a smooth production run





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.
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	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Commercial Services 
	08/ 05/ 2015
	Lvl3
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	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Certificate in Higher Education: Skills on the Working Place ( Business and Management)
	
	Lvl 4
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	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body
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	Brief description / course title 
	Date Taken 
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[bookmark: _Toc71212168]Please provide details of your hobbies / leisure activities / voluntary work

	I have few hobbies such as make sport in the free time and also, I have a passion about make cakes.
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[bookmark: _Toc71212170]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
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	Name of Referee
	Ana Straton 
	

	Job Title
	Site manager 
	

	Employers Name
	Arcadia 
	

	
Address

	Merton Drive  Readmoor 
	

	Postcode
	MK6 4AG
	

	Telephone Number
	07458901289
	Ext. Number
	
	

	E-Mail Address 
	Anastraton@yahoo.com
	

	Are you willing for this referee to be approached prior to interview?
	
Yes              No
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	Name of Referee
	Tracy 

	Job Title
	HR

	Employers Name
	Gilt Edge Plastics 

	
Address

	Elms Industrial Estates, Church RD, Harold Wood , Romford 

	Postcode
	RM3 0JU

	Telephone Number
	01708379005
	Ext. Number
	

	E-Mail Address 
	tracy@giltedgeplastics.co.uk

	Are you willing for this referee to be approached prior to interview?
	
Yes           No





	6. Reason for applying

	

	[bookmark: _Toc71212173]Please detail below reasons for applying for the position including your skills, experience and attributes.

	
I want work for your company because after many researches I have seen that your company work on very high standards and also have many positive comments and reviews online which tell you are a great company to work for. My ability to be a strong communicator, good motivator and also good working under pressure is much with this job role














	Please specify how you meet the criteria for this role.

	




















	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:

Print Name:
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 Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 

Example: become a Student Affairs Officer; learn computer graphics 




	
I want to finish with a good score on my Certificate, after finish this course I want to enroll in an English and Math course. 
	I want to enroll in an Accounting course.
	Finish the Accounting University with good results and after starting my career as an Accountant.

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	 Improve my English and my Math skills.
	Admin skills
	Accounting skills 

	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	I will take an course. 
	I will change my job by working as admin
	I will follow the Accounting University 


Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf



	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	
Free time and also funding 
	Free time and also funding 
	Free time and also funding 

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	
	
	

	

When will I start? 
 

	I will start in June 2021
	I still need to find a role to work as Admin 
	I will start in October 2021

	

When do I expect to finish?
 

	I will finish by August 2021.
	
	I will finish in 2024

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date



Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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  The interview

L: Hello nice to meet you, my name is Loredana.
Z: Hello Loredana! Welcome to the interview. I appreciate that you accept the invitation for the interview.  
L: You are welcome, honestly, I should say thank you for the chance you gave me and the invitation to the interview.
Z:  You are welcome, when you ready we can start.
Open Q:
1. Please, can you tell me about yourself, your studies, work experience?
I am a positive person, responsible, hardworking and I am enthusiastic about leading people. I am a competent communicator who can clearly deliver the company goals to a team and focusing on deadlines set by the management. I am always looking to grow and better myself, so I enrolled in the skills for workplace course, where I learned and gained valuable knowledge that I am confident will be very useful and applicable in this position.
Three years ago, I start work for “Elisabeth the Chef” where I performed as Team Leader. My main duties were from filing up the paperwork, setting up the lines, equipment to be used, checking the quality of the products to coordinate the team and ensure a smooth production run. In that role the major accomplishment was that my ability to see the strengths and weaknesses of my team, help me to choose the right role for everyone fact kept my team always positive and happy in their position, this also, brought an increase of the efficiency, minimise the waste time and maximise the profits. 
Like I said at the begging, I take my responsibilities very seriously and I believe if you will hire me, you will definitely see a positive return on your investments.



2. Can you please tell me the greatest strengths and weaknesses?
I have numerous strengths which are match with this Team Leader position: strong communicator skills, good motivator, and good working under pressure.
I am a strong communicator because I know having a strong communication
skills are vital when you leading people, that way focus on this skill and I brought it to perfection. 
Other strengths which I get the ability to be a good motivator because I always keep my team updated with the company goals, I support my team and help them when they need me. Other strengths include the capability to work under pressure, in this kind of situation I believe is vital to remain calm and take the right decision and delegate the right tasks to get over the problem.
In respect of my weaknesses, I can say that sometimes I find it hard to ask other people for help. So if the pressure is on I would rather prefer to figure it out for myself and not asking for help, of course, the best thing to do would be to ask other Team Leaders or Managers who have more experience than me for advice.

Open Q
3. Why do you want to work for us?
I want work for your company for 3 main reasons, obviously, before I apply for this job, I have done a lot of researches into the organization to ensure the quality and the skills that I have, match with your company and definitely are.
These are the reason, firstly
· The standards you working as very high, and as such I know I will get the opportunity to thrive and develop within the role. 
Secondly
· Having spent time studying your company you clearly have exciting plans for the future, which I would like to be part of.
And finally
·  There are also lots of positive comments and reviews online about your company, which tells me you provide great customer service and also a great company to work for.

Behavioural Q 
4. Can you describe a situation when you faced a conflict between the team members and how you deal with it?
On my previous team, I noticed two people were often negatively speaking to each other.
It was my responsibility to spoke them both about the conflict, to get to bottom of it and find to resolve it quickly and amicably and avoid major conflicts.
I spoke to them both collectively and I asked them to explain the reasons for the conflict. They said due to the language and culture they miss understanding the content of the discussion and one of them took it as an insult.
I explain again both the company goals and describe to them how this kind of conflict can affect our team.  The next day I gave them a task on which they had to work together, and was successfully completed in time. 

5. Where do you see yourself in 5 years?
I am confident that I will still be working for your company in 5 years. I am guided by a strong desire to achieve my personal and professional objectives.
I see myself as someone who is capable in the job, someone how is enthusiastic and keen to advance within the organization. I will be willing to assist in the training of new employee’s how entry in your company.

The question to as to interviewer:
What is the culture like within the company?
We have a nice and friendly environment where everyone is happy with their daily responsibilities, and we as a company are trying to keep this positive ambient because is motivating our staff, which ensure to an as a good efficacy. 
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