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[bookmark: _Toc133189196]1. Introduction

On my way to become a great professional during this term I learnt how to develop a professional career plan to have a guide to achieve my goals, in my case I want to be involve in sport business, for this reason in my mind is start study administration and sport business getting this I can be in charge in role as a sport agent or CEO of a sport company.

The role of a sport agent offers completing all necessary paperwork, finding new talent to add to their roster, helping and advising client on their personal issues, negotiating new contracts and handling renewals, seeking out new sponsorship opportunities (Cheary,2023).

To have success in this career I will need some skills like negotiations knowledge, analytical and problem solving, communication, multitasking and passion for sports. In this report I will analyse myself to have a clear idea about which steps I need to follow to have success in my future career. 

In this report I will use tools like PDP, lifeline, my learning style, Johari window and Swot analysis to help me understand better how my skills can fit in the sport agent career.


[bookmark: _Toc133189197]2. Career path
I would like to being involved in the business Sport as a sport agent or CEO of a Big sport company. To start I will prepare a personal development plan to have a clear idea to the steps I need to follow. PDP is a technique that identifies my goals for my life, plan actions that will bring me closer to mi achievement, in this table I will set a short, mid and long-time frame about when I want to achieve or develop my goals, skills and what resources or what I will do to get there. (Spacey,2019).

[bookmark: _Toc133189198]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? 
	

Get my certified in skills for the workplace
	



Find a training or apprenticeship in business assistant 
	


Work as a sport agent or being a CEO of sport company 

	Section 2 - Skills and Knowledge to be Learned 
What specifically do I need to learn? What project do I need to work on? 
	communication
	Develop leadership abilities. 


	Gain experience in selling skills in the sport business

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


Being more communicative with my classmates and workmates also being active at class 
	


Lead projects at work, lead teams at class
	


Lead a certain range of top athletes and also lead company as Nike, adidas, reebok.


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? 
	
Talk more 
	
Being capable to prepare presentation 
	
Lead negotiations

	Section 5 - Time Schedule 
 What is my time schedule?  
	
	
	

	When will I start? 
 
	Ongoing
	In the next 6 month
	In the next 2 years

	When do I expect to finish?
	3 months
	2 years
	5 years

	
	
	
	













[bookmark: _Toc133189199]3. Lifeline
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Lifeline is a technique to reflect the ups and downs and the main situations that have influenced in life by one side we have the push factors reasons to leave behind aspects in life and by other side pull factors the reason of the change it can be better circumstance, it will help to start thinking about which factors need to change or be developed to take better decisions. Below you will see the push and pull factors that contributed to my decision to move to Spain and then UK (openLearn, n\d) (Cirjak,2010).

The first Push factor I had in my life was to emigrate to Spain for better get opportunities, once there, I remember it was a bit hard at the beginning because new country, different weather, other habits but still happy being reunited with my family. 

In my teens still was everything nice I practiced a lot of sport, I when to the University I learnt a lot I can say that was the pull factors that my parents wanted for me, but then in Spain crisis came it push me to try in another country (UK) had to get use another habits, weather, language, keep doing sport but, covid first and an knee surgery after all my plans collapse so decide study to see if this course can be a step to still being involved in what makes me happy that is in sport world.

	
	Push factors
	Pull factors

	
	Poverty
	Better wealth

	Ecuador to Spain
	Lack of safety
	A safer environment 

	
	Lack of education
	Education opportunities 

	
	
	

	
	Crisis
	Better work conditions

	Spain to UK 
	Unemployment 
	More chances to find a job

	
	Discrimination
	multicultural

	
	Lack of financial studies
	Student finance


 

[bookmark: _Toc133189200]4. Self- evaluation Review

[bookmark: _Toc133189201]Learning Style

During in class lecturer prepare a test (VARK METHOD by Fleming) this is a method to identified how to people have an particular style to learn it can be visual learners those one who are better by seeing information, another one are auditory people who get better learning by hearing also there are the reading one they prefer to learn read information and the last one are kinesthetics people who need to touch to learn (Cherry, 2023).

This activity gives me an idea about my best learning style and after completing this questionnaire it shows that the proper style it fits me is kinaesthetic and visual which means for me touching, feeling, doing, having hands-on experiences but also mix it with visual that include being capable to learn with demonstrations. 

[bookmark: _Toc133189202]Johari window 

Johari window is a method to know more about me and evaluate what I don’t know but others know and hidden information about what I know but other don’t and information that I don’t even others and I knows (Hampson, 2021).


	
	Known to self 
	Not know to self

	Know to others
	Helpful
Independent
Confident
cheerful
	Nervous
brainiac

	Not know to others
	Anxious
Reflective
Trustworthy
Energetic
Not take risk. 
Planning 
	















[bookmark: _Toc133189203]5. skills and plan to develop them

To know more about my skills and improve them I will use swot analysis technique which is designed to have a realistic criteria about my strengths and weaknesses those one are internal factor that means are on me to improved and by other side opportunities and threats are external factors it depends more about the environment (Kenton, 2022) 

[bookmark: _Toc133189204]Swot Analysis 

	SWOT ANALYSIS


	STRENGTHS

	WEAKNESSES
 
	OPPORTUNITIES
	THREATS

	UNDERSTAND THE CONCEPTS OF THE INDUSTRY IN ADMINISTRATION 
	LACK OF EXPERIENCE IN ADMIN ASSISTANT
	TRAINING AND VOLUNTEERS 
	POTENTIAL RECESSION 

	POSITIVE ACCTITUE TO OVERCOME CHALLENGES AND DEVELOP MY SKILLS 
	KNOWLEDGE ABOUT THE RESPONSABILITIES
	GROW IN THE JOB POSITION OF ADMIN ASSISTANT
	ONLINE TECHNOLOGY

	KNOWLEDGE IN BASIC DUTIES 
	 UNIVERISTY SHIFT
	
	HIGH COMPETITION  

	INDEPENDENT TO WORK BY MYSELF 
	
	
	














[bookmark: _Toc133189205]6. Recruitment and selection
One of the tasks I had in this module, was to prepare a job role interview which I had to search for a job that could help me to gain experience or develop my skills for the role I will want in a close future.

In my job searching I found a job that fitted with my expectations so based in this job position my homework was to prepare a real interview according to what skills the company are looking for and with of these skills match with mines. 

So during preparing this interview I had to do a form job position and provide my education and experience details, an cv plus a cover letter to do it same way if I would be applying in real life. However, the main goal of this interview it was to identify the skills that the job offer was requiring and prepare a interview with the most commons questions and the some difficult questions that can show up in the dialogue and know how to answer it correctly.

After all this preparation the interview day came up and I felt it went right despite me and my workmate we had notes prepare it to do the dialogue everything was fluent. In conclusion I can say this exercise help me to learn and be more prepare when hard questions come up for future interviews.




[bookmark: _Toc133189206]7. Conclusion
I remember when I started this module about personal career development I said it not will be a really helpful about what we already know in terms of job searching or workplace but, I found very interesting tools like learning style about this session I can take the different ways to learn of a person like mine is kinaesthetic but mixed with visual which I already knew it but I found interesting the way of how with a test that the lecturer provide me I can verified it.

Another interesting point was the Johari window it was the first time I heard about this technique to evaluate myself and how others have a point of view about me that I don’t know. I truly believes that makes have another side of me that maybe I don’t realize.

And the last one I want to mention the knowledge that I added to what I knew it about job searching and interviews, this activity let me to understand better and selected correctly my next job career and make the right steps to being a potential candidate.

In conclusion, I keep a phase or image that the lecturer showed me at the begging of the module, and it was about the boat, some people can be super Yates and others just a boat, it does not matter the speed of the machine the most important is to get to the goal despite the time that it can take. In my case I know I have a lot to improve but I am working hard to find the better way.
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[bookmark: _Toc133189209]Job application form

[bookmark: _kpr05n82n26c]
Application for – front of house & administration assistant 
[bookmark: _zidixfu2h1to][bookmark: _Toc133189210]Your details

Name: Anderson calle 

[bookmark: _obvz8px9oj35][bookmark: _Toc133189211]Education and training
Please give details:

	High certificate in administration and finance – Stucom 
(SEPTEMBER 2011 – JUNE 2013) SPAIN, BARCELONA

Module
· Communication and customer service
· Administration of legal and business documentation
· HHRR
· IT
· Accounting and taxation
· Financial management
· Commercial and logistics management 
· Administration and finance project 
· English
 
Certificate in administrative work - Stucom
(SEPTEMBER 2009 – June 2011)

Module
· Trading operations
· HHRR
· Treasury
· Basic accounting 
· IT
· Training and career counselling 
· English 




[bookmark: _qhulv5cexz75][bookmark: _97j1ykgd1f2u][bookmark: _Toc133189212]Employment history
[bookmark: _itppkk92vaqm][bookmark: _Toc133189213]Your current or most recent employer

Name of employer: just eat

Job title: Delivery food

Length of time with employer: 1 year

Reason for leaving: study reasons

Duties: 

	
Food package 
Customer services
Handling deliveries




[bookmark: _81dqi68kkna8][bookmark: _Toc133189214]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Receptionist (2 years) Citibank
Reason leaving: changing in the company 
Duties: 
meeting and greeting client.
booking meeting
answering and forwarding phone calls
sorting and distributing post








[bookmark: _2hk78iv0b9mh][bookmark: _Toc133189215]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	Anderson Calle
Anderson270793@outlook.es
07835728621

3 March 2023

Hiring team manager
Front of house & administration assistant 
Blackstone chambers
Essex street, EC4Y 9BW
London 


Dear Hiring team manager

I am excited to be applying for the position of front of house & administration assistant being advertised by Blackstone chambers at indeed website. This position particularly caught my attention as I have experience as receptionist area which also involves front of house duties mentioned in the job offer by other side, I have a strong educational background in the office administration. I think this knowledge and experience could be highly valuable to the company.

During my 3 years career as receptionist, I have attended to numerous types of front of house duties and worked extensively with Microsoft office, I have been responsible for word processing and processing of correspondence and email, answers phones calls and greet visitors. 

I reviewed the requirements of the job offer and I believe my candidacy in and excellent fit for this position. Some of the key requirements that I have a plenty of experience with include:

· Distribute mail and organize office. 
· Answer incoming calls, along with directing calls and greeting incoming guest at the front. 
· Coordinate schedules, making appointments and stablishing agendas.
· Skills with Microsoft office and Protel booking system.

Those was some of the main duties I worked with, and I consider that demonstrate ability to perform the major front of house and administrative assistant duties and the possibility to learn and develop new skills in the workplace.

I would love to have the opportunity to join the team at blackstone chambers and use my skills to create an efficient, good environment and exceed the expectations of this role to achieve the goals of the company. I look forward to speaking more with you about my candidacy.

Sincerely, 

Anderson calle 


[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t][bookmark: _Toc133189216]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs][bookmark: _Toc133189217]References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 

References are available upon request.

[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k][bookmark: _Toc133189218]Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name: Anderson calle 

Signature: 

Date: 14/03/2023


[bookmark: _Toc133189219]





Appendix b 



Questions interview

Q1 Hello Anderson, good afternoon how is going? 

I am fine thanks for ask. 

Q2 did u find hard to come here?


Ok cool then. 
Let’s start. 

Well, as u saw in the job offer, we are looking for a receptionist/ administration assistant full time, 8hours Monday to Friday so u don’t have to work on weekends, which is good.

Q3 Did u know about our company?


Yes, you are right we are company that work in the area of law in different ambits as you mentioned before plus other that we are specialised to provide the more suitable advice to our client.

And we are looking for a presented, dynamic and reliable front of house that can provide a first-class client services ensuring they have a professional and warmed welcome and of course provide admin support to the others department.

Q4 I can see in your cv that you have experience as receptionist? How many years? and why did u decide to leave

Q5 Ok right. So why did you decide to apply in our company?

Ok, perfect. See you have an experience as receptionist means also you know about the role of front of house by other side you will provide assistant to the administration are which means your duties will be ordering supplies, supporting the marketing manager with website, legal directories and social media and other duties as may be required. 

So for this position you will need to be calm and professional attitude, eye for detail and strong organisation skills, ability to work under pressure to be helpful to members, colleges and clients and of course the ability to work as a team.

Q6 Do you fit in this personal specification?



Q7 How do you describe yourself?

Q8 Brilliant! And do you have any qualification? Did you work with Microsoft office, lex diary system?

Q9 What do u want to achieve or what is your goal when you finish this course? And where do you see yourself in the next following years?

Q10 In terms of salary what is your expectations?

Well, our initial range is from 25k per year.

Ok, perfect and about the first question about how long it takes to arrive here is because I wanted to know if u have a quick and easy commute to travel to our office so u said around 40 min so is fine.

Q11 For me the interview is over thanks to come if u have any other question about the job or anything else?
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