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The following report is a Reflective Review it will be focusing on self-awareness tools. These tools are used to develop an understanding of one’s own self, which can increase the potential chances of employability. 
The report will specifically be focusing on the importance of self-assessment, in particular, going into depth on specifically designed tools such as the Johari Window, discussing its functions and a review based on personal experience.
 Psychometric tests will also be analyzed and discussed along with functional and learning outcomes. 
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part 1:
Every individual is unique and has their own identity, being able to identify one’s own personality is one of the keys to success. Self-awareness is having a clear understanding of one’s own self, an in-depth focus on one’s personality, strengths, fears, beliefs, weaknesses, abilities, motivations and drive, it creates an open vision giving a clearer understanding of any future goals that one would like to achieve.
In an article, Goleman (2015) describes self-awareness as “When someone is aware of how feelings affect his reasoning, thinking, and ways of interacting with other people- he has self-awareness. This is one component of emotional intelligence” 
Having self-awareness is a great skill and not everyone possesses it, self-awareness is a knowing of one’s own personality, their emotions, what motivates them and their objectives. Self-awareness tools are designed to give an in-depth insight to one’s personality also to help achieve these goals, by giving a clearer understanding of what user’s aspirations and desires are in life. Self-awareness tools are created for users to be able to gather an insight into their personality, this is done by asking certain questions and giving certain scenarios which results in an analysis, giving the user a defined summary of their personality. 
In an article Sutton (2016) states “Engagement in self-awareness training can indeed have some impact on trait reflection” These tools are a great way of discovering yourself as sometimes one’s own perceptions of themselves can be quite different to what others perceive of them.
These self-awareness tools also help’s users gain knowledge on how to manage their emotions which is vital especially in regard to employment, as negative emotions such as envy or anger can have undesirable outcomes in these environments especially when working with others as part of a team, affecting communication and decision making resulting into making the wrong decisions and an uncomfortable environment.
There are many useful self-reflection tools available to use, one of these is the Johari Window.
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The Johari window is a method developed in (1955) by psychologists Joseph Luft and Harrington Ingham, they came up with the name by joining both of their names together. Joseph was shortened to ‘Jo’ and Harrington to ‘Hari’ creating the name ‘Johari’.
It is essentially a system used to identify one’s self and understanding relationships with others. It basically provides us with a chance to see how we see ourselves and others perception of us.
In an article Bahadori (2015) describes the varied uses and analyzing methods of the Johari Window “The means gives a varied exposure on attitude, adaptableness, goal setting, drive, time managing, critical thinking and ingenuity, problem solving, collaboration, management and stress Reduction”
A simple and useful tool introducing the user to use various channels of communication. Showing how one will open up and disclose personal information more as they get to know others better. A video uploaded by MetaPeople Development (2015) describes the Johari window in further detail, explaining its four defining categories:				
	Open Area
	Blind Area

	Hidden Area
	Unknown Area


			
		


They can be broken down in to 4 separate segments:
The Open area: These are facts that you and others know for example: values, beliefs, behavior, attitude, way of living, social status.
The Blind area: These are facts that are unknown to one’s self but noticed by others, for example: the way we converse with others, or carry ourselves, mannerisms, etiquette. 
The Hidden area: These are facts that are known to one’s self but is personal, for example: feelings and thoughts, personal/relationship issues, financial difficulties, issues that are kept private and that others are unaware of.
The Unknown area: These are facts unidentified by both parties, for example: personality traits developed from a younger age according to certain circumstances, attributes possessed resulting to the environment one was brought up into, significant events that may have molded one’s personality 
An essential component of the Johari window is its focus on feedback, while using this model and receiving feedback users are at an advantage of further knowledge and an insight into their personality. 
In a journal article Saxena (2015) states “Johari window is a revolutionary theory which provides useful insights for improving interpersonal communication through self-awareness and understanding” with its emphasis on feedback and disclosure, adequately explains interpersonal semantics and its role in communication with oneself and others”. 
Interpersonal skills are essential in the professional world and when acquired can lead to success in chosen careers, these skills are essentially developed through socializing in a variety of environments and interacting with others. Developing the skills to work effectively in a group, problem solving, making critical decisions and being able to communicate with others effectively are all essential skills required for success. Examined and described in an article by Shenton (2007) “The Johari window has long been accepted as a useful model for understanding interpersonal communication”,






During an in-class activity we were assigned to use the Johari window method on one other, during this exercise I had discovered my classmate’s perception of me was significantly different to my own. Below is the Johari Window my classmate had completed on me:


	Open Area
· Helpful
· Shy/Introvert
· Organized
· Sensible


	Blind Area
· Mature
· Intelligent
· Polite 
· Reliable 
· Witty
· Kind/caring

	Hidden Area
· Friendly 
· Confident
· Helpful
· Brave
· Patient
· Observant 
	Unknown Area
· Self-conscious
· Low-self worth
· Sentimental


		                 


Through using the Johari method, I had learnt many new characteristics about myself and how others perceive me to be. I have learnt that by focusing on my strengths and overcoming my weaknesses I will develop skills that will help me in the future of employment.
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Another useful self-reflection tool is a Psychometric Test, created in the late 19th century these type of experiments are methodical techniques implemented to assess a persons actions and mental abilities, this is done by answering a series of  structured questions based on certain scenarios and a variety of questions relevant to the specific types of criteria the test is being used for. 
Edenborough (2005) describes it “Psychometrics literally means mental measurement, and psychometrics tests or instruments are measurement devices. The measurement is used to gain an understanding of an individual so as to be able to predict behavior and provide a basis for future action”. (page 4)
Edenborough (2005) breaks down the two different types:
There are 2 types of psychometric tests
· A Personality Test- this type of test uses a series of questions designed to analyze the individual’s behavior, by presenting certain scenarios to assess how the individual will react in those situations,
· An Aptitude Test- A test that is specifically designed with questions suited to the vacancy applied for, this test will consist of targeted questions to assess the candidate’s skills set.
After completing the test an evaluation is given as feedback, results will vary depending on the test but a general analysis to character and personality types will be given. With detailed information regarding how the individual may work with others and deal with working under pressure, or how the individual may manage conflict and reach deadlines.  In chapter 2 of his book Cripps (2017) states “Psychometric Testing, because of its truly scientific background is and when applied skillfully, a most valuable technique”. (p23)
The modern-day versions are considerably different and more detailed to what they used to be but overall the main objective of these type of tests are to evaluate the individual’s skills set, personality and IQ. Psychometric tests are used by many employers as a recruitment strategy designed to assess potential employees. By giving the employees a broader insight into the applicant’s personality and cognitive skills, the questions are created to show how they will work in certain work-based situations for example Teamwork, or how the applicant may react under pressure.
 This method of testing is very effective as employees have the opportunity to single out potential candidates saving the company money and time. A Curriculum Vitae (CV) is very informative but also doesn’t necessarily show certain skills or how the candidate may perform on the job, for example during the interview process a potential candidate may have succumbed to nerves and not be able to show their true potential, resulting in them   losing out on the opportunity. This would in turn have a negative impact on both sides as the potential candidate may have had the required skills set, but not performed well during the interview stage.
In his book Bryon (2018) highlights this stating “Employers use tests and questionnaires to obtain information unavailable from CVs, application forms or interviews. They do this to ensure a fairer and more informed employment decision”
Psychometric Tests provide reliable and accurate information outlining the potential in the applicant and providing reliable results benefiting the company on a whole. In an article Kline (2015) states “These types of Mental examinations produce acurate and objective standards by which people  can be analyzed in employment as well as education” 
I have personally used a psychometric test, A career Motivation Test during a class activity. I found this test to be very insightful, the test consisted of 102 questions ranging from what motivates me and rating management intervention ideas. The questions were also based on giving certain work-based scenarios.
Below is a screenshot of my outcomes:
	

			Snapshot Report

	[image: ]Financial Reward
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	People motivated by Financial Reward strive for the big pay-off that comes as the fruit of their labour. They want to feel that their salary and benefits equal the value of the time and energy they invest in their work. While this is a common motivator that most people identify with (who wants to work for peanuts?), these individuals place more importance on remuneration than the average worker. This is not to say they are only after the big bucks; it's having the money to afford a certain lifestyle that gives them the drive to succeed. They are willing to invest themselves but will not do so without significant pay-off. They don't necessarily have to make an extremely high salary in the short-term to feel happy, especially when starting out, but they want to see the long-term reward for the personal investment they put into their career.









my results came as a surprise as they show me that I am not financially driven. I found the feedback to be very detailed and informative, although i did not expect to see that finances have no impact my career goals.
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In conclusion to this report, having conducted research and discussed the various methods of self-assessment tools, I have discovered these are highly beneficial for future employment. These tests are helpful in self-discovery and what knowing what others perceive of you. 
I have learnt by understanding and highlighting one’s own strengths and weaknesses and being able to compare other views is insightful and gives a much more open perspective. The positives of these tools are they give you the opportunity to turn your weaknesses into strengths as when these are identified they can be improved upon.
I have gained further knowledge on how these tools are useful in identifying how you will react in certain circumstances, and how you can achieve an insight into future goals.  

















[bookmark: _Toc28806915]introduction (pART 2)
Part 2 of this report will examine the essential steps to take when going through the recruitment process. 
Research has been conducted into the importance of the Curriculum Vitae (CV), its structure and contents and how perfecting your CV (Curriculum Vitae) will enhance the chances of employment.
Also, this report will be focusing on the importance of a Cover letter describing what to include and why it is an essential component through the application stages. 
The report will then go into depth about the final stage of recruitment and how to succeed in an interview. Highlighting the crucial steps to take in preparation and tips for being a successful candidate during this process. Concluding the report with my own personal experience and what I have learnt in preparation during the mock interviews and the feedback I have received.
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The Curriculum Vitae that is known also as a CV is derived from the Latin language translating to “Course of life”.
It is essentially a document containing detailed information regarding Educational background and professional experiences, containing accurate data including dates and references.
Harper (2013) describes CVs in his journal article as “Ones CV (curriculum vitae) can be described as a text that sums up professional’ skills and experiences in a shortened customized format” 
Going into further depth the Curriculum Vitae contains a brief description of the candidate’s skills set and any experience work or voluntary work they may have completed alongside any other accomplishments.
Harper (2013) concludes his article stating “CVs (Curriculum Vitae) are a useful tool on a variety of levels, raising self-awareness, conveying personality, and addressing individual and organizational needs”
Curriculum Vitae (CV) is essentially the first document a potential employer will see therefore, it is vital to keep
them current, well structured and to the point. Highlighting skills and previous work-based experiences. This document will be giving a first impression to the employer. It is essential to keep a Curriculum Vitae (CV) up to date and to avoid any gaps in experience, education or work experience as not doing so will have a negative impact showing lack of commitment or in some cases an absence of drive.
Christenbery (2014) goes into depth about the Curriculum Vitae (CV) describing it as a crucial document as it gives the first impression of the applicant  he then states “ A Curriculum Vitae (CV) Is used to screen applicants, both the appearance and content of this document are critical in determining if the applicant may continue with the application process”
Creating a tailor-made CV (Curriculum Vitae) to suit a specific job advert will showcase your potential to the employee, focusing and highlighting on specific skills set, narrowing down previous experience in the chosen employment field regarding that particular job advert will be advantageous. (see appendix1)
One of the most crucial elements when creating a CV (Curriculum Vitae) is honesty as studies show “Recent reports have documented the prevalence of inaccurate information on resumes. For example, job seekers might list a college degree they never earned, leave off a job from which they were fired, exaggerate the importance of their job duties, or make up dates of employment to hide gaps” Henle (2017)
Being honest is an attribute and displaying skills or job experience one has not achieved would cause a detrimental affect in trying to find employment as including false information or exaggerating on a CV (Curriculum Vitae) is in actual fact committing fraud. It is unfair to mislead employers by being dishonest about skills or experience as they are giving you the opportunity to succeed.
Cover Letter
A cover letter is an introduction used alongside a CV (Curriculum Vitae) when applying for a job vacancy. It is essentially a short summary highlighting skills and experience regarding chosen employment.
According to an article Tomaska (2018) describes a Cover Letter is a crucial element in job applications stating “It may provide an important advantage by sparking the interest of the hiring committee for that particular applicant. Even if It is not formally required, it should still be included in the application” 
The cover letter should be well presented and structured, aiming and addressed personally to the potential employer. Researching the company beforehand is essential this enables to produce a tailored cover letter showcasing the specific skills required for the vacancy. 
Studies show “An individual’s Cover Letter can be a very helpful tool, also one of the most desirable letters will contain simplistic terminology explaining why the work is imperative” Yates (2017).
[bookmark: _GoBack]A cover letter should be around three to four paragraphs long starting with what interested you in applying for the vacancy and this company, then going on to briefly describe why you are a suitable applicant and what you have to offer the company. Any previous experience related to the vacancy can also be included here. To finish off the letter, again discuss your suitability for the role and how your experience or skills can be of benefit to the company and close by writing you look forward to meeting with them.
A Cover letter is most likely to be noticed by a potential employer and taking the time to write and include one alongside your application can be very beneficial, In his book Innes (2016) talks about the importance of a Cover Letter stating “Cover Letters are seen by almost 50 per cent of recruiters as being as important as a CV, although most people spend the least amount of time on them”
The Cover letter should not include any personal information it simply a showcase of your skills and experience in a way your selling yourself, and this is the first impression the employer will get of you.
One of the tasks set to us was to find a potential job advert and write a cover letter for that particular vacancy (see appendix 2)
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The interview stage for a job application is the most crucial stage, this is the final stage leading to the actual success of either getting the job or not. It is a difficult stage to go through but its another life skill that can be perfected. 
Research shows “The Interview is one of the most critical points in the job search process. Whilst you might look great on paper you need to subsequently prove that in front of a recruiter” Innes (2012)
Preparation is fundamental element and is key to success. Thoroughly Researching the company beforehand will prepare you for any questions that may be asked during the interview. Arriving on time is the first essential factors to consider, preparing in advance and planning your journey ahead is vital
In her book Corfield (2009) discusses interviews and preparation, stating “Interviews are held to gather information and to appraise character. In an interview for a job the employer first selects those applicants who seem worth interviewing” she goes on to highlight the importance of “Body language, personal appearance, using your voice and controlling nerves” Corfield (2009)
When discussing information regarding yourself in an interview it is important to be specific about the skills you have that are relevant to the position, this will show your suitability for the post. Studies show it is essential to identify your strengths “identify your key strengths in relation to the job they are offering, this simply means looking closely at the information they have sent you and identifying how you meet the requirements of the job” 
The interviewer will assess how well you can communicate and engage with them, showing confidence is essential. Also focusing on speech is key as nerves can impact on the way we converse and the tone of our voice, the words you use and how you use them are significant. Taking time and listening to any questions carefully is crucial as you might miss out on any vital information. 
Another crucial element is to dress in smart attire this shows professionalism and will also help you feel more confident, According to an article dressing appropriately/smart is a key factor to consider for an interview as this leaves a lasting impression Bercik (2016) states “How you dress sends a powerful visual message about you to whomever you meet” later stating “It’s always a good idea to go with conservative dress, clean and buttoned-down sends a message of efficiency and intelligence”
Mannerisms and body language will also be picked on so being aware of maintaining good eye contact, sitting upright and poised, smiling, and being friendly and polite are all positive signs the interviewer will be looking out for.
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In conclusion of this report I discovered that the different stages of applying for a vacancy are all essential in their own ways, starting from the CV (Curriculum Vitae). I have learned It is crucial to have a well presented and structured CV (Curriculum Vitae) as this is the first initial contact you have with the company, honesty and detail is imperative and also presenting specialized skills. I found tailoring my CV (Curriculum Vitae) to a specific job application is most useful as this way relevant skills and experiences will be highlighted making the chances of getting an interview higher. After conducting intense research, I discovered it is essential to include alongside the CV (Curriculum Vitae) a Cover letter. Although before my research I was unaware of this being a crucial element, I learnt The Cover letter should also be well presented and addressed personally to whomever is dealing with employment and finding out this information is quite simple. I also learnt not to reiterate what is on my CV (Curriculum Vitae) and to keep to the point including what skills I have to offer and how I will further benefit the company. Another critical element I discovered is to research the company thoroughly beforehand as this will assist if called for an interview.
Through my research and personal experience during the mock interview I gained a considerable amount of knowledge around the interview process, I discovered many facts that will help me in the future, my personal experience I feel went surprisingly well as the feedback I received was very positive and extremely helpful. I did appropriate planning and researched into the company, I had arrived on time, prepared with my CV (Curriculum Vitae), Cover letter, and job appointment letter. I was dressed smartly and felt I was engaging well with the interviewer, although I was experiencing a lot of anxiety and nervousness beforehand. During my interview I feel I could have been more thorough in answering the questions as nerves had got the better of me, and due to personal circumstances during the interview I got very emotional and overwhelmed. In hindsight I do feel this was something I had to go through but in future this is something I will work on. The interviewers where very supportive and understanding of my situation.
The feedback I had received (see appendix 3) after conducting the mock interview was very informed and helpful. I found the comments very positive and was told what I could improve on which I am in complete agreement with.
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noshabanazkhan@gmail.com

07903136724

a-khan-14238419

PERSONAL STATEMENT

| am best described as a hard-
working individual and extremely
reliable. | am a highly organized and
extremely logical person. | always
go out of my way to help others
and once | am committed, |
perform to the highest standard.

In my spare time | enjoy baking for
family and enjoy gardening.

Telephone- (0121) 5414000
Iworked at life ways for around 3 years,

tenants with learning disabilities in their

activities, dispensing medication and taking

and ensuring their safety and wellbeing. Assi

and to encourage the tenants to integrate into the comm

them out to the cinemas, bowling and eating out, also holidays.

SALES EXECUTIVE: CMS SOLUTIONS
DECEMBER 2006-AUGUST 2007

CMS Solutions specialize in refunding bank charges and miss-
sold payment protection insurance.

My role within the company was to cold call customers from a
database.  The environment was very competitive, and
commission driven. We also had a lot of team building exercises
which I absolutely loved. My duties at CMS solutions were to
cold call domestic and business customers to establish whether
they had incurred any penalty charges, also to determine if they
had taken any payment protection policies on finance taken in the
last 6 years, I was targeted to 4 sales a day and I was comfortably
achieving daily targets. I was also responsible for incoming calls
handling complaints, general enquiries.
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Full Time Carer
June 2006 - November 2018

SKILLS

| have been a full time carer for both my parents, my fat
as he was very poorly having end stage renal failure requiring
heart failure, bladder cancer and dementia. My father required ¢
full time as he had a stroke and was very weak, with his dementia he

e Hold a clean driving license

with 9 years’ experience. needed nursing, feeding, bathing and dressing. He also had a necrotic
o Fluent in English, Urdu and wound which needed dressing regularly. | also administered his

Punjabi medication and took him to his regular hospital appointments, also
e Attended and passed staying with him whilst he had his dialysis which was 3 times weekly.

Emergency First Aid course My father required care 24 hours a day and was never alone. He
® Attended and passed sadly passed away in November 2018.

Medications  Administrations

Awareness course

EDUCATION
ALDRIDGE COMPREHENSIVE SCHOOL

REFERENCES NOVEMBER 1995- JUNE 1999
Available upon request ® 9 GCSE'S grades B, C'S

UNIVERSITY OF WALES TRINITY ST DAVID
MARCH 2019-PRESENT DAY

© CERTIFICATE IN HIGHER EDUCATION: SKILLS FOR THE
WORKPLACE
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2




image8.jpeg
NOSHABA
NAZ KHAN

noshabanazkhan@gmail.com

07903136724

27B MILL STREET
'WALSALL

WEST.MIDLANDS
'Ws2 8AN

Dear Newcross healthcare

Please find enclosed my CV in
post advertised on Total jobs.

Reference number: aljobs/ CNK-CA-W/
Job ID: 88768968

| have extensive experience in the field of care

professionally and personally, | have worked well
very focused in whatever | do. | am eager to learn f@oﬁr
experience. As an individual | would be best described hard

working and pay attention to detail. Being a full time carer for both
my parents has been very rewarding and | have gained wide-ranging
experience from this role. ’

The care industry has grown extensively over the years with more
people requiring support and varied levels of care, | feel | would be
an ideal candidate for this vacancy as My passion in life is to care and
1 will always go out of my way to help others. Should my application
be successful | am available to start working immediately

Thank you for taking your time in reading this application, | look
forward to hearing from you

Sincerely,

Noshaba Khan
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* Resume was printed and presented in 2 professional manner Displays som skills and qualiies that match the job description

*  Showed up on time and in artire that was mostly appropriste Asks some thoughtful questions and shows some signs of having

*  Decent poise, body hnguage and eye contact done research on the company and position

© Somewhat confident o Interviewee is usually professional when responding

©  Provides specific answers to questions  Qlear manner of speaking; used some filler words (um, ub, like, e1c)

o Sells some skills o Noticeable maturity (professional, acubte, manncs).

'WE MIGHT HAVE HIRED YOU, BUT... 60-79

 Resume was not presented or needed work « Appears to have some communication problems
Showed up late and/or dressed semi-professionally o Skills do not match job description; lacks preparedness in research
Not enough poise, body language indicated lack of imerest, some o Auempts to be professional when responding;
eye contact made « Manner of speaking is comprehensible, but sometimes a bit unclear;

« Confidence s not convincing frequent use of filler words (um, uh, ike, etc)

= Specific answers 10 some questions, others 100 general © Some maturity is evident (professional, artiulate, manners)

. Comes off a5 100 inexperienced; vague in seling skill

DON'T CALL US, WE'LL CALL YOU... 20-59

o Resume was not presented Does not display skills and abilities that are relevant to the position

« Showed up he and/ or dressed unprofessionally Does not appear o have done any company research and is

« No poise, poor body language and little to no eye contact generally unprepared

o Lack of confidence ‘Comes off as undependable and unprofessional

o Answers to questions are not sufficient, elevant or convincing Manner of speaking is unclear, jumbled or poorly worded

o Inexperience is obvious Interviewee nceds more experience and maturiy
ADDITIONAL COMMENTS:





