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[bookmark: _Toc120104738]Introduction
During the next pages of my reflective personal report, I will try and synthetize at the best of my knowledge, four essential core skill that I consider to be representative of my personality. I will try and follow toolkits but also other people’s opinion of myself using the Johari Window and see how these matches with my own opinion of myself. The first plan of the report will follow the four chosen skills, as for the second plan of the report, I will extract strengths and weaknesses that stand out and see how a development plan can lead me into achieving my goals.
 In the Reflective Portfolio I will be utilising the Gibbs model to explain, critique, show my emotions, and evaluate my work in this Reflective Portfolio (Gibbs,1988). I'm going to get into some of the jobs, assignments, and activities I completed. I'll evaluate my career growth strategy, skills audit, and internet presence. I’ll also discuss how I handled a variety of circumstances on my own or with assistance.
The important lessons I have learned will be covered along with my perspective and comprehension of them.
The career that I have chosen is being a Human Resource employee. 
This portfolio also attempts to highlight my future and share my perspective in a thoughtful manner.
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Consider my level of proficiency with this talent right now. How would you rate your aptitude? Like all other humans, I believe I have concentrated attention every day. As we mature, we acquire this skill in accordance with our environment and way of life. I can think of a few instances where I am typically concentrated, such as having any responsibility or when I am assisting a co-worker with some paperwork at the workplace. My friends think I'm organised, and that makes a straight connection to the talent I have picked since to be organised, as per the APPENDIX Johari window toolkit, I have selected the following talents for my job of career as human resources for this self-analysis portfolio because I believe they are the ones I have improved the most in and the ones I still need to work on, I will use a tool of self-analysis. Processing strong interpersonal, written, and collaborative skills.
Strengths: Adequate IT understanding and time management.
Weaknesses: Self-criticism, public speaking, shyness, lack of confidence.
Opportunities: Time management, career management, and IT expertise.
Threats: Having issues with others due to my limited English language proficiency and my lack of writing or communication abilities, throughout the term, learning reflection and skill performance.
IT skills for me, this is one of the skills in which I need to work the most because in this century, everyone needs to know how to use and work with IT, and a large amount of work places these days require you to have IT knowledge to qualify for the job. Also, as Belbin, (2014) stated in the theory about "Team roles," there are some roles that are different from the key roles.
Using skills to compare relevant professional skills and behaviours. To reflect on our own abilities and behaviours, we must first analyse and explore. What standards and competencies are required to work as a Human Resources (HR) professional? Some standards must be met to exercise this role, as demonstrated by the CIPD's Profession Map (2013). It is critical to be interested in your job so that you are aware of events and laws that may affect the corporation, such as the Equality Act (2010) or the General Data Protection Regulation (GDPR), being proactive throughout proposals and activities that have the potential to improve company and employee performance Another important characteristic is the ability to communicate effectively. It is also important in this role to be open-minded, creating an environment in which do not feel judged. Employees in this line of work must be capable of making capable and informed decisions while also learning and understanding information at a rapid pace.
Following on from the behaviours that an HR professional must possess, it is necessary to mention the skills that are required when working in this field. Good customer service is a necessary skill for professionals who deal with people every day, and since we will be dealing with employees and other organisations, this may necessitate some extra care. As previously stated, good communication is essential because you will be interviewing candidates and listening to people's problems daily. The role also entails overseeing all functions and staying up to date on all workplace developments.
























 

Compare your skills with those required for the chosen career
	My own skills 
	Skills required as a HR

	Time management 
	Employee relations

	Reading effectively 
	Onboarding

	Seeking relevant information 
	Human resources information software (HRIS)


	Problem-solving 
	Performance management

	Decision Making 
	Teamwork and collaboration

	Attention to detail
	Scheduling

	
	Payroll processing




As I can compare the two columns, I can say that the skills that I must improve are related more to the individuals they are it refers more when working with people.









 









Learning concept 
According to one questionnaire I took, I learn best through auditory and visual means.
An auditory learner is a type of learner that uses instructional information that includes both sight and sound (auditory stimuli) (visual stimuli).
When learning, auditory/visual learners listen and speak aloud, comprehends, and retains what they have heard.
An auditory learns information based on how it sounds, making oral instructions simpler to grasp than written ones.
Reading aloud makes learning easier since you need to hear something to understand it.
When audio-visual learning aids like handouts, flip charts, transparencies, whiteboards, illustrations, still and motion pictures, slide shows, televisions, videos, audiotapes, records, projects, computer graphics, and multimedia are used in conjunction with the teaching process, audio-visual learning occurs.
When an instructor's vocal lecture is supported by a sequence of images or slides or a self-standing instructional exercise consisting of an instructional movie, auditory/visual learning can occur.













Reflect on the learning concept 
Reflective learning entails keeping a close eye on my knowledge, skills, and performance as I learn to enhance the process and the results that follow.
If I am preparing for a test, for instance, I may practise reflective learning by assessing my understanding of each of the subjects I have covering and determining which ones I need to spend more time on as an auditory and visual learner.
It may be advantageous in a variety of ways and circumstances; this it is frequently useful to engage in reflective learning.
[bookmark: _Toc120103078][bookmark: _Toc120103518][bookmark: _Toc120104740]Evaluate my Personal Career Action Plan 

· Action: Identify skill sets needed from new employment and work with recruitment agency to hire the right talent.
· Completion date: December 2024
· Responsibility: Gain the place of work

One of the first stages to bettering yourself and venturing outside of your comfort zone is to have a personal growth plan.
Both people and the human intellect are always changing.
You are not the same person you were a year ago, consider that.
Your personality, opinions, and viewpoint on the world have been further shaped by the additional knowledge, growth in several ways, and life situations you have encountered.
Try to be a better version of yourself today than you were yesterday if you want to experience personal development and progress. 
Personal Strength/Personal power, which is powered by your connections, expertise, and financial standing, is the authority people perceive you to have situations.
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 (Gibbs' reflective cycle 1970)




Description 
The incident that I faced few years ago was that going to a workplace to be hired as social worker. I have been hired but I faced stressful situations. What is important is that I have realized you have to be prepared in different job it is the fact that as a human being you can try as many jobs, because only trying you can learn and can assimilate as many knowledges. 
Feelings
Prior to the incident occurring, I was mindful that every job that I will try during my life experience I will do my best, learn as much as I can and achieve all the duties that I had. 



Evaluation
In hindsight, the experience that I had was good and had some bad elements because it was the first time for me working as a social worker. The good part is that this situation had led to an increased understanding my role it is important. Exchanging knowledge and intervening before a problem got out of hand demonstrate a lack of ability to cohesion (Rutkowsky, Gruder and Romer, 1983). I was not having any knowledge about being put at this position. As I started, I realized that this job was a little inconvenient for me. I was started to be involved and to learn more after a little bit. But in all this time, I must recognize that I had to learn from the beginning till my last day to that workplace.  
Analysis 
When dealing with something outside of their comfort zone, people with learning challenges may act in a negative way since they frequently struggle to adapt to new situations. 
Conclusion 
As a result of this experience, I am more aware of the necessity of using professionalism and assertiveness in practise and not feeling as though I cannot do something because of my position within the team or level of experience should similar circumstances occur in the future. The knowledge I learned from this event has made me more conscious of the necessity of acting in the good manner even when I am doing something new. To improve level of cohesiveness, strong working and develop connections with others. 
Action Plan 
Regardless of my position on team or level of experience, I want to be more proactive in dealing with different situations in the future. This includes handling a stress out service, ensuring that information is the most important and appropriate to know when you go to a work in any kind of industry.  Additionally, I will consider that learning it is an all the time need and change are also.  The fact that changes are necessarily to times to times and to be aware by the swaps that are sometimes done without your validation. The techniques are also required as a good result for any job with customer services.
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Appendix – Johary Window 
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Appendix - PDP
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Appendix- Cover Letter 
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Undertaken a thorough personal review and reflection on the main learning concepts in the change during my process of know.
 The reflection entailed a selection of the themes that had a significant impact on me as an individual within the context of the underlying study. In this regard, this reflection has concentrated on the principles of change management, the processes, and contexts of change, and, finally, I must work more at specific skills. Within these writing main theme, the reflection has analysed the main ideas that I found to be easy or difficult to learn as an individual, as well as any general emerging principles that arose within this personal research. Finally, this reflective portfolio as allowed me to adequately reflect on what I've learned.
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Johary Window

| am a collage
student

| am studying at
UWTSD

| am Romanian

| smile a lot

| like to travel

My favourite colour is
blue

| am very open to
new opportunities
Organised

Sensitive when some
people are around
She has a very nice
family

Have a fragile heart

Insecure
Crying person
Sensitive

What | will do in five
years from now.

| will be successful
Any sicknesses |
might come across.
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Personal Development Plan

Objectives:

What do |
want to learn
or become?

Actions:

Whatdo
have to do to
get there?

Criteria:

How will|
know I've
achieved this?

Resources:

What
resources will
| access?

Gain additional Skills in Microsoft Excel.

To increase my knowledge and to improve my efficiency in daily tasks.

Explore my interest in the field of finances, with an emphasis on data

analytics.
Attend intermediate and High level of Excel

courses face-to-face or oniine.

Attend to courses that develop my knowledge
about finances, High level courses.

Iwill research courses or upper-level Excel
Skills.

Iwill research and seek courses that will elp.
‘me improve my skills in finances.

University
Internet

Obstacles:

What might
getin the way
of achieving
this?

Support:

What support
will have?

Review:
How did | do?

Start date: 10 be completed in the next
six months.
End date:  Completed over 1-2 Years.

The time is an obsatacle. It possible to happen
things that | will not be aware.

University
Internet

I have started some of the activities that | have
to acieve.




image4.jpeg
CURRICULUM VITAE

Profile: Claudia llie

Personal data

First name Claudia
Surmame llie
Year of birth 31.08.1988
Telephone 07449357446
E-mail Claudiailie725@yahoo.com
Hobbies * photography
o editing
« video content creator
Actual position Sales Assistant
Education
————————————————————
Formal
qualifications e 2007 - Baccalaureate Diploma — Bucharest Economic College (special
tourism profile).
e 2014 University of Bucharest Sociology and Social Woker
Professional e 2015 - Best website award - National Tourism Competition for Economic
qualifications and Colleges.
certifications « Project description

Founding a travel agency with five other teammates, from 30 other teanr
across the country. The definite purpose was to create spicy deals from
scratch and to marketize the offers so that the client would be driven to
established company.

| was in charge with advertising, so | created the award-winning website
that contains specific client targeting points.

Language skills e Proficient English user
and certifications
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COVER LETTER

Claudia llie
Claudia llie
B11 3DF Birmingham
07449357446
Claudiailie725@yahoo.com
Zara

Marie Johnston
148 New Street
B5 4BU Birmingham 18 October 2022

Re: Application for Cashier in Store Zara
Dear Hiring Manager,

| was delighted to see that Zara is currently recruiting for a Cashier Shop. My skills
and experience are well-aligned with the job criteria, and | would like you to consider my
suitability for the role. | quickly developed skills in collaboration and feedback from my
managers back this up. In addition, the work experiences | gained has enabled me to build

and practice skills in essential areas such as communications and critical thinking.

| have an excellent work ethic, am attentive to detail and am a consummate
professional. | believe my skills and experiences will allow me to contribute substantially to

your team and goals.

| have attached my CV for your convenience to provide additional details about my
background and abilities. | can be reached at the contact information and looking forward to
speaking soon so we can discus how | can drive continuous improvements to Zara and help

you meet your business goals.
Sincerely,

Claudia llie




