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Introduction Part A

This section of the report will focus on the understanding the skills and knowledge of working effectively and this will be done through a numerous self-awareness tools and tests. The report will show the results from each test and how this will benefit me in the workplace. 

Understanding the skills and knowledge needed to work effectively. 

Self-awareness 

Self-awareness is when you are conscious of your own behaviour and feelings. (Collins 2019). 

Being self-aware helps to understand how we relate to others and the rest of the world. The advantage of being self-aware is that it allows you to evaluate and compare yourself with 
others. (Gans. S 2020). 

According to the ‘Havard Business Review’ (2015) there are a number of ways of how you can become more self-aware. The most paramount one would have to be getting feedback from friends and colleagues. By getting regular and honest feedback can help you improve yourself in your areas of weaknesses. This type of self-awareness is paramount because it is very common to not know how you come across to others. 

Johari window 

A good tool to use to evaluate self-awareness is the ‘Johari window.’ This tool was created by Joseph Luth and Harry Ingham in 1955. The Johari window is simple and useful tool for understanding personal development, self-awareness, team development and inter group relationships.  P. Saxena (2015) 

The Johari window consists of 4 quadrants, those being open area, blind area, hidden area and unknown area. This tool will help you build trust in your team and learn things about yourself. The aim of the Johari window is too growing the open area and shrink the hidden area. Anything that is not work related should be hidden. With this knowledge it helps build trust and work more effectively. P. Bhaumik (2019)

The open area is anything that you know about yourself and are willing to share this information with others. By sharing and disclosing information about yourself to others helps build an element of trust, which means others will be open to sharing information on themselves. 

The second area is the blind area. The blind area is information that you do not know about yourself, but others are aware of it and know about you. You can overcome some of the negative or positive traits recognised by others by asking for feedback. This will help you improve and solve some of those personal issues. 

The third area is the hidden area. The hidden area is information that you know about yourself but chose not to share this information with others. 

Lastly the fourth area is the unknown area. This area is information about you that is unknown to you and others. self-awareness. Apricot Training Management (2013) 

Using the Johari window below are results of myself awareness diagnostics. 


	Open area 

Helpful 

Bubbly 

Extrovert 

	Blind area 

Unique laugh 

Independent 

Confident 

Very open to discussion 

Easily distracted 

	Hidden area 

Very family orientated 

Close to my faith 

Teaching – but out of practice 
	Unknown area



       ? 



The Johari window it has given me a better insight of what the perception of me is to others in the workplace. The goal is to work on my blind area, like where I am distracted easily. In order to be proactive at work and get jobs done you really need to stay focused on the given task. 

My team leaders and colleagues have been honest enough to give such constructive feedback which I have been open to. Going forward this has built a foundation of trust to our relationship at work and will continue to look at ways to improve ourselves at work to get the best potential from me. 


SWOT analysis 

SWOT is the most renowned tool used by many businesses. By carrying out a SWOT analysis it allows you to identify the position your business currently is at. 

SWOT is acronym for Strengths, Weaknesses, Opportunities and Threats. The same tool can be used on an individual to help better yourself in the workplace. Addams. L and Allred. A. T (2013)  

Below you will find a SWOT analysis conducted on myself. 





	Strengths 

Good with technology 

Quick learner 

Confident 

Work well in a team 
	Weaknesses 

Commitments outside of university 

Managing time 

	Opportunities 

Better job opportunities once qualified

Family person 
	Threats 

Circumstance may not allow me to complete my degree 

Compare with peers in the same position 





Strengths – generally speaking when at work I am able to learn new things quickly and understand what is required of me to do. My work experience and college experience has helped me excel in using computers and am confident is using different programs. From past experience when I have been put in a team I have done well and worked to the best of my ability.  

Weaknesses – being a woman of a small family, I sometimes struggle with juggling everything. Such as working part time, attending university and being a full-time mother. I find it difficult to find the right balance of managing my time and distributing my time between all three areas. 

Opportunity – the goal is to complete my degree in order for me to secure a better career for myself in the future. Having the opportunity to study is an advantage for me and am grateful. Also being a family orientated person when I am at university, I have the opportunity for other family members to help out with childcare, which again is an advantage for me. 

Threats – one of my major concerns is that how do I compare with my peers who are in the same position. Peers who also have young children to look after and work at the same time. One of the biggest threats for me and is also a fear of not being able to  complete my degree due to unforeseen circumstance. 

Reflecting on my SWOT  analysis I have great strengths that will work in my favour when it comes to my career and progressing. My strengths will naturally assist me in for interviews and job promotions. 

However, it’s the weaknesses that improves an individual to do better. Since I have already identified my weaknesses, I am able to focus, prepare and improve on them. Improving on my weaknesses will eliminate any barriers when there is an opportunity for job promotion or job progression.  

Belbin theory 

Another great tool used my many individuals and organisations is the Belbin tool. Belbin was founded by Meredith Belbin in 1981. The aim of the Belbin test/tool is to identity what type of personality you have, and this works out the type of leadership skills you possess. 
Van Vilet. V (2013) 

In this day and age, it is very common for individuals to be working as part of a team at least once throughout their life. Using myself as an example I have worked part of a team during my college years and during work. When working as part of a team you have joint responsibilities and tasks that are kept in line with organisational objectives. 

The Belbin test is more than just a psychological test. It factors in your expected behaviours so that in the workplace when working as part of a team you can help strengthen one another. Mulder, P. (2012). 


Below you will find the results for my Belbin test. 


[image: ]

According to the results it is found that I am the explorer, who is an extrovert by nature. Being an explorer, I enjoy investigating which makes me curious about things. Also, according to the test, I communicate and present my ideas with confidence and little problems. By achieving this I am always developing new contacts and networking. 

Having done the Belbin test, I have gained knowledge about myself which was not so apparent before doing the test. This information is useful in the work environment because demonstrating these skills will help me elevate to a more senior position. 

Personal development plan 

Personal development plan is when you prioritise your life to make changes for the better. It is a process that you follow and stick to reach the end goal. A personal development plan assists you in reflecting on your learning, accomplishments and your performance. Included in the personal development plan will be what you want to achieve, by what timescale you want to achieve this by and what strengths you have already to help you. Having a personal development plan (pdp) is a benefit to most individuals as it is a way of organising your career development and where you want to be in 5 years time. Richmond (2019)



	OBJECTIVE – What do I need to achieve?  
	ACTIVITY – what I have to do? 
	RESOURCES – Whose help and support will I need? 
	TIME 
	MID TERM GOAL 
	LONG TERM GOAL 

	Time management 
	Being able to manage my time more efficiently and being able to balance home life and university life. 
	I will need the help of my partner to assist me with childcare whilst I am university and dedicate days where I only focus on university work 2 days a week and 2 days where I focus on just my family. 
	Jan 31st, 2020 
	Get to a point where I won’t need assisting with childcare since they will start nursery. 
	To complete my degree without sacrificing spending time with family. 

	Easily distracted 
	Remain focus when given a task to complete at work or university. 
	I will need the support of my peers and colleagues not to discuss non work-related issues with me since I can get distracted and lose focus. 
	Jan 31st, 2020  
	To be able to work listening to music to keep me focus on the given task. 
	To be able to stay focused on my given task and speak to colleagues and peers at the same time. Work and talk at the same time. 

	Teamwork 
	Being able to work as part of a team and sharing ideas on how to improve team work better. 
	I will use the help of managers to hold regular briefings to give staff chance to express ideas and get involved. 
	Jan 31st, 2020 
	Initiate team briefings and run the meeting, with the presence of the manager. 
	Will be for staff to approach me about their ideas even when there is no team briefing in place. 




Introduction Part B

This section of the report will focus on the recruitment process and the relevant documents needed for recruitment. It will assess why the recruitment documents are important and you can make small changes to your curriculum vitae in order for employers to even look at your application. Will go into detail of how to prepare before going to an interview, from the employer’s point of view and the candidate point of view. 

Importance of a job description and supporting documents 

The starting point for any HR or recruiter is to create a job description. This is so the candidates can glance at the job description and see if they have the relevant skills and experiences to apply for the role. 

A job description is seen as the dominant tool for arranging position in the workplace/ organisation. It will give an indication to employees about the purpose, scope, duties and responsibilities for the specified job/position. 

The layout and template can vary from organisations; however, it is important to have a basic format you can follow. Bodnarchuk. M (2019) 

The difference between a job description and a person specification is that the job description will highlight the key points about the vacant job, duties and responsibilities to carry out the job. A person specification on the other hand is detailing the requirement of skills and experiences desired for the job role. Both documents in any organisation/ workplace is essential for the recruitment process. Collections Trust (2015) 

Along with the job description and person specification there are other supporting documents that can help improve chance of being successful in a particular role. These being a covering letter, personal statement and a curriculum vitae (CV)/resume. 

Attaching a covering letter to your application can really have a positive impact. The importance of a covering letter is to highlight your interests in the specified role and be able to expand on your skills and experiences. The aim of the covering letter is to let employers know what skills you can bring to the team and why you really want the job. By doing so essentially employers/ recruiters and hiring managers can develop a better understanding of your suitability for the role. Michael Page (2019) 

A personal statement is somewhat different to a covering letter. The personal statement is a document where you can explain your story, why and how you are different from the rest and how you stand out. Your personal statement can include information such as your goals and future plans for your career, which would not be displayed typically in your resume. A personal statement is equally important as your curriculum vitae when applying for jobs. The personal statement is a way of convincing the employer or the business that you are the best candidate for the position, and this must reflect in your statement. This can be done by detailing your skills and experiences which are relevant to that particular job role. 

A well written personal statement can mean whether the employer shortlists your application to interview stage. 

Along with all the above documents discussed the last important document for any job role is creating a curriculum vitae, a curriculum vitae (also known as a CV or resume) is a review of your skills, work experiences and education on one document. It is commonly used when applying for jobs. 

Curriculum vitae is a great way of selling yourself to the desired role. Curriculum vitae can and should be tailored to the role of the job every time you are applying for a job. For example, if you are applying for a sales-based job then this should be tailored in your curriculum vitae. This can be done by sharing examples of your skills in sales. By doing so, not only does it show that the information on your curriculum vitae is accurate but also shows have not just wrote down meaningless skills in your curriculum vitae. 

Since the CV is the most integral part of the recruitment process it is crucial to condense your CV down to only two pages. According to ‘David (2017)’ it is considered that a two-page CV is the perfect length for a CV. Generally, most candidates will fall into the two-page CV category. Two pages for a CV is long enough to showcase your achievements and experiences without boring the employer/reader. 


Employers preparing for the interview 

Preparing for an interview provides you with a foundation of questions that can be asked to the candidate to get a better understanding of who and what they are about. There are few steps that most employers should take to have a greater chance of hiring the right candidate. 

Firstly, you have to give a chosen candidate who have been successful for the recruitment selection time to come into an interview. As an employer you must give the candidate enough notice of when is suitable for them. 

Candidates must be fully informed of what the interview process will consist of. For example, some jobs require you do a maths and English test at interview stage. If this is the case, then this should be clarified to all successful candidates. This will give the candidate an idea of what the interview structure will be like. 

Following on from this it is imperative to let candidates know how long the process will take, before making a hiring decision and whether there is more than one stage to the interview process. 

Once you have followed the steps before the interview takes place there are also a number of steps to take during the interview. Those being as an employer ensuring on the day of the interview you are putting the candidate at ease. It is natural for the candidate to be feeling nervous and stressful. For all we know this could be the candidates first ever interview in their life and are felling the pressure. Or it could just be that the candidate is having an interview after a very long time and is feeling the pressure of being interviewed again after so many years. In these situations, it is the employer’s job to help ease those nerves and help relax the candidate. This can be done by starting with questions such as what were you doing in your previous role? 

As an employer you must overlook first impressions and not be quick to judge. The reason for this is because you have to ensure you have given the candidate the chance to express their skills and capabilities at the interview. By doing this It gives the employer a chance to properly evaluate the candidate and be fair. 

It is always wise to start the interview with a brief outline of the job entails, the reporting structure, the performance criteria and challenges faced. This will give the candidate a chance to provide relevant responses. 

On the back of that when asking the question to the candidate as an employer do not feel the need to follow an interview script, whereby the questions are planned out. Of course, some questions will be however there is no rule that this needs to be followed. As an employer you can ask questions on the back of the answers the candidate has given. 

One of the key points to remember is to listen to the candidate. As the employers who undertake interviews there is a general guide of the employers to spend 80%of your time listening and only 20% talking. The employer should not be doing 80% of the talking because this will result in not obtaining all the necessary information from the candidate. Johnson. J. C (2015) 

This swiftly moves on to making notes on what the candidate is saying. It is important that as an employer you write down all the key points and examples the candidate has provided. This will come to use when after the interview you evaluate the answers. Most HR departments have a pre prepared interview guide to make note taking easier. 

Since the interviewer is asking all the questions it is important you do not forget to ask the candidate if there are any questions they will like to ask. Candidates asking questions is the most useful part of the interview process. If in the circumstances, you cannot provide an answer to the candidates question then be sure to write down the question and inform the candidate when you have the answer and let them know. 
Candidates asking questions is the most useful part of the interview because it truly shows how interested and keen you are in being successful. 

Lastly it is important for an employer to ensure that you are following and complying with the legal guidelines for interviewing. These being only asking questions that is relevant to the job. 

The above were few points to remember what steps need taking place during the interview process. Just as the way you need to plan the interview before during and after. These are the steps you should take after the interview has taken place. 

After the interview it is important to keep the candidate informed of whether they have been successful or not. If the candidate is successful, then take the necessary steps of informing candidates what happens next. Those candidates that were not successful is it courtesy to inform them that they have not been successful this time. 

Usually with interviews now there is more than one-person interviewing. The reason for this is because as the end of the interview all interviewers can compare notes and justify their reasons for hiring a particular candidate or not hiring. Monster (2019) 

Candidates preparing for interview 

Everybody wants to be successful when it comes to applying for a job and getting to interview stage. For me it would be great discomfort to get through the shortlist process and then fail at the interview stage due to lack of preparation for the interview. This is the reason why all candidates should prepare for an interview thoroughly in order for the interview to be a successful one. 

There are some general guidelines that candidates can follow to assist them in the best possible way for most interviews. They are carrying out a self-assessment, researching the organisation you are applying for, have questions ready that you want to ask at the end of the interview, go through a mock interview with family and lastly collate all the relevant documents required for the interview. 

Carrying out a self-assessment is important as already previously discussed in this report. Again, this is so you can better communicate to the organisation of who you are and why you would be an asset to the business. 

Researching the organisation before the interview is always a smart thing to do. You can research information such as who are the competitors of the organisation, the history and what are the organisations goals. Read upon and obtain the organisation literature for a clear understanding of what the business really has to offer. 

Having a list of questions in mind to ask the employers is always a positive. This shows your eagerness to join the organisation which is always a good sign. However, the questions asked, always have in mind your aims and possible outcomes. 

Getting into role play before the actual interview helps you overcome your nerves and build confidence. Practising with family or even in front of the mirror, either way you should factor in doing a practice interview before your actual interview. 

Lastly the information and documents required for an interview is very important. Documents include copies of your CV and any other relevant qualifications. Most jobs now require you to have GCSE Maths and English, if this is the case it is a good idea to take those qualifications. Centre For Career Development (2019)

According to research carried out by ‘accountemps’ (2019) it is found that 80% of HR managers prefer receiving a thank you note but only 24% of candidates send them. 

This is a useful tip to remember of always send a thank you note showing your appreciation for the interview opportunity. Since the thank you letter would still be a forma communication ensure to keep it professional and avoid text language. 


Referring back to my interview that took place on 12th December 2019. I also had to do preparation for my upcoming interview. This meant I had to look up the position I was applying for. Look at the job description and person specification to see if I fit the criteria. 
After looking into detail, the job description and person specification. I researched on the business to gain some background knowledge of what the business does and tried to get an understanding of the job role.  

I ensured my CV reflected and was tailored to the sector I was applying for. I also went through great effort of changing my CV to match the company logo colours. This was my way of showing the employers how passionate I was about joining the business once successful. 

From the feedback received for the mock interview (please refer to appendix 1) was to have CV up to date with where I am currently working and have back up plan for when having technical issues of printing copies of the CV for the employers. This was a lesson learnt for me and should have taken the appropriate measures to ensure I have fully prepared for the interview. 

Another constructive feedback for me was to when look at my weaknesses by conducting a self-awareness test before the interview. Having this mock interview was a real eye opener for myself and now studying how important it is to do a self-awareness test was reflected in my marks at the interview. Nonetheless my interview went well, and the employers would consider hiring me. 


Personal development plan for my career 


	OBJECTIVE – What do I need to achieve?  
	ACTIVITY – what I have to do? 
	RESOURCES – Whose help and support will I need? 
	TIME 
	MID TERM GOAL 
	LONG TERM GOAL 

	CV up to date and print enough copies 
	Print more than one copy of all relevant documents ready for he interviews. 
Ensure my CV is up to date with all most recent employment. 
	I will need the help of the employer to inform me in advance when the interview will take place and what time. This should give me time to print out enough copies. 
	Jan 12th, 2020 
	Have a backup plan if I face technical issues of printing 
	To be able to get my foot in the door with a company where I can move up the ladder. 

	Review myself assessment and reassure myself of my weaknesses 
	Revise those weaknesses 
	I will need the support of my family and friends to give me honest and constructive feedback to be aware of my weakness. 
	Jan 12th, 2020 
	To reduce my weaknesses to one point 
	To not have any weaknesses.




Conclusion 

To conclude the theories, I have learnt about and studied have been very useful for me. I have learnt new things about myself that I wasn’t aware of before, and only by conducting the Johari self-awareness test about myself I have been able to see things from a different perspective. 

Tools such as Johari and the Belbin test are ones that I will carry at every milestone of my career and keep up to date with how I can continue to improve and better myself. 

I will most defiantly take action on the feedback given from the Johari window and work on strategies where I can improve this, slowly but surely. 

In addition, I have taken on board the feedback given from the mock interview and will make the relevant changes to improve my interview experience the next time round. 
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