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[bookmark: _Toc113116374]Introduction 

In this report I discuss my own career development plan. In this essay I will be using the Gibbs model of reflection in which I will give a description, explain my feelings, give an evaluation and conclusion including any of my actions regarding my understanding, the usefulness of and what I have learned about Professional Career Development. 
Career development represents a continuous learning process, following several flexible steps related to self-discovery, researching job opportunities, decision-making activities, and goal setting (Adeani, Febriani, & Syafryadin, 2020).
 I currently work in a Private Hospital as a senior booking coordinator, my job is very people facing, dealing patient details, patient procedures and Human resources that requires that I understand know my strongest skills and value situation to progress myself in the future. 



[bookmark: _Toc113116375]Personal reflection on the role play: Recruitment and Selection - Applying Gibb’s learning cycle. 

In the week 9 we were part of a role play whre through the Gibbs Model I will evaluate the situation including the feelings and the progress for which this role play was developed.
Below I will provide  6 reflective steps of giis for the interview during the role play
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1 step: description. What is the event? What happened? 
Role play started with the introduction of ourselves, who I was what is my actual postion, for which company I worked for, and disscused the confidentally policy. This role play was supposed to be done with Diana but in the last moment of the interview I was advised that she wasn’t able to attend the role play on the day. One of the voulenaties was Maria Mahu which was able to attend with Diana’s prepared questions on the interviewer side. In my side of the role play during 5 minutes, I was quite nervous and than the situation settled down. I seemed to be talking very fast (Benzaghta, and et.al 2021). I was asked opened and closed questions, which provided the opportunity to provided the way we was feeling and disscused our situation understanding on which was the main reason on looking new opportunities. As I mentioned before I was unlucky to get the interviewer postion so it was shorter than the other role playes.



2 step: Feelings in the event 
	During the role play, I realised that I was finding it difficult to answer the questions that were being asked to me. I realised that I was taking too much time to answer the questions asked by the interviewer. Even though, I was appearing for the interview of my dream job, I realised that I was not feeling motivated during the whole event. I think I was so excited about this interview the whole time, I think did not really prepare for it the way I should have done in order to crack the same. I had mixed feelings attached with process of this interview. While interviewer was asking me the questions, I was feeling whether I should leave the company where I am currently working for this job or not. Is it really worth it? 


3 step: evaluation positive and negative 
	I had pretty good experience while carrying the role play. Even though this was only an activity but it helped me in enhancing my knowledge and improving my communication and research skills. I noticed that earlier I had stage fear but role playing this scenario gave me an opportunity to eliminate this fear from my mind and help me overcome the same (Khan, ). However, I noticed that there were certain individuals in our class who were not taking this opportunity seriously. The fact that people were not taking this as a serious activity was affecting me because I wanted this activity to be successful, fun and joyous and wanted to learn new skills associated with the same. 




4 step: analysis: make sense of the situation/ most relevant things
	I think while I was role playing as a interviewee, the questions that were asked to me initially did not went well as I got really nervous while carrying out this activity. Even though the intial questions were very simple and easy to answer which include my introduction as an interviewee and the other quesrion was how did I came to know about this job opening in the market. However, I think I failed in answering these questions confidently. But I realised that gradually I got comfortable with this activity and found courage to answer the coming questions very confindently. 



5 Conclusion: What else could I have done? What could I have done differently? 
	Only if I was confident enough, I could have answered all the questions with confidence to the interviewer. It would have definitely helped in helping me become a professional communicator in my future career development. However, from this activity I came to understand about my fears, my knowledge and and my area of interest in which there is a need for me to work in order to get a better job in the future. I realised that this activity helped me in fighting my stage fear and helped me in the improvement of my research skills (Liedtka, Hold, & Eldridge, 2021). Also, this activity was also helpful in making me understand about the importance of communication, decision making skills and time management. This is because, me and my partner did face difficulties in deciding who will be playing the role of the interviewer and who will be the interviewee. Also, we were given only limited time to prepare ourselves for this activity so it also helped us in understanding the value and importance of time management too. 

6 step: Action plan: behaviour/action I will take in a similar situation in the future. 
	If I get the opportunity to present myself for a real life interview or carry out another role play in a similar manner, I would definitely work on my communication skills and improve the way I communicate with the interviewer. Also, I will work on building my confidence in order to enhance the image the interviewer will have of me ion his mind. For the same, I will improve the knowledge in the required field as it will help me in increasing my chances of getting an actual job. 
 




1 step: description: The event is the role play that I have done in week 10 as part of my project 
	In this part I will be explaining my experience as the interviewee asking the question to interviewer. I was not really prepared for this situation and therefore, I had no questions in my mind at that time. However, I took time and then decided to ask that interviewer with a question that was how would you describe the culture of you company. 
Feelings
	Even though it took a lot of courage for me to come up with a question on the spot during this activity and ask the same in front of the whole class (Puyt, and et.al 2020). But I felt good after asking because I helped me in boosting my confidence. 
Evaluation
	 On the basis of evaluation conducted by me of this whole activity, I came to determine that I enjoyed answering the questions more as compared to the process of asking the question to interviewer. This is because, answering provided me with an opportunity to present my own views and opinions and helped me in confidence building. 
Analysis
	My ability to grasp new things faster helped me in instantly coming up with a question to ask to the interviewer. 
Conclusion
	Overall this activity was a great learning experience for me. I enjoyed playing both sides of my role answering and questioning. However, if I were to come up with one option then my first preference would be to choose the answering part. 
[bookmark: _Toc113116376]Action plan
	This activity helped me in determining the areas where I need improvement. These areas include improving my knowledge, critical thinking, innovation and learning. 
[bookmark: _Toc113116377]Skills and knowledge which contribute toward working effectively
	In order to enhance my future career development, it is essential for me to improve my knowledge in the field of human resource management as I aim to find myself a job in the similar field. Also, there is a need for me to work towards my communication skills, people management skills, decision making, critical thinking and time management skills. 
[bookmark: _Toc113116378]








SWOT ANALYSIS 


	SWOT ANALYSIS



	STRENGHTS

· I think I am good at research skills because in order to carry out the role playing activity, I conducted a research which in turn helped with my role. 
· Also, I am very adaptive in nature which helps me in various ways (Quezada, and et.al 2019). As I noticed that since I am adaptive, it gets easier for me to learn new skills and develop an understanding towards new technologies and other aspects of an organization. 
	WEAKNESSES

· There is a need for to work towards my communication skills.
· Enhance my knowledge in the field of human resource management. 
· I also need to improve my critical thinking skills as it will help in getting better career opportunities in the future. 
· It has been determined that time management and decision making are also important skills thatan individual must have within himself in order to acquire a leading position in a reputed organization. 



	OPPORTUNITIES

· In order to enhance my knowledge in the field of HRM, it is important for me to involve myself in attending the HRM classes. It will help me in boosting my knowledge towards this field. 
· Similarly, for the purpose of improving my communication skills, I will try to read more books so that it will help me in building my confidencelevel. 

	THREATS

· Improper knowledge of the tutor is a threat that might affect my knowledge and understanding towards a particular field. 
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PERSONAL DEVELOPMENT PLAN

	
 NAME

	
Ela Duka
	Target Job/career
Example: Teacher, Manager, Business Person
	Human Resource Manager 



	
TIME PERIOD
	
From:  2022
	
To:  2023



What Skills do I need to achieve my goal?
	
       SKILLS
	
How Will I get them
	
What resources or support will I need?
	What can prevent me from achieving my goals: (unemployment, illness
	
How long should it take 

	Communication skills 

	In order to enhance my communication skills, I will try to inculcate a habit of reading regularly (Rimmer, A., 2018). Also, I try to develop and work towards improving my active listening skills . This in turn will helpful for me in improving my communication skills. 
	Books and learning material
	Illness, lack of understanding, not interested in books
	3 months

	Time management skills

	This habit can be achieved by deciding in advance the activities or the tasks that needs to be carried out on a particular date. 
	Scheduler, planner
	Lazyness 
	3 months

	
Decision making skills




	I need to improve my knowledge in the field in which I plan to work in my future. If I will be having good knowledge in a particular area, I will automatically make good and quick decisions in the company. 
	
Learning material 












	Lack of knowledge, not interested in studying 
	4 months

	Critical thinking skills 

	For the same, there is need for me to work towards developing researching skills, and evaluation as it will be helpful for me in improving my critical thinking skills. 
	Availability of internet 
	Lack of knowledge and understanding in the required field 
	4 months

	People management skills

	In order to enhance my ability to manage the people within an organization, it is important for me to improve my communication skills as it will allow me to communicate with other employees within the company and also understand their problems. 
	Books and learning sources, games related to vocabulary 
	Illness, unability to understand 
	3 months




· My short - medium – long term targets for the development of my own professional career plan (using Specific, Measurable, Agreed, Realistic, Time-bound –SMART targets) 

	Short-term plan (3 -6 months)

	
Specific


	Improve my knowledge towards the field of human resource management in order to be able acquire an internship in this field. 

	
Measurable


	 The performance management system of the company in which I will be working will help in measuring the quality and level of my skills. 

	
Agreed


	Indulge myself into online courses available in relation with the human resource management. Also, the internship will help me in improving my knowledge. 

	
Realistic


	It is realistic as I have seen many of my friends growing and helping themselves in their personal development by working as an intern within a reputed organization. 

	
Time-Bound

	The internship will be of around 3 to 6 months and will help me in enhancing my knowledge in this field.


	Medium-term plan (1-2 years)

	
Specific


	I want to get a degree or Masters in business administration in the field of human resource management froma  reputed college (Rinzy, 2020). This will help me in getting good career growth opportunities in future. 


	
Measurable


	The examinations and the assessments conducted within the college will help me in determining my performance. The grades I will be getting act as a guide for me in evaluation of my performance during this program. 

	
Agreed


	Enrolling myself for a Master’s degree in HRM will help me in improving my knowledge in the field of human resource management and help me find a good job. 

	
Realistic

	Most of all the people wanting get a job in their field of interest makes use of a degree or a program in the required field. 




	
Time-Bound

	
Master’s in business administration with a specialization in HRM will consume about 2 years. 



	Long-term plan (2-5 years)

	
Specific


	Getting a job in a reputed company on the position of human resource manager of the organization. 

	
Agreed


	Doing a job on the position of HRM in a reputed company I the market will help me in improving the quality of my CV and also provide me the required experience with respect to this role. 

	
Realistic

	I have noticed that people try to find a job in that area in which have they received their degree. 

	
Time-Bound

	I will be doing a job on this role in an organization for about 2 to 5 years (Teoli, Sanvictores, & An, 2019). This will help me in my career development and personal growth. 
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Conclusion 

From the above report, it can be concluded that in order to get a job in the area of interest, it is important for the individuals to develop an understanding towards that subject and also help themselves by developing those skills within themselves. This report present a brief overview and reflection of the experience of the students while role playing as interviewer and interviewee. It also includes a personal SWOT analysis andpresents the areas in which an individual needs to improve. Also, a short, medium, and long term plan in association with the personal development of the students has also been discussed. 
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[bookmark: _Toc113116382]Appendix A : 
Job application form

[bookmark: _kpr05n82n26c]
Application for [Human Resource Manager] - 
[bookmark: _zidixfu2h1to][bookmark: _Toc113116383]Your details

Name: Ela Duka
Phone: 07733083164
Email: dukaela9@gmail.com
Address: Flat 7, Chester Court Trundleys Road, SE8 5AN

[bookmark: _obvz8px9oj35][bookmark: _Toc113116384]Education and training
Please give details:

	A resourceful, dedicated and diligent with over 4 years’ experience in human resources and hospital recently. Able to work well both independently and as part of a team demonstrating the motivation and multitasking ability required to meet demanding deadlines while maintaining high standards. Strong standard to keep in very well coordination the job between employers. Hospital experienced lately with a very good medical knowledge, patient service and hospital admin skills. Passionate about having new opportunities and keen to have new experiences.


Bachelor: Sociology                                                                                                                                    2014                                                                                                                               Tirana University                                                                                                                                     Albania                              


Master of Science: International Relation- Diplomacy 	 2017 
Tirana University 	 Albania 








[bookmark: _qhulv5cexz75][bookmark: _Toc113116385]

Qualifications
Please give details:

	
Bachelor: Business Management                                                                                             2022-present
University of Wales Trinity and Saint David                                                                                      London

Certificate of Higher Education: digital communication 	 2019 
Max Van der Stoel 	 Albania 

Master of Science: International Relation- Diplomacy                                                          2017 
Tirana University 	 Albania 

Aptis Test                                                                                                                                                    2017                                      British Council                                                                                                                                         Albania                                                        

Bachelor: Sociology                                                                                                                                  2014                         
Tirana University                                                                                                                                     Albania                                             

Certificate                                                                                                                                                  2008                             
Profesional Center ‘Vitrina’                                                                                                                  Albania                                              

Certificate                                                                                                                                                  2004                          
ISSETI                                                                                                                                                        Albania                                                                                   






[bookmark: _97j1ykgd1f2u][bookmark: _Toc113116386]Employment history
[bookmark: _itppkk92vaqm][bookmark: _Toc113116387]Your current or most recent employer

Name of employer: King Edward VII Hospital

Job title: Booking supervisor

Length of time with employer:1 year 

Reason for leaving: still working

Duties: 

	                                                                                                                                              
· Handling all enquiries from patients, GPs, consultants, and other stakeholders in a personable, professional and timely manner, including following up queries in line with the agreed process.
· Identifying and pursuing opportunities to convert queries into appointments at the Hospital. 
· Processing all referrals from GPs, patients and other medical professionals. 
· Liaising with secretaries to ensure outpatient appointments are booked with the appropriate consultants. 
·  Liaising with the admissions department to arrange urgent admissions when requested. 
· Answering queries regarding pricing for procedures and appointments. 
· Supporting the Business Development Manager and Business Development Officer with the organising and hosting of GP events including events outside of working hours. 
·  Logging all queries and referrals to help inform the business development strategy of the hospital.
· Assisting the Business Development Manager with compilation of reports and statistics. 
· Booking both outpatient and diagnostic appointments. 
· Keeping up to date with hospital developments to ensure an excellent knowledge of hospital services. 
· Performing any additional ad hoc duties or projects as directed by the Business Development Manager, including but not limited to administrative tasks such as market research and updating databases.











[bookmark: _81dqi68kkna8][bookmark: _Toc113116388]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Theatre Business Administrator                                                                              09/2021-01/2022
        King Edward VII Hospital                                                                                      London/England
 
· Adding equipment surgical charges on the system
· Preparing inpatients/outpatients folder files
· Admitted patients on the Theatres and Day Surgery on the system and physical
· Discharged patients on clinical advice
· Adding bill charges and theatre charge sheets equipment 
· Dealing phone calls enquires 
· Checking Medical Record history for the patients 
· Tracking Theatre surgical
· Dealing with CCSD code for the right procedure 
· Discharge folders with the right information for patients and GP
· Dealing with others administrative duties
· Deal with stock and making new orders 
· Dealing with patients enquires 
· Admissions and Discharge

            Restaurant General Manager                                                                                        05/2021-08/2021
        Cocotte Pearson’s Green Restaurant                                                                        London/England

· Organising staff shifts and scheduling
· Providing excellent customer service 
· Leading by example
· Planning menus
· Working with food and drink suppliers
· Ensuring all food safety procedures are strictly followed according to sanitary regulations 
· Following all company policy and procedures regarding dealing with cash, equipment and property
· Cleaning the kitchen according to regulatory guidelines
· Maintaining safe working conditions 
· Auditing inventory levels to ensure product availability, and ordering products as necessary 
· Recruiting and training staff
· Working closely with management to meet revenue objectives 
· Implementing appropriate strategies to resolve adverse trends and improve sales
· Using Comtrex for financial report
· Making week reports counting on wastage and earnings.
· Closings of the day.
· Making employees rota shift and annual leave.



          Human Resources and Admin Assistant                                                              09/2020 to 12/2020
          ESCO Services                                                                                                        London, England

· Managed and maintained secure filing systems and confidentiality.
· Responding by phone costumer issues.
· Responsible for organising official documents.
· Kept accurate employee time sheets while updating information the Excel.
· Responded to questions and concerns of new hires.
· Review the effectiveness of employees at work.
· Preparing the contract for the new employee.
· Maintained accurate role profiles, competencies and HR records in-line with data protection requirements.
· Responsible for the official email.


          Human Resource Assistant, Media Advisor                                                       04/2016 to 09/2020 
          Ministry of Agriculture and Rural Development                                                Tirana, Albania 

· [bookmark: _Hlk63961435]Managed and maintained secure filing systems ensuring accuracy, compliance and confidentiality.
· Assisted in investigation, grievance, disciplinary and employee relations meetings, advising line managers on policy and procedure and finding appropriate solutions.
· [bookmark: _Hlk63961623]Maintained accurate role profiles, competencies and HR records in-line with data protection requirements.
· Assisted HR and Media Advisor, with hiring and onboarding processes, providing useful insights and opinions of candidates.
· [bookmark: _Hlk63961567]Kept accurate employee time sheets while updating information the Excel.
· Responded to questions and concerns of new hires.
· Review the effectiveness of employees at work.
· Trained new staff.
· Proactively work on coordinating the work and commitments of the Adviser to the Minister of
Media.
· Revealing the main headlines of the newspapers for the news related to the Ministry of Agriculture and
Rural Development as well as their update on the main social sites like the official website of the Ministry of Agriculture and Facebook 
· In control of the official email of the Ministry and responsible in returning official responses when required.
· [bookmark: _Hlk63961503]Responsible for organising official documents and sending them to the required department
· Managing the agenda for coordinating and confirming meetings.
· In charge of conveying the communication of the advisor to the Minister to the official site.
· Responsible for the correct storing of documents and keeping up to the date with protocol.
· Respect the provisions for the preservation of state secret and the preservation of the seal
· Performs actions related to acceptance, registration distribution and launch of correspondence.
· Prepare the list concrete with the deadlines for storing documents at the archive of the institution.
· Prepares the segregation list and performs the destruction of documents with temporary storage.
· Submits documents of historical importance to the central state archive.


      



        Travel Sales Agent                                                                                              09/2015 to 04/2016 
         Hima Travel                                                                                                           Tirana, Albania 

· Established a base of loyal clientele due to excellent listening and research skills and a keen understanding of travel budgets.
· Asked open-ended questions to best understand client needs and determine the best travel offering.
· Responded immediately to clients' questions, issues and complaints, and found effective solutions when required.
· Took payments via credit and debit cards and handled all sensitive information with professionalism and discretion.
· Choose the best offers for plane tickets.
· Make bus tickets with two different countries











[bookmark: _2hk78iv0b9mh][bookmark: _Toc113116389]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	[bookmark: _ojwn8qfpdqo4]
My earlier job role consists of collaborating the efforts of the individuals working within the company. This created my interest in thev firld of HRM and helped in choosing this as a profession for my career development. My experience skills and what I am to gain in the future will make me the best fit on the position where I see my career path. 










[bookmark: _l4j9qclj5v1t][bookmark: _Toc113116390]
Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
Yes
[bookmark: _t2k2hyav6xgs][bookmark: _Toc113116391]
References
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k][bookmark: _Toc113116392]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. 

Ina Tervoli- Booking department manager- King Edward VII Hospital- ina.tervoli@gmail.com
Sidorela Koni- Hr Supervisor- Ministry of Agriculture and Rural Development. Konisidorela@gmail.com 




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: Ela Duka

Signature:E.Duka

Date: 22.07.2022
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Appendix B 

1. The questions asked as interviewee in the role play (A1)
2. Tell me something about youself?
3. Which are skills that makes you different from other candidtaes
4. What major challenges did you face in your previous role and how did you manage it
5. Where do you see yourself in 5 years? 
6. What do you understand by diversity in a workplace ?
a. Any other question for me ?
The question/s prepared as interviewer in the role play but without chance to ask (A1)
1. Can you tell me some interesting things about you?
2. Why did you choose to go into the dentistry ?
3. What are the skills that makes you different from the other candidates on the job position?
4. How would you deal with a rude patient ?
5. What would you do if there is a mercury spillage ?
 



















Interview Feedback Form
Date:2  
INTERVIEWEE:    	Ela Duka					INTERVIEWER:    Volunteer (Maria Mahu)

SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	ARRIVAL, APPEARANCE & POISE
	
	
	
	
	
	

	      Firmly shook hands of interviewer, smiled and greeted
	
	
	x
	
	
	The role play was done online some of the features could not be assessed but you must use my oral comments in conjunction with this feedback.

	      Maintained eye contact
	
	
	x
	
	
	

	      Hand and facial movements were natural
	
	
	x
	
	
	

	      Posture (sat up straight, etc.)
	
	
	x
	
	
	

	      Displayed confidence
	
	x
	
	
	
	

	
	
	
	
	
	
	

	SKILLS PRESENTATION & DELIVERY
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	
	x
	
	
	
	

	      Aligned answers with the needs of the company
	x
	
	
	
	
	

	      Demonstrated skills with examples 
	
	x
	
	
	
	It was a fantastic interview. You need to improve on speaking clearly and slowly as you are too fast in your response. You must develop more confidence and try to ask meaningful questions from your potential employer as this might ruined or jeopardize your chances of getting the job. 

	      Acted in a polite manner
	
	x
	
	
	
	

	      Answered questions in full and in a timely manner
	
	
	x
	
	
	

	      Understood the position
	
	x
	
	
	
	

	      Displayed enthusiasm
	
	x
	
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	x
	
	
	

	      Referenced specific items on CV
	
	
	x
	
	
	

	      Emphasised qualifications
	
	
	x
	
	
	

	      Asked appropriate questions of the interviewer
	
	
	
	x
	
	

	      Spoke clearly and at a reasonable volume
	
	
	
	x
	
	

	      Limited the use of filler words such as "um" or "like"
	
	
	x
	
	
	

	      Did not talk negatively about previous employer(s)
	
	x
	
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	x
	
	
	
	LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF THE INTERVIEW. 

FAEDU
14/08/2022



	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                            POINTS EARNED  ___
	
	
	
	
	
	

	                                                 GRADE  _70_
	%
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