


Executive Summary
In this personal reflective report, two role plays have been performed. The interviewer and the interviewee each have asked five questions. With the help of the role plays a personal reflection has been done. A career development plan having short term goals and long term goals have been demonstrated as well. The strengths and weaknesses and the skills have been analyzed. The areas of improvement have been identified and a personal development plan has been formulated in order to improve in the areas of weakness. The various goals of employment and the knowledge and employability skills of the manager has also been discussed. 
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[bookmark: _Toc68095763]Introduction  
In this report, two role plays have been demonstrated based on an interview of a candidate for the position of business manager in a reputed automotive firm. A personal reflection has been done on the role plays. A proper understanding of skills and knowledge has been demonstrated. The personal strengths and areas of improvement to show the readiness for employability has been identified. Employment goals have been established and a personal development plan has been formulated.
[bookmark: _Toc68095764]Recruitment and selection
[bookmark: _Toc68095765]Role-play 1
[bookmark: _Toc68095767]Bogdan, Interviewer: Hello Valentina, nice to meet you! My name is Bogdan and I’m the manager in charge  for staff recruiting. 
Valentina, Interviewee: Hello Bogdan, nice to meet you as well and thank you for this opportunity.
Bogdan, Interviewer: I read your CV and I have some key questions for you. Why did you want to pursue a career in business management?
Valentina, Interviewee: I am very passionate about my work and I personally feel that my work experience of five years in a management firm shall be extremely valuable in leading a team towards success. 
Bogdan, Interviewer: How do you plan to lead business meetings efficiently?
Valentina, Interviewee: I begin my meetings by reading out the items that I have listed on my agenda loudly. This process helps in keeping the meetings productive. A general outline is provided and no important part is skipped. The items will be discussed face-to-face or online among the team members and the key issues shall be mentioned regarding the Covid restrictions.
Bogdan, Interviewer: How would you ensure that your team supports the values of the company?
Valentina, Interviewee: I believe that businesses should recruit those people who have respect for the values of the company. I will ensure that my team members work harmoniously. I will encourage a “positive company culture” that would reduce “employee turnover” and also schedule exercises for team-building.
Bogdan, Interviewer: What is your style of leadership?
Valentina, Interviewee: My style of leadership involves training. I like to mentor and teach people who have the skills that are required for a job but they do not have the necessary confidence. I show trust in the abilities of people and it get positive results.
Bogdan, Interviewer: How would you deliver a negative feedback to your team members?
Valentina, Interviewee: I have learnt from my previous experiences that a person can always improve in his field. I request one-on-one meetings and reinstate “expected outcomes” to encourage the team.
Bogdan, Interviewer: Thank you Valentina! Do you have any questions?
[bookmark: _Toc68095766]Role-play 2 
Valentina, Interviewee: Yes, I have some. What are the values of your company?
Bogdan, Interviewer: Our Company pays much heed to integrity, honesty, accountability, boldness and trustworthiness. We give much value to customer experience and satisfaction. The willingness of an employee to learn is also a value that our company prefers.
Valentina, Interviewee: What characteristics are you looking for in your employees?
Bogdan, Interviewer: The characteristics that we look for in an employee are honesty, integrity and work ethic. We need to be able to count on the employee to come to work, do their job with responsibility, stay focused and be prepared for challenges. 
Valentina, Interviewee: What opportunities are for a professional development in your company?
Bogdan, Interviewer: The different opportunities of professional development that are given by our company is that we provide “management and leadership training”, “professional certifications”, “technical skills training”, “teamwork and interpersonal skills training” and “employer-subsidized degrees”. These shall help in the improvement of your job performance.
Valentina, Interviewee: What do you see as the most challenging part of the job?
Bogdan, Interviewer: The challenges that are generally faced by the business managers like you are: the “management of conflicts within the team”, “confronting performance issues”, “effective communication” and others. You will eventually come to know these by experience.
Valentina, Interviewee: As the last question, Is there anything that you find in my resume that makes you question if I’m fit for this job role?
Bogdan, Interviewer: I think that you have got great grades. I think that this job shall help in the further development of your skills. I feel that you shall shine in our company.
Valentina, Interviewee: Great! I look forward to hearing from you. Thank you for your time and have a good day!
Bogdan, Interviewer: Thank you as well Valentina! You will receive our communication with the results of this interview via email in the next days. Stay safe! 









Personal reflection on the role-play 
Two role-plays have been done where an interview has been held between the interviewer and the interviewee. The interview was being taken for the job role of a business manager. The interviewer had asked five questions and the interviewee had also asked five questions. Through the questions asked by the interviewer, the competencies of the candidate were judged. The interviewer asked questions regarding the leadership qualities of the candidate. I had assumed the role of the interviewee. At first, I had answered the five questions that were asked to me. Then I was given the opportunity to ask away five questions to the interviewer. The interviewer examined and tested my commitment to the job and also my skills and knowledge. The interviewer judged the way I shall deliver negative feedback to my team and also the way I would inculcate company values in my team.
In order to perform this personal reflection, I have taken help of Kolb’s Reflective Model. Kolb’s Reflective Model Is also known as “experiential learning” (Bocciardi et al. 2017). This model has been used here as this model is based on our own experience. This experience is “reviewed, analyzed and evaluated” in a systematic way in these three stages. Once the whole process of reflection has been completed, a new cycle will be formed from new experiences. This process has been used as it helps in learning from experiences (Crimmins, Oprescu and Nash, 2017).
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Figure 1: Kolb’s Reflective Model
(Source: Gould, 2017)
The role play is helpful in the understanding of the skills and knowledge that are possessed by the interviewee. I answered the questions of the interviewer with my knowledge keeping in mind my capabilities to perform as a business manager. As an interviewee, I asked five questions to the interviewer in order to understand my weaknesses as well as the values of the company I was interviewed by.
[bookmark: _Toc68095768]Career development planning 
A career development plan is a list of long-term and short-term goals that the employees pertain to for their present jobs as well as their future jobs (Gould, 2017). These are helpful in the growth and development of the employees as these goals are connected to their potential and strengths (Fidan, 2019). The main reason for formulating a career development plan is to assist the employees in achieving their goals. It helps in setting realistic expectations and also in the identification of the areas that the employees need to work on. 
SMART Goals have been set in order to develop a career development plan. The short-term goals and long term goals have also been set (Matthews, 2017). The short-term SMART goals of a business manager of an automotive firm to attract more customers to the official website are as follows,
	S
	Specific
	· Increase the traffic of viewers of the official website to 1,500 visitors every day.

	M
	Measurable
	· The web team shall monitor the statistics of the traffic visiting the website and report to the team at the end of a working day.

	A
	Achievable
	· The company shall be sending a newsletter to the subscribers. 
· The dealerships of the company shall be asked to tell the customers that are existing to know about the new features from the website. 

	R
	Realistic
	· Averages of 500 visits are received everyday presently. The new customers must be profiled, answers must be provided and free upgradation should be done to increase the traffic to 1500 visits per day.

	T
	Timely
	· The work shall start next month with a goal of making the number of visits 1500 by the end of three months.


Table 1: SMART Goals
The long term career goals for the company that the business manager can enlist have been listed as follows,
· Increasing the “total income of the company” by 45% over the time span of 5 years
· Reduce the expenses of production by 10% over the next 5 years.
· Increase “overall brand awareness”.
· Increase the “company’s share” in the market
These goals are very helpful for drawing a career development plan (O’Reilly, McMahon and Parker, 2020). Since the job role that has been selected for the interview is for the position of a business manager in an automotive company, the short term goals and the long term goals for an automotive company has been listed. 
[bookmark: _Toc68095769]Understanding skills and knowledge 
As suggested by Popova-Hristova (2019), with the help of Kolb’s Reflective Model, I have “reviewed, analyzed and evaluated” my skills, knowledge, strengths and weaknesses. I have learnt that there are certain skills that shall be very helpful for my development and career as a business manager. The skills that are important are the skills of “multi-tasking”, “decision-making”, “leadership skills”, “motivation skills”, “business development skills”, and “effective communication skills” (Khousa and Atif, 2018). As a business manager, I must have the ability to oversee the employees and keep in mind their strengths and weaknesses. I must be able to prioritize multiple projects at a time. The priorities must be balanced without losing the productivity of business. 
Being able to make proper decisions is important for being a successful manager. Right decisions must be made rapidly. The managers must be adept in leadership qualities and must use the means of “judicious constructive criticism” (Rudolph, Zacher and Hirschi, 2019). A business manager must be able to motivate his employees. As a business manager, I shall help the employees in setting their goals and motivate them to achieve them. I shall look into the areas of the company that can be improved. I shall streamline the various procedures and help the company in its growth and development. Effective communication skills are essential in communicating the points that I would like to make (Kononiuka et al. 2020). 
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My personal strengths that I have identified which shall help me in becoming an effective business manager are my “communication skills”, “confidence and positivity”, “creativity”, and “commitment and passion”. As I have gathered from Wolniak (2017), my responsibility towards my duties shall also be helpful for me in my career as a business manager. My skill of being able to communicate effectively with other people shall be very helpful in sharing my ideas, desires and business goals to my team. I will also be able to inspire my workers, partners, customers and potential investors so that they would invest their energy, passion, time, and money into the business. My commitment towards my passion shall be very helpful for my career as a business manager. My confidence in my abilities is one of my greatest strengths as it helps me in speaking to the stakeholders in my business. My positivity is very beneficial in dealing with the challenging situations presented by my job. My creativity is another strength which is helpful for my career as well.
The areas of improvement that I need to improve on are my inability to make rapid decisions and my unwillingness to change. I also need to work on my time management skills as well. These areas, if not improved, shall prove to be hindrances in the path of my success as a business manager (Yarbrough et al. 2017). I must undergo proper training and gain insight to overcome these obstacles. 
[bookmark: _Toc68095771]Readiness for employability 
The skills that I need in order to enhance my readiness for employment are my “critical thinking and problem solving skills”, skills for “teamwork and collaboration”, skills for “professionalism and strong work ethic”, “oral and written communication skills”, and “leadership skills”(Simmons.edu, 2021).
[bookmark: _Toc68095772]Establishing employment goals 
In order to establish employment goals, I need to set the f\goals which shall be aligned to the objectives of the company. I shall invite the employee for the identification of job-specific goals. I shall set SMART goals, emphasize the goals that are attainable and consistent (Zacher et al. 2019).
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	Goals/Skills
	Time set for improvement
	Expected Outcome

	1. Decision Making
	2 months
	I shall be able to make rapid decisions which shall also be correct.

	2. Accepting and managing change
	1.5 months
	I shall be able to accept change and do proper change management.

	3. Time management
	1 month
	I shall be able to manage time and complete my works within set time.


Table 2: Personal development plan
[bookmark: _Toc68095774]Conclusion 
In this personal reflective report, I have done two role plays based on the interview between the interviewer and a candidate appearing for the job role of a business manager of an automotive company. After the role-plays, a personal reflection has been done underlining my strengths and weaknesses that need to be assessed to perform the role of a business manager. A career development plan and a personal development plan have also been formulated in order to achieve completion of the report.
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Private & Confidential
Application for Employment


To ensure that you are able to complete the application form in full, please refer to the short-listing criteria on the job description. 
	
Position Applied For 

	Manager of SBM Surrey Building Maintenance LTD

	
How did you learn about this vacancy?
	On line advertising



	1. Personal Details

	Title
	
Mr

	Surname
	
Macreanu

	Previous Name
	


	Forenames
	
Emil-Bogdan

	
Address

	6 Briar Walk, West Byfleet




	Post Code 
	
KT146JS

	Telephone number
	

	Mobile No
	07450571820

	E-mail address
	
1920816@student.uwtsd.ac.uk

	National Insurance
Number
	
SY688537B



	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	Yes
	No
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	Yes
	No
	




	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	SBM Surrey Building Maintenance

	
Address

	41 Regents Court

	Postcode
	GU21 6AJ

	Job Title
	Director share holder

	Dates of Employment
	From

	October 2020
	To

	Date

	Reason for leaving
	Still working
	Salary
	2500£/month

	
Brief outline of main responsibilities and key duties
	Director self-employed,
Team member,
Painter and decorator
Flooring installer
Handyman





	2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	Current or Most Recent Employment
	
	

	Employers Name
	McLaren Technology Centre

	
Address

	Chertsey Rd, Woking 

	Postcode
	GU21 4YH

	Job Title
	Team member General Assembly

	Dates of Employment
	From

	May 2019
	To

	August 2020

	Reason for leaving
	I have lost my job for Covid-19
	Salary
	1750£/month

	
Brief outline of main responsibilities and key achievements 
	Subframe assembler






	Previous Employment
	

	Employers Name
	Double Tree by Hilton

	Job Title
	Chef

	Dates of Employment
	From
	February 2019
	To
	May 2019

	Reason for leaving
	Moved to McLaren 
	Salary
	1200£

	
Brief outline of main responsibilities and key achievements 
	Cooking main dishes





	Previous Employment
	

	Employers Name
	Nando’s Woking

	Job Title
	Griller 

	Dates of Employment
	From
	January 2019
	To
	February 2019

	Reason for leaving
	Moved to Double Tree by Hilton
	Salary
	1000£

	
Brief outline of main responsibilities and key achievements 
	Grill Chicken
Prepare wraps 





Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	N/A
	N/A
	N/A
	N/A
	N/A



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	N/A
	N/A
	N/A
	N/A
	N/A



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Technician in financial and accounting activities
	2008
	3
	7.83
	N/A





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	Electrician 2nd and 3rd level course in progress









	March 2020





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	Yoga
Yoga
Running
Reading
Studying
DIY working

















	5. Referencing
Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	References (Current or most recent employer)
	

	Name of Referee
	Emil-Bogdan Macreanu

	Job Title
	Director

	Employers Name
	SBM Surrey Building Maintenance LTD

	
Address

	41 Regents Court

	Postcode
	GU21 6AJ

	Telephone Number
	07450571820
	Ext. Number
	

	E-Mail Address 
	surreybuildingmaintenance@gmail.com

	Are you willing for this referee to be approached prior to interview?
	
Yes              No



	References 
	

	Name of Referee
	Luke Why

	Job Title
	Manager

	Employers Name
	McLaren Company

	
Address

	Chertsey Rd, Woking

	Postcode
	GU21 4YH

	Telephone Number
	N/A
	Ext. Number
	

	E-Mail Address 
	N/A

	Are you willing for this referee to be approached prior to interview?
	
Yes           No


	6. Reason for applying

	

	Please detail below reasons for applying for the position including your skills, experience and attributes.

	I’m applying for this position to improve my skills and to do the best for this company
















	Please specify how you meet the criteria for this role.

	




















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:                                                                                                               Date: 06/03/2020

Print Name: Emil-Bogdan Macreanu






                   PERSONAL DEVELOPMENT PLAN 
 
	 
 NAME 
 
	 Emil-Bogdan Macreanu
	Target Job/career 
Example: Teacher, Manager, Business Person 
	 Manager


 
	 
TIME PERIOD 
	 
From: October 2020
	 
To: Present


 
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

Leadership

Problem solving

Effort

	Making practice

Studying

Learning

Working hard

	N/A
 
To be healthy
 
Time management
 
Good health 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	Health issues

Inexperience

Illness

Health issues

	A few months

One year

3 months

Years
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