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[bookmark: _Toc119177500]Introduction:
[bookmark: _GoBack]Choosing a career path that can suit me can be very difficult sometimes because I might not know myself well enough to choose a job that is best for the way I am as a person.  There are so many ways in which I can find out what career works the best for me such as personality tests which can help me find out more about myself and what I like to do, learning styles like Honey and Mumford, Neil Fleming or models like Johari Window.
[bookmark: _Toc119177501]Chosen career:
My chosen career is Administrative Assistant. Assisting professionals in a given field is the role of an Administrative Assistant or Clerical Assistant. An Administrative Assistant typically performs clerical tasks, manages workflow, schedules appointments, and serves as an office's main point of contact. Companies may differ in their duties, however.
[bookmark: _Toc119177502]Skills and knowledge required: 
There are several skills which are required for this type of role and these are:
· Verbal communication – Having verbal skills is important when taking part in meetings, communicating with clients and having conversations over the phone.
· Written communication – Among these skills are email composition and social media posting. An executive's needs for letters, speeches, and memos can be greatly enhanced by strong written communication skills.
· Organization – Office assistants, particularly those who work in an office setting, need to be organized. There are often multiple tasks and pieces of information that administrative assistants have to manage simultaneously.
· Time management – In order to complete their duties on time, administrative assistants must effectively manage their time.
· Attention to detail – It is easy to notice missed signatures, complete work assignments on time, and send emails without spelling errors when you pay attention to the details. Email addresses and information in office communications can sometimes be sensitive.
· Technology – Microsoft Office or a similar suite of software, including word processors, spreadsheets, and publishing tools, should be familiar to administrative assistants. A customer relationship management system may require them to scan documents, send faxes, or enter data.
· Problem solving – Unexpected obstacles are likely to be encountered by an administrative assistant who is busy. Those who think quickly, are flexible, and are creative can solve problems easily. Good problem-solvers also collaborate with team members to overcome challenges and ask for help when necessary.
[bookmark: _Toc119177503]Analyse yourself:
There is quite a few tools which can help someone learn more about themselves.
One of the tools that I used for this is a personality test. The result came out as being an advocate. I am 43% extroverted and 57% introverted. Even though advocates are introverts, they value deep, authentic relationships. Being truly known by another person brings them as much joy as being truly known by them. Conversations with advocates tend to be meaningful and sensitive, and they enjoy engaging in meaningful conversation rather than small talk. People around them can be deeply affected by this emotional honesty and insight.
The advocate personality type may be the rarest, but they make a huge impact on the world. Intent on making a positive impact in the world, they are idealistic and principled individuals. A person with an Advocate personality doesn't look for success in money or status, but in fulfilling their goals, helping others, and making a difference.
Another example of tools that I used was learning style quiz. It came out that I am a visual learner. A visual learner learns by seeing pictures or reading. Sight is the most powerful way of understanding and remembering things. It is easier to learn through methods that are primarily visual, because you can picture what you are learning in your head. Learning is more enjoyable when you can see what you're doing. When you are a visual learner, you tend to be neat and tidy. In cases of boredom, you will find something to watch if you can't visualize or remember something. Sounds may easily distract you and you may have difficulty following spoken directions. It is important to you to be surrounded by bright colors and richly illustrated spoken language (such as stories).
Another tool that I used and I found very helpful was SWOT analysis.
An organization or business venture can use SWOT analysis to evaluate its strengths, weaknesses, opportunities, and threats. An organization's strengths are leveraged, weaknesses are improved, threats are minimized, and opportunities are maximized using SWOT analysis.




[bookmark: _Toc119177504] My SWOT analysis:

	Strengths
	Weaknesses

	Flexibility
Family
Hardworking
	Lack of confidence
Overthinking
Insecure

	Opportunities
	Threats

	Networking
Learning new skills
Buying a new house
	Losing my job
Increasing prices
Unexpected health problems


Source: https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/11c0l68/alma99100278959102421

[bookmark: _Toc119177505]Evaluation:
My evaluation for:
· Knowledge – I have Microsoft Office knowledge which are very suitable for this type of role.
· Qualifications – In 2015, I did a course in my country where I achieved Data Entry qualifications. This qualification is very good for this job because it is an essential qualification needed for this job.
· Strengths – Flexibility is one of the strengths that I have and I think that this will help me a lot when it comes to this job because being flexible means that you can work at different times and you can work in different positions. Family is another strength because my family helps me stay strong and determined in everything I do. Hardworking is another strength of mine because I never give up.
· Weaknesses – Lack of confidence is one of the weaknesses that I have because I am shy when it comes to speaking in a big group of people or meetings and I think that this is a disadvantage when it comes to this job role. Overthinking and being insecure makes me feel anxious when it comes to future plans.
· Motivations – The main thing that motivates me is my family. Having this type of career will be in my favour because this will give me more than enough free time to spend with my family. 




[bookmark: _Toc119177506]
Gibbs' Reflective Cycle



Source: https://www.uts.edu.au/current-students/support/helps/self-help-resources/types-assignments/reflective-tasks


[bookmark: _Toc119177507]Step 1 Description:
In 17 September 2022 we started to study a new module called Professional Career development. This module teaches us how to develop a professional career, teaches us how to create a CV that will help us get a dream job.

[bookmark: _Toc119177508]Step 2 Feelings:
In the first 3 sessions I was absent, because I was away in my country. That's why when I returned to classes I realized that I was far behind my colleagues. This made me feel frustrated. But thanks to the teacher who teaches us, I managed to recover many of the lessons I missed. I also asked my colleagues to explain things that I did not understand.

[bookmark: _Toc119177509]Step 3 Evaluation:
I am glad that I had the opportunity to participate in this module. A successful career is not built in a day, a successful career requires: sacrifices and here I mean first of all the social life. If you want a successful career you have to learn, do research. I would like to list some important things that I studied in this module:
1. Personal Development Planning is an examination of one's strengths and weaknesses through self-analysis, reflection, and honest appraisal. Your future leadership development should be influenced by your evaluation of the leadership and management training you've received.
2. Improving self-awareness: Take responsibility for your emotions, thoughts, and actions with self-awareness to improve every aspect of your life. A good decision-making process can increase confidence, creativity, and creativity. As a result, you can improve your career and your relationships. 
3. Exploring Career Opportunities: Whether you are a young graduate who is unsure of where to work or a seasoned professional who is considering a career change, career exploration can offer you clarity about your next steps.
4. How to Writing CV's and Facing Interviews: Creating a CV is necessary if you are interested in a career in academia or research. To demonstrate your qualifications for the position, you can include scholarly accomplishments and educational history on your CV.

[bookmark: _Toc119177510]Step 4 Analysis: 
During this module I realized that I have to work a lot on the career I have chosen. Even if sometimes during this module I had a colleague who did not give importance to this module, our teacher managed and managed very calmly and in a professional manner this student always disturbed the class.
[bookmark: _Toc107921237][bookmark: _Toc119177511]Step 5 Conclusion: 
The secret of success is to try to always improve yourself no matter where you are or what your position is. Learn all you can. In an career professional, miracles do not simply happen.
[bookmark: _Toc119177512]Step 6 Action Plan: 
In order to feel like you are truly advancing in your career, you need a career action plan. Career action plans, for example, can help you choose an occupation, then guide you through the job search and career advancement process.  In order to develop an action plan for your career, you should first choose an occupation. If you want to identify what occupation you want as a career, you can follow the career planning process.  

[bookmark: _Toc119177513]My reflections on various concepts and topics that I learned in this module

In this module, I learned a lot of concepts and theories, and I will list some of them that I thought were important.
1. [bookmark: _Toc119177514]Career Development:
You shape your career by knowing yourself, exploring, and making decisions. Choosing and training for jobs that match your interests, skills, and personality involves navigating your occupational options successfully.
2. [bookmark: _Toc119177515]Employment legislation:
Employment law is extremely dynamic and jurisdiction-specific since employers are often at the forefront of social change. The majority of these rights are derived from European Community law, which includes both contract law and statutory rights. The European Union is driving a number of changes in employment law.

[bookmark: _Toc119177516]Different types of employment law

In this area of law, a wide range of issues related to work environments and processes are addressed. Here are some examples:
1. Discrimination law.
2. Bullying and Harassment.
2. Equal pay for the same work.
4. Discrimination based on sexual orientation, race, and religion.
5. As part of parental leave, paternity, maternity, and paternal leave are all included.
6. Health and Safety law.


[bookmark: _Toc119177517]Mock Interview and Open Book assessment.

My Mock Interview experience was a bit embarrassing for me. Since I'm a little emotional when I have to speak in front of a group of people, I think that interview should have been face to face and not in front of the class. Anyway, overall it was an impetus for me to develop my speaking skills in public.
As for the Open Book Assessment, my opinion is that it was a good experience, our teacher had a very professional attitude with us. During open book assessments and exams, you can access your learning materials. As a result, you can use your notes, books, and other resources available to answer the questions. There is no guarantee that this will make the exam easier or require less preparation. You will be assessed on your critical application of course material in an open book assessment. Your ability to apply what you have learned will be tested. The questions will require you to find, compare, contrast, analyse or evaluate the information you have learned.

[bookmark: _Toc119177518]Self-awareness tools

Monitoring the inner and outer worlds is one of the most important aspects of self-awareness. Whenever we think or feel, we are sending signals. Being self-aware allows us to respond to those signals objectively and thoughtfully instead of being swept away by them. It has been suspected that self-evaluation increases negative affect in the past. The increase in negative affect can be reduced by encouraging self-awareness through the "cool" system of stimuli. (Metcalfe & Mischel 1999)
It is difficult to progress in self-awareness when negative emotional affect is present.
According to Kendra Cherry (2020) Self-awareness is the first component of a person's self-concept. You may not be acutely focused on self-awareness all the time, but it's an important part of who you are.  Because of this, self-awareness develops differently depending on your personality and the situation.   
The best self-awareness tools that I think are very good are: Johari Window and SWOT analysis.












[bookmark: _Toc119177519]Conclusion


This is all part of an effort to enhance my skills and experiences in order to integrate bigger ideas and knowledge into my work. My career has been enhanced by their insight into various levels. Tactically, there were adequate worries concerning the credibility of thoughts. The most fundamental achievement of the development is attaining a workforce striving the meet the company goals in a willing manner. An important accomplishment of the development is getting the workforce to strive for the company's goals willingly. The work of employees who are not motivated by their salary is usually governed by how much they earn from their employers.
All the theories and tools mentioned by me above contribute a lot to the development of a successful professional career if it is really desired. Of course, all this followed by a lot of work and studies. In this way, I want to thank my teacher who made us learn this module.







[bookmark: _Toc119177520]
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