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Section A:

Introduction

employability only comes from an individual’s skills and knowledge. This is only increased if knowledge and skills match the job specification. Therefore, we need to ensure that we are prepared thoroughly enough, in terms of skills and knowledge, so they are adaptable in different roles. Employability is defined as the fulfilment and obtaining or creating work using competencies, these are knowledge, skills and abilities to carry out certain requirements of the job role (De Vos, De Hauw and Van der Heijden, 2011). Therefore, I have conducted a self-awareness test on myself and show the reflections of this to reach my career goals or aspirations. There are many factors that contribute to employability and it is essential to recognise what skills are necessary to acquire a job. It is important to implement these specific skills that will be discussed further within an educational setting and workplaces to make us even more employable. 
Working effectively
Working as a team is a skill on its own it is very important for a team to work together for the business to run smoothly and reach high success. There is more problems for an individual to deal with when working alone (Morgeson, Reider and Campion, 2005). Therefore, working together helps understand the task better, as people have different points to share every person in the group is likely to have increased understanding. Moreover, when people work together, they will develop good social, communication and encouragement skills (Morgeson, Reider and Campion, 2005). All these are very important for a workplace. Working effectively is about learning with other people who all define problems differently (Downey, Lucena, and Moskal, 2006). It is utilising everyone’s different skills and combining them together to formulate a solution. Employers make team working skills a key essential for any job role, and small group work within educational settings remains an important element of active learning theory and practice. A collaborative classroom instead of a passive one allows students learning more actively and effectively (Burke, 2011). If enough opportunities are provided in educational settings for teamwork, individuals should be able to transfer these skills on a job role. Thus, making the individual more employable.   
Interactive learning

Interactive learning is studying through computers, technology and electronic media this encourages students independent learning, helps them gain extensive knowledge academically and also helps develop in social ways, For example, communication skills, teamworking skills, digital skills, problem solving skills, commercial awareness, leadership skills and critical thinking are all very important skills needed for any kind of workplace or employment. Reflective skills are very important to improve students learning and employment practice. (Ryan, M.2011).
Interactive learning is essential not only in leaning within educational settings but also the wider working world. Interactivity is crucial in developing cognitive skills and interaction allows individual discovery (Chou, 2003). Individuals can develop on problem solving skills and critical thinking skills, all which act as a desirable point for any employee within the workplace. Thus, if interactive learning is experienced within educational settings, these pupils can transfer these skills towards other settings. 

Interactive learning can involve the use of technology to enhance skills even further. Machine learning, such as, technology offers tools for modelling, understanding and making decisions (Fiebrink, Cook and Trueman, 2011). These all contribute to cognitive skills. The use of technology is even more significant in the society we live today. Almost everything has a digital function, thus it is now a requirement to be able to work with technology efficiently and effectively. Web-based educational environments are also helpful, as students can gain a better insight demanding and difficult functions (Humar, Sinigoj, Bester and Hagler, 2005). We can suggest if pupils can conquer any issue through the web-based environment, individuals will be able to problem solve more appropriately. We can suggest, these individuals will be able to adapt more easily in other environments.  

Below are tools I have used to test self-awareness.
SWOT Analysis

SWOT analysis creates a connection between the positive and negative sides of a person, it helps by making us recognise the strengths, weakness, opportunities and threats we hold within ourselves. Swot analysis will also help with making decisions such as how to take advantage of our strengths and use them and take the opportunities we must overcome our weakness and threats. 
Strengths
My biggest strength is that I make good relationships with people this allows me to interact with people in many ways. Many of these skills, I have developed from starting this course. For example, communication skills, working as a team I was able to contribute my ideas effectively to my peers. We shared our research material and were able to build on each other’s points. I have been able to communicate with my tutor, in times of assignment feedback and effective questioning. Being in an educational formal setting has allowed me only to strengthen my communication skills, which are transferable for job roles. Also, working with peers, I have discovered I am good at listening. For example, I implement all my tutors’ feedback within my work and was able to listen to my peers’ ideas when working as part of a group. I have also identified that I am good at researching. I enjoy researching different theories and viewpoints for my assignments and presentations. This course has allowed me to identify this strength. I have become confident and more passionate and prouder regarding my work. Before I realised, I had lack of self-esteem, however this has stimulated since starting the course and becoming more aware of my strengths.  I am punctual and can multitask, I have learned to manage my time more effectively. Being a mum of five children, I was forced to manage my time effectively in order to achieve within this setting and balance this with homelife. All these skills are transferable, and I am proud to say that I will only continue to develop these. 
Weaknesses 

Although I believed my confidence levels have increased. I still tend to get nervous and doubt my ability. I have lack of self-belief that acts as one of my weaknesses. I find assignments difficult at times, as academically I feel weak when tackling the assessment brief. It takes me considerable time to word a sentence appropriately on the document. I may have a great idea that I can orally explain, however when it comes to typing it or writing it down, it is difficult for me. I feel I need to gain more experience within different job roles, as I have lack of experience which may have a negative affect if later, I apply for a job. 
Opportunities

The opportunities are vast, as this course allows individuals to enter the world of work. Being in a formal setting after such a long time, I have gained so many skills that employers may require for different job roles. I will be able to apply for different job roles, as I have made my own CV. I was able to practice an interview, so I am not worried as much if I was to do this in the real working world. I can gain further qualifications. Generally, it has allowed me to gain new skills and develop existing skills. I have become more self-aware and focused on what I would like to do in the future. 

Threats

I still worry about many different things. For example, not understanding digital skills as I would like to. Sometimes I it difficult to use a laptop and I know educational settings and job roles have transferred to digital methods, so I need to learn these skills more. 
Personal SWOT Analysis
	Strengths
· Organised
· Trustworthy

· Friendly 

· Responsible

· Brave

· Good at multitasking

· Punctual with time

· Good learning attitude

	Weaknesses

· Worry over little things
· Emotional 
· Public speaking

· Being too helpful to others


	opportunities

· Improved digital skills
· Expand use of social media platforms

· More verity for jobs

	Threats

· Foreign languages

· Presenting to large groups
· Taking on too much responsibility

· Working to many hours




Johari Window 

The Johari window was created by psychologists Joseph Luft and Harrington Ingham in 1955, they used a technique to help people understand relationships with others and themselves. This technique is used within groups to self help and exercises that aid cooperation between different individuals. These 2 psychologists named the model as ‘Johari’ which is combing their two names together, thus making their model unique. It is a model specifically for individuals in understanding themselves and people around them. 

The four quadrants 

Open 

The subject and the peers that are selected go in this cell or quadrant of the grid. These are the traits that the subjects and peers think. 
Blind

The adjectives are selected by the peers and not by the subjects. These show what others think but the subject does not. 

Hidden 

Here, the adjectives are not selected by the peers, but they are selected by the subjects. They go in this gradient. These are things that the peers do not know, or they are not true for the subjects claim. 

Unknown 

The adjectives that the peers or subjects do not select. They show the subjects behaviour or motives that no one recognises. It may be that they don’t apply or even because of ignorance of these specific traits. 



                                                                                                   (Luft and Ingham 1955)
Personal Johari window conducted in class with peers
	OPEN AREA
· Good communication skills
· Friendly/polite 

· Dedicated worker


	BLIND AREA

· More confident then I think I am 

· Too trusting and naive

· Too kind


	HIDDEN AREA

· Get agitated around undisciplined people
· Get frustrated around lazy people

	UNKNOWN AREA

                    ?
                                       


Belbin 

Team role inventories

This is a behavioural test which is also called the Belbin Self-perception inventory, Belbin team role inventory, BSPI or BTRI. This was created by Meredith Belbin. He measured the preference for nine team roles, and he identified eight of them whilst he was studying many teams at Henley Management College. His theory is an assessment, which looks at an individual’s behaviour in a team environment. 
Belbin’s Team Roles
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Personal Belbin test:
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The completer is an individual who feels responsible for the team’s positive factors and achievements. They may have a controlling nature and feel like controlling every aspect in the group to achieve success. They become concerned when errors are made within the group and they try to minimise this to their best ability. This individual is also known as the finisher because they are specifically used near the end of the task. They may finalise the last parts of the task to ensure top standards and quality. They ensure quality control and they try to diminish any errors that are in the group. 

PERSONAL DEVELOPMENT PLAN (PDP)

	OBJECTIVE
	ACTIVITY
	RESOURCES
	LONG TERM PLAN
	Success criteria 

	Time management
	By applying the SWOT Analysis and the DO, DON’T, DELAY and DELEGATE tools to myself has helped me recognise what my main priorities are.


	Setting a timeline for each task was very helpful and making a to do list 
	To be able to prioritise between tasks and reach all deadlines without worry or stress
	As my long-term plan, I have managed to stick to the developed routine, and complete all my activities in good time. I have managed to prioritise the important tasks through applying these tools to myself

	Team working
	having Group activities and preparing presentations together
	Working on assignments together preparing presentations and having lots of Group discussions in class 


	To be self-assured, manage presentations and collaborate with peers without losing confidence 
	After participating in group discussions and understanding the work better it is now easier for me to collaborate with peers, All the group work and activities has Increased my self -esteem, confidence and motivation. I am now able to stand alone and speak in front of big groups.

	Digital skills
	Using Digital methods to download files, research, prepare presentations, structure assignments and communicate with pears and lecturers  
	Using power point slides for learning and making presentations. Word for typing and assignment structure and excel for spread sheet. 
	My aim is to be Confidante in Researching and finding information. Preparing presentations using different digital skills that I have learnt through the modules, and to reach a higher level in education and within a workplace 
	Know I have Better performance with good experience of digital skills

At the start of the year I was afraid of using computers due to lack of digital skills whereas now I have the confidence to use the computer alone and prepare presentations.

	Problem solving and critical thinking
	Group activities in university and group activities at home with the children’s 
	Preparing presentations in groups finding job descriptions and solving problems by using grid analysis.

.
	I want to have developed career management skills, solve problems and make decisions by myself.
	By doing these activities at university and at home I am now able to think quicker, lead a group and confident enough to solve problems on my own. 


Section B:
Introduction

It is important to recognise skills that are necessary for employability, yet we should also be identifying opportunities for career development. There are many elements before obtaining a job and it is essential to ensure all these elements are complete. For example, the CV, cover letter, application form, job interview, etc. An individual need to enter the workplace before executing a specific job role. Thus, specific skills are required to obtain the job as there is competition between many individuals. If we practice these skills by taking preparatory steps before interviews our skills are more likely to become more refined and we may become more comfortable. Mock interviews help with career development and aid individuals in confidence. Below, I will discuss the different factors that are the preparatory steps before the obtaining of a job role. 
Career Development and Employability

Career development is managing learning, working and social life to move to a better future or developing an individual’s career. Some individuals may set themselves personal goals to achieve the next step within their employability or employers can set targets to meet to enhance further within the workplace. an element of employability is deployment, the extent to which individuals acknowledge what skills they have and how they choose to use it (Watts, 2006). It is stated that employability development has three focuses ‘development of employability attributes; willingness to learn and reﬂect on learning; and development of self-promotional and career management skills’ (Watts, 2006).

Employability is obtained through different factors, such as, knowledge, skills, abilities and additional characteristics that are considered important to prospective employers and thus contribute to an individual’s career potential (De Vos, De Hauw, and Van der Heijden, 2011). Therefore, we can suggest, career development and employability come hand in hand with each other. Employability is seen as the continuous fulfilling, obtaining or creating work using competences. (De Vos, De Hauw, and Van der Heijden, 2011). Again, these would refer to the individual’s strengths, such as, knowledge, skills and abilities, etc. 

Career development and employability is regarded as important, not just for the individual but also employers and different institutions. Individuals should acknowledge that they may require sharpened skills in managing their own careers and a strong assurance of their competences. (Jackson and Wilton, 2017). This allows the individual to reach his/ her full potential but also allows for efficiency within the workplace. As the individual will contribute to the overall success of the institution. These may lead to increased individual success in the labour market and even effective recruitment, retention and performance of individuals for the workplace. (Jackson and Wilton, 2017). Therefore, career development and employability create a multitude of benefits, not just for the individual but the wider working place. 
Career development also proposes the concept of role models to guide individual development (Gibson, 2004). Some suggest, role models are key to career success and development. Individuals are likely to use this as motivation for their own individual career development.   
Employment law 

Employment law regulates the relationship between the employers and employees. It is necessary as the employment that exists between the employer and employee is mostly hierarchical (Böheim and Muehlberger, 2006). Thus, we can suggest employment law is key so that the employer is unable to take advantage of their employees. Therefore, employment law is protecting the employee, nevertheless can protect the employer is well in different situations. 
Employees can gain advantage with employment law. For example, part time employees can enjoy flexible hours, as well as, a change in the job environment (Paul and Townsend, 1998). They are not fixed to stringent regulations from the employer. This is all made possible through employment law. 

Employment law also protects individual liberties, for example, there are certain laws in place that prohibit racial discrimination (Fiss, 1971). These protect individuals within the workplace and provide employees some security and protection of basic rights. The employment law also affects the recruitment process. Some view these employment laws as adversely affecting the business, for example, “40.8 per cent of businesses reported that because of UFD laws it takes longer to resolve issues associated with poor performance; 37.9 per cent of businesses reported that poor performance by one worker is more likely to adversely affect the performance of other workers; and 38.3 per cent  of businesses reported that more formality in dealing with workers makes communication between management and employees more difficult” (Harding, 2002). So, employers may not be so fond of the employment law, as it may reduce labour efficiency and lead to increased cost for the business. Recruitment is a big challenge for the small businesses (Williamson, 2000) and employment laws just make this even more difficult. As more time is required for the recruitment process to fulfil some aspects of law. 
Data protection is a key aspect within employment law. There are techniques for adjusting the frequency of data backups (Raichstein, Smith and Tevis, 2017). Data protection is protecting confidential information of the employee within the workplace. With data protection, data can now be managed, organised and stimulates productivity performance (Berawi, 2018). Data is valuable and employees can use this effectively. Yet, there is a weakness in data protection as data files can be lost or corrupted and some computer systems are unable to protect data files. (Dunphy, Halladay and Moy 1997). Hacking can easily take place within businesses; thus, it becomes difficult to manage data effectively.
Job advertisement
Job advertisement is important to recruit the right individuals for the job role. Recruitment material should be able to attract the right applicants for the vacant positions (Askehave, 2010). Job advertisement has become even more widespread which identifies the qualifications needed for different professions (Gerek and Efeoglu, 2015). Job advertisements allow the employer ton to capture the right sort of people where their current skills and knowledge will be able to easily adapt to the role. Some advertisements for managerial or high paid jobs also request a set of skills (Bennett, 2002). These job advertisements are the first initial stage of engaging potential applicants with the organisation and the first source of information (Feldman, Bearden and Hardesty, 2006). This information will select the applicants as they will decide whether their skills and knowledge match the job specification. 
Interview 

It is essential that an individual prepares an excellent CV and cover letter, a personal statement might also be required for some job roles, if this is not done an interview may not eve n be guaranteed (Harolds, 2013). Therefore, for an individual to be considered, the minimum is at least having these materials to the best standard to attract the potential employer. The cover letter and personal statement is the first avenue to gaining the job, if these are not compatible to the job advertisement, it becomes increasingly difficult for the employer to consider the individual. 
(CV and cover letter prepared by me are shown in appendix 1 and 2)
Interview and preparation 

This was the first job interview I’ve ever had I was feeling very nervous and anxious. I didn’t know if I was papered enough because I didn’t really know what to expect. As I knew I had an interview coming I tried to prepare beforehand I thought of things they may ask me and practised my answers at home. 
I thought I was perfectly ready for my interview as I had a good understanding of the job role and had studied the job description quite well. As  I had done plenty research on the background of the job I was applying  for therefor I did not feel as worried and answered their questions with confidence I had good answers for the questions they asked, I was feeling happy and pleased with myself I thought I was doing really good until they said do you have any questions for us, I completely froze not knowing what to say it didn’t even come to my mind that they would ask that, I went completely  blank couldn’t think of what to say that’s when I knew iv messed up specially because I had not covered this bit at home while preparing.

From this I’ve learned that we can never predict what kind of questions we will get asked and what will happen in an interview as every interview is different so next time I will try to be more prepared for the unexpected, and ask any question then to stay quite I really feel that I let myself down by staying quite. 
Feedback from Interviewers

As shown in my feedback I did very well overall, the interviewers were very impressed with my performance. I was very close to getting the job if I had not made that one mistake, however I was very pleased with my feedback but at the same time was angry at myself because I know exactly where I lacked. For future interviews I would give myself plenty more time to prepare and I would make sure to ask appropriate questions of the interviewer. I was marked very good for overall preparation. 
Moreover, as I got good feedback, I would know just what to do. Going through this whole interview process was a really good experience, and very beneficial for me, it has made me more confident within myself and I understand the whole process a lot more. For my second interview I would not be as nervous or worried as I was for the first one. 
(feedback results showed in appendix 3)

Career and Future Personal Development Plan (PDP)
	GOALS
	ACTION
	ACHIEVEMENT
	TARGET 

	Overcome nerves
	Keep thinking about my strengths and choose courage over confidence
	Went for an interview and was not nervous because I was well prepared
	As soon as possible

	Build confidence
	 practice more interviews to gain as much experience
	Was confident in the interview that was held on 12/12/19
	As soon as possible

	Increase leadership skills
	Secure a position with opportunity for progression
	Develop into a senior role in university 
	By the end of the 3 years course be at a manager’s level

	Preparing questions to ask at the end of interview
	Prepare questions before interview also do lots of 
Practice interviews with family or friends
	Questions are regularly available to ask 
Wont stall when in an interview 
	Next interview


Conclusion

Knowledge and skills are the focal for employability and in some cases, we need to make our skills and knowledge adaptable to the specific job role. In order to do this, it is important to carry out preparatory steps to before the interview of any job role. These steps aid individuals in making them more confident within the interview and can lead to obtaining that job. We are in competition with other individuals and we must be able to prove to employers that we are the best person for the job out of many different individuals. Thus, this reflective account allowed me to identify my specific strengths and weaknesses. I can utilise this knowledge for my career development and am aware of factors to focus on to improve and become more employable. 
APPENDIX 1: CV
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NAmE:
RIFAT BASHIR

1am a mature, postive and
hardworking individual, who always
shives 1o achieve fhe highest
standards possible of any given fask.|
possess excellent communication
kil and have fhe abilfy and
‘experience fo relate fo a wide range
of people. | am a confident individual
With an open-mind. patient and
supportive fowards ofhers. | have an
excellent abilty o remain good.
humored and unflappable under
pressure in any given chcumstances.

Following my employment working
primarly in customer focused roles |
have demonshrated my abilty in
‘working consistently ight deadiines.
Ensuring high levels of customer
service always whist maintaining store.
standards/ procedures and Increasing
profit margins by exceeding sales
farges, fraining. mofivating, mentoring
and providing support fo feam
members. This involves being able fo
priorities and being highly organized
s well as having excellent
Inferpersonal and communication

skill in order fo full my role.

CONTACT

PHONE:
07879258688

ADDRESS:
37 Solihull Lane
Hall Green

Bimingham
West Midiands

828915

SOCIAL
Linkedin.com/in/fifal-bashir-
660769183

Instagram: haircuts_by_ril

EDUCATION

Baylls Court Schoot:
1999 - 2006

‘GESE: Math's/ Engish/ Sclence/ Urdu/ RE/ Textles/ Heallh & Social
Care

GNVQ: Heallh & Safey Level 2/ Food Safety Level 2/ Drug Awareness/
Safeguarding of Adus

01-2017: 2 Week IMA Course - London School of Makeup & Halr

Universiy of Wales Trinity Saint David
20192020
Cerificate in Higher Education, Skis for The Workplace

WORK EXPERIENCE

M & Co LTD- Buckinghamshire: [2008-2010] Sales Assistant
Working as a sales assistan forfhis busy clothes refailer, my dufies
required a flexible approach in order fo fulfl @ mulfunctional roe.
During this fime. | organized. and ordered flems fo the stock room, and
‘worked on fhe shop floor, providing customer service and maintaining

the aesthetics of he shop.
SHAISTA HAIR AND BEAUTY.: [2011-2013] Halrcresser

Working as a hairdresser my role was o Book appointments, wash and
dry customers hal. lso cut halr. General mainfenance of the hair salon

by cleaniiness of the salon and fidying away the fowels ready o the
nexd client. Duties also included sorting and arranging the dye colors
‘and geting fol ready for the clients who wanted colored hait

Chesca -Birmingham: [2015- 2017] Store Manager
Chesca s a premium fashion brand designed for curvy women
specializing in every occasion. as well s camying out managerial
duties fo run a successful business my aim was fo offer an exciting and
relaxed shopping experience. Proritzing in offering outstanding
customer service, building customer relations and keeping up to date
‘on latest fashion and beauty frends in order fo offer the best advise
possible o our customers.

SKILLS.
Customer Service

Verbal and Wiitlen |
Communication

Organization
Professionalism

Leadership

Avallable on request





APPENDIX 2: COVER LETTER

[image: image5.png]Regis Hair & Beauty Salon
700 Warwick Road

West Midlands

Solihull

89130U

01217118291

hittps://www.regissalons.co.uk

09/12/2019

Dear Sir/Madam
RE: Applying for hairdresser role

I am witing to support my application for the hairdresser role at your outstanding Regis Hair and
Beauty Salon. | would love to join your enthusiastic team of hairdressers that provide excellent
beauty service in our local area.

I believe that | make the perfect hairdresser that can add value to your current team of hair and
beauty expertise. | have years of working experience within the beauty industry from assisting in
clothing retail for women to working as an experienced assistant hairdresser. Through my extensive
part-time working experience in this industry, | have become a competent individual providing

excellent customer service.
For instance, my role at Shaista’s Hair and beauty included welcoming customers, organising beauty
treatments for the clients including hair testing before dying, cutting hair at  beginner's level, and
dealing with a majority of was and blow dry for customers. In fact, the manager found that her
business became busy due to the customer satisfaction received from my assisting services.

Recently, | have improved upon my experience by developing a portfolio of private customers for
hairdressing. | am currently receiving training from advanced hairdressers and have developed a
specialism in colouring techniques and styling. | take an interest in free workshop activities from
make-up leaders such as Huda beauty and use this to enhance my skills as a beauty therapist and a

hairdresser.
I would be an asset with a range of skills to offer at Regis hair and beauty salon. | would love to be
offered an opportunity to enhance the experience to your valuable customers.

1 ook forward to hearing from you soon.
Yours faithfully,
Mrs Bashir





APPENDIX 3: INTERVIEW FEEDBACK
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Appendix 4: Interview Feedback
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Resume was printed and presented in a professional manner
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Decent poise, body language and eye contact

Somewhat confident

Provides specific answers to questions

Sells some skills

Displays some skills and qualities that match the job description
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done research on the company and position
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