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[bookmark: _Toc68020132]Introduction 
I am Cosmina Mihalcea studying in the University of Wales Trinity Saint David and as per my belief I possess a modest range of personal and employment skills. Throughout the entire career these certain skills and competencies have helped me to overcome challenges and staying focused on the goals developed. I have taken decision to continue my study with the university after completing the Foundation Year which was a significant motivating factor to pursue my career in this field. I also have gathered work experience since 2018 at a restaurant where I have worked as waitress. After joining into the higher education course at University of Wales Trinity Saint David, my real employment journey has started. As per my belief, I would be able to enhance not only my theoretical knowledge and awareness about the profession, I would also be able to acquire the associated skills and experience in this journey. 
The report would present a personal development plan for which a personal SWOT analysis would be conducted. Additionally, SMART objectives would be developed to bridge the skill gap and Johari Window Framework will also be examined in the context of personal development. Additionally, a career and personal developmental plan would also be provided. 
[bookmark: _Toc68020133]Self evaluation review 
· Self Motivation
Certain motivational aspects worked as key driver among which, the achievement of the earlier life is a factor. I have identified that, the achievements such as acquiring the award of best team coordinator at the previous workplace played a significant part to achieve my full potential and put my efforts into study and acquire managerial capabilities. I am also a self-manager and I focus on extensive research about career options and skills required to achieve those positions. Mentors that I was working with previously have motivated me enough to be involved in continuous learning. However, my vision is to develop as a manager equipped with essential skills and competencies which also work as a motivator for me (Huang, 2017.). 
· Learning styles
According to the VARK learning styles model, there are four types of learners such as auditory, visual, reading or writing and kinesthetic are categorized based on the modalities they use for learning (Tripathi et al., 2017). As I could identify, I am a visual learner and the depth of information acquisition depends on the visual keys provided to present the learning materials. For instance, using graphs, images, charts, and other visual data help me to learn faster and better. However, I have observed that it becomes difficult for me to acquire auditory information for learning. 
[bookmark: _Toc68020134]Personal development planning 
· SWOT analysis 
	Strengths
· Quick learning ability 
· Resilient to challenges and responsibilities
· Problem solving skills  
	Weaknesses
· Ineffective control over body language
· Lack of patience, emotional stability and listening skills
· Terrified of speaking publicly and lack of strong language skill

	Opportunities
· Enhancing communication and listening skills
· Developing a strong network
· Developing technology skills  
	Threats
· Increasing competition in employment market
· Reduced job opportunities after Covid-19 global pandemic


Table 1: SWOT analysis
Analysis:
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Figure 1: Personal SWOT analysis
(Source: Phadermrod et al., 2019)
The quick learning ability would help learning quickly to adapt to adverse work situation. Also, resilience to challenges and responsibilities would help me to cope with the difficulties faced at the workplace such as absenteeism of other workers, work pressure and others. Problem solving skills would help me work as a leader and making decision faster (Phadermrod et al., 2019). However, lack of control over body language, lack of listening skills and communication skills might create barrier in achieving the desired career path. However, I can widen my employment opportunity by enhancing listening and communication skills, gathering more work experience and developing strong network that would help cope with the reduced job opportunities and increasing competition in the job market. 
· SMART objectives
	Specific
	Measurable
	Achievable
	Relevant
	Timely

	Enhancing communication and listening skills

	Mostly (above 50%) positive feedback from the customers in dealing with their problems 
	It is achievable through workshops held by different organizations voluntarily and involuntarily
	As I aspire to become a manger, communication and listening skills would be required to establish relationship with the customers (Mortimer et al., 2020). 
	Within 6 months

	Increasing network by 20%

	Increased number of contacts related to my profession 
	Joining professional organizations, attending work events 
	Increased network would help standing against reduced job opportunity 
	Within 1 year 

	Developing Technological skills 
	Proficiency in common operating systems, data analysis, project management 
	Associating with organizations for professional training in these areas
	Technological skills would help coping digitalization of the business and aligning business operations with technological equipments for faster and quality result 
	Within 2 years 

	Skills of public speaking 
	Less anxiousness and hesitation to speak publicly and establishing connection with audience 
	This can be achieved through engaging into group activities and projects and personal practice. 
	Public speaking can be relevant with my career choice as managers might need to conduct meeting and sessions with the employees where public speaking skills are required (Jenčo and Lysá, 2018).
	Within 3 years 


Table 2: SMART objectives
· Johari window 
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Figure 2: Johari Window Model
(Source: Shamoa-Nir, 2017)
The Johari Window Model helps understanding the method of passing and accepting feedback through four panes such as self-area or arena, Blind self/spot, Hidden area or façade, and unknown area. Self area includes the attitudes, skills, feelings and emotions of a person that is known to self as well as others. My self-area or arena includes positive attitude towards career growth, honesty and trustworthiness, sociability, lack of communication and language skills. Generally, my group members consider me as helpful and supportive though I lack patience and emotional stability; these are the information about blind self (Shamoa-Nir, 2017). Hidden area of façade includes my past experience as a teenager that has experienced bullying at school and insecurity to speak publicly. Apart from these, there may be some characteristics, skills and other factors that is unknown to me as well as to others which can be considered as unknown area. 
[bookmark: _Toc68020135]Understanding and expectation of the world of employment
As an aspirant candidate I expect certain things from employment world around me with regards to the employment opportunities and organizational environment. I understand that as a manager I would need to demonstrate effectiveness in planning, developing and executing strategies to maximize the profitability of my organization. The UK employment rate has increased by 76% recently which also indicates towards employment opportunity for me (Ons.gov.uk, 2021). Additionally, I expect a working environment which would be built on positive and respectful attitude, honesty and integrity, equal opportunity for all employees and so on. 
[bookmark: _Toc68020136]Career ambitions and aspirations
As I have been longing for working in managerial posts my first step to achieve my objective would be gathering information and knowledge on different organizational functions as the managers are required to integrate and accommodate all the requirements for optimum function of an organization. Additionally, I aspire to understand the customer service approach, resource allocation, fulfill employee need and so on. In order for collecting experience in these areas I would join organizations that would provide the opportunity to work in divisional structure and I can gain knowledge in specific areas of operation. 
[bookmark: _Toc68020137]Personal development plan for achieving ambitions
	Goal/Objectives
	Source
	Target proficiency
	Benefit
	Measuring success
	Time scale

	Enhancing patience level
	Figuring out the triggers, taking pause before reacting, understanding and thinking about the situation and demonstrating effective behavior (Spadola et al., 2017). 
	Controlling and regulating behavior, reduction in the frequency of showing anger
	Enhancing the patience level would help dealing with difficult or challenging tasks at the organizations 
	Peer feedback would help getting overall idea and appropriateness of expression and feelings
	2-3 years 

	Improving communication and negotiation skills  
	Engaging into career development workshops and other professional language training classes 
	Lack fear while speaking, adequately processing the information gathered, showing legitimate assertiveness
	Effective communication skills would help establishing positive relationship with the employees or colleagues 
	Positive feedback and smooth flow of information observed in normal course of student life 
	1 years 

	Experience in managerial roles 
	Using network effectively and giving interviews to the organizations that operates on a divisional structure for internship. 
	Knowledge and skill related to managerial role are to be performed effectively
	Experience provides the base for cultivating talents and managing those talents effectively to maximize the organizational profit (de Sá, 2021). 
	Positive feedback from the supervisors and tutors in the context of internship 
	Within 3 years 

	Leadership skills development 
	Constant learning, engaging in group activities, playing leadership roles and others would help developing this skill
	Critical thinking, problem solving, leading and managing subordinates 
	It would help me as a manager to support and motivate the employees 
	Effective group performance evidence under my leadership 
	Within 1 year


Table 3: Personal development plan for achieving ambitions
[bookmark: _Toc68020138]Conclusions and recommendations 
In conclusion, it can be stated that personal skill and competency identification is important to apply them to utilize the opportunities available in an effective manner. In order to identify personal strengths and weaknesses, SWOT analysis has been applied. On the other hand, personal and professional career developmental plan would help staying in track with the changing global job environment. 
Task 2 Roleplay:
1. Interviewer roll
I will be using Gibbs reflective cycle to describe my interviewer roll. My roleplay partner was Cristian Serban, he was applying for a fleet manager position. After I received his application form I decided to contact him. I have prepared few questions for him, also I tried to put him in a decision making and problem solving situation. He was well prepared and he had answers for all my questions. At the beginning of the interview I asked Cristian to tell me more about himself, after I realized I should not have done that as I already had the application form where I could find anything I wanted to know about him. I tried to make Cristian feel relaxed about what is coming next. After he told me more about himself I tried to find out why he wants to change his position. He explained how passionate is about this job, also he was aware of the main responsibilities that a fleet manager has. I was impressed of the ideas that he had when I asked him what he will do if a driver is stuck on the road or if the driver van breaks down. He explained me all the options he could think of at that moment, he was also willing to deliver the parcels if the other options would not be available. I could have asked him to probe response about the decision making in more detail. After the interview I decided that Cristian has good potential for the job, also at the end of the interview he prepared some questions for me. He asked me about the team that he will work with, also about the training programs that are available for employees. Being a interviewer made me realize I would consider working in Human Resources in the future. My lecturer Mary March led me to consider this option as a future career. If I will have the chance to interview people again I will explain what is going to happen during the interview and afterwards. 
2. Interviewee roll
Working for long time in hospitality in different position as food runner, waitress and head waitress made me realize I can do more but it’s the time and the experience who makes the difference. I found a job online as an assistant manager and I have decided to send in my application form. Like that I met my interviewer Cristian Serban which explained me what an assistant manager position involves and if I am willing to take those responsibilities. He had tested my skills, but I was confident and well prepared for the interview. He asked me if I have experience with hiring personnel in which I was honest and answered no. I explained that my actual head waitress position make me take the decision whether a person should be hired or not, but that I had never hired a person. Cristian also asked me why a department need an assistant manager where I explained that an assistant manager is needed to help to the store performance, also to help the team run smoothly by performing managerial skills and that the main task is to take manager role when the manager is absent. I have not shown how I can contribute to the company in the future, but if I will be hired I will have that chance. I also had questions for the interviewer, he was helpful and answered my questions. The interview went well and I am looking forward for their decision.


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 

	
Assistant Manager 

	
How did you learn about this vacancy?
	On my previous job.



	1. Personal Details

	Title
	
Miss

	Surname
	
Mihalcea

	Previous Name
	


	Forenames
	
Cosmina

	
Address

	
Field end Cottage, Porlock Avenue, HA2 0AS , Harrow, United Kingdom




	Post Code 
	HA2 0AS


	Telephone number
	07786386234

	Mobile No
	07786386234

	E-mail address
	
cosmina_c14@yahoo.com

	National Insurance
Number
	
SZ507334C


	




	1a. Additional Information
	
	
	

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

	Yes
	  X
	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
	  X
	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
	Inko Nito Broadwick Street Ltd

	
Address

	55 Broadwick Street
London

	Postcode
	W1F 9QS

	Job Title
	Head Waitress

	Dates of Employment
	From

	3 August 2018
	To

	Date:
Present

	Reason for leaving
	
	Salary
	£12/hour

	
Brief outline of main responsibilities and key duties
	My main responsibilities are to take food and drink orders from the customers, dealing with the customers allergies, upselling , taking payments and also making sure customers are having a great experience in our restaurant. Also sometimes if the manager is not around I have to solve any complaints that customers are having.






	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
	CafeFred

	
Address

	Soho, London

	Postcode
	W1D 2LS

	Job Title
	Head Waitress

	Dates of Employment
	From

	November 2017
	To

	July 2018

	Reason for leaving
	Shop closure
	Salary
	£9/hr

	
Brief outline of main responsibilities and key achievements 
	Taking orders and assuring customers have received their order.






	Previous Employment
	

	Employers Name
	WoodyGrill

	Job Title
	Food runner

	Dates of Employment
	From
	August 2016
	To
	October 2017

	Reason for leaving
	Have found a better job
	Salary
	£6/hr

	
Brief outline of main responsibilities and key achievements 
	Serving the food to customers.





	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





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

	Technician in the processing of animal products
	June 2015
	Level 2
	73/100
	College of Food Industry “Elena Doamna”



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Certificate in Higher Education: Skills for the Workplace
	
	Level 4
	
	University of Wales Trinity Saint David



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	








	





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

	
I would love to volunteer at local companies and organisations.
My hobbies are cooking and baking, playing music, travelling and photography. 
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