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INTRODUCTION 

The main aim of writing this reflective report is to carefully explain my understanding and knowledge that I have gained during Term 3 on the subject Professional Career Development at University Trinity Saint David. This reflective report will contain three sections. The first one is The Main Body of the report which will focus on the explanation of the Professional Career Development and how can be developed professionally, including few examples. 
However, the Main Body section will include information about employment law and the reason why they are so important in workplace.

Second section of the report will be a self-evaluation, is where I will talk about myself through career goals, about industry where I work and I would like to work, my learning style. I will explain about Gibb’s reflective cycle and I will be reflecting my experience on the role play based on Gibb’s reflective cycle.
I will finish my reflective report with a Professional Development Plan (PDP) which will be based on my SMART objectives.


What is professional career development? 

Professional career development is when a person begins to learn new job skills in terms to increase current career opportunities or to start a different field.
Therefore, developing professionally, a career requires a certain number of hours of continuing education. There are many ways to improve the skills for such a development, for example warning an undergraduate or graduate degree, classes sponsored by the employer, reading professional journals, or attending to workshops and conferences.

To perform the skills during your employment many companies are required to develop a professional development plan. Employees assist to a course to job performance for a period, usually no longer than a year.
Instances, employees who want a promotion or to move to another department may need services of a career counsellor that specialize in professional career development.     



 Where does employment law come in to play?  Why they are so important in workplace (enacted with dates) 


Recruitment 

The Equality Act 2010 makes it illegal for employers to discriminate against job applicants and existing workers. There are nine protected characteristics:

· Age
· Disability 
· Gender reassignment 
· Race
· Religion or belief 
· Sex
· Sexual orientation 
· Marriage and civil partnership
· Pregnancy and maternity 

Employment Contract 

Employment Rights Act 1996
Important rights given to the employees:

· The right to be given employment particulars 
· Disclosures and detriment 
· Sundays, time off and suspension 
· Dismissal: notice and reason 
·  Unfair dismissal 
· Redundancy payments 
· Employer insolvency 




General Data Protection Regulation (GDPR), May 2018.

Data protection is about safeguarding important information and making sure it is used properly and legally. 

 

Pay and Holiday entitlement 

All workers are legally entitled to 5.6 weeks paid holiday a year by the Working Time Regulations 1998, including agency workers.
Bank or public holidays do not have to be given as paid leave.

Working Time 

Working hours in the UK are governed by the Working Time Regulation 1998.
· Limit on working week to an average of 48 hours and the working day to an average of 8 hours.

Health and safety at Work Act 1974 (HSWA).

According to HSWA employer’s health and safety obligations include:

· Caring out risk assessment 
· Publishing a health and safety policy,
· Appointing health and safety representatives,
· And providing safety information and training 


Discrimination 

Equality Act 2010 is the main piece of legislation governing discrimination in the UK.

Discipline and grievance 

Employment Act 2008 and Employment Tribunals Regulations 2008.
The Acas Code of practice on disciplinary and grievance it is also very important.

Dismissals and redundancies 

Dismissal is when your employer ends your employment.
Redundancy is a form of dismissal from your job. It happens when employers need to reduce their workforce.
Redundancy: your rights - GOV.UK (www.gov.uk)

Employment law is adjusted to guarantee a fair and safe working environment for employers and employees.
It is essential that both parts have a good and equal understanding of employment law. Equality within the workplace establish that everyone has equal opportunities and can not be rejected of training or promotion for prejudicial reasons. 

Equality within the workplace establish that everyone has equal opportunities and can not be rejected of promotion or training for prejudicial reasons.
Employers can not against because of gender, race, sexual orientation, pregnancy and maternity leave, disabilities, nationality, ethnic background, religion and beliefs. However, if an employee is being treated unfairly, legal action can be carried out.




Self-Evaluation

I believe that based on my experience that I gained over the last five years in hospitality field it helped me to develop new skills. I have learnt the importance of collaboration and teamwork and this important skill it helped me to start my career as a supervisor.
During my training as a supervisor few years ago I found out my ability to work under pressure and the importance of keeping a team motivated.

I can confirm that during my training which lasted at least six months I faced many difficulties. One of my biggest weaknesses it was how to prioritize tasks during my shift, I did not have the ability to select and start with the most important task of the day. 
However, many mistakes happened because I wanted to complete many tasks at the same time to get them done.

I would like to share one of my biggest mistakes at work and how since that day I understood and start to prioritize. I was on duty during the weekend and I had four of my team members with me. All of us started the shift early in the morning as we had to complete tasks in the kitchen first.
I remembered giving tasks to all of them and I decide to take care of front of house and serve costumers until one of my team members finishes in the kitchen.

At some point the shop started to get very busy, all the team members in the kitchen and myself alone doing few tasks at the same time. I could not control the situation anymore when I saw my area manager walking in. She did not say anything and started to organize the team and helped me to manage the situation.
At the end of busy time we sat down, and she explained me the importance and how to prioritize in this kind of situations.

However, after this situation I can confirm that I faced many others like this, but I knew straight away how to make the decision to solve the problem of that situation. I understood the importance of prioritizing, in that case it was the customers and it was not point to keep the whole team in the kitchen when the main problem it was in front of house. It was a good lesson which taught to prioritize and organize under pressure.


My type of learning style:

Based on Honey and Mumford styles questionnaire my type of learning style is: Pragmatists 
The characteristics of this learning style is keen to put ideas, theories and techniques into practice, search new ideas and experiment, act quickly and confidently on ideas. Gets straight to the point. Are impatient with endless discussion.

By founding out my type of learning style it helped me to understand and follow new process and techniques in order to improve and make the most of it while I study or write down assessments at University.
However, I will apply my type of learning style at my workplace too in order to perform and achieve new goals. 


For many years I have been working and I’m still working in hospitality industry, I started my first job in hospitality as a waitress and after few years I become supervisor. 
I enjoy my job as I’m a very sociable person, I have the ability to follow standards and to train my team in terms to achieve goals for the company and grow up all together.  

In a future I would like to develop my career related to management field, working for many years as a supervisor I discovered that my passion is to motivate people and look after businesses. In few years my goal is to become Operation Manager for the company where I currently work.

Self-evaluation through reflection from my role 

At the end of term 3 at University I had to prepare an interview along with my classmate Loredana. I was an amazing experience as it helped me to improve and gain new skills.
I will reflect my experience on the role play in line with Gibb’s six stages of the cycle: description, feelings, evaluation, analysis, conclusion, and action plan. 

Description:

Based on new skills and tips that the Lecturer taught me during term 3 in class I had to prepare a role play interview acting as an interviewer and interviewee.
I developed five questions related to the job that I would like to do in a future, and I prepared the best answers for those questions. The presentation it was during the online class in front of my classmates and my lecturer.

Feelings:

At the beginning of the presentation I felt a bit nervous even though I knew the questions and the answers as I prepared and practised them. I was the first one who started the interview play role. 
During the presentation I tried to control myself and started to feel less nervous.

Evaluation:

I would like to say that it was a very good experience to practise an interview role play in front of my class and lecturer. It helped me to gain confidence and to get to know how to prepare myself for an interview in a future.

Analysis:

I found very useful studying and improving my skills in terms of interviews during term 3 at University. However, before I started the subject Professional Career Development, I thought that I have a lot of information about interviews.
During the lessons I understood that many times I made the same mistakes when I went for an interview and I did not realise.

Conclusion:

I consider that during this term I have gained new skills, knowledge and I can say that I see myself more confident. However, going back to my presentation of interview role play I found out that I could have controlled my emotions and make the answers of my questions a bit longer. 

Action plan:

By analysing and going back to the feedbacks that I received after the role play, I would like to bravely explain if it arose again what I would do.
Few of the questions needs to be answered with examples which I did not bear in mind. However, I used to make these mistakes in a real interview as well. I will take notes of this and make sure next time when I prepare for an interview it will not happen again.


 



PROFESSIONAL DEVELOPMENT PLAN in line with SMART objectives 


As I explained before in a future I would like to work as an Operation Manager. However, I’m aware that I must perform and develop my career step by step.
I set a goal from now on and the end date of my objective it will be in a year.
Below I will prepare my personal Professional Development Plan. 




GOAL 			Assistant General Manager 

	Specific
	I would like to become Assistant General Manager for the company where I currently work. 
I already work as a supervisor; I have three years of experience in this field and I want to keep progressing.


	Measurable
	I will measure my progress by learning new skills every month.
I will know when the goal is accomplished by analysing step by step my progress. 


	Actionable
	This goal can be accomplished by having a chat with my manager and explaining that I would like to progress and develop my career with the company.

	Relevant
	This goal is relevant because not long time ago I had a conversation with the management team at work and I explained them my plan in terms of my progress. 
However, I have the necessary resources based on my experience and the needs of the company.

	Time Bound
	Based on my conversation with my manager in few months I will start my training. I believe it will take me six months to officially become an Assistant General Manager.
Based on my PDP in a year I will achieve my goal.
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Appendices 


QUESTIONS FOR ME DURING THE INTERVIEW: 

1. Why do you want to be assistant manager?  Give example 
My two years of experience as a supervisor gave me the confidence and skills that I need to manage a team, solve problems, and achieve targets for the company.
2. Where do you see yourself in five years?
My long – term goals involve growing with a company where I can continue to learn, take additional responsibilities, and contribute as much value as possible to the team. 
3. How would you describe yourself?
I'm an extremely organized person who is focused on producing results. However, I'm a people person. I really enjoy meeting and working with a lot of different people.
4. Why do you want to work at this company?
Tommy Hilfiger is one of the world’s leading designer lifestyle brands and is internationally recognized. I would feel very proud working for this company knowing that delivers premium styling, quality, and value to customers worldwide.  
5. If you were an animal, which one would you want to be?   Why?
1. I would be a dog because I love being around other people. I’m happiest when I get to engage with groups, and I enjoy supporting those around me.
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Honey and Mumford: Learning Styles Questionnaire
There is no time limit to this questionnaire.  It will probably take you 10-15 minutes.  The accuracy of the results depends on how honest you can be.  There are no right or wrong answers.  If you agree more than you disagree with a statement put a tick.  If you disagree more than you agree put a cross by it.  Be sure to mark each item with either a tick or cross. When you have completed the questionnaire, continue this task by responding to the points that follow.

	√
	1.	I have strong beliefs about what is right and wrong, good and bad.

	
	

	×
	2.	I often act without considering the possible consequences.

	√
	3.	I tend to solve problems using a step-by-step approach.

	×
	4.	I believe that formal procedures and policies restrict people.

	√
	5.	I have a reputation for saying what I think, simply and directly.

	√
	6.	I often find that actions based on feelings are as sound as those based on careful thought and analysis.

	√
	7.	I like the sort of work where I have time for thorough preparation and implementation.

	√
	8.	I regularly question people about their basic assumptions.

	√
	9.	What matters most is whether something works in practice.

	√
	10.	I actively seek out new experiences.

	√
	11.	When I hear about a new idea or approach I immediately start working out how to apply it in practice.

	√
	12.	I am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a fixed routine etc.

	√
	13.	I take pride in doing a thorough job.

	√
	14.	I get on best with logical, analytical people and less well with spontaneous, "irrational" people.

	√
	15.	I take care over the interpretation of data available to me and avoid jumping to conclusions.

	√
	16.	I like to reach a decision carefully after weighing up many alternatives.

	×
	17.	I'm attracted more to novel, unusual ideas than to practical ones.

	√
	18.	I don't like disorganised things and prefer to fit things into a coherent pattern.

	√
	19.	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.

	√
	20.	I like to relate my actions to a general principle.

	√
	21.	In discussions I like to get straight to the point.

	×
	22.	I tend to have distant, rather formal relationships with people at work.

	√
	23.	I thrive on the challenge of tackling something new and different.

	√
	24.	I enjoy fun-loving, spontaneous people.

	√
	25.	I pay meticulous attention to detail before coming to a conclusion.

	×
	26.	I find it difficult to produce ideas on impulse.

	√
	27.	I believe in coming to the point immediately.

	√
	28.	I am careful not to jump to conclusions too quickly.

	√
	29.	I prefer to have as many sources of information as possible -the more data to mull over the better.

	√
	30.	Flippant people who don't take things seriously enough usually irritate me.

	√
	31.	I listen to other people's point of view before putting my own forward.

	×
	32.	I tend to be open about how I'm feeling.

	√
	33.	In discussions I enjoy watching the manoeuvrings of the other participants.

	×
	34.	I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.

	×
	35.	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning, etc.

	√
	36.	It worries me if I have to rush out a piece of work to meet a tight deadline.

	×
	37.	I tend to judge people's ideas on their practical merits.

	√
	38.	Quiet, thoughtful people tend to make me feel uneasy.

	√
	39.	I often get irritated by people who want to rush things.

	√
	40.	It is more important to enjoy the present moment than to think about the past or future.

	√
	41.	I think that decisions based on a thorough analysis of all the information are sounder than those based on intuition.

	√
	42.	I tend to be a perfectionist.

	√
	43.	In discussions I usually produce lots of spontaneous ideas.

	√
	44.	In meetings I put forward practical realistic ideas.

	×
	45.	More often than not, rules are there to be broken.

	√
	46.	I prefer to stand back from a situation and consider all the perspectives.

	√
	47.	I can often see inconsistencies and weaknesses in other people's arguments.

	×
	48.	On balance I talk more than I listen.

	√
	49.	I can often see better, more practical ways to get things done.

	√
	50.	I think written reports should be short and to the point.

	√
	51.	I believe that rational, logical thinking should win the day.

	×
	52.	I tend to discuss specific things with people rather than engaging in social discussion.

	√
	53.	I like people who approach things realistically rather than theoretically.

	√
	54.	In discussions I get impatient with irrelevancies and digressions.

	×
	55.	If I have a report to write I tend to produce lots of drafts before settling on the final version.

	√
	56.	I am keen to try things out to see if they work in practice.

	√
	57.	I am keen to reach answers via a logical approach.

	×
	58.	I enjoy being the one that talks a lot.

	√
	59.	In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations.

	
		

	√
	60.	I like to ponder many alternatives before making up my mind.

	×
	61.	In discussions with people I often find I am the most dispassionate and objective.

	√
	62.	In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking.

	√
	63.	I like to be able to relate current actions to a longer-term bigger picture.

	√
	64.	When things go wrong I am happy to shrug it off and "put it down to experience".

	√
	65.	I tend to reject wild, spontaneous ideas as being impractical.

	√
	66.	It's best to think carefully before taking action.

	√
	67.	On balance I do the listening rather than the talking.

	√
	68.	I tend to be tough on people who find it difficult to adopt a logical approach.

	√
	69.	Most times I believe the end justifies the means.

	×
	70.	I don't mind hurting people's feelings so long as the job gets done.

	√
	71.	I find the formality of having specific objectives and plans stifling.

	×
	72.	I'm usually one of the people who puts life into a party.

	√
	73.	I do whatever is expedient to get the job done.

	×
	74.	I quickly get bored with methodical, detailed work.

	√
	75.	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.

	√
	76.	I'm always interested to find out what people think.

	√
	77.	I like meetings to be run on methodical lines, sticking to laid down agenda, etc.

	√
	78.	I steer clear of subjective or ambiguous topics.

	×
	79.	I enjoy the drama and excitement of a crisis situation.

	√
	80.	People often find me insensitive to their feelings.


Scoring
You score one point for each item you ticked.  There are no points for crossed items.  Circle the questions you ticked on the list below:
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	Activist
	Reflector
	Theorist
	Pragmatist


Your result may show that you have a particular learning style.  It may be useful to bear this in mind as you approach tasks. Was the approach you adopted the best one in the circumstances?  Would adopting another learning style have improved you performance?


At this point you may also find it helpful to read through Characteristics of the Four Learning Styles, which follow.  This provides more detail and should help you clarify your sense of your own preferred style(s).
Activitists (Do)
· Immerse themselves fully in new experiences
· Enjoy here and now
· Open minded, enthusiastic, flexible
· Act first, consider consequences later
· Seek to centre activity around themselves
Reflectors (Review)
· Stand back and observe
· Cautious, take a back seat
· Collect and analyze data about experience and events, slow to reach conclusions
· Use information from past, present and immediate observations to maintain a big picture perspective.
Theorists (Conclude)
· Think through problems in a logical manner, value rationality and objectivity
· Assimilate disparate facts into coherent theories
· Disciplined, aiming to fit things into rational order
· Keen on basic assumptions, principles, theories, models and systems thinking
Pragmatists (Plan)
· Keen to put ideas, theories and techniques into practice
· Search new ideas and experiment
· Act quickly and confidently on ideas, gets straight to the point
· Are impatient with endless discussion






Interview Feedback Form
2020 
INTERVIEWEE:  Alina-Andreea Leoca 						INTERVIEWER: Loredana Ciurean 

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
	
	
	
	
	
	 My overall feedback in terms of arrival, appearance and poise from my interviewer it was very good.

	      Maintained eye contact
	
	
	
	
	
	

	      Hand and facial movements were natural
	
	
	
	
	
	

	      Posture (sat up straight, etc.)
	
	
	
	
	
	

	      Displayed confidence
	
	
	
	
	
	

	
	
	
	
	
	
	

	SKILLS PRESENTATION & DELIVERY
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	
	
	
	
	
	

	      Aligned answers with the needs of the company
	
	
	
	
	
	The skills presentation and delivery of the questions from Loredana has been very well prepared.

	      Demonstrated skills with examples 
	
	
	
	
	
	

	      Acted in a polite manner
	
	
	
	
	
	

	      Answered questions in full and in a timely manner
	
	
	
	
	
	

	      Understood the position
	
	
	
	
	
	

	      Displayed enthusiasm
	
	
	
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	
	
	
	

	      Referenced specific items on CV
	
	
	
	
	
	

	      Emphasised qualifications
	
	
	
	
	
	

	      Asked appropriate questions of the interviewer
	
	
	
	
	
	

	      Spoke clearly and at a reasonable volume
	
	
	
	
	
	

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

	      Did not talk negatively about previous employer(s)
	
	
	
	
	
	

	
	
	
	
	
	
	

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

	









 Interview Feedback Form
2020
INTERVIEWEE:     LOREDANA CAMELIA CIUREAN 				INTERVIEWER:    ALINA ANDREEA LEOCA


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
	
	
	
	Started brilliantly with smile and greeting to the interviewee. Showed some confidence 

	      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
	
	
	
	Started with the brief introduction of the company and job. Displayed enthusiasm and conducted interview in a polite manner. However, could have discussed about qualification and job experience. Most importantly, answers from the interviewee should have been aligned with the company need. 

Overall, it’s a good practice, well done 

	      Aligned answers with the needs of the company
	
	
	
	x
	
	

	      Demonstrated skills with examples 
	
	x
	
	
	
	

	      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. 

	
Md Kalam
30/11/2020

	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                            POINTS EARNED  _76__
	
	
	
	
	
	

	                                                 GRADE  __
	%
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