
REFLECTIVE PORTFOLIO



Contents

A reflection of the self-awareness tool that you have used and its relevance to your future employment.	2
Johari Window	3
My reflection of self-awareness	5
Reflection based on your mock interview experience and feedback given	7
Feedback Form review	8
Career development plan	9
Goal : Must be SMART	11
Personal benefits from achieving this Goal. Why do I want this career target really to be achieved?	11
Possible barriers to achieving the target	12
Steps required to achieve career goals	12
References	14
Appendix	0

















[bookmark: _Toc36054833]A reflection of the self-awareness tool that you have used and its relevance to your future employment.

Self-awareness appears to have become and for good reason the new management buzzword according to Eurich (2020). Research recommends when we see ourselves obviously we become progressively certain and innovative. We settle on sounder choices to make better connections and convey even more successfully. We have less opportunity to lie, to cheat and take. We are great working people also with additionally fulfilled workers and more efficient businesses, we’re more effective leaders.

Their work uncovered several interesting roadblocks, misconceptions and facts about what self-awareness is and what it took to develop it. Having read the article they found out although most people assume that they are self-conscious, self-consciousness is a unique attribute. Just 10 per cent -15 per cent of the people they surveyed were expected to match the requirements.

In any case, reluctance is a self-awareness – discernment, with oneself bring that makes ones personality unique. Such special attributes incorporate experiences, insights, what’s more, aptitudes (Zhu, 2020). For the last century, thinkers and clinicians have examined the subject of mindfulness, from the old Greek axiom ‘know yourself’ to Western brain research.  The study into psychological mental mindfulness can be followed back to 1972. In 1972 analysts Shelly Duval and Robert Wickland founded the hypothesis of mindfulness. It was suggested that : `As we concentrate our consideration on ourselves, we assess our present actions and equate it with our internal expectations and values.’ In fact, they find self-consciousness to be a significant mechanism for self-control.

The psychologist Daniel Goleman 1995 described self-awareness as a common self-awareness concept as internally specified knowing ones, desires, assets and instincts. The description puts further accentuation on the capacity to track our internal world, our musings and emotions, when they emerge. 

Suttons study (2016) also looked at the sections of self-consciousness and its benefits of the variable. This investigation found aspects of self-reflection, understanding empathy that can result in advantages such as being an all more mindful individual, through parts of rumination and awareness can result in emotional burdens.

A range of research has shown confidence as a center property of compelling business pioneers.  

A research carried out by Green Peak Partners and Cornell University is conducting surveys of 72 administrators in both open and private enterprises. They all had revenue ranging from $50 million to $5 billion and it was discovered a high mindfulness score was the best marker of in general execution.

Perceiving that mindfulness isn’t just about our opinion of ourselves, yet in addition about how we see and manage our inward world. At the point when we acknowledge what’s going on within us, we’ll get them and welcome them as the unavoidable piece of being human, as opposed to giving ourselves an extreme time.

[bookmark: _Toc36054834]Johari Window
The Johari Window Model was made by Joseph Luften and Harry Ingham in 1955. The name is gotten from first names of originators. The Johari Window Model helps individuals better understand how they communicate with others (Mulder,, P. 2017). 

[image: Johari Window Model - toolshero](Mulder, 2020)

The four quadrants above represent the four combinations of the Johari Window.
1. Open Space: 
This is about the actions you hear about and that others also see and consider. You can communicate on that. Still, it happens sometimes that behavior is disturbing to the environment, where somebody knows it is. Recognizing when someone else is questioned about this is not always easy. Patience and patience are important when communicating with others about this behavior. 

2. Blind Spot – 
The Blind Spot can be extremely hard to deal with and can make others to disregard you. That is the means by which they see what you don’t see. The Blind Spot can also be present at work. A person may not be aware of that fact that he works at a slower rate than others. Nonetheless, many individuals know about this that can cause some convenience. On the off chance that input isn’t appropriately given to another, he will remain caught in his old ways and possibly fall outside of the gathering.


3. Hidden Area -
People can keep some knowledge to themselves in the Hidden Zone and not share it with others. The clerk at the office may keep hidden from his colleagues that he is a jazz guitarist in his free time. There might also be a small number of other people not aware of the hidden zone.


4. Unknown Area –
There is no contact concerning the Unknown region. That’s only that both sides don’t know about it, which implies that it wont be the subject of discussion.

[bookmark: _Toc36054835]My reflection of self-awareness 
I will now use my research and knowledge to create my own reflective self-awareness.

1. Quadrant one – Open Space 
· Adaptable
· Calm
· Logical


2. Quadrant two – Blind Spot
· Able
· Confident
· Dependable
· Helpful
· Dignified
· Intelligent
· Kind
· Knowledgeable
· Organized
· Relaxed
· Self-assertive
· Trustworthy
· Warm
· Wise


3. Quadrant three – Hidden Area
· Idealistic
· Bold
· Searching
· Sensible


4. Quadrant four – Unknown 
· Accepting, bold, courageous, loving, cheerful, smart, complicated, enthusiastic, extroverted, friendly, generous, pleasant, confident, imaginative, introverted, affectionate, wise, humble, anxious, cautious, strong, glad, calm, intelligent, strict, delicate, hesitant, wistful, unconstrained, thoughtful, tense -clever.

I will use my self-awareness tool to enable me to prepare for my interview as having completed this self-awareness chart I feel that it has become an important factor as I understand myself better now and can perceive myself as a special and separate person. I feel encouraged to make changes and expand on the success territories as to perceive zones where I wish to make enhancements. 
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Reflection based on your mock interview experience and feedback given 

On 9th March I attended a mock interview conducted by 2 of our University lecturers. I had selected to apply for a Referral Secretary job based in Birmingham. Interviews are one of the most fascinating ways of getting to know how a person handles difficult circumstances and the work. The mock interview was a lot harder than I planned. Once I read the assignment for the first time, I just has an idea this wouldn’t be a serious deal and I wouldn’t be nervous. This was much more anxious and stressful than my initial feelings to my surprise. 

Some of the questions I have answered repeatedly during the mock interview but there was one that threw me off a little. I was questioned having an experience with my worst case, luckily I remembered a time from December 2019, and I ended up talking about an experience during the Christmas period. I was not sure if in a true interview this would have been the answer that they were looking for but at the time it was the best I could do. At any interview, I expect perfection from myself and I was disappointed when I stumbled a little in the mock interview. Otherwise, I felt the interview was going well so I kept a good eye contact on my face as well as a smile. I have a warm personality, and I hope I will hold it, even though I stumbled a bit in the interview. 

The exercise reminded me of my previous interviews with the many roles that I have tried in Secretarial Business. One stands out to me because the ‘boss’ of the six-person interview committee made me feel so awkward after it was over I felt like a total loser. The point of an interview is to get a feeling for how they’d fit into the team,  but most importantly to share what the work is about and what the duties will entail. The interview will also have standard questions that also allow the interviewees to maintain a steady base line for the responses. I appear to love interviews, because I can share a little silver tale with a  group of people and my passion.
This mock interview was enlightening to me, because I was shocked to find myself anxious. I never thought I was going to feel awkward talking to 2 people I’ve met before. All in all, it was a fantastic experience and helped me to recognize points of weakness that I could build upon. I want to keep practicing so that when it time for me to shine, I really shine and go calmly and compose through it.
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I was given a feedback form after the interview, which evaluated my performance skills. (please see appendix 1 and 2 for my feedback forms). The 2 performance skills were as below :
· First impressions
· Verbal Behavior
I was ranked across 4/5 in majority of the skills which meant I had a good proof of all my abilities. Ranking finished from 1-5 where 5 was the highest level. 

To me the whole experience has been a very fresh and useful one. Through the input form received I learned what to do and what not to do. I learned what to say in an interview and not when I answer questions. I’ve found that good communication, eye contact and some effective nonverbal movements such as mirroring are crucial elements to be a successful candidate for any work. 

A good interview requires aptitude, astuteness, strategic preparation, close observation and much luck, and yet the stakes of the challenges are far higher than a game. `Winning’ a occupation gives not just material support to the winner as compensations, benefits and so forth yet additionally trust in their scholarly capabilities and future. 

According to Kuligowski (2020) article if your responses are interesting or informative, poor communication or body language will undermine you during an interview. Dressing can send off offensive messages, in addition to showing that you don’t take the opportunity seriously, you look careless, inconsiderate, arrogant and unprofessional. Bad etiquettes in a job interview, even though you are highly qualified may ruin your chances of landing a role (Kuligowski, 2020). 

Also, the pace at which time went during the interview was equally surprising from the feedback type, leaving the impression that as a Secretary I had not yet highlighted all my strengths, I additionally understood that short answers are ideal, energetic reactions permit progressively traded, for all intents and purposes during short meetings. Even though I found the meeting procedure stressful, I left truly happy with the prospective employee meet-up.

In general, I believe the interviewees comments were fair and accurate reflection of my performance and I will be taking their recommendations into consideration on the areas of improvement especially as quoted from the feedback form (please see appendix 1 for this):
· To use more reflective experiences from my previous and current job roles at the interview
· To use personal experiences when answering questions 
According to Business news Daily personal experiences gives us the opportunity to learn skills needed for the job in hand and it may give the interviewer insight into your enthusiasm for the work your going to do. Therefore, we should have stories ready for the interview as we plan (Fallon, 2020).
For my next interview I think I will prepare in the same manner with the respect to the company background, having questions ready and being prepared to talk about my talents, shortcomings as well as experiences. 
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Setting yourself goals and priorities, including resolutions is important but we prefer to generalise our goals. This will help organise yourself better and figure your goals. They are highly motivational and can offer a sense of intent and concentration (Herridge, 2020).

A goal is a declaration explaining what a person, team or organisations aims to accomplish. Goals are `SMART’ when correct, measurable, attainable, realistic and timely (S.M.A.R.T. Objectives - Wayne LEADS - Wayne State University, 2020).

S – SPECIFIC
Goals should be precise. They should clearly illustrate the desired result in a manner that is based in detail and very much characterized.

M- MEASURABLE
Measurement is incredibly basic and would permit one to comprehend that the target has been accomplished as proof is accessible from an arrangement, procedure, or strategy that has followed and recorded the activity or conduct on which the objective is based.

A- ACHIEVABLE 
Goals must be feasible. These can be stretchy however, can’t be hard to achieve. Setting unattainable goals can diminish inspiration and lead to individuals contributing next to zero exertion or energy to what they see as a pointless mission. 

R- REALISTIC
Although goals ought to be reasonable, this doesn’t imply that they should be simple. We may spread out people, groups or associations that are liable for accomplishing the targets. Goals which are difficult but not so hard can be set that there is little hope of success.

T-TIME BOUND
It is necessary to have a cutoff time or period when the goal is to be practiced or finished, which must be remembered for request to make the objective quantifiable.



I will now build my own SMART objective plan for my career development and then using the plan explain the strategies and detailed actions.

	SMART GOALS
	

	Specific goals
	I want to become the Executive secretary of my company

	Measurable goals
	I want to go on at least 2-day Secretarial Day courses in the next month

	Attainable goals
	I want to land a job within the organisations within a year from now

	Relevant goals
	Within 1 year I want to have attended a major Secretarial conference, learned about innovation in the tech field and how front desk skills have been implemented in the work force. Also have completed the Skills for workplace course Level 5

	Time Bound goals
	I will be hired within a year by attending at least a few short day courses as well as have completed some online courses and have completed the Skills for workplace course Level 4. 




[bookmark: _Toc36054839]Goal : Must be SMART
My goal is to become an Executive Secretary of the association for which I at present work for during the next year. There are 11 different branches around the nation and whenever required , I’m set up to move to another area.
[bookmark: _GoBack]

[bookmark: _Toc36054840]Personal benefits from achieving this Goal. Why do I want this career target really to be achieved?
I enjoy helping high level executives and management or entire department. Providing logistical support and fulfil various duties. Including schedule and coordinating interdepartmental work projects and serving as a liaison between my boss and other company employees. Also, I want the experience and knowledge of owning my own company because this is going to be a positive move by giving me more experience in managing staff, budgeting and strategic planning. I have never considered this option, but I would like to see how I would manage working under this level of commitment.

[bookmark: _Toc36054841]Possible barriers to achieving the target
Hinderance 1 – My formal Secretarial training can be seen by current management as inadequate.
Resolution 1 – Speak to Mr. G. Then seek Secretarial preparations from department-funded institutes that have recognized credentials.

Hinderance 2 – Not sufficiently gifted at planning spreadsheets.
Resolution 2 – Research online study, ask for some support from colleague in the Accounts department. Investigate online courses like The Open University distance learning courses.

Hinderance 3 – I may have a reasonable notoriety in the association for having the option to oversee clashes with staff. In any case, not certain enough to oversee the entire procedure.
Resolution 3 – Explore compromise preparing and enlist inside the associations.

Hinderance 4 – Being pregnant may cause a time out from work due to taking Maternity leave.
Resolution 4 – Need to plan a serious conversation with management regarding my plan and how I tend to complete all that is required of me within the taken leave time.

[bookmark: _Toc36054842]Steps required to achieve career goals
1. Arrange a time for exploring future Secretarial preparations with Mr G.
2. Boost skills in presentation/ communication enroll onto online courses.
3. Deepen my experience on customer care. 
4. Take online classes in budgeting / spreadsheets or equivalent. Inquire an accounting colleague whether they will help. 
5. Attain more confidence in individuals around me. 
6. Enroll in online course on dispute management to help manage troublesome work environment. Peruse or tune in to book recording by Dale Carnegies `How to Win companions and impact individuals’.
7. To assist me with this career improvement program schedule career development coaching for 1-2 months per year. Find out if it will be covered by my department.
8. Address my goals and course of action as HR manager. 
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