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[bookmark: _Toc71308529]Introduction.

I am currently at the end of one year course, “Skills for the workplace”, at University of Wales Trinity Saint David. I have applied for this course because I want to advance in my career, and this will help me to learn more about the skills needed in a workplace. Now I understand better what employers are looking in a candidate, what skills I have and where I need to work more to improve my employability.
[bookmark: _Toc71308530]Role play reflective thinking.

One of the many things I have learned in the past year, was about the reflection, how important is to take some time and think about yourself, about where you are and where you want to be, what do you want to achieve within a time frame and how. Or reflect about an experience and the impact of that experience on you. One way of doing this is explained in Gibbs Reflective Cycle. He developed this model of learning from experiences and includes 6 stages: description, feelings, evaluation, analysis, conclusion, and plan of action.  I will apply this model for my task today, which is a reflection on the role play we had to present as part of my assignment this term. 
a) Description of the experience: one of the tasks for this term was a role play. I was teamed up with a colleague and we had to play alternatively the role of an interviewer and interviewee. Based on an application form for a job, we had to ask each other 5 questions. The challenging part was that we had to fit our questions and answers within a time frame of 10 minutes each, we had to make sure that we do not exceed the time or finish to fast. I say, we have managed to complete the tasks just within the agreed time.
b) Feelings, thoughts about the experience: looking back at this experience, I can say that I was a bit concerned about how we will perform, it was a bit stressful as it was a new experience, and I was nervous because I am not really into speaking in front of other people. Also I was regretting that me and my partner did not practised this role play, but in the end I was happy that we have managed to do our presentation.
c) Evaluation of the experience: the good thing about the presentation was that we have stayed within the allocated time, and I have managed to put my emotions aside and do my part. The bad thing is that we did not really interacted as a team, something was missing.
d) Analysis  of the situation: I think we managed to meet the targeted time because each of us focused on his part and made it to fit within the 10 minute. At first, we thought that if each is doing his part and we do not lose time cooperating, we will still be prepared. In the day of the presentation it turned out that, not rehearsing, was a bad decision because we did not linked properly, we had some moments o silence as we did not knew when to intervene in discussion.
e) Conclusion about the experience: What I have learned from this experience is that, no matter how well prepared you think you are, when you have a group presentation, it is always wise to practice before, so you can evaluate yourselves and have time to make modification or improvements if needed. I realised that a positive mind set it is always the best way in a stressful experience; I managed to do my part of the presentation, even if I am not confident when it comes to speaking in public.
f) Action plan: So, for the next time we have a group presentation, I will allocate time for practice, to be sure we are well prepared, and we are bonding, to avoid the misunderstanding and awkward moments. I will try to be more confident when it comes to speaking, and I will practice some public speeches every time I will have the chance, to overcome my fear of talking in front of people.
Overall, this was a positive and constructive experience, as it proved me that I can handle a stressful situation and gives me more confidence in myself.


[bookmark: _Toc71308531]Career planning

I started to work as an assistant supermarket at Tesco in Amersham 3 years ago. I did not know much about night job, or about working in a supermarket, but I do have 7 years’ experience in retail business from my previous jobs, in my country. I was a fast learner, a hard worker, and a good team worker. I was appreciated by my colleagues and managers and soon I was promoted to a team leader position. The fact that I was doing a great job and my team was supporting me, made my night manager to say that I should try and advance to a higher position. His confidence in my abilities, and the support that I was getting from my team, made me think more serios about this. The first thing that I have done, was to enrol to UWTSD, for a one-year course: Skills for the workplace, for a better understanding of the skills needed for a management position, and for improving my knowledge and skills. As I did not have any real opportunities for growing in the organisation, I decided to change the company, and I have started a new job at Waitrose, in High Wycombe, which was also much closer to my home. I stated again as assistant supermarket, and soon I was offered a team leading position, with the possibility to advance to a role of Assistant Team Manager (ATM). As soon as the role of ATM was on, I have applied, and I had an interview. My night manager, the interviewer, explained to me that I do have many of the qualities needed, but I am not ready yet, as I need a bit more experience and knowledge. Together we had set a plan with some clear goals for me to achieve, and she had offered me total support. This had motivated me even more to follow a career in management sector. I had followed a course about team leading within the organisation which I have passed, and now I am enrolling for the second level of the course. I have plenty of opportunities within the company for personal development, such as classes, online materials, targets, and support from different leaders and managers. The bonus is that I can apply what I am learning, and I am improving my skills by practising and testing the theories in my daily job. The theories about how to communicate efficiently in the workplace, helped me allot, as now I know to listen to my partners, I can read their body language, I can see their emotions, and this improved the level of my communication skills. The discussions about problem solving and decision making that we have in class within the university, had been a real support, as I am confronting with different problems and situations daily at the workplace. I have learned that to solve a problem, first you need to understand the roots and the causses of that problem, and then you can generate a set of solutions. After analysing the possible solutions, you can then choose and apply the best solution to the problem in cause. 
Next time when the role of Assistant Team Manager is available, I will be ready. I know now how to prepare for an interview, I have learned the best way to answer on some possible questions and I am more confident about my abilities. Next step will be a job as team manager, and then I will climb step by step as high as I can, and at the same time, I will continue to level up my degree to a level six for now, by continuing my courses at the university. Within the next two years I should be able to get my diploma in level six in management and be in the position of assistant team manager. 

[bookmark: _Toc71308532]Personal Development

In order to achieve my career goal, to be a manager, I need to assess my skills and improve the areas that are weak and exploit more my strengths. For this I will do a swot analysis of myself.
[bookmark: _Toc71308533]Swot analysis
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I consider myself a very ambitious person, ho will not give up on achieving his goals, no mater how hard it is or how long it will take. I am a good planner, ho can manage his time efficiently. I can successfully plan my time in order to be able to spend time with my kids and wife; I find time for my studies and personal activities; time for rest and relaxation and I am working full time on night shifts. Time managing is an essential skill for a good manager. I am a quick learner and can adapt easily to any environment, I have managed to make myself respected and appreciated in all the workplaces I have been. My experience in retail sector had helped me and it will come in handy in the future, as I am familiar with most of the basics procedures and with some paperwork tasks, that a manager might have to do. I like to work as part of a team and I am comfortable with the role of leader; even if I was not in a leading role, in my past jobs, my co-workers were seeking advice and plans of action from my part. What I am not happy with, is my level of English, which I will try to improve by attending an English class. I will make some time to read more and practice writing, and I am sure that within six months I will see substantial improvements. Another weak point of mine is in regards with the IT skills. I did not really need to work with a PC in my previous roles, but it is a must have skill for a manager. I have improved my knowledge during this year, studying at UWTST, and I intend to practice more and follow some online IT classes to further improve this aspect, and I believe that within six months’ time  I will be able to confidently perform any tasks and I can include IT skills on my resume. I consider that another aspect that I need to improve, is about communication. Let’s say I am at a level 6 out of 10 when it comes about communication. I am not a really chatty guy, I am more focused on work, which is not a bad thing, but if I want to become a manager, I need to be at least at a level 9 with regards to communication skills. I plan to be more opened, more relaxed at the workplace and interact more with my colleagues. Now that the lockdown is more relaxed, maybe we can meet outside the workplace to have a drink and ease our minds. I will try to socialise more with friends, go out more and interact with people, do more activities that require intense communication. The only aspects that can stop me from achieving my goals are to become very ill, or to lose my job. In this case, my targeted time will extend, but the goals will remain the same; it will only take longer to achieve them. 
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Every person is different, so everyone is learning differently, there is not standard model of learning that will suit everybody, or a right or wrong way of learning. Depending on the situation you can learn using different methods or styles. A learning style is any method that a person uses to learn new skills or to absorb new information, there are many different models of learning.
[bookmark: _Toc71308536]1Kolb learning model According to Kolb, learning is a cycle formed by 4 phases: a) concrete learning, b) reflective learning, c) abstract conceptualization, d) active experimentation. In the first phase you are experiencing something new, then you move into second phase in which you reflect upon the experience and extract some knowledge. In the third phase you come with a new concept, new ideas, based on your understanding of the experience and then in the last phase you are experimenting your new ideas. The result of this experimentation will lead to a new cycle. From the Kolb cycle we can come with 4 types of learners: 
· Convergers: are the persons who like to learn by experimentation, by putting their ideas in practice, they are focused on phases c) and d).
· Divergers: these learners are more creative, with a great imagination, they focus on phases a) and b). 
· Assimilators: they learn more efficient based on concrete information, they like more phases b) and c). 
· Accommodators: they are experimentors, they like new experiences and learn by practice, phase d) is their learning style.
I think I am a converger type of learner, I like to come up with new ways of doing something and practice the new ideas until I find the best and easy way of completing a task.
[bookmark: _Toc71308537]2VARK learning style: is a acronym for visual, auditive, reading\writing, and kinesthetic. This style affirms that people can learn with the help of any of these activities, depending on the situation. According to this model we have two type of learners: the ones that can easily switch from one style to another depending of the experience, and the ones that only rely on one way of learning. I believe I am in the kinesthetic category, because I learn better by experiencing rather than based on theory.
[bookmark: _Toc71308538]3Gregorc learning model: is more based on the mental activity and results in 4 type of learning styles:
· concrete sequential: this individuals learning is based on hands on experience.
· concrete random: this style includes the persons that learn quickly but on the use of knowledge gained on previous experiences.
· Abstract sequential: are the learners that need an organised learning habitat with many learning aids, mostly visual. 
· Abstract random: these learners rely on their own approach to organise the knowledge in their mind. 
Based on this learning style, I will say I am on the concrete sequential learning model. Let’s say, if I am buying a new tool, I do not read the instructions first, I like to figure out how it works by touching and discover what is happening if I press this or that. 
[bookmark: _Toc71308539]Appendix. 

[bookmark: _Toc71308540]1 Job application form
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 team manager

	
How did you learn about this vacancy?
	Within the organization 



	1. Personal Details

	Title
	
Mr 

	Surname
	
Mihai

	Previous Name
	


	Forenames
	
Ciocan

	
Address

	
77 bridge lane
High Wycombe
Bucks


	Post Code 
	HP777QQ


	Telephone number
	

	Mobile No
	07447XXX752

	E-mail address
	
mihaiciocan@ymail.com

	National Insurance
Number
	
SK7XXX8C


	




	[bookmark: _Toc71308541]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
	




	[bookmark: _Toc71308542]2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	[bookmark: _Toc71308543]Current or Most Recent Employment
	
	

	Employers Name
	John Lewis PLC, Waitrose

	
Address

	Marlow Hill 
High Wycombe

	Postcode
	HP111TJ

	Job Title
	Supermarket assistant, night replenishment

	Dates of Employment
	From

	23-02-2020
	To

	Date
present

	Reason for leaving
	Upgrading position 
	Salary
	£10.20\hour+ night premium

	
Brief outline of main responsibilities and key duties
	Good communication, time management, team working, work well under pressure skills. My duties are: 
· to make sure that all stock is replenished and in conformity with the quality standards,
·  to check the dates of the products and rotate the products,
· to make sure all the products are in the right place on the shelf,
· keep my workspace clean and tidy,
· help the team members finish their tasks,
· leave the store clean and ready for customers.






	[bookmark: _Toc71308544]2. Employment History
The last 5 years employment should be detailed, including any gaps in employment. 
Please continue on a separate sheet if required.

	

	[bookmark: _Toc71308545]Current or Most Recent Employment
	
	

	Employers Name
	

	
Address

	

	Postcode
	

	Job Title
	

	Dates of Employment
	From

	
	To

	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
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	Employers Name
	Tesco 

	Job Title
	Night replenishment

	Dates of Employment
	From
	23\05\2018
	To
	15\02\2020

	Reason for leaving
	Work commuting, pay rate 
	Salary
	£9.25\hour +night premium

	
Brief outline of main responsibilities and key achievements 
	
Good communication, time management, team working, work well under pressure skills. My duties wore: 
· to make sure that all stock is replenished and in conformity with the quality standards,
·  to check the dates of the products and rotate the products,
· to make sure all the products are in the right place on the shelf,
· keep my workspace clean and tidy,
· help the team members finish their tasks,
· leave the store clean and ready for customers. 
I have learned a lot about what working in a supermarket is about, I have improved and gained new skills, I have evolved to being a team leader in a rather short time .




	[bookmark: _Toc71308547]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.

	

	[bookmark: _Toc71308548] Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	[bookmark: _Toc71308549] Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	



	[bookmark: _Toc71308550]Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	





	[bookmark: _Toc71308551]CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	








	





	[bookmark: _Toc71308552]4. Interests and hobbies
[bookmark: _Toc71308553]Please provide details of your hobbies / leisure activities / voluntary work

	

Most of my free time is dedicated to my family: long walks in the woods, playing in the park, visiting new places like flower gardens, castles, going to beaches. I also like to keep myself fit so I try to work out regularly and go out for jogging at least once a week. I like listening music, go out with friends, I like gardening. 
















	[bookmark: _Toc71308554]5. Referencing
[bookmark: _Toc71308555]Referencing required for 2 full years (with a minimum of 2 references). At least 1 reference should be your current of most recent employer.  Please confirm any existing personal / family relationship with existing PRC employees

	

	[bookmark: _Toc71308556]References (Current or most recent employer)
	

	Name of Referee
	Simon Cowell 

	Job Title
	Night Manager

	Employers Name
	Tesco plc

	
Address

	
Amersham 

	Postcode
	HP1xxxJN

	Telephone Number
	07234777777
	Ext. Number
	

	E-Mail Address 
	Simon@tescoplc.uk

	Are you willing for this referee to be approached prior to interview?
	
Yes    x     x     No



	[bookmark: _Toc71308557]References 
	

	Name of Referee
	Karen Peterson 

	Job Title
	Night Manager

	Employers Name
	Waitrose 

	
Address

	
High Wycombe

	Postcode
	HP111QA

	Telephone Number
	07777777777
	Ext. Number
	

	E-Mail Address 
	Kay@waitose.uk

	Are you willing for this referee to be approached prior to interview?
	
Yes        x   No





	6. Reason for applying

	

	[bookmark: _Toc71308558]Please detail below reasons for applying for the position including your skills, experience and attributes.

	
I have applied for the position of assistant team manager because I want to level up in my career and this will be a perfect chance to prove my abilities as well as improve my skills and learn more about managing by being involved in the process. I do have some experience in leading a team from my previous job place, where I was a team leader for a group of seven colleagues and I have been praised for doing a good job by my managers and partners. I have shown good communication skills, I was managing time and tasks properly, I did not have any problems being in that position. I am competitive, I like to finish what I start, I am a sleeve up type of guy, hardworking, I like challenges, I am not running from a problem I prefer confronting the problem and solved it before is getting worse. I have been in different roles in this job: filling the shelves in different areas of the store, accepting deliveries, doing layouts, back of house and clearing the shop floor, picking online shopping for customers, doing the audit, printing, and changing labels, training new partners. Knowing all this makes me a good candidate for the position of assistant team manager.















	Please specify how you meet the criteria for this role.

	
I I am an ambitious person. I consider I have good communication skills which are needed for this job role of assistant team manager. Also, my previous experience as a team leader, is proving that I have the leadership skills required. I am a good organiser, I am working well under stress situations, I am a team player, I know to motivate a team to accomplish the tasks that need to be completed and I have good time management skills; I have always finished in time any duties that had been given to me. 



















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:           mihai c                                                                                                      Date:03\04\2021

Print Name: Mihai
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How would you describe yourself?
I would say I am a natural leader, because looking back at my employment history, I was promoted to a leadership role almost in every job. I like helping people and I have noticed that my colleagues tend to come to me with questions or for advices even when I am not in leading position, probably because even if I do not know the answer, I can still guide them in the right direction. I am also ambitious and driven, I like to be challenged and I always tend to set some goals for myself to keep me motivated. I am constantly looking for opportunities to be and do better, this helped me being promoted in my last job to a team leader position. 

What are the duties of an assistant team manager?
A retail assistant team manager performs different job duties, depending on the size of the store, on the nature of the products being sold, the number of team members that are working there. In our case, for a night position, the main responsibilities include: to help the duty manager in achieving all the goals set for that shift; to hand over the shift to the morning managers; to make sure the store is kept clean, organized and ready to receive customers in the morning; to organize the team in an efficient way,  making sure that all the tasks are covered: changing layouts, stock checking and order missing products, receiving the shipment and place the stock on the shelves, keep the shop floor and the back of house are clean, putting the remaining stock in the designated area, make sure the online orders are being picked and placed properly. So, he needs to be a good organizer and have a very strong time management skill. 

Did you come across any challenging situation in your previous jobs?
I remember I was in my first few months at my previous job, I was working as a Supermarket assistant on nights. It was a very busy period before Christmas, we were short staffed and some of my colleagues were quite newly hired and on top of that, the delivery came late. We had quite a big delivery on fresh department. The managers were a bit worried and stressed about the situation, and they were thinking for a plan of action. I suggested that the whole team should work on the fresh department, with the more experienced partners spotting the load and the new colleagues filling the shelves, instead of having only one or two people per isle, and after we finish, we should do the same with the ambient department. They agreed and the results were amazing: everything was done with some spare time left, which we used it to clean and tidy the store, and in the morning the store was in mint condition. 

What can you tell me about our organisation?
I know the organisation was founded in 1904 by Waite, Rose and Taylor in Acton, West London. After Taylor left the business, in 1908 the name of the company was adopted as “Waitrose”. In 33 years, the company managed to expand to 10 shops and 160 employees, at which point, in 1937 it was taken over by the John Lewis Partnership. After introducing the counter service for fresh, meat, fish and cheese, Waitrose had become the first major supermarket chain to sell organic food. Over the years the company continued to expand having now around 330 shops across UK with over 52 thousand employees. The head offices are based in Bracknell and Victoria. With a 5% share of the groceries market, Waitrose&Partners  is the eight largest grocery retailer in the UK. A part of the company’s profits is being donated to charities. They have a system called “ Community matters”, where customers are invited to choose the destination of donations. This branch in Wycombe was opened in 2016. Being in partnership with John Lewis, they offer a great package of benefits, including leisure, shopping discounts and a share in profits. Also, they give you the opportunity for training and development for growth. I heard that the employees are quite pleased to work in this company and their feedback is that the company offer a relaxed and enjoyable working environment. 

Do you consider yourself suited for this role?
I have applied for the position of assistant team manager at Waitrose because I want to level up in my career, and this will be a perfect chance to prove my abilities as well as to improve my skills and learn more about managing, by being involved in the process. I do have experience in leading a team from my previous job place, where I was a team leader for a group of seven colleagues, and I have been praised for doing a good job by my managers and colleagues. I have shown good communication skills, I was managing time and tasks properly, I did not have any problems being in that position. I am competitive, I like to finish what I start. I am a sleeve up type of person, hard working, I like challenges, I am not running from o problem, I prefer confronting the problem and solve it before is getting worse. I have been in different roles in this job: filling the shelves in different areas of the store, I was accepting delivery, done layouts, back of house and cleaned the shop floor, picked online shopping for customers, done the audit, I was printing and changing labels, trained new partners. This are all part of a manager duties, so because I know and I have practised all this activities, I think I am a perfect candidate for the position of assistant team manager. 
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                                                              PERSONAL DEVELOPMENT PLAN    

    NAME      M ihai  C iocan    Target Job/career      Retail manager  

 

  TIME PERIOD    From: 2020    To: 2025  

  What Skills do  I   need   to achieve my goal ?  

          SKILLS    How  Will I get  them    What resources or  support will I need?  What can prevent  me from achieving  my goals :  (unemployment,  illness    How long should it  take   

Good  com munication       V ery  good  English         IT Skills         D egree  in  management       E xperience  in  team  leading.         T eam  working   B y  so cialising         F ollo w  an  English   course,   self - learning       IT course,  practic e       T ake  a course in  manag ement       F rom  the  workplace         F rom  the  workplace  M eet  with people,  go out more       E nglish  mediation,   books,   internet         PC,  mediation         U niversity   course         S upport   from my  manager  at   the  workplace       E xperience  at the  workplace                    Covid 19, time         T ime,   motivation           T ime         T ime,   money         U nemployment,   illness         U nemployment   U p  t o 1 year         U p  to 2years           U p  to  6 months         U p  to 5 years         C urrently   practi sing, up to 1  year       A chieved   


