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The job market is becoming competitive day by day because employers can come across potential candidates all across the world. That is why the competition is fiercer than before. Besides after being recruited an individual needs to continuously work on his/her skillsets and knowledge because the business environment is continuously changing. That is why all the potential candidates need to have academic knowledge and relevant experience. Even the current employees also need to have contemporary knowledge and that is why it has become a common scenario that many people take online courses to get familiar with modish concepts, models, practices, etc. Professional career development therefore can be defined as the pathway that an individual can use to ameliorate his/her skillsets and knowledge. PCD (Professional career development) therefore can be defined as the combination of academic and professional knowledge. While the academic knowledge comes from being in the classroom the professional knowledge can be acquired by being associated with an organization (Noon, 2014).
For the purpose of this report, Gibb’s reflective cycle will be used which is one of the most commonly used models of reflection. Gibb’s reflective cycle can be defined as the channel that aids an individual to comprehend his/her experience critically so that the individual can detect the areas where improvement needs to take place. Based on the reflective experience the individual can develop his/her plan for development. Gibb’s reflective cycle consists of six phases. The purpose of those phases is to analyze the current scenario, perspective, learning, and relate them with the development process (Bhattarai, 2010). 
Apart from Gibb’s cycle, for the completion of this report, I will also articulate my experiences to provide necessary examples. However, I have some future goals that attainment of those goals needs proper planning. I this report I will articulate my plans and self-analysis. In doing so I will use different models.  
[bookmark: _Toc49701963]Reflection
Simply put, reflection can be defined as the system of self-evaluation. Like any other evaluation, self-evaluation is conducted to find flaws in the system. Removal of the flaws will improve the efficacy of the system. However in the case of reflection, the system is thyself, and removal of flaws in the system means planning for self-improvement (Ardelt and Grunwald, 2018). Sutherland, (2013) opined reflection is important because every human being has shortcomings. While having shortcomings is common, not working on those shortcomings indicates a lack of aspiration. Overcoming the shortcoming, therefore, needs proper planning that is why professional career development plays an important role (Watkins, 2008). In the next sections, I will describe each stage of the aforesaid reflective cycles and relate them with my personal experiences. 
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I have worked in different organizations holding different positions and that has given me a plethora of experience in a variety of fields. I started my professional career in a coffee shop where my designation was Barista. Though I was a coffee shop assistant, I had to do a task that falls outside of my official responsibility. While my main job responsibility was taking orders, making coffee, serving coffee, and taking payments, I sometimes also had to do the dishes and home delivery and this taught me to be flexible at the workplace. I left my job as Barista because a better opportunity came which was courier assistant at DHL Express. I considered it a better opportunity because DHL express is well renowned and in a big organization like this there is a better opportunity for professional growth in big companies. My job responsibility was delivering couriers and this helped me to be patient and organised so that all the deliveries were made on time and without harming the contents of the boxes. I worked as a Barista for 1.5 years and then 2 years as DHL express. After that, I got a job as a storekeeper at ASDA. I worked at ASDA for 3 years and my organisational skills helped me immensely while working as a shop keeper. I then moved to Uber as a customer service agent where I had to take a lot of phone calls. I have been in this position since then. 
Future Plans
Though I am working as a Customer service agent at Uber, I want to move up in the corporate ladder. To be honest, I want to become an HR Manager, because in all of my previous experiences I had to interact with customers and I realized that I have a propensity for people management. I think I will also do well in sales because my previous job experiences have prepared me well. However, the job market is quite competitive these days and a better position on the ladder will require both academic degrees and relevant job experience, I believe. That is why I need to do proper career planning. Career planning can be defined as the process that connects the present situation of an individual to his/her aspired position. The present situation deals with the skills, knowledge, and experience an individual has. To be in the aspired position an Individual needs to answer what else he/she needs to be in that position (Stevens, 2012). Based on the current situation I believe I need to obtain an academic degree and I need to obtain a BA in Marketing. However, I do not want to stop at the BA level and that is why I also aspire to complete an MA in HRM. If I can not obtain an MA in HRM I will do a PGD in HRM. Muñoz, et al., (2017) opined that People management and sales are important in any career because an individual has to work with people who can come from both inside and outside of the company and sales generates money for the business. Besides people, management and sales will also aid an individual to start his/her own business. 
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The feeling stage deals with what an Individual thinks of himself/herself and what are the possible ways of improvement (Bhattarai, 2010). I am a confident person and I believe my previous experiences have developed my attribute of interacting with people. I can be overlooked in sales or HR-related jobs because of not having an academic degree. I, therefore, believe BA and MA in Marketing or HRM will allow me to apply for the jobs in the upper roles in the organizational hierarchy. While It is true that I have interacted with my customers in all my job roles, I never had to push for sales. This could be a problem for me because so far, I have taken care of customers’ complaints and inquiries. That is why I need to develop my sales skills. To improve my sales skills, I have to look for opportunities in sales which I can do by utilizing different job portals. I can also ask my acquaintances, friends, etc. to inform me about the job related to sales. I can also use Facebook for job hunting because I have seen some groups about the vacancy and I am a member of some of the groups. I can also post in those Facebook groups so that I can draw the attention of employers looking for a salesperson. Amber Rolfe, (2017) opined that jobs in the entry-level of sales are easier to apply than in HR because in HR roles it is mandatory to have academic knowledge. Besides an HR personnel needs to have sufficient knowledge about ILO rules, different legislations, Payroll management systems, etc. Though I do not have the necessary knowledge about HR practices, I can still gather information by doing internet research, learning about different legislations, HR practices, etc. But having hands-on experience on different HR software because this software is not free (Amber Rolfe, 2017). I can ask the HR manager in my work setting but am doubtful if the HR manager will let me because there are a lot of confidentialities in the HR department (Amber Rolfe, 2017).
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Motivational factors are different from people to people because some people see money as the only motivational factor, some see growth as motivation. As motivation differs from person to person, the pathway to progress also significantly varies from one to other (NAFZIGER, 2010). As for me, money is important because I need to bear the expenses of living but I also believe being in a profession that will push my skillsets so that I grow as a professional. That is the reason I have chosen sales and HR as my aspired career because sales are challenging as there is a lot of persuasions to be done (business.linkedin.com, 2020). The HR role is also challenging because an HR professional works with people from different backgrounds and therefore conflict is eminent (Amber Rolfe, 2017). Below is the result of my self-motivation quiz
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I agree with the score I have made in the test because as per the interpretation I am well aware of what I want in life and how to achieve this. That is true because I am quite aware of my aspirations and skillsets. Besides, I also know what I need to do to obtain my goals. I believe I have a growth mindset that always looks for learning. 
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Learning style also differs from person to person. Some people learn more from the books, some learn by doing and some learn just be critically observing others (rasmussen.edu, 2019). There are different learning theories but here I am going to talk about VAK learning theory. VAK is the acronym for Visual, Auditory, and Kinesthetics learning styles. The Visual learning style goes well with people who learn well by observing others, Auditory learning styles go with people who take a lot of suggestion from others before actually performing it. The Kinesthetics learning style goes with people who directly go into operation and learn from the outcome (Asrida, 2019).
I believe for me to thrive in the role of Sales or HR I have to use the Visual and Kinesthetics learning style because in HR I have to work with people of different backgrounds. I, therefore, have to observe critically how people respond to different HR practices and policies in the company and then have to take action to improve. If I am a sales professional, I may take suggestions from my superiors but in the field, I have to understand the psychology of the customers and then prepare a sales pitch to arouse the interest of the customer. I can not understand whether the sales pitch has worked or not until I get a response from the customer. That is why I believe the Kinesthetics learning style will be of more importance. 
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In simple terms, Johari Window is a self-analysis model that aids a person to see the unseen so that the person becomes aware of the downfalls and can work on those (Raveendran and Gopakumar, 2007). Below is my Johari Window analysis.  
	

	Known to Self

	Not known to Self


	Known to other 






	· My communication skills are good and this allows me to get on well with the customers as well as co-workers.
· I am confident and as a result, I can complete any task assigned to me.
· I love learning and this helped me to learn various ways of problem-solving.
	· My decision-making process is slow. 
· I am a faultfinding person and as a result, it is hard for me to trust others' work.
· I take time coping with changes and pondering is time-consuming and this slows me down.

	
Not Known to Others


	
· My lack of academic qualification makes me nervous
· I severely fear rejection and as a result, I overthink things leading me to take bad decisions.
	· Though I am a bit lethargic, I finish my work before due time. 
· I become restless until a complicated task is completed. 
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While the SWOT analysis was developed to analyze the internal environment of companies, SWOT can also be used for personal development because like a company an individual has strong suits, shortcomings. Besides an Individual can work on development to overcome the downfalls (Kawai, 2017).  Below is my SWOT analysis
Strength
· My previous job experiences have helped me a lot to improve my customer management skills. 
· My people skills are good and it helps me to create affable relations with all. 
· I am confident allowing to me take up and finish tasks.
· I am well aware of my surroundings allowing me to plan better. 
Weakness
· At times, I am a bit lazy and this results in piling up work that has to be finished at the last moment.
· Changes make me uncomfortable and as a result, I take time to cope with them. 
· Lack of academic qualification hurts my confidence and also causes long hours of researches for me. 
Opportunity
· With proper academic qualifications, I can develop a career in Sales and HRM.
· The availability of the Internet makes learning easy. 
Threats
· Increased competition in the job market. 
· Not having an academic degree. 
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Force Field Analysis can be described as a model that identifies the positive and negative forces. The positive forces are those that are in favor of the person in goal attainment and the negative forces are those that put a barrier for the goal attainment (destination-innovation.com, 2015).  Below is my force field analysis
Driving Forces
· Both HRM and Sales require people who are good at communication (business.linkedin.com, 2020). My previous job experiences have quite improved my communication skills. 
· The number of businesses is increasing which is creating demand for people with the right academic knowledge and necessary skillsets (business.linkedin.com, 2020).
· Availability of business courses in different universities and online platforms (business.linkedin.com, 2020).   
Resisting Forces
· Increased competition in the job market. 
· University coursework mostly focuses on theoretical pieces of knowledge (business.linkedin.com, 2020).
· Restricting a huge labor force from applying because of not having academic qualifications.
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In this section, I will try to relate the expectation of employees in the role of an HR manager and salesperson and then will try to relate my current situation with the employers’ expectation 










Job circular of an HR assistant
[image: ]
Source: (indeed.co.uk, 2020)


The educational requirement for being an HR assistant
[image: ]
Source: (indeed.co.uk, 2020)
Overview of the requirement of Sales personnel
[image: ]
Source: (Glassdoor.com, 2020).

From the job circular analysis, it can be seen that employers’ expectation about a potential HR assistant is that the candidate would have at least a high school degree but the recent trends also suggest that candidates should have a bachelor’s degree in the business field. The job circular has also depicted that an HR assistant needs to have relevant experience, organizational skills, and a mentality to work under pressure. The HR manager also needs to have sufficient knowledge about the workforce rights and legislations. It is also essential for an HR assistant to have sufficient knowledge about recruitment and selection and data entry as the HR assistant will have to deal with different HR management software (indeed.co.uk, 2020). 
As for the case of Sales personnel, it is also expected that the person would have a Bachelor’s degree but candidates having a Master’s degree are more preferred. As per the circular, it is also evident that sales personnel also need to have industry knowledge so that they can describe to customers why their products will stand out. It has been also stated in the circular that educational qualification can be a bit flexible for the people who have vast amounts of experience in sales. However, the experience, in this case, must be industry-specific meaning a person who has sales experience in one industry will not get the advantage of his/her experience if applying for a role in another industry. For example, a Salesperson in the card division of the bank may not get an advantage if applying for software sales (Glassdoor.com, 2020). Honestly, I did not have any idea about such a requirement. 
After reviewing the job circulars, I have developed a better knowledge of the World of employment. I was quite aware that employers in recent days expect candidates to have the academic qualification and therefore I expected to see Bachelor’s degree in the educational requirement but did not expect to see Master’s degree requirement in sales job because I always thought Sales is more about persuasion that is a personal attribute. As for the role of HR, I was not aware that data entry would be in the requirement of the HR role. I thought understanding about different HR software would be of more importance. It is very foolish of me as I did not understand the relevancy between software handling and data entry because HR software runs on personal information of the employees and the company’s information that is also data. I have now realized that while the HR assistants are accountable for data entry, HR personnel who are in the upper position of the hierarchy use the HR software for summarising and visualizing data for decision making (Amber Rolfe, 2017). Therefore, in my professional career development plan, I also need to include plans for data entry and management. 
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The summary of the aforesaid discussion is that I have relevant experience to work as an HR professional and Salesperson because, in my previous and current job experience, I have worked closely with people that have improved my people skills. I have knowledge about the industries that I have worked in such as Restaurant business, Courier business, Transportation industry, and Supermarkets. However, I have realized that while the Job of HR remains the same in any industry, the same can not be said for the salesperson role because in sales I have to have knowledge about the product. For example, I do not have an in-depth idea about software and hardware and that is why my previous experience will not add value to Software sales. But I have also realized that a lack of knowledge should not be a problem because I can learn as much about an industry as I want by doing research on the Internet. I initially thought that earning a Master’s degree should be in my priority list but whether or not I will actually go for it depends on the time. But the analysis of Job circular has made me realize that Employers are also putting emphasis on the master’s degree. I believe as the time will pass, competition would be fiercer and Master’s degree would be the entry requirement. That is why I have decided not to disregard the importance of a Master’s degree. 
In the case of Job hunting, I have used different Job portals. I also get information about the recruitment of my acquaintances and friends. But I have come to know that I can use LinkedIn for job hunting. There are many vacancy related groups that also actively seek employees. I, therefore, have decided to take advantage of LinkedIn and Facebook for Job searching. All the jobs that I have landed required CV and some of them required me to fulfill online application form. However, after searching for HR roles in different Vacancy related pages on Facebook I have realized the importance of Cover Letter and therefore I need to learn how to write a cover letter maintaining formalities. I also need to understand how to align my Cover letter with the employee’s expectations. 
It is apparent that I yet to obtain my academic degree. That is why obtaining a BA and MA degree is at the top of my priority skills. As for the skill gaps, I do not have much understanding of HR practices. That is why I need to learn more about HR practices, legislations, HR software, etc. As for the sales role I need to apply a different strategy. My strategy is to look for the industry in which the company I am going to apply operates and then earn as much industry base knowledge as I can.  
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	NAME:
	
	Student NUMBER:
	

	COVERING THE PERIOD FROM:
	
	TO:
	



	What to learn
	What to do
	Resources
	Success Criteria
	Date (DD/MM/Yr.)

	Time management
	Developing a Logbook and preparing a to-do list every day. 
	Asking for guidance from my teachers and colleagues. 
	Completion of the task before deadline without hurrying 
	02. 08.2020

	File management
	Creating files for different necessary documents such as CV, Cover letters, Certificates, Offer letters, release letters, etc. 
	Asking for instruction from the HR at my work and see his file management style. 
	Quick preparation of the questions to be asked to the interviewer. 
	30. 09.2020

	HR legislations
	Learning about different employment legislation in the UK. 
	Online Journals, articles, Academic coursework. 
	Easy detection of the legislations being followed in my workplace. 
	05.11.2020

	CV and Cover Letter Writing 
	Designing a better template for my CV and Cover letter. 
	Online tricks and templates for CV and Cover letter. 
	Showing the new CV and Cover letter to some professionals and see if they like it. More interview appearance would also be an indicator. 
	20.09.2020

	Stress Management
	Learning about different relaxation techniques. 
	Finding a Yoga Instructor in my residential area. If not found then online courses will be searched. 
	Not being restless in complicated situations. 
	15.11.2020
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The tremendous growth of technology and transportation has blessed employers to come across many potential candidates. Due to this employers have an overabundance and they can look for the best of the bests. Standing out in such a competitive job market, therefore, demands both experience and academic qualifications (Noon, 2014). In this report, I have described my understanding of the job market. I have also described my aspired roles. I have also presented job circular in the report to portray the necessary academic and professional qualifications a candidate should have. I have analyzed the job circulars and figured out where I need to work to obtain my goals. At the endways of the report, I have also presented my Development plan for career progression. I have prepared the report using Gibb’s reflective cycle where I have more described my personal experience and learning rather than describing the cycle. 
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HR Assistant - Fixed Term Contract

Page Personnel - UK sk e 246 reviews - Wythenshawe
£18,000 - £23,000 a year - Permanent

Apply on company site <

Our client are a well-established and reputable company who are currently recruiting
for an HR Assistant to join a busy team. The role provides a variety of services including
recruitment, advice on policies and employment law and processing contract changes.
The role is based in Wythenshawe.

Job Description

They key responsibilities for the HR Assistant are acting as a key point of contact for
colleagues, maintaining and updating HR systems, absence management, coordinating
recruitment and on-boarding processes, creating reports and assisting with casework
for employee relations. The role is based in Wythenshawe.

The Successful Applicant
The successful candidate will have/be:

« previous experience in a similar role
« CIPD Level 3 desired but not essential

o excellent organisational skills

« ability to work under pressure and to tight deadlines
« computer literate with Ms Office and internal systems
« strong attention to detail

What's on Offer

Our client offers a salary c£18-22K depending on experience, excellent benefits and
home-based working.
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Education and Career Requirements

Most HR assistants have a minimum of a high school diploma or its equivalent. Some employers may prefer to hire applicants
who have a bachelor's degree in human resource management, business or a related field. Certificate and associate's degree
programs in human resource management are also available.

One important requirement that most human resources assistants must have is computer software and data entry skills. For
human resource assistants who wish to advance to managerial positions, higher education and work experience may be
important.

In summary, HR assistants need a minimum of a high school diploma and can expect to perform a variety of tasks from data
entry to preparing reports and interacting with the public.
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Overview of Sales Manager Requirements

Sales managers train and direct teams of salespeople in a company setting. They may assign sales territories, set income goals
and assign quotas for sales representatives. Prospective sales managers typically earn a bachelor's degree in business
administration, statistics or mathematics. Some employers prefer to hire sales managers who also have a master's degree in
business administration. Computer skills are also often required.

Required Education Bachelor's usually needed; master's preferred by some employers

Other Requirements Computer skills

Projected Job Growth (2016-2026)* | 7%

Median Annual Salary (2018)* $124,220
Source: *U.S. Bureau of Labor Statistics

Education Requirements - What Degree Do You Need to be a Sales
Manager?

According to the U.S. Bureau of Labor Statistics (BLS), employers often fill sales manager positions with individuals within their
company; however, work performance and formal education are both considered when choosing a candidate (www.bls.gov).
Generally, companies seek candidates who possess a bachelor's degree in business administration with an emphasis in
marketing and some prefer the candidate to have a master's degree. Candidates who have an abundance of experience as sales
representatives might not need as many educational requirements as candidates who don't have as much experience.

Aspiring sales managers may also earn degrees in a specific area relevant to their industry, like technology, which prepares them
for jobs with specialized companies. They might also combine their degrees; for example, a sales manager seeking a position in
a high-tech industry might consider both a technical and business degree.

Given the changing face of the global marketplace, sales managers need excellent computer skills and a thorough
understanding of the Internet, through which many companies conduct sales promotions and advertising campaigns. Computer
skills are also necessary for data management and bookkeeping. Sales managers may also benefit from skills in a second
language. A great deal of business worldwide is conducted with foreign entities and skills in Spanish, German or Chinese may
help open the door to job opportunities.
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IQuestion

Not

| Very
|Often|

1l unsure of my ability to achieve the goals [
et for myself.

2 [When working on my goals, 1 put in maximum
feffort and work even harder if Ive suffered a
fetback.

3 [ set goals and objectives to achieve my vision
for my life

4 [ think positively about seting goals and
fmaking sure my needs are met.

5 [[use rewards (and consequences) to keep.
lmysetf focused. For example, if finish my.
eport on time, T allow myselfto take a coffee.

ok

6 [ believe that if 1 work hard and apply my
bilties and talents, 1 will be successful

7 [ worry about deadlines and gefting things
fone, which causes stress and ansiety.

8 [When an unexpected event threatens or

jeopardizes my goal, I can tend to walk away,
fset a different goal, and move in a new
firection.

9 My biggest revard after completing something
s the satisfaction of knowing I've done a good.
job.

[10[{tend to do the minimum amonat of work
lnecessary to keep my boss and my team
tsfied.

ILT[{ tend to worry about why I wot reach my
oals, and I often focus on why something
cobably won't work:

[12[{ create a vivid and powerful vision ofmy
Ifstuce success before embarking on a new goal.
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Score Interpretation

Score

(Comment

l44-60

Wonderfull You get things done, and you don't let anything stand in your
[way. You make a conscious effort to stay self-motivated, and you spend
significant time and effort on setting goals and acting to achieve those
|goals. You attract and inspire others with your success. Treasure this - and
lbe aware that not everyone s as self-motivated as you are!

2843

[You'te doing OK on self-motivation. You're certainly not failing -
lhowever, you could achieve much more. To achieve what you want, fry fo.
lincrease the motivation factors in all arcas of your life. Read the relevant
scctions below, and work on them to strengthen your self-motivation.

1227

[You allow your personal doubts and fears to keep you from succeeding
[You've probably had a few incomplete goals in the past, so you may have
lconvinced yourself that you aren't self-motivated - and then you've made
that come true. Brea this harmful pattern now, and start believing in

[yourself again. The tools and tips below will help you get back your

|motivation.





