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1. INTRODUCTION 

This purpose of this reflective report is to show my personal analysis and reflection about the role play and career planning development plan learnt in this term, applying the concepts, knowledge to my future career and being aware of my strengths, weaknesses, self-motivation to have a better performance while working to achieve my goals.
I want to introduce myself; My name is Tatiana Mora, I am 33 years old, and I am originally from Colombia where I was studying arts. I quitted my career to move to Barcelona when I was 19 years old to start a social work course, then I have lost my job and I finished my relationship with a guy so, I decided to do 180 degrees change in my life, expanding my knowledge and experience by moving to London 5 years ago and since then I am working as an office assistant for an independent insurance company. This year I will finish my course of skills for the workplace and could not be prouder of my achievement. Then next year I will start my career on Business and management.
Now I will represent all my process by doing a lifeline graphic, which is a personal reflection and a useful starting point for you to explore what you want to do next. (The open University, 2016)
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2.REFLECTION, RECRUITMENT AND SELECTION

In this session, I am going to talk about the role play I did with my partner, using Gibbs Reflective Cycle to help me to identify the stages I went through.
Professor Graham Gibbs publish his Reflective Cycle in his 1988 book “Learning by Doing” This method helps people to learn from experiences, putting the attention in the feelings, especially when the situations they had, do not go as they expected. (The University of Edinburgh, 2020)
The Gibbs’ model has 6 steps:
1.  Description: The role play was between 2 people: the interviewer and the interviewee. First, my partner Bryan was acting as a Recruitment Manager, he greeted me and started to ask me some questions about the position I was applying for. In my personal case I was interested about the insurance broker position. The questions were friendly, open and he was professional and calm. We finished with me asking him a question and saying that I will be waiting for the outcome. After that, we swiped the roles and it was easier as I did have the pressure of being under observation. He did it amazing and in private I thanked to him for being such a good partner.
2. Feelings: I felt a little bit nervous about the interview even if we practiced it a lot before the day of the presentation, because my English is not good enough, but at some point, I realised that he was doing his best to help me feeling more comfortable and relaxed by doing a little talk between the questions. At the end I felt good because I answer all the question pretending it was a real interview and that helped to sound more professional. I was excited about the fact the teacher gave me valuable feedback at the end of the interview.





3. Evaluation: The whole interview went as planned. It was a good experience as I was expecting to do an excellent performance and I did it. I had all the conversation under control, and I did not have unexpected surprises as tricky questions or uncomfortable moments of silence. And I never skipped any question. 
4. Analysis: This situation helped me to understand how to stay calm and professional when I go to a real interview, sometimes we did not realise the mistake we could do unless someone tells you. For example, in my case, the teacher advised me to smile more, even if in my daily basis I do it a lot but under pressure I tend to forget having a good body language, eye contact or good posture.
5. Conclusions: To conclude, I can say the role play went incredibly well, even better that I was expecting. I have applied all the tools and knowledge I have practiced in class. 
6.  Personal action plans: For sure in a future interview, I will be more empathic, professional, I will try to speak at length and be well-dressed because, as someone said, “You only have one chance to make a good first impression” and that means to care every detail, from the handshake at the beginning to the way how you walk to the door when you finish the interview.











3.CAREER PLANS

I will focus my career plan based on my current job as an office assistant and my vision of the future as an insurance broker, therefore when I finish this course of skills for the workplace, I will start my career in the university as Business and management degree it will be helpful when I decide to apply for that position.
As a second option I have accounting or finance as I am good with numbers.
Also, I want to start an English course in the next months as a support for my career because it will be a challenge for me to be at the same level as my classmates in grammar, speaking, and writing.



















4.WHAT EMPLOYERS WANT

In the week 2, we talked about what kind of skills the employers are looking in the future employees. I read it carefully and I do not have all of them and I think is very unlikely that one person could have all the requirements as we are all humans with lots of aspects to work on. According to indeed.com list, the skills are confidence, work ethic, determination, problem-solving skills, positivity, ambition, communication skills, honesty, loyalty, dependability, teamwork, flexibility, self-reliance, eagerness to learn.
For example, I have demonstrated at once that I have some of those skills when my boss asks me to do overtime to amend some documents that my co-worker filled wrong after a long day at my workplace. I could be tired and I could think that is not my task, but I always say yes, because that way he can see I am committed to my work, that I have teamwork skills, flexibility with my schedule, loyalty with my company, problem-solving skills, positivity to deal with last minute issues doing by others and communication skills to effectively communicate to him my thoughts in case I am not agree with the task and I can show him I am reliable.
I think some of those skills we can develop along of our lives if we feel the necessity. I have experienced that by myself, as I was an unpunctual person when I was living in Barcelona. One day I realised that my friends told me to meet at 8pm and to the other people they said to meet at 9pm. Even that day I have managed to be late, and I have arrived at 9pm. But here in London as the distances are bigger, I have learned to be punctual, to leave home earlier and respect the other person’s time.








5.SELF-MOTIVATION

At the beginning of the class the teacher sent to us a quiz called “How self-motivated are you” to understand what level of motivation we had to achieve our goals. My score was 39 out of 60. The description to my score was: “You're doing OK on self-motivation. You are certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life”.
 From that that exercise I realised I can do better as I have potential, however I must put more effort on it, keep building my strengths and work on my weaknesses. I could take some steps to achieve my goal such as:
-Positive thinking.
-Set goals for my life.
-Examine my strengths and skills frequently.
I should stay focused on my future goals to avoid losing my motivation as I tend to do it easily.
Sometimes I think to myself: What motivates me? And the answer has change during different stages of my life but still with the same meaning. Since I was a child I had fascinations for the animals, the art, the universe and my teachers and relatives described me as a very curious girl. Now that I am and adult, I am still like that little girl with passion for discover all my environment but focusing more in real and reachable goals. 
Personally, I believe self-motivation comes and goes into our life, but the discipline and constancy are the key to keep going and waking up every morning despite the weather, the laziness, the mood. I like the quote “The comfort zone is a beautiful place, but nothing ever grows there.”





6.LEARNING STYLES

In this class we talked about the learning styles which are:
-Visual: It is the person who learns best when reads or sees information represented in some way, whether through textbooks, on the blackboard, or in notes. A visual learner speaks faster.
Auditory: It is the person who learns better if receives instructions orally and then can repeat it or explain to others.
-Kinaesthetic: This kind of people associate the information received with the senses of taste, touch and smell. They are pragmatic and learn better when they experience information. 
We did a questionary to figure out what learning style we have and my predominant one is the visual. My results of 30 points were:
-Visual: 19 points
-Auditory: 6 points
-Kinaesthetic: 5 points
It was perfectly accurate as since I was studying arts when I was younger, I discovered for me was easier to get the lesson or when I had to do a presentation, I was always colouring the paragraphs to memorize the colours on it.
After that, the teacher asked us why we think we must understand our learning style and I realized that it is quite important because for example in the class we are receiving a lesson in a visual teaching style, for a person like me (visual learner) it is going to be easier to understand the class than for another student with auditory learning style. It reminds me of the quote: “You cannot judge a fish by its ability to climbing a tree.” (Anonym author) Every person has a different style or preference to learn and therefore has different qualities or abilities to confront their environment.



7.PERSONAL DEVELOPMENT PLAN

In that class we watched a video about the Personal Develop Plan which is “a written document used to focus, evaluate and prioritize professional development activities”. I learned the PDP is especially useful to visual people like me because is a tangible tool. It is like a career road map to follow.
Now I am going to use the SWOT analysis, SMART and the Johari window as self-awareness tools:
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A Johari window is a psychological tool created by Joseph Luft and Harry Ingham in 1955. It is one of the few tools out there that has an emphasis on “soft skills” such as behaviour, empathy, co-operation, inter-group development, and interpersonal development. (Self-awareness, 2013)
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8.EMPLOYMENT GOALS

My employment goals are focused on a specific career which is Insurance Broker as now my boss has that position in my company, he is willing to train me to keep helping his company to succeed in this market. The main skills and strengths I will need to fit in that position, are: 
· excellent written and verbal communication skills
· the ability to build, manage and develop relationships
· numerical skills
· strong problem-solving and analytical skills
· teamwork
· an understanding of client confidentiality and how to be discreet
· administrative and IT skills. (Prospects, 2020)
Also, I do not need any specific degree to become an insurance broker, but a degree in accounting or finance, business, management, economics, or mathematics would be useful. However, employers are more interested in my skills and personal attributes and what I can contribute to the role. (Prospects, 2020)
London has had offered me great opportunities to expand my knowledge and my experience as an employee and at the first time I was impressed of how fast you can grow in your company if you prove you are committed to learn, to make efforts in your workplace, to be reliable and professional. Therefore, I see myself in the furure having success wherever I go.









9.CONCLUSION

Thanks to all these tools learned in this module, I am more aware about my weaknesses, strengths, my abilities, what I can offer to my future job, how committed I am, how to deal with future interviews, the importance of visual reminders about my goals for me as a visual learner and how many objectives I can achieve if I have enough self-motivation and my objectives clear. 
Sometimes I do not realize my potential until I look back and analyse how far I have come. I have moved 2 times to different counties and that has given me the experience and memories but most importantly, I have learned from my mistakes.
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Known by others

Unknown by others

Known by self

Uknown by self

OPEN AREA

They know
| am an empathic, creative, friendly,
positive thinker, and open-minded
woman, that | love
animals and travelling. They also
know things that | am not proud of
such as | do not have too
much patience; | am not a good
cook or that | prefer to
work individually than in a
team. Hearing feedback from others,
could help to grow this area.

BLIND AREA

| cannot complete this area as is the
part | do not know but the others do.

HIDDEN AREA

| do not want others to know that |
overthink when | am about to decide,
even if is simple like what to wear or
complex like if | want to move
to another country. | am not organized
at all, my desk at home is a mess all
the time, | am not a huge fan of
children.

UNKNOWNAREA

Here we can find my undeveloped
skills. This is the area unknown for
me or anybody else.
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6. Reasonforapplying

Please detail below reasons for applying for the position including your skills, experience and
attributes.

I am a hardworking, friendly and proactive office assistant with more than 4 years experience
handling confidential information and making routing office duties as efficient as possible, seeking
to grow inside of the insurance business.

Please ify how you meet the criteria for this role.

I have the experience, the skills and abilities to take one step forward to help this company to grow
and keep maintaining the high standards of quality, service and reliability and always searching for
improve every single day.

7. Declaration

Please complete the following declaration and sign it in the appropriate place below.
| certify that:
* Allthe information given to me on thisformis correct to the best of my knowledge
* Allquestions relating to me have been accurately and fully answered
* | possess all the qualifications which | claim to hold
Signed: Date: o7/july/2021

Print Name:
Tatiana Mora Montoya
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5. Referencing

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

References (Current or most recent employer)

Name of Referee Corvin Roman

Job Title Office assistant

Employers Name Delamain
Railey Mews

Address

Postcode NWs5 2PA

Telephone Number Ext. Number

E-Mail Address

Are you willing for this

referee to be approached Yes No

prior to interview?

References

Name of Referee

Job Title

Employers Name

Address

Postcode

Telephone Number Ext. Number

E-Mail Address

Are you willing for this referee
to be approached prior to Yes No
interview?
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2. Employment History

The last 5 years employment should be detailed, including any gaps in employment.
Please continue on a separate sheet if required.

Current or Most Recent Employment

Employers Name CorvinRoman
Birchin Lane
Address
Postcode EC3V 9BW
Job Title Office Assistant
Dates of Employment From 27/o4/2017 To Now
Reason for leaving Still working there Salary 21.000
-Sort and distributed business correspondence, organised files, answering all
Brief outline of main incoming calls, managed daily calendar, coordinated itinerary, prepared
responsibilities and key duties | documents to be signed.

2. Employment History

The last 5 years employment should be detailed, including any gaps in employment.
Please continue on a separate sheet if required.

Current or Most Recent Employment

Employers Name CorvinRoman
Railey Mews
Address
Postcode NWs5 2PE
JobTitle Nanny
Dates of Employment From 27/o4/2017 To 30/11/2019
Reason for leaving Started a course Salary 20.000
Pick the children up from school, prepared meals, help them with
Brief outline of main homework, nursery duties.
responsibilities and key
achievements

Previous Employment

Employers Name

Job Title

Dates of Employment From To

Reason for leaving Salary
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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 Insurance Broker
How did you learn From a colleague
about this vacancy?

Personal Details

Title Miss

Surname Mora Montoya

Previous Name

Forenames Tatiana

Address Draco Street

Post Code SE16 3HX

Telephone number Mobile No 07474225322
E-mail address 2010781@student.uwtsd.ac.uk

National Insurance
Number

1a. Additional Information

Do you hold a full, clean driving license valid in the UK? No
Do you have the right to work in the UK without restriction? Yes
(Proof of right to work in the UK ID will be required)
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Specific: | want to improve my English to have the opportunity
to apply for the broker insurance positionavailable in my
company.

Measurable: | will do a test weekly to measure how many new
words | have learned and how fluent | am becoming

Actionable:| have books, online resources, series, English-
speaking friends to help me to learn faster.

Relevant: My goal is relevant because the English language is
necessaryforany aspectof my life right now but most
importantly for my career development.

Time: | want to improve my English in 6 months from now and |
will review my progress weekly to check if | am on the right path.
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Professional Qualifications

Name of Qualification

Date Gained

Level

Grade

Awarding
Body

Certificate of higher Education of Skills for
the workplace

10/09/2021

CPD / Training and Development

Brief description / course title

Date Taken

Please provide details of your hobbies  leisure activities | voluntary work

I enjoyed nature, climbing outdoors and indoors, I try to find a balance between mind and body
practicing yoga and meditating, working out. I love reading, visiting museums, paint and spending
time doing physical activities such as boxing, bouldering, running, skipping rope. Also I love
travelling and discovering different places, cultures, food and get lost in the breath-taking landscapes

of some ancient country.
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STRENGHTS

| am empathic, punctual, reliable,
professional, committed, proactive, fast
learner, friendly, motivated, | learn from
my mistakes, | write better than | speak.

WEAKNESSES

| have poor time management,
procrastination, poor handling of stress, also |
am disorganized, sometimes | am afraid
to speak in public as | have a quite
basic vocabulary in English. My industry is
competitive, and | do not
feel comfortable with all my skills to succeed
in this kind of job.

OPPORTUNITIES

My industry is growing; therefore, | can
get a better position in my job, my boss
wants to teach me to improve my
performance in my cumrent position, my
colleagues are willing to correct me when
| make mistakes, | can speak 4
languages (basic level) and as
my company is worldwide, itis useful to
achieve my goals and make good
international relations.

THREATS

One of my weaknesses that is leading to
a threat is the fact | am unable to
express myself well in English as | do in
my mother tongue, Spanish. | had to
train one of my colleagues
and frequently | had to amend her
mistakes.
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Hight points

Low points

Starting the
P university

Futureunknown

Moving to

London.

Vi —
/ 5
New job
4 ! Graduated
4 Moving to
Barcelona.
New job.
Tatiana'slifeline
I | |
>
| I I
Birth 20. 30.

Resigning the

university

Job lost.

Relationship
breakup.





