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[bookmark: _Toc30625431][bookmark: _Toc30756867][bookmark: _Toc30757243][bookmark: _Toc31051393][bookmark: _Toc31051675][bookmark: _Toc31095306](Section A) 
[bookmark: _Toc30625432][bookmark: _Toc30756868][bookmark: _Toc30757244][bookmark: _Toc31051394][bookmark: _Toc31051676][bookmark: _Toc31095307]Introduction
This report highlights my understanding of the skills and knowledge needed for working effectively. How can I manage my time to work effectively? What the importance of time management in my life is. How teamwork plays a big role to effectively work. What’s the importance of teamwork in any organization? Report is also highlighted I used a self-awareness tool which told me about my weakness and strengths. I used Belbin, SWOT analysis, Johari window, Maslow hierarchy of needs and 16 personalities test for my self-awareness tool. I did talk about advantages and disadvantages all the tools. I gain all the test results and put all the element on my PDP personal development plane. Last part of section A at the end my report with a conclusion. 
Section B of the report highlights the importance of job advert, job description and personal specification. Why the job description and personal specification are important. The whole process of finding a job, apply a job. Write a cover letter or application documents. What’s the importance of CV. Why CV is necessary to apply a job. Role of CV. Prepare all the elements of interview. How did I apply the job and my personal experience of interview? What’s the pros and cons I notice during my interview. Why feedback is important?  
In the last of section B, I explain and develop my PDP personal action plan. Report ends with conclusion and recommendations. I did also create appendix to put my important work.        
[bookmark: _Toc30625433][bookmark: _Toc30756869][bookmark: _Toc30757245][bookmark: _Toc31051395][bookmark: _Toc31051677][bookmark: _Toc31095308]Executive Summary 
This report is a reflective report on myself, how to work more effectively and importance of working effectively. I also highlighted self-awareness tools which are Belbin and Belbin pros and cons. SWOT analyses and his advantage and disadvantage. Johari window, as a result of Johari widow I explain what kind of personality I am. I also used Malow hierarchy of needs and 16 personalities tool to assess my personality. At the end of the report I put PDP chart and conclusion.  
[bookmark: _Toc30625434][bookmark: _Toc30756870][bookmark: _Toc30757246][bookmark: _Toc31051396][bookmark: _Toc31051678][bookmark: _Toc31095309]Working Effectively 
According to the Cambridge Dictionary effectively means a way that is successful and achieves what you want: For example, I need to work hard to pass my university course effectively. Working effectively is very important in any business and our daily routine. Here are some examples to work effectively and to set goals.
· Make a list.
· Set the task/goals.
· Can do attitude.
· Organise your work 
· Time management.
· Priority.
· Plan.
· Achievements.
· Up to date technology.
· Learn new skills.
· Positive attitude.
[bookmark: _Toc30625435][bookmark: _Toc30756871][bookmark: _Toc30757247][bookmark: _Toc31051397][bookmark: _Toc31051679][bookmark: _Toc31095310]Smith (2010) states that in order for people to work effectively managers and leaders need to make changes in an organisation that show flexibility and wellbeing of staff in order to reach company objectives. 

Time Management
Time management is about managing your life. To save time I plan ahead in my every day routines. I make timetable for myself that way I can work effectively for example, I set my timetable at 9:00am which is assignment time and 11:00am is gardening time that way I can manage things better and give some extra time to my family. 
According to Morgan, (2017) (page no 57) prioritisation is an action in which we decide what to do first or what is of most importance. For example, as a mother I am really busy so  I need to prioritise my time and my university work.
[bookmark: _Toc30625436][bookmark: _Toc30756872][bookmark: _Toc30757248][bookmark: _Toc31051398][bookmark: _Toc31051680][bookmark: _Toc31095311]Teamwork
Teamwork plays a big role of any department to work effectively. We can share idea’s together. We can get faster resolution. We can provide a better service. Working in a group we can work more effectively and get work done quicker. 
Team working is a way of working in a group and is a good way to learn different things from different people. Team working gives us great ideas and better way thinking and improve our knowledge and skills. As a student of University of Wales, I found team working is good source of communication and build lot of confidence and give me more ideas. 
According to Griffiths, and Dunham, (2015) to be a good team leader you need to set specific goals. 
[bookmark: _Toc30625437][bookmark: _Toc30756873][bookmark: _Toc30757249][bookmark: _Toc31051399][bookmark: _Toc31051681][bookmark: _Toc31095312]Belbin
Belbin is a report of self-assessment which give you an idea what kind of personality you are. Most of the people did use Belbin in their business to get high performance result. By using Belbin, we have a better idea to understand our self and that way we know our weakness and strength, which give use more effective communication in our business life.
In any business, people can use Belbin to get different information to different people and get better performance and result. 
According to Gouws, “The idea that different people, due to their personal characteristics, may perform certain roles in the team better than.” 
Belbin theory diagram is found at appendix A. I did my Belbin test to assess myself. As a result of Belbin, my personality would suit the following roles:

1.  Innovator
2. Executive
3. Chairperson
4. Explorer
5. Expert
6. Analyst
7. Driver
8. Completer
9. Team player

Full details of these roles can be found at Appendix B. As can be seen from the diagram below the role most suitable for me is one of an innovator with 17%. I think because I have new ideas especially with regards to fashion and design that is the reason innovator came out at the top.
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[bookmark: _Toc30625438][bookmark: _Toc30756874][bookmark: _Toc30757250][bookmark: _Toc31051400][bookmark: _Toc31051682][bookmark: _Toc31095313]Belbin Advantage and Disadvantage 
[bookmark: _Toc30625439][bookmark: _Toc30756875][bookmark: _Toc30757251][bookmark: _Toc31051401][bookmark: _Toc31051683][bookmark: _Toc31095314]Advantage 
Belbin have some advantage and disadvantage. Advantage of Belbin are is: 
· Lots of ideas. 
· Quick result in less time.
· Team member knowledge.
· Set the goals.
· Teamwork
[bookmark: _Toc30756876][bookmark: _Toc30757252][bookmark: _Toc31051402][bookmark: _Toc31051684][bookmark: _Toc31095315]Disadvantages 
· Personalities always could change.
· Result may change every time because of personality.
· One-person negativity could affect whole team.  

[bookmark: _Toc30756877][bookmark: _Toc30757253][bookmark: _Toc31051403][bookmark: _Toc31051685][bookmark: _Toc31095316]SWOT ANALYSIS
SWOT analysis is very useful tool to way identify the problem and develop us. It is very simple format and easy to apply. It is great way to looking our situation and identify a goal that we want to achieve.
SWOT can help us to get a suitable job to apply and we can improve ourselves in workplace atmosphere.  
According to Addams, and Allfred, (2013) “Starting the job search process with a self-SWOT we can guide through ourselves to assessing personally our strengths, weaknesses, and the work environment.”  
By SWOT analysis you can find out easily your weakness and work it out how your weakness become your strength.
By using a SWOT analysis, you can evaluate your strengths and weaknesses and plan ahead. It gives a clear idea where you are at present and what changes you can make in future to improve yourself and be more successful. According to Sarsby (2016, to set a strategy it will give you an advantage or a distinct point.
Swot is very useful for me. I did find out my strength, weakness, opportunities and treats. Now I have a clear idea to where can I improve myself and which future job opportunities is suitable for me. 
My personal SWOT chart details are: 
[image: ]

[bookmark: _Toc30756878][bookmark: _Toc30757254][bookmark: _Toc31051404][bookmark: _Toc31051686][bookmark: _Toc31095317]Personal SWOT Analysis
 
 
 
	Strengths 
 
 
· Written and verbal communications
· Learn quickly
· Good decision maker
· Can do attitude
· Write list to save time

	Weaknesses 
 
 
· Time management 
· Social media 
· Lack of work experience 
· Shopping 
· Computer skills 

 

	Opportunities 
 
 
· New courses
· Team work experience
· Research
· Enhance language skills
· ~Work experience placements

	Threats 
 
 
· Barrier in language
· Effective time use
· Competition
· Internet problems
· Unforeseen events

 
 


 

[bookmark: _Toc30756879][bookmark: _Toc30757255][bookmark: _Toc31051405][bookmark: _Toc31051687][bookmark: _Toc31095318]Johari Window
Johari window is a technique to help find out more about yourself. Joseph Luft created this window 1916.  Harrington Ingham used Johari window in practically in 1955. The name pronounced Johari from Joseph and Harrington they both put together their begging name like Jo and Hari that’s why it’s called Johari window. 
According to Luft, and Ingham, (1961) “Johari Window model is a model of self-awareness, and information processing tool. Johari Window tell us information, feelings, experience, views, knowledge, attitudes, skills, intentions, motivation, etc about yourself or in a group.”
Johari window is a good way to communicate in a group. It is called communication model too. Purpose of Johari window is help people to get better understanding themselves and others. Johari window have based on four boxes.
1. Open. (Information known to others)
2. Hidden. (Information not known to others)
3. Blind spot. (Information not known to self)
4. Unknown to all (Information unknown to self or others)
Johari window is great tool of self-awareness. Self-awareness is very good to improve communication skill and improve yourself. If you more aware yourself, you can achieve anything in your life. 
I assess myself trough the Johari window there are some result of my Johari window. The open area tells me which things I know myself and people know me. In hidden area I did explain which thing just I know myself and other people not known. Blind spot tells me what other thinking about myself and I not aware of them and at the last unknown area which no one knows anything about myself including me that’s why I leave this area blank.


[bookmark: _Toc30756880][bookmark: _Toc30757256][bookmark: _Toc31051406][bookmark: _Toc31051688][bookmark: _Toc31095319]Personal Johari Window Chart
	                    
                               Open 

	       
                        Blind

	
               Friendly
              Confident
               Helpful
               Fearless
             Trustworthy
              Ambitious
                Caring 
              Respectful
               Wise 
               Sensible
     Easily communicate with others
        Responsible  
 


	  
                       Loud
                Chatter box
              Quick learner 



	 
                           Hidden
  
	 
                       Unknown

	

            Fear from heights 
                 Muslim
            Big fan of shopping
        Love Bollywood movies
        Love to learn new skills
                Realistic 







	






                             ?









[bookmark: _Toc30756881][bookmark: _Toc30757257][bookmark: _Toc31051407][bookmark: _Toc31051689][bookmark: _Toc31095320]Advantage and Disadvantage Johari Window
Johari window have some advantage and disadvantage too. Advantage are we can have wide range of idea what kind of personality we are and what people think about ourselves, but the disadvantage are we cannot say things openly to other people because some time people get offended. 

[bookmark: _Toc30756882][bookmark: _Toc30757258][bookmark: _Toc31051408][bookmark: _Toc31051690][bookmark: _Toc31095321]Maslow Hierarchy of Need
One of the most historical idea is Maslow. Maslow is a triangle divided into five section and it’s called Maslow pyramid of need too.
Maslow hierarchy of need are developed by psychologist Abraham Maslow. According to McLeod, (2007) “Maslow (1943) stated that people are motivated to achieve certain needs. When one need is fulfilled a person seeks to fulfil the next one, and so on.” He developed five different hierarchy for the human need for five different things. 
1. Physiological need.
2. Safety need.
3. Belongingness and love need.
4. Esteem need.
5. Self-actualization.

[bookmark: _Toc30756883][bookmark: _Toc30757259][bookmark: _Toc31051409][bookmark: _Toc31051691][bookmark: _Toc31095322]Physiological Need
Maslow considered physiological need are the most important as the others need. These needs are for the human survival like air, food, water, shelter, clothes, sleep etc.

[bookmark: _Toc30756884][bookmark: _Toc30757260][bookmark: _Toc31051410][bookmark: _Toc31051692][bookmark: _Toc31095323]Safety Need
Safety need come with all security element like do we feel safe at home, at work or outside. What kind of freedom we have? What kind of fear we have? Is our family being safe? Feeling secure and safe for the environment and protected from harm. 

[bookmark: _Toc30756885][bookmark: _Toc30757261][bookmark: _Toc31051411][bookmark: _Toc31051693][bookmark: _Toc31095324]Belongingness and Love Need
After physiological and safety need the third level of human need feeling for our relationships. For example, how much love our family do with us? How close we are with our friends? How much trust we did in our families and friends? 

[bookmark: _Toc30756886][bookmark: _Toc30757262][bookmark: _Toc31051412][bookmark: _Toc31051694][bookmark: _Toc31095325]Esteem Need
Esteem need belonging to our dignity, achievement, respect and independence. It is also based on protected from bulling, positive discipline and learning new skill life.

[bookmark: _Toc30756887][bookmark: _Toc30757263][bookmark: _Toc31051413][bookmark: _Toc31051695][bookmark: _Toc31095326]Self-Actualization
Self-actualization is all based on our self like our hobbies, our intertest and our personal growth.
[image: ]

[bookmark: _Toc30756888][bookmark: _Toc30757264][bookmark: _Toc31051414][bookmark: _Toc31051696][bookmark: _Toc31095327]16 Personalities 
16 personality tests is to get to know your personality better. You can explore yourself by a simple online test. This test helps to highlight our strengths and weakness. You can discover all of yourself and learn how to be more successful in life. 
16 personality tests are so incredible. It’s given you an idea to what kind of personality you are and find to get to choose proper future career job. The outcome of the test can be seen at https://www.16personalities.com/enfj-personality. A summary of the results is shown below.
 [image: ]   






Personality type: Protagonist 
Role: Diplomatic
[bookmark: _Toc30756889][bookmark: _Toc30757265][bookmark: _Toc31051415][bookmark: _Toc31051697][bookmark: _Toc31095328]My Personality Test Percentages

Mind
72%
EXTRAVERTED
Energy
58%
INTUITIVE
Nature
60%
FEELING
Tactics
88%
JUDGING
Identity
53%
ASSERTIVE

Details of my personality test percentage is found appendix C. 
[bookmark: _Toc30756890][bookmark: _Toc30757266][bookmark: _Toc31051416][bookmark: _Toc31051698][bookmark: _Toc31095329]Protagonist Personalities 
Protagonist have a strong personality. They are confident and speak for themselves always. They are very easy to communicate of any kind of person. They are very genuine and honest people. They try to solve other people problems
[bookmark: _Toc30756891][bookmark: _Toc30757267][bookmark: _Toc31051417][bookmark: _Toc31051699][bookmark: _Toc31095330]Strength and Weakness
[bookmark: _Toc30756892][bookmark: _Toc30757268][bookmark: _Toc31051418][bookmark: _Toc31051700][bookmark: _Toc31095331]Tolerant 
Protagonists are open minded, easy going and team players, and they always listening to other people opinions. They admit they do not have all answers still they always happy. 
[bookmark: _Toc30756893][bookmark: _Toc30757269][bookmark: _Toc31051419][bookmark: _Toc31051701][bookmark: _Toc31095332]Reliable
Protagonist is straight forward and always counted to be see through personality. 
[bookmark: _Toc30756895][bookmark: _Toc30757271][bookmark: _Toc31051421][bookmark: _Toc31051703][bookmark: _Toc31095334]Altruistic
Protagonist very kind, noble and generous people. Protagonist always trying to be good for the people. They will try to keep people happy 
[bookmark: _Toc30756896][bookmark: _Toc30757272][bookmark: _Toc31051422][bookmark: _Toc31051704][bookmark: _Toc31095335]Natural Leaders
They can have strong leadership quality, strong personality and positive vision can unique from others. 
[bookmark: _Toc30756897][bookmark: _Toc30757273][bookmark: _Toc31051423][bookmark: _Toc31051705][bookmark: _Toc31095336]Protagonist Weakness
[bookmark: _Toc30756898][bookmark: _Toc30757274][bookmark: _Toc31051424][bookmark: _Toc31051706][bookmark: _Toc31095337]Overly Idealistic
Protagonist have delicate nature people that’s why they can easily misunderstand to others. 
[bookmark: _Toc30756900][bookmark: _Toc30757276][bookmark: _Toc31051426][bookmark: _Toc31051708][bookmark: _Toc31095339]Struggle To Make Hard Decisions
Protagonists find it hard to make difficult decisions when it is related to something like humanitarian causes. For example, I found it difficult to choose the right school for my child when he was transitioning from primary to secondary due to the fact that both schools were of good standard.
[bookmark: _Toc30756901][bookmark: _Toc30757277][bookmark: _Toc31051427][bookmark: _Toc31051709][bookmark: _Toc31095340]Career Path
According to the feedback protagonists natural careers would be in HR administration, event coordinators, and politicians or anything that helps a community or organization to operate more smoothly.
[bookmark: _Toc30756902][bookmark: _Toc30757278][bookmark: _Toc31051428][bookmark: _Toc31051710][bookmark: _Toc31095341]Parenthood
 Protagonists make excellent parents. Protagonist parents give their children good qualities to make a good human being. They encourage their children to explore the world and recognize the values of the society and themselves.  
[bookmark: _Toc30756903][bookmark: _Toc30757279][bookmark: _Toc31051429][bookmark: _Toc31051711][bookmark: _Toc31095342]Workplace Habit 
Protagonists make an impression on their managers. For example, when I attended my first interview they chose me because they liked my personality. 

[bookmark: _Toc30756904][bookmark: _Toc30757280][bookmark: _Toc31051430][bookmark: _Toc31051712][bookmark: _Toc31095343]Personal Development Plan (PDP)
	
    Goals               

	         
        Targets                 
	     
 Time frame 
  
	 
Action  

 

	 
 Progress  
   
         

	Complete my university study

Communication skills 


	To get the certificate 
	12 months
	
Apply a job with qualification 
	
Sue chef to head chef 

	
Improve my English skills 



	 
Reading books 
	 
When I get a chance 
	  
Communicate with English 
	
Get a degree in English 

	




	
	
	
	



[bookmark: _Toc30756905][bookmark: _Toc30757281][bookmark: _Toc31051431][bookmark: _Toc31051713][bookmark: _Toc31095344]Conclusion
To improve myself best method is self-awareness tools which gave me a good range of idea about my weakness and strengths. Also, to have a improve myself and apply these tools my daily routine ad professional life. 
This report is also discussing deep details of Belbin, SWOT analyses, Johari window, Maslow hierarchy of need and 16 personalities which reflect all my personality. 
The final part of the report I discuss my PDP.
[bookmark: _Toc30756906][bookmark: _Toc30757282][bookmark: _Toc31051432][bookmark: _Toc31051714][bookmark: _Toc31095345]Section (B)
[bookmark: _Toc30756907][bookmark: _Toc30757283][bookmark: _Toc31051433][bookmark: _Toc31051715][bookmark: _Toc31095346]Introduction
This report is highlighted importance of job description. Strategies to help to find a job and personal specification. CV importance of the professional life. How can I create the CV. what is the benefits of CV.? Importance of cover letter. Preparation of interview. What kind of question I need to prepare? My mock interview experiences. What’s the pros and cons of my interview. Importance of feedback and at the end of the report my personal action plane.    
[bookmark: _Toc30756908][bookmark: _Toc30757284][bookmark: _Toc31051434][bookmark: _Toc31051716][bookmark: _Toc31095347]Important Of Job Advert
The important of the job advert to inform the candidates about the new job and new people to recruit and about company benefit which they offer candidate. According to Walker, and Hinojosa, (2013) “Job advertisements are often used by job seeker during the early stage of recruitment to gather organizational and job information.”
Job advert are important to the employer too. They target a right people through their advert. Companies set clear job requirement and choose the candidate to basic their skills and experience. And which candidate to go to the process of second stage of job. Second stage of the job is interview. According to Bennett, (2002) “Most of the companies used formal job analysis to determine the personal skills specified in advertisements.”
As an employee job advert is a very beneficial for the candidates. Through the advert we could search about the companies and their feedback and, we get an idea to how much company going to pay us and what kind of benefits they could provide us. 
[bookmark: _Toc30756909][bookmark: _Toc30757285][bookmark: _Toc31051435][bookmark: _Toc31051717][bookmark: _Toc31095348]Job Search Strategies
There are many options to job search. We can check online like Facebook, Twitter, LinkedIn and many more websites.
LinkedIn is a tool used by professionals to increase their chance of employability. LinkedIn is also a useful tool to upload your CV for business. It is also good for advertising and marketing. This tool can be used to promote businesses and share business ideas with others effectively. LinkedIn is also a large communication network where people can set email alerts to find jobs. According to Matei, Rughinis, and Rosner, (2017), LinkedIn study has considerable benefits in a person’s professional development.

Research says 80% job you can find by refer. If you have stronger professional network, you can find job easily and you can better chance to get the job.  	
[bookmark: _Toc30756910][bookmark: _Toc30757286][bookmark: _Toc31051436][bookmark: _Toc31051718][bookmark: _Toc31095349][bookmark: _GoBack]What Is CV
According to Cambridge Dictionary CV is a short-written description of your education, qualification, previous jobs, and sometime also your personal interest, that you send to an employer when you trying to get a job. 

According to Innes, (2016).  “An effective and better way to make your CV have a greater impact to start your sentence with action verbs like achieved, accomplished, developed, implemented, and improved.” 
[bookmark: _Toc30756911][bookmark: _Toc30757287][bookmark: _Toc31051437][bookmark: _Toc31051719][bookmark: _Toc31095350]How to Write A CV
Strong CV is a success to get a job. It is a very first impression of you for employer to review your skills, knowledge and experience. First used Microsoft Office or Word to create your CV. Keep the format simple and easy read. Do not put many colours. Black ink and white background always be best. Length of the CV should be not more than two pages. Use bold headings. Your name and contact details should be top of the page and start with a personal statement which will be very brief summary about yourself. Write your skills, work experience, education, work history and if necessary, write about your hobbies. Try to use simple and easy language. Your CV must look like a professional and if you put your professional picture that will be more opportunity to get your position. According to Yate, (2003). “Good CV writing focus attention on your strengths and shows you as a powerhouse of an employee.”  
My CV is found at Appendix D
[bookmark: _Toc30756912][bookmark: _Toc30757288][bookmark: _Toc31051438][bookmark: _Toc31051720][bookmark: _Toc31095351]Importance Of CV 
CV play an important role to find a correct job and sell your experience to the right peoples. According to Howard, (1999) “The purpose of a CV is to help individuals to find their ideal job and highlights their skills and experience to the right person.” 

[bookmark: _Toc30756913][bookmark: _Toc30757289][bookmark: _Toc31051439][bookmark: _Toc31051721][bookmark: _Toc31095352]Job Description 
Job description is a useful tool that describe specific position. Great job description is usually based on simple and clear language. It is the way of communicating and find suitable candidate for specific job. Job description begin with job analysis which tell you the process of job, duties, responsibilities, different tasks, expected performance, etc. Job description also highlighted candidate skills and experience, education, which they required for their companies. According to Mader-Clark, (2013) “A job description is simply a clear concise depiction of the job duties and requirement.” 
[bookmark: _Toc30756914][bookmark: _Toc30757290][bookmark: _Toc31051440][bookmark: _Toc31051722][bookmark: _Toc31095353]Interview 
Interview is meeting people and one or more person asking you a question or consult about the specific topic. According to Gillham, (2000) “Interview is a conversation usually between two or more people, it is a discussion where the interviewee gives responses for a particular purpose from questions of the interviewer.”
[bookmark: _Toc30756915][bookmark: _Toc30757291][bookmark: _Toc31051441][bookmark: _Toc31051723][bookmark: _Toc31095354]Role of the Interview
In any interview question and answer will be very full and clear. When you answering question focus your response and show how passionate you are about your work. Answer all the question confidently. Don’t talk about your personal life unless if necessary. 
[bookmark: _Toc30756916][bookmark: _Toc30757292][bookmark: _Toc31051442][bookmark: _Toc31051724][bookmark: _Toc31095355]Role of Preparation 
I search for a job previous week as a chef I seen a sous chef advertise on google because I had a previous experience in cooking and its match with my personal specification that’s why I apply soon as soon.
In my CV I mention my personal details, education, work history, skill and my hobbies and then I wrote cover letter to look more professional and send it all my document CV included cover to the company for apply job. Company seen my CV and they did call me straight away.  
[bookmark: _Toc30756917][bookmark: _Toc30757293][bookmark: _Toc31051443][bookmark: _Toc31051725][bookmark: _Toc31095356]Personal Experience of Interview 
I prepare myself before interview like first I gain all the information about the company. How many years did they established? How many branches they have and where they based? I thought all the questions which they might ask for example how many cooking experiences I have? How many varieties dishes I cooked? Why they choose me over another person. What kind of quality I have and in the last I choose my outfit to look smart and professional and good impression. 
The day of the interview I was quite confident but little bit nervous too. I was confident because I did my homework and bit nervous because of my English language.  I went to the office 15 minutes early. Number of interviewers of recruitment was 18 before me. I was waiting so long. All the people went but just me and another person left at the last. Finally, they call me for the interview. There are two people in the room. One is Mr Abdi Rahman and other person name was Mr Dr Oluwaseun Adeg Bite. Mr Abdi was so nice and polite person and welcome me with a smile, but Mr Oluwaseun was look like bit harsh. First question they asked me to describe about yourself in four word. Second question was they asked to tell me about the company. I was quite confident, and I answered all my question confidently. In the last they told me write something on the board. I wrote something word on board and said goodbye to them with smiley face and left their room. In the last they gave me feedback 89% out of 100%. I was so happy about my feedback. I am going to explain some of my feedback point which was:
· Resume was printed and presented in a professional manner
· Showed up on time 
· Decent poise, body language and eye contact
· Somewhat confident
· Provide specific answers to questions
· Sell some skills
· Clearly explains how skills and qualities match the job description
· Asks thoughtful questions and demonstrates preparedness
· Maintains a professional attitude and demeanour
· Very clear and concise manner of speaking; avoid use the filler words
· Demonstrates above average maturity
As a summary of the result of feedback is Appendix E.   

[bookmark: _Toc30756918][bookmark: _Toc30757294][bookmark: _Toc31051444][bookmark: _Toc31051726][bookmark: _Toc31095357]Pros and Cons of My Personal Interview 
Pros
· Face to face communication 
· Confident 
· Being on time
· Prepare myself before interview
· Collect all the information about the company
· Dressed smart
· Answer all the questions
· 
Cons 
· Waiting too long 
· One person is very kind other one is bit moody
[bookmark: _Toc30756919][bookmark: _Toc30757295][bookmark: _Toc31051445][bookmark: _Toc31051727][bookmark: _Toc31095358]Smarts goals 
Regardless of whether it is professional or personal some time we all struggle to achieve our goals. Many times we set a goal but we found struggling but if we always keep in our mind smart goals, we can achieve our goals easily. Smart is name to evaluate your goals.
S specific 
M measurables
A actionable
R relevant 
T timebound 
According to Wang, (2017) “SMART is commonly defined as Specific, Measurable, Achievable, Realistic, and Time-bound.”
[bookmark: _Toc30756920][bookmark: _Toc30757296][bookmark: _Toc31051446][bookmark: _Toc31051728][bookmark: _Toc31095359]Personal Develop Plane (PDP)
	 
Objective 


	
Success criteria  
	
Actions 
	
Implementation 

	Create a cv 
	Find a job 
	Voluntary work 
	Apply a position of job which suits me 

	Do some course 

	Improve myself 
	Get certificate 
	Apply a job 

	Voluntary work 

	Get the experience 
	Choose the job 
	Apply a job 

	Feedback 

	Focus my weakness and strength 
	Motivate to improve 
	Achieve a goal 





[bookmark: _Toc30756921][bookmark: _Toc30757297][bookmark: _Toc31051447][bookmark: _Toc31051729][bookmark: _Toc31095360]Conclusion
I gathered some information to finding a job process and journey about the interview. Job description also match with your personal specification. To look more professional, write a cover letter and create a CV. I apply a job and discuss about my mock interview. 
[bookmark: _Toc30756922][bookmark: _Toc30757298][bookmark: _Toc31051448][bookmark: _Toc31051730][bookmark: _Toc31095361]Overall Conclusion
This report is highlighted personal experience and skills. How we are working effectively and benefit of working effectively. Understand your own weakness and how you overcome your weakness to your strengths. What’s the result of self-awareness tools and are you satisfied with your result? How can you adopt your result in your life and how can you improve yourself? I test myself through Belbin, SWOT, Johari window, 16 personalities and Maslow hierarchy of need and result details are shown of above. 
I discuss in my report importance of the job advert to inform the candidates about the new job. How company’s recruitment of new peoples. Which websites we can use to find a perfect job for yourself. What is the best way to write the CV. Why employer need CV? I also discuss how we can prepare yourself before interview. 
My report is highlighted importance of interview and role of interview. Mock interview experience with their pros and cons and finally I discuss my personal development plan. Where am I now and where I see myself next few years. 
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[bookmark: _Toc30756926][bookmark: _Toc30757302][bookmark: _Toc31051452][bookmark: _Toc31051734][bookmark: _Toc31095365]Appendix B
[bookmark: _Toc30625440][bookmark: _Toc30756927][bookmark: _Toc30757303][bookmark: _Toc31051453][bookmark: _Toc31051735][bookmark: _Toc31095366]Personal Belbin Roles
[bookmark: _Toc30625441][bookmark: _Toc30756928][bookmark: _Toc30757304][bookmark: _Toc31051454][bookmark: _Toc31051736][bookmark: _Toc31095367]Innovator
The innovator is often the creative generator of a team. He or she has a strong imagination and a desire to be original. The innovator prefers to be independent and tends to approach tasks in a scientific way. As a creative individual the innovator may play a crucial role in the way a team approaches tasks and solves problems.
[bookmark: _Toc30625442][bookmark: _Toc30756929][bookmark: _Toc30757305][bookmark: _Toc31051455][bookmark: _Toc31051737][bookmark: _Toc31095368]Executive
The executive is sometimes also referred to as the organizer. The executive is generally disciplined and eager to get the job done. He or she is efficient, practical, and systematic. Executives are well organized and diligent, and quickly turn the ideas of a team into concrete actions and practical plans.
[bookmark: _Toc30625443][bookmark: _Toc30756930][bookmark: _Toc30757306][bookmark: _Toc31051456][bookmark: _Toc31051738][bookmark: _Toc31095369]Chairperson
The chairperson has a strong coordinating role. With an emphasis on procedures, the chairperson will try to bring and keep the team together. He or she is communicative and deals with the members of the team in a respectful and open-minded way.
[bookmark: _Toc30625444][bookmark: _Toc30756931][bookmark: _Toc30757307][bookmark: _Toc31051457][bookmark: _Toc31051739][bookmark: _Toc31095370]Explorer
The explorer is generally an extrovert by nature. He or she is cheerful, gregarious. The explorer is also investigative, interested and curious about things. Because explorers like to improvise and communicate with others, they will have little problem presenting ideas to the team and developing new contacts.
[bookmark: _Toc30625445][bookmark: _Toc30756932][bookmark: _Toc30757308][bookmark: _Toc31051458][bookmark: _Toc31051740][bookmark: _Toc31095371]Expert
The expert has the skills and expertise required for the specific task at hand. He or she has a strong focus on the task and may get defensive when others interfere with his or her work. The expert prefers to work alone, and team members often have a great deal of trust and confidence in him or her.
[bookmark: _Toc30625446][bookmark: _Toc30756933][bookmark: _Toc30757309][bookmark: _Toc31051459][bookmark: _Toc31051741][bookmark: _Toc31095372]Analyst
The analyst tends to be reserved and critical. The analyst will also react to plans and ideas in a rational and sensible way. He or she will favour a prudent approach to matters and will evaluate them according to their accuracy before acting.
[bookmark: _Toc30625447][bookmark: _Toc30756934][bookmark: _Toc30757310][bookmark: _Toc31051460][bookmark: _Toc31051742][bookmark: _Toc31095373]Driver
The driver is generally very ambitious and energetic. He or she may appear as impatient and impulsive. The driver is a strong motivator and will challenge others at crucial times. Although the actions of the driver may sometimes seem somewhat emotional, they do play a crucial role in pushing the team forward to succeed.
[bookmark: _Toc30625448][bookmark: _Toc30756935][bookmark: _Toc30757311][bookmark: _Toc31051461][bookmark: _Toc31051743][bookmark: _Toc31095374]Completer
The completer is very conscientious and feels responsible for the team’s achievements. Completers are concerned when errors are made, and they tend to worry because of their controlling nature. The completer is also known as the finisher because they are most effectively used at the end of a task, to polish and scrutinize the work for errors, subjecting it to the highest standards of quality control.
[bookmark: _Toc30625449][bookmark: _Toc30756936][bookmark: _Toc30757312][bookmark: _Toc31051462][bookmark: _Toc31051744][bookmark: _Toc31095375]Team player
The team player is caring, avoids conflicts, and fosters harmony. Being someone who likes to help other people, the team player is generally considered agreeable and friendly. He or she is diplomatic and emphasizes solidarity and team cohesion
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Mind
This trait determines how we interact with our environment.
72%
28%
EXTRAVERTED
INTROVERTED
Energy
This trait shows where we direct our mental energy.
58%
42%
INTUITIVE
OBSERVANT
Nature
This trait determines how we make decisions and cope with emotions.
40%
60%
THINKING
FEELING
Tactics
This trait reflects our approach to work, planning and decision-making.
88%
12%
JUDGING
PROSPECTING
Identity
This trait underpins all others, showing how confident we are in our abilities and decisions.
53%
47%
ASSERTIVE
TURBULENT
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WORK EXPERIENCE
I was a professional sue chef in AVERY health care in SOLIHULL BIRMINGHAM. I have a lot of experience of cooking professionally. I start a cooking when I was 10-year-old. Cooking is my passion which make me happy and give me motivation. 
After reviewing a job description for the position at your company. I did apply to your company to share my experience. I have a creative way of preparing and display food. 

SKILLS
I am very reliable and confidence person. I easily eager to learn new skills. I always have can do attitude. 
Full UK driving licence and own car. 



College (A Level equivalent) - 2002

English
Urdu
Psychology
Economics
Education Studies

University of Punjab (Bachelor of Art) - 2004

Psychology
Persian
English
Education Studies

Courses taken in the UK:

Esol English Levels I, II and III
Life in the UK Test
BTEC IT – City College



                         SUNILA KHAN 
         PROFFESSIONAL SOUS         CHEF

EDUCATION
Successfully enrolled for Higher National Certificate for Skills in the Workplace with the University of Wales Trinity Saint David to start in March 2019.

Most of my education has been in Pakistan and I hold certificates in the following subjects:

Secondary School Education (Metric - GCSE Equivalent) – 2000
English
Urdu
Mathematics
Science
Home Economics







CONTACTS
73 Old Farm Road, 
Stechford, Birmingham B33 9HJ

Telephone: 07759273304  
Email: nshh786@yahoo.co.uk
HOBBIES
I am passionate about hygiene and enjoy cooking a variety of dishes. In addition, I love shopping and going out with friends and family and travelling.












ABOUT MY SELF 
A caring, loving and hardworking individual who is passionate about keeping the highest standards of hygiene and care with a positive attitude to work. Work well as part of a team as well as on an individual basis. Possess good organisational skills along with keen eye for detail.
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