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A. [bookmark: _Toc29887237]Discursive Report

[bookmark: _Toc29887238]Introduction
The importance for self-assessment test in career is seen as a time-wasting issue for many but it can help someone to know oneself better for finding the correct points of motivation to apply for a certain job for which the person will be more enthusiastic. Self-assessment test assists to understand different aspects of oneself because the test focuses on creating questions regarding different aspects of work-life that will show the differences one might have from others and after the analysis of the data, it can often be told about the personality type of the person. Analysis of such test will be helpful in understanding available career options and choosing the ones in which one can be successful.

[bookmark: _Toc29887239]Self-assessment test
The self-assessment test is the processes of gather data on a different topic related to career about oneself so that the results from analysing these data can indicate towards the knowledge about oneself that will help the person to choose a better career path in future (Ali, 2009). Even though self-assessment test can let one know more about them the resources required to perform these test, both monetary and physical, are thought as waste because most people do not understand the importance of understanding oneself to identify the motivation to work better.
Motivation is a driving point in oneself that inspires the person to achieve more and to go for more (Barrett and Green, 2011). If someone is motivated to do something, that work will be finished more efficiently than the work for which the person has a lack of motivation. When someone knows about the personality of oneself, it becomes easier to find the motivation factors (Rouse, 2009). Knowing motivation factors can deliver the expected work outcome due to its successful observations of the worker and in case of choosing a career, one might choose a career based on the personality trait that makes the person strong and efficient in doing certain tasks.
Myers Briggs personality test, a self-assessment test, describes the way a person looks at work and makes decisions regarding the way the work should be done (Johnson, 2016). This personality test generally tells about the features and aspects of a person in terms of few features that distinguish the person's behaviour from others and in many organisations certain type of these Myers Briggs indicators work well due to their abilities. Many skills can be developed if required by knowing the skills required to be developed is a tough way and these personality tests make the process easier (Mackay, 2015). However, in many cases these tests are costly and the free version of the test can be less credential than the actual one for which the user needs to pay a certain amount. For this reason, many people are sceptical about using the self-assessment test.
Even though many people are already working in a certain position, many of them are not thriving in their position as much as they could if they had known about themselves better (Zepeda, 2012). When someone possesses ISFJ, that person is warm and sympathetic that indicates that working in a violent atmosphere like the army will bring career destruction of that person. A person with an ISFJ indicator can eventually contribute to the health care sector because this sector allows the person to apply the inner organised thorough protective behaviour towards the patient (Wermke, 2011).
 The test undertaken in class for assessing career progression in future was the Myers Briggs test and the result indicated that I am an ENTP. A person with the traits of ENTP generally shows extrovert nature in intuitive thinking while perceiving a certain situation creatively (O’Brien and Jones, 2014). This type of indicator allows to take challenges more welcomingly than the ones with ISFJ and also people with ENTP personality trait can easily thrive in the dynamic business world. In business, the dynamic nature of it brings more challenges that require on the spot solving or solutions that can be made as soon as possible and for such situation people who can be very much adapting to challenges rather than breaking down under pressure works well. Moreover, leading a workgroup also requires the mind of a person who can perceive the world from a different point of view to understand the person for whom work has to be organised by the person. The visionary feature of this trait can show that the person with this trait can easily understand the work and the aspects of the work that will create an impact in the future and with accordance to that, the person can create a vision that becomes helpful component for understanding the path in which success might come. In the business world, becoming obsolete is easy due to the constantly emerging new ideas by the competitors and so to remain relevant while leading the market, the employees of any organisation have to be creative and innovative enough to come up with upgrading plans before any other company in the industry. When an organisation understand the type of each employee, it can create work responsibility for those employees according to their trait and development paths can be designed based on such traits. When a person with an innovative mind is put in a career that includes the routine work daily, it does not let the person utilise the true opportunity the person might have in an innovative workspace. Product ideas and design is a work that requires a lot of innovation as it is one of the main options to create diverseness against the competitors. However, another scope in which ENTP can work better is in the advertisement section as new ideas for creating a promotional offer to attract the customers are also expected by the organisations. Use of Myers Briggs in understanding the type I have assisted me to organise the career options I might have because of its feature of telling the person about the strong features of the person. However, this personality test can become more irrelevant, when the person does not apply all the correct answers while taking the test. The test is conducted in an online platform and there is no way to know whether the person taking the test is providing actual answers (Creed and Hughes, 2012). When someone is not providing correct answers in the personality test, it creates wrong results and utilising of this result will provide no benefit for the person. Many organisations are sceptical in taking such test to analyse the employees due to this reason because the employees can alter the answers based on the post they want to achieve in the organisation. Such bias can lead to catastrophic results with higher cost in the evaluation of the employees (Williams, 2013). However, the test result has been helpful for me to understand the traits I have upon which I can rely to progress in my career decision.
[bookmark: _Toc29887240]The relevance of the insights gained from the test in Career Progression
As the result shows that I am an ENTP, it means that I am more enthusiastic about working in a situation where creativity is welcomed. For this reason, working in any company at a position where managing certain task is the responsibility I can do it better than the work that includes the task of taking complaints from the customers and write it down. Such routine systematic work will easily make me demotivated to work in that environment and that demotivation will eventually affect my work. On the other hand, work in which I can contribute more with idea generation, the work itself will act as a motivation factor for me. In such a situation, my enthusiasm to perform my task will reduce the cost of the company behind basic training rather I can focus on getting advance training that is required for my job. In such an environment where employees have found the work they can relate to makes the workplace much more productive than the ones that have employees with the wrong job position (Kidd, 2009). Another trait of ENTP is the ability of thinking and this can be helpful in problem-solving which is very much crucial in a dynamic business environment.
Generation of problematic situations are common in any business sector and so the thinking process of the managers is required to be faster and so I can do such work that requires problem-solving. With such trait, I can easily apply for the customer relationship team in any organisation as this department receives all the complaints from the customers that let the company know about problems they are facing in reaching the target. However, working in customer care centre can become a negative point for me if the task is to collect complaints from the customers and organise them for submitting it to the senior management. To leverage my features, I need responsibilities that will allow me to work with problems so that I can improve my abilities of problem solving. Moreover, a challenging atmosphere of the workplace will also be an enthusiastic situation for me to work in as I can adapt to challenges with fewer barriers. As an ENTP I can also go for the positions that allow me to work with many people due to the need for networking. In the business world, networking is one of the crucial components in learning about businesses that are working in the same environment. I can interact with people much more easily due to my perceiving nature and this nature allows me to see the perspective of other people that allows me to understand them better. Even in working in a team, I can act as the leader due to my understanding of the team members working style. For such cases, my ENTP personality trait can gain much more positive feedback and so I should avoid work that has routine systematic work that will require me to use no creativity at all.
Information from this self-assessment test has assisted me to form the list of options I have in career and the skills I can leverage to get ahead in my career. With the results generated from a proper self-assessment test where all the questions are answered properly, I can easily target my strength but at the same time I can also develop some skills at which I am not good. As an extrovert, it might become difficult in communicating with correct parties and with the knowledge of my own features I can remove this trait of mine.
[bookmark: _Toc29887241]Conclusion
The assignment has been helpful in analysing the self-assessment tool importance in developing the career options that a person might have. By analysing the result gotten from the self-assessment test, it has been easier to analyse the features that I have. Analysing the indicator type in the self-assessment test, I was able to learn more about the skills that I have and the contribution of these skills in the job sector. It has been helpful in learning about the skills and the ways these can contribute in any job sector. Overall, it has been a learning experience about the career development on which I can focus on along with the direction that helps me to improve my current skills. 


B. [bookmark: _Toc29887242]Reflective Report

[bookmark: _Toc29887243]Introduction
Knowledge about the job recruitment process is crucial for applying for a job because based on the rules and regulations applicants have to apply for those post. According to Sherfield and Moody (2009), the documents prepared for applying in a job position have to be in accordance with job advertisement that is prepared in a way that ensures the alignment with the activities to be done in the job.
[bookmark: _Toc29887244]1. Importance of Job Advert
Ohlsson and Borg (2010) stated that job advertisement includes the qualifications required by a company to perform a certain task within it. It might seem that job advert can include the position name and certain education qualification to get the attention of viable applicants among whom they can choose the right ones for the post. Even though the process might seem easier, I have seen the companies be more meticulous with demonstrating a job advertisement and going to such extents by the companies has some reasons. When I apply for a certain job in any company, I go through the job advert to know about the qualifications and experience I need to have. However, according to Kroth and Christensen (2009), companies have much more work before creating a job advertisement because without knowing about the activities to be performed by the persons for whom job advert is being published, it is not possible to describe the specifications to demand. In my opinion, job advert is important to know whether a certain job asks for experience in any sector and it also describes the job responsibilities to be carried out by the applicant if the person is recruited for the certain position.
According to Ali (2009), gaining the right candidates for a certain post requires the creation of a proper job advert that contain the proper qualifications and experience required to do the tasks and responsibilities of that post. For these reasons, I have found job adverts to be prepared meticulously by the companies where I have applied for jobs. Moreover, job advert is also a way of ensuring a discrimination-free work environment and organisations can face several legal difficulties if the job advert contains any clause that breaks the equity law 2010 (Barrett and Green, 2011). Person specification described in a job advert is useful to the candidates like me to understand the skillsets that are asked by the recruiter for jobs. When I cannot apply for a job for lacking certain skill, I can try to develop that skill to ensure the ability of mine to apply in future for such posts. Rouse (2009) stated that person specification is required to align with a job description which states the job responsibilities of the position and lack of alignment in these two can create faulty job advert. When a job advert is published with the wrong specification, companies that will increase the cost of training and development of the employees can recruit unskilled people. 
[bookmark: _Toc29887245]2. Importance of the Application of documents
Johnson (2016) stated that the cover letter contains a description of the person that inspires the recruiter to read further about the skills in the resume provided by the applicant. Resume or curriculum vitae is another document, crucial for any job, includes all kind of information about the candidates regarding the education, contact procedure, personal information, experience details that tell the recruiter whether the person's specifications match with the job description of the post (Mackay, 2015). I have prepared my curriculum vitae that contains all the information starting from my education details and personal information to my experience at workplaces in where I have worked previously. However, Zepeda (2012) stated that absence of cover letter makes recruiter less interested to go for the CV provided by the candidate as cover letter highlights the main points of the CV that tells the recruiter about the reasons to hire that specific candidate. I have seen the importance of creating a specific cover letter for each job because the specifications of the different job are separate from each other. When a cover letter is attached with a resume the recruiter generally goes through the cover letter to learn about the most important skills and information that is connected to the post for which the resume has been submitted (Wermke, 2011). I have learned the importance of job cover letter to be different to catch the attention of the recruiter because this one-page letter enabled me to get a call for an interview in many cases.
[bookmark: _Toc29887246]3. The relevance of Job Advert in the preparation of several documents
Job advert contains the job description that specifies the job responsibilities and person specification that tells about the skillset owned by the candidate to be able to perform the responsibilities (O’Brien and Jones, 2014). The description provided in a job advert works as the rules followed by the candidates to prepare the documents required in the job and to become relevant with the job advert the documents are prepared according to the advertisement. When there is a lack of alignment within the job advert and documents, candidates are often unselected for the call for an interview (Hanson and Brian McIvor, 2013). The reason behind this phenomenon is the wrong information presented in the cover letter that is required to be prepared separately for each job for which I apply for. Companies search for a complete cover letter that demonstrates the reasons to choose the candidate for the post and a generalised cover letter is unable to highlight the main factors to become more relevant to have the skill set required to perform the job.
For these reasons, I prepare my cover letter after going through a job advert thoroughly so that I can include each and every information in the cover letter that will be sufficient for the recruiter to become interested in my resume overall. Moreover, before submitting my resume for a certain job, I tailor my resume according to the company requirements because in many cases details for some experience is irrelevant.
[bookmark: _Toc29887247]4. The role of preparatory steps before interviews on performance.
Application with proper documents ensures that the company will call for the next step, which is an interview (Creed and Hughes, 2012). In my experience, for the preparation of interview certain tactics are crucial because lack of preparation can give other candidates a better chance at getting the job. For this reason, I try to ensure that I know about the company and job-related question answers properly by doing thorough research. Without knowledge about the background of the job position, it is quite impossible to impress the interview taker and also I always maintain punctuality.
Punctuality is demonstrated as an important role player in the interview because being late to an interview reduces the chance to get a job as that shows lack of responsible nature of the candidate (Williams, 2013). No company would want to hire employees who are late to their job and so I try to ensure better time management before my interviews so that I reach at the interview venue in time. 
The first impression is one of the most important traits to gain the trust of the interviewer and the outlook of someone's attire tells a lot about the impression the person might have made (Kidd, 2009). Dressing up properly for an interview that might be informal or formal is always preferable to me and I try to wear formal attire when I attend any interview so that I can start the interview with a positive note.
Knowledge is judged in an interview to check whether the person is credible enough to perform the job responsibilities (Mader-Clark, 2013). However, not knowing an answer to a question does not show that the person lacks knowledge rather pretending to know the answers and stalling the answer might irritate the interviewer, as I have experienced in my job interview. For this reason, I try to answer as much as I can and humbly deny the questions of which answer is unknown to me. Another crucial point in an interview is to prepare to introduce oneself to the interviewers and so I try to elaborate my introduction before each interview so that the introduction is tailored according to the post I have applied for.
[bookmark: _Toc29887248]5. Lessons are drawn from mock interviews and the ways it will influence career development.
To gain knowledge about the condition I have in case of attending an interview, I took a mock interview test so that I can improve the shortcomings I have. Mock Interviews can become much more appreciative preparation for any job interview because it increases the confidence in a job candidate about the abilities to attend an interview successfully (Ohlsson and Borg, 2010). In the mock interview that I attended, there were two main criteria and these were first impression and verbal behaviour and I already demonstrated earlier the importance of the first impression is crucial. In the result of my first impression, there was almost everything okay except my posture, which is the way of a person, sits and moves the limbs (Kroth and Christensen, 2009). I have a tendency to sit with my shoulder down which often seem like I have sit crookedly that shows that I am too relaxed in my sitting position. As the interview is a formal process, the posture should remain formal rather than relax that shows the informal way of sitting. To avoid such relax posture, I require to sit straight with my shoulder up that would show that I am maintaining a formal posture in front of the interviewer.
In answering the questions I did not hurry and in many cases, my answers were not completed properly. To become competitive against all other candidates, I require providing answers that demonstrate a better image of mine to the interviewers. When I was answering the questions properly yet without any hurry that might cause irritation to the interviewers. So I should avoid such incidents to show that I am focused in demonstrating the answers with enough information that shows my depth of knowledge and at the same time with less time that saves the time of the interviewers.
Another issue in my verbal issue was the use of informal speech in my sentences along with my lacking in demonstrating the strength I have. When I was explaining my weaknesses, I should also tell my strength so that it can be implied that the abilities to overcome these challenges are owned by me. Due to this mock interview, I can prepare better for the job offers that I may receive in my career in future and also it helped overcome my fear of interview even for a slight. Overall this mock interview helped me to learn about the ways I can improve myself and it will help me to eradicate the barriers that I might face in my career.


[bookmark: _Toc29887249]Conclusion
Knowing about the importance of job advert has enabled me to learn more about the documents that are needed for the application in a job. Two of the most important documents that are required in job application have been discussed thoroughly. The importance of job advert in preparing cover letter and resume has enabled me to prepare the document with more care. Moreover, the analysis of the interview has reflected about the bad sides that I tend to follow in a job interview and due to this mock interview, I will be able to improve the bad traits that I have during the interview. 
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Muhammad Ali
CONTACT WORK EXPERIENCE 
22 Hospital Street, Erdington, B23 6GA Birmingham
Phone: 07833252079; E-mail: ali_carel@hotmail.com

Personal Summary:
I am a hard working and highly motivated person who is looking for an apprenticeship that will involve on real projects with real responsibilities. I have decent interpersonal skills and the ability to present him professionally both face to face and over the phone. I always have a positive outlook; I can bring ideas to life. As a self-motivated individual I am keen to progress in the world, and seeking an opportunity to earn while he learns. Right now I am looking for the next step of my career, one that will come with accountability and the possibility of full time employment in the business field.

Summary of Educational Qualification:
High School
City Grammar School Karachi, Pakistan (1998)
Professional Qualification:
· Level 3 Diploma in Shift Management (2010)
· First Aid At Work Place Course (2010) 
· Level 3 Award in Supervising Food Safety in Catering (2010)
· Level 3 Advance Shift Management Customer Care and Hospitality Course (2012)

Employment History:
Crew Member in McDonald October 2008- September 2009
· Work in the kitchen preparing food.
· Front Counter-helping customers through the ordering process.
· Running the drive-thru
· Cleaning the restaurant, and completing other assigned tasks.

Shift Manager in McDonald October 2009- November 2013 (Hanworth, London)
Shift Manager in McDonald December 2013- September 2017 (Bristol Road Birmingham)
· Monitor compliance with health and fire regulations regarding food preparation and serving, and building maintenance in lodging and dining facilities.
· Monitor food preparation method, portion sizes, and garnishing and presentation of food to ensure that food is prepared and presented in an acceptable manner.
· Count money and make bank deposits.
· Investigate and resolve complaints regarding food quality, service, or accommodations.
· Coordinate assignments of cooking personnel to ensure economical use of food and timely preparation.
· Establish and enforce nutritional standards of dining establishments based on accepted industry standards.
· Review work procedures and operational problems to determine ways to improve service, performance, or safety.
· Order and purchase equipment and supplies.
· Schedule staff hours and assign duties.
· Maintain food and equipment inventories, and keep inventory records.
· Controlling labour and sales On Shift.


October 2018 - Present: UBER - Private Hire Driver 
· Picking up passengers from their collection point and listen to where they want to go. 
· Dropping off passengers to their destination by taking the correct and fastest route. 
· Help passengers unload any luggage, 
· Obeying all traffic laws. 

Key Skills and Competencies:
Professional
· A flair for identifying and solving problems.
· Working as part of a team.
· Ability to work under pressure.
· Good communication skills.
· Customer Care
Personal
· Not afraid to ask questions and speak up.
· Having a genuine interest in other people and enthusiasm to help.
· Inclined to learn new skills.
· Ambitious with genuine desire to learn and achieve

Hobbies
I always like to keep myself physically active by playing cricket as much as I can if time allows. As it helps me to relieve the pressure of everyday life as well as sharing the common enjoyment with people. I often socialise and like meeting new people. I also pursue an interest in music, films and take pride in my religion and culture. 

Reference:
More References Will be done Upon Request 
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TOTAL SCORE RANGE
% YOU’RE HIRED!!! 90 - 100
[« Resume was printed and presented in a professional manner *  Cearly explains how skills and qualities match the job description
* Showed up on time in appropriate attire e Asks thoughtful questions and demonstrates preparedness
* Demonstrates confidence through voice, body language, and eye * Maintains a professional attitude and demeanor
contact, ® Very clear and concise manner of speaking; avoids use of filler
* Provides detailed and specific answers to questions words
Sells skills and references previous experience ¢ Demonstrates above-average maturity (professional, anticulate, manners).
WE'RE CONSIDERING YOU... 80-89
¢ Resume was printed and presented in a professional manner ¢ Displays some skills and qualities that match the job description
e Showed up on time and in attire that was mostly appropriate o Asks some thoughtful questions and shows some signs of having
e Decent poise, body language and eye contact done research on the company and position
e Somewhat confident » Interviewee is usually professional when responding,
.

Provides specific answers to questions
® Sells some skills

WE MIGHT HAVE HIRED YOU, BUT... I
e Resume was not presented or needed work
¢ Showed up late and/or dressed semi-professionally

e Not enough poise, body language indicated lack of interest, some
eye contact made

o Confidence is not convincing

®  Specific answers to some questions, others too general

o Comes off as too inexperienced; vague in sellirlg skills =
DON’T CALL US, WE’LL CALL YOU...

* Resume was not presented *  Does not display skills and abilities that are relevant 1 the position

e Showed up late and/or dressed unprofessionally Does not appear to have done any company research and is

e No poise, poor body language and little to no eye contact generally unprepared

o Lack of confidence e Comes off as undependable and unprofessional
e Answers to questions are not sufficient, relevant or convincing e Manner of speaking is unclear, jumbled or poorly worded
o Inexperence is obvious * Interviewee needs more experience and maturity
[ADDITIONAL COMMENTS:
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Clear manner of speaking; used some filler words (um, uh, like, etc,)
Noticeable maturity (professional, articulate, manners).

60-79
Appears to have some communication problems
Skills do not match job description; lacks preparedness in research
Attempts to be professional when responding;

Manner of speaking is comprehensible, but sometimes a bit unclear;
frequent use of filler words (um, uh, like, etc.)

¢ Some maturity is evident (professional, articulate, manners).
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