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1.0 Introduction
This report will show my level of readiness for employment based on the skills I have acquired and the knowledge I have gained. In achieving this, this report will assess my areas of strength and weakness to see which of the relevant employability skills needs to be improved on. Furthermore, I will establish a personal development plan for the skills I need to gain and how I intend to gain those skills. 
2.0 Lifeline 
From my assessment I have made major development and achievements in life. One of them is finishing university in my home country. This equipped me with the relevant knowledge needed in the work environment.
Another major achievement was when I secured my job as customer advisor in my current organization. In the short run, I seek to finish this course and in the long run get a promotion in my current organization or a higher position as a sales manager in another organization.
From the graph below, my high point was when I graduated from university in my home country at 25. Another high point was when I got a job at age 26. My third high point was when I started studying at the university in England at 27. In the future, from ages 30 to 35 I intend to finish my studies and get a sales manager.
My low points occurred within the ages of 20 to 30. During this period, I fell ill and it delayed my studies in my home country. Also, when I moved to the UK to look for better opportunities, I had difficulty getting a job because in my desired sector because of my lack of relevant experiences.
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Diagram 1: Lifeline 

3.0 Recruitment and Selection
Recruitment and selection are an important part of the process organizations engage in when they intend to improve on or to add to their existing work force. Organizations tend to look out for certain qualities that matches the job description and position. In achieving this, organizations engage in recruitment and section process to get the right candidate for the job (CIPD, 2021)
In my role play, in task 1 of this report, I engaged in a recruitment process where I played the role of the candidate seeking employment for a customer advisor role. The questions in the interview were structured in such a way to know more about myself. For example, on the question requesting about myself. I commenced by stating my professional experience as a customer sales advisor with about 4 years working experience. In addition to this, I stated the relevant functions that the position carries out. i.e.  giving relevant informations about service like cancellation,delays, ticket prices and .boarding customers on the buses. My reason for establishing this was to give evidence that I could carry out similar functions and responsibilities that the role demands. I also indicated that in my previous role I had made impact by increasing the overall sales by 5%.
Furthermore, I was asked what attributes I can you bring to this role? This question is important because it ensured that the person being selected had the requisite attributes for the job description. I noted that I was a responsible and hardworking individual. I also established that I had good communication and interpersonal skills with the ability to adapt to new concepts. More importantly, I established that I have good time management skills. I concluded this question by supporting it with evidence where I had received numerous positive feedbacks from customers for helping them buy ticket online and established my ability to multi-task, which an essential attribute of the role. 
Also, in order to test my problem-solving skills, I was asked a question of how I have dealt with rude customers. I understood the question was critical as it will determine how I would respond to a rude customer if I was given the job. Luckily, I had encountered such situation. What I did to the customer was to persuade him to first board the coach, and as a way of resolving the situation, I gave him a voucher of 50% off the next travel ticket. My manger was really pleased with my initiative and how I handled the situation.
Finally, the interviewer asked about what I wanted to be in the next five years. According to my understanding, the question wanted to find out my future plans. I responded by stating that because I was an enthusiastic person with strong working skills, I see myself progressing in my current organization and also help use the skills and experience I will get to train other new staff that apply for similar position. 
4.0 Self-motivation
Self-motivation is the ability to keep pushing to do something. When looking at the concept of self-motivation, there are certain factors to consider. One of this is self-confidence and Self-efficacy. It is necessary for one to have self-confidence and believe in him or herself in order to succeed (MindTools, 2019) Also is the need to have Self-efficacy. This is the belief in one’s to ability to succeed and achieve the goals that we set for ourselves From my observation, I have discovered that I do not have much self-confidence and it something I intend to work on. 
Another factor to consider is the need to have strong goals and focus. Goals gives one a sense of direction. I like to set goals for myself whenever I want to achieve any task. This pushes and motivates me to achieve them easily. 




5.0 Learning Styles
Different people have different learning styles and how they understand things (Mullins and Christy, 2016 p.160).  As noted by Cameron, for instance in an academic setting, good grades come from knowing what and how to learn (2007, p 49). 
There are recognized learning styles such as visual, auditory and kinesthetics learners (Victoria State Department of Education and Training, 2007). Visual learners are good at understanding things through observation. Their greatest strength lies in understanding things through signs and visuals. I fall under into this category of learning because I find it easy to understand with visual images and diagrams. For auditory learners, they learn and understand things by listening. They  have the ability to be good listeners.  These types of learners also can understand things easily through dialogues, recordings and review directions.  I also fall under the under this learning category. This is because I have good listening skills and I know how to pay attention.
Finally, there is the kinesthetics learners. These learners have the ability to understand and process things they can touch. They are noted for having the ability to solve real life problems. 
6.0 SWOT Analysis
SWOT analysis is a tool that can very useful for one’s personal development. An article by the UK Charity Commission on SWOT analysis noted that the tool helps one in identifying his or her strengths, reduce weakness, exploit opportunities and spot the possible threats. 
S- Strengths
I have a good number strengths which I have observed personally or have been told by other I possess. These strengths have assisted me in my personal and professional life over the years and I have shown this in my workplace environment. These are:
1. Team work: I have good teamwork spirit and I like to collaborate with people in achieving the goal of any task.
2. Good IT Skills: Good use of Microsoft tools and computer application.
3. Personal Attitude: My personal attitude towards anything is to achieve excellence and high standard.
4. Customer service experience: I have good customer and interpersonal relationship with people 
5. Good Analysis
6.Communication
7. Good eye for detail: I am very meticulous as I like to achieve excellence and high standard. 
8. Good Marketing Skills 
9. Excellent sales skills.
10. Honesty.
W- Weakness
I have some recognized weakness which sometimes poses limitation to my ability to perform effectively. From my observation, some of them are occasional lack of motivation especially when I am not interested in the task; occasional lack of focus on desired goals; weak presentation skills; limited language; not social media active, not so focused on goals; not so confident achieving higher goals; The need to work on time management skills. 
7.0 Johari Window
This is a self-evaluation and assessment tool that helps one to properly understand ourselves better. It can used for personal development and improving communication. It has four windows of assessment. They are the open area, blind area, hidden area and unknown area.
Based on my personal evaluation over the years, I have realized that my open area are my communication skills, good personality, teamwork, good analysis, good eye for details and my ability to understand things easily auditorily and visually. With regards to my blind area, I have been told that I know how to multitask and resolve issues at work in a calm manner. It should be noted that this an attribute that I never personally observed but I was I told based on the observation of my colleagues.  
As regards my hidden area, I like to keep to myself sometimes and this makes to keep my personal life away from work. I hardly share details of my personal life with work colleagues. I refer to just focus on work when I am at work. I try my best not to discuss about my relationship and finances as well. I also try to improve on my open area to always the become the best version of myself whenever I am at work. As for my hidden area, I make attempt to make my hidden areas more open so that I have more friends and gain the trust of other at work when they are discussing their personal relationship. I realize that this might be helpful in dealing with anything that I might be going through in my personal life and get feedback that might be helpful from work colleagues which could in turn develop me personally and career wise.

8.0  My Personal Development Planning 
Having good understanding and knowledge of my skills is necessary for the development of my personal life and my career. This is very important because it will enable gauge my area of strengths and weakness. It will enable me to develop my strengths and work on reducing my weakness. In achieving this, I will establish a personal development plan that will highlight both my long- and short-term goals. 
In the short term, I intend to finish my SIA security course; build time management routine and keep daily journal. These short-term goals are expected to be achieved within 6 months to 1 year. 
In the long term I intend to finish my education. I also intend to open my own online business and get a management position in the sales and marketing field. These long-term goals are expected to be achieved within 2 to 3 years.
9.0 Conclusion 
The workplace environment demands various skills that many employers seek to find in prospective employees. This work has shown through the role play the skills and experiences I have in preparation for a workplace environment. Furthermore, I prepared a lifeline chart that showed my high and low points in my career and personal life. This report also identified the kind of learner I am. This was identified to be visual and auditory. Also, the report used the SWOT analysis to identify my strength and weakness. This work also established my personal development plan and the various skills needed in a workplace environment. 
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11.1  Appendix 1
Job application form
[bookmark: _kpr05n82n26c]
Application for  – COSTUMER SALE ADVISOR
[bookmark: _zidixfu2h1to]Your details

Name: EWELINA HALINA SERDYNSKA

[bookmark: _obvz8px9oj35]Education and training
Please give details:

	
Be computer literate with a good level of written and communication skills
Have a excellent interpersonal skills
Be comfortable working in small team environment
Be adoptable to lone working
Be well organized with demonstrated ability to prioritize multitask











[bookmark: _qhulv5cexz75]Qualifications
Please give details:

	Emergency First Aid at work Certificate
Highfield level 2 Award for CCTV Operators (Public Space Surveillance) in the Private Security Industry Certificate
Hotel Technician Diploma
Marketing Management Diploma










[bookmark: _97j1ykgd1f2u]Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: National express

Job title: Customer Advisor

Length of time with employer: 4 years

Reason for leaving: Lack of promotion
Duties: 

	
Assist passengers in boarding the right coaches going to Stansted Airport
Provide valid tickets for passengers, also to check the pre booked tickets
Give the relevant information about the service time and delays
Assist in resolving complains in relation to the costumers travelling needs and also directing the passengers to the relevant authority where they receive help











[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	
In my previous job I was Cleaning operative, so I had to be focus on details and to report any damages on the floors, also I had to answer any phone calls and to order new stock.
I learned communication skills and how to work in a team. 











[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	
I am a hardworking, self-motivated, reliable and responsible person and I’m applying for this job because I would like to improve my skills and to get more experience. My passion is helping people and solving difficult situations. I possess good interpersonal skills and I have the ability to communicate at all levels. I am good at working as individual as well as in a team. I have the willingness to learn, develop new skills and I easily adapt to new concepts. I have a dynamic approach to work. I am very friendly, and I can work among people of different nationalities, tender, age, and sexual orientation.




















[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? Yes / No
[bookmark: _t2k2hyav6xgs]References
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission. 
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]Declaration
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

Name: Ewelina Serdynska

Signature:

Date: 

11. 2 Appendix 2
5 questions:
1. Can you tell me about yourself as a Professional?
2. In our application I see that you have good sales and marketing skills, Can you tell me more about it?
3. Would you like to tell me about scenario when you was working under pression? What did you learn about it?
4. What skills from your previous job can you bring to this organization?
5. Where do you see yourself in next 5 years?

2

