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[bookmark: _Toc58582728]Introduction 
Reflective practice is a continuous learning process which helps an individual to learn from experience. The aim of this report is to analyse the skills which I have achieved from taking part in the role play and from my experience. I will try to find out the area in which I have to develop my skill to achieve success in the chosen role. I played the role of an interviewer in the role play. My personal goal is to become a delivery manager for family court in the ministry of justice in future career and for that, I have developed questions about the topic. I will provide different types of things to the court. This service will include result court files in the police national database, liaise with probation, make sup file, update court store, Law Firms, Immigration, Prison, Check court rooms on weekly basis and update the database, Fix any issues with printers and PC’S etc. I will focus on the role play along with my personal experience while playing the role of a delivery manager for family court. 
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If I want to play the role of a delivery manager for family court in my future career than I must have to develop some of the skills.  But I think that I have some of these skills already. I have achieved those skill while performing the role an interviewer and my past experience. Those skills include:  
Self-management: The ability of an individual to control emotion, thoughts and behaviours for the purpose of achieving objectives is known as self-management (Kawi, 2014). Every individual should have this skill because without it an individual will not be able to achieve success. I have achieved this skill from the role play. In the role play, I had to ask 5 questions in five minutes. That means that I cannot ask more question even if I want to. I was able to control my emotion and behaviour there and only ask 5 key questions and finish the task within time. If I have to have the chance to take part in role-playing than I might not be able to achieve this skill of mine. This is among the most important employability skill because emotion clouded an individual ability to make a sound judgement. A delivery manager for the family court will have to take different decision putting aside emotion. I think I can do that and this made me employable thanks to the role play. In the court, I always have followed the given orders and for that managing, myself effectively will be required.         
Communication: Exchanging information by using different media with others to share what an individual is feeling or thoughts is known as communication (O’rourke, 2015). An employee in any role will not be chosen if the employee does not have the skill of effective communication. Both verbal and written communication is important in this regard. I am thankful that I had the chance to take part in the role play. I knew that the success of this will depends on my communication skill. That is why before starting the role play I have conducted research on how to establish effective communication. Some of the process which I have followed includes learn from an effective communicator, read books and join in the different online seminar. The role-play was an examination of my communication skill. I can say that I was successful in it because the interviewee was able to understand the questions which I have asked ad give proper feedback. These are the evidence that I have this skill and the role-play helps me to achieve that skill. If wants to play the role of a delivery manager for family court effectively, I need to communicate with different parties effectively. Without that, playing the role will be difficult.            
Teamwork: The collaborative effort of two or more individual to achieve a common goal is known as teamwork. The role-play in which we had taken part was teamwork. We need to make sure that we have the same career goal and I ask question and partner of mine will answer the questions (Chiu, 2012). If one of us failed to do that than the purpose of the role play will not be achieved. That is why l along with my partners practice this several time so that the effectiveness of the role play can be ensured. In this process I have understood the process of team building, allocating task and most important common goal achievements. I and my partner were able to achieve success in it as the teacher seemed appreciated the effort which we have made. Every employee of an organisation is part of a team and I as a delivery manager for the family court will have to work in a team. This means that role-play helps me to gain one of the most important employability skill. This might help me to achieve desire job. Ensuring justice for everyone is the aim of a court and I can help in the regard by making sure that the related parties will have all the necessary information’s.     
Problem-solving: This is the act of defining a problem, determining the causes of a problem, identifying the appropriate solution for the problem and implementation of the best solution to solve the problem is known as problem-solving (Bihunova, Vorobiova and Fridrikh, 2019). I achieve this skill from personal experience and improve the effectiveness of that in the role play. I did work as a volunteer in a different public awareness programme. There I have faced a problem like unable to find people, increase the interest of the people and deal with the insult of the ignorant. There I have learned the way which can be used for the purpose of solving the problem. While preparing for the role play I face the problem of which role I will play. There I have used the skill which I have in term of problem-solving and I was able to achieve success. This skill is been considered as an important employability skill because an employee like a delivery manager for the family court will have to face a different problem. I may face a problem like delivering the right information and the right time. I have this skill and it will help me to solve the problem.     
Research: This is the process of careful consideration of a subject and reaches to the conclusion by analysing information (Miller, 2013). To do anything this is the skill which an employee must need to have. While I was preparing for the role play I had to research the question which I will ask the interviewee. To do that effectively I have started to dig and understand that there are lots of information which I can use but not all of them is authentic. By careful consideration, I was able to find out the authentic information about the delivery manager for family court and the question which I will ask. The questionnaire which I have prepared was effective and it seems that teacher did not complain about it. If I did not have the chance to take part in this process might not be able to achieve this skill of mine. I can use this skill in my professional life as well because there I have to determine the delivery manager for family court objectives based on research.    
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There are areas in which I have to develop my skills and this is important because without these I will not be able to achieve success in my future profession. Some of those areas include:  
Resilience: This is the ability of an individual to recover quickly from difficulties and toughness (Green, 2014). An individual who wants to enter into a challenging career like marketing, this is a skill to have. When I was playing the role of a volunteer I find it hard to overcome a failure or problem. This reduces my effectiveness as a volunteer because I was not able to focus on the given task effectively. I can see that problem exist. To prepare for the role play I had to create time and for that, I had to sacrifice entertainment time. But I was not able to get that out of my head which I was preparing for the task. That made it clear for me that if I want to achieve success I have to develop this skill of mine. A delivery manager for the family court will need to have the ability to deal with change as this might help to achieve success. For that, I need this skill.          	
Critical thinking: The ability of an individual to think clearly and logically to develop a connection between ideas is known as critical thinking. I have to lack in this regard. There are many examples which I could think of, helps me to understand that I need to develop this skill of mine (Harvey, 2018). For example, while preparing an assignment I paraphrase from a source without considering the authenticity of the information presented in the paper. That cost me a huge amount of marks and I was not able to get a good grade. If I can develop this skill of mine then it will help to achieve success in professional life as well.     
Learning ability: An individual must have to develop the ability to learn quickly from a situation or from something. But I feel that I have to lack in this regard as I have taken time to learn from something. For example, in the class, some of the friends can get what the teacher is saying quickly but I face problem to understand that and it a long time. For this, I think a huge amount of time wasted which I could have used in other productive tasks. When I will enter in an organisation as a delivery manager for family court I have to learn different things and quickly. I have to learn how the task of a court works and only then I will be able to help and ensure that the service which I provide is effective.    
Decision making: The selection of the most appropriate actions between available options is known as decision making (Helfand, 2017). But this process must have to be effective that means that I need to have the ability to choose the appropriate option. In my academic life, I have made some of the decision which has proven wrong in the end. One of that decision was waiting for the last date to submit my assignment. Because of the network connection, I was not able to submit that assignment in which I had to pay penalty and submit it again. But in professional life, I will not have this opportunity and for that, I have to develop this skill of mine. 
[bookmark: _Toc58582731]Personal Development Plan 
This plan is for the skills which I have not. Developing PDP will help me to make sure that I have all the skills required to perform the job.   
	Development areas
	Actions
	Resources
	Success Criteria
	Time

	Resilience 
	1. Read books on resilience.
2. Try Yoga/meditation to improve mental ability 
3. Get help from an individual who is good at this.  
	Books, library, experienced individual 
	Achieve the ability to overcome difficulties easily. 
	December 2021

	Critical thinking 
	1. Admit to an online course. 
2. Take teacher suggestion. 
3. Watch video on YouTube. 
	Computer, mobile, internet, teacher
	Able to think critically before making a decision. 
	July 2021

	Quick learning 
	1. Read books by taking teacher suggestion. 
2. Always try to use the skill in real life. 
	Books, library and real situation. 
	Able to learn quickly and effectively. 
	July 2022

	Decision-making
	1. Try to evaluate the effectiveness of every decision. 
2. Admit in an online course. 
	Computer, mobile, internet and evaluation criteria.  
	Able to take an effective decision which ensures my best interest. 
	December 2021
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[bookmark: _GoBack]Role-play has an important impact on my employability skill achievement. Because of this, I was able to acquire skills like self-management, communication and teamwork. Other two skills which I have includes problem-solving and research. I have developed these two skills of mine from my personal experience and use it in the role play to make sure that I achieve the objectives of the role play. After reflecting on the task which I have done, I understood that I have to develop skills like resilience, quick learning, critical thinking and decision-making. The PDP will help me to acquire these skills and I will able to become ready for the chosen job role. The plan which I have created will enable to me achieve all the skills necessary for performing the role of delivery manager for family court.     
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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 

	
Delivery Manager Family Court – Ministry of justice 

	
How did you learn about this vacancy?
	Workplace / Civil service website 



	1. Personal Details

	Title
	
Mr

	Surname
	
Khan

	Previous Name
	
Abdul

	Forenames
	
Munaim

	
Address

	

*



	Post Code 
	


	Telephone number
	

	Mobile No
	07572383357

	E-mail address
	
*

	National Insurance
Number
	
*


	




	1a. Additional Information
	
	
	

	Do you hold a full, clean driving license valid in the UK? 

	Yes
	
	
	

	Do you have the right to work in the UK without restriction? 
(Proof of right to work in the UK ID will be required)
	Yes
	
	
	




	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
	Ministry of Justice 

	
Address

	Thames Magistrates Court 
58 Bow Road 
London

	Postcode
	E3 4DJ 

	Job Title
	Case progression officer / Digital support officer 

	Dates of Employment
	From

	Feb 2010
	To

	Present

	Reason for leaving
	
	Salary
	*

	
Brief outline of main responsibilities and key duties
	· Result case files on to the Police national database 
· Liaise with Probation, Crown Prosecution Service, Police, Public, Law Firms, Immigration, Prison
· Prepare remand warrant on the system and send off to prison
· Distribute case files to the court room 
· Update court store 
· Make up file
· Check court rooms on weekly basis and update the database 
· Fix any issues with printers and PC’S 
Report to I.T suppliers if problem can’t be fixed   






	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
	Finstead Pharmacy           

	
Address

	209 Hoxton Street 
London 


	Postcode
	N1 

	Job Title
	Store Manager                 

	Dates of Employment
	From

	Nov 2005
	To

	Feb 2010

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	· Stock control check 
· Managing delivery of medicines to nursing homes
· Collecting prescriptions from doctor’s surgery’s
· Liaise with suppliers for store orders 
· Banking store takings 
· Count takings end of the day 
· Manage sick attendance, disciplinary and performance of staff
· Manage staff trainings
· Deal with customer complaints
· Replenish stock 
· Liaise with customers on any issues regarding prescriptions        







	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





	Previous Employment
	

	Employers Name
	

	Job Title
	

	Dates of Employment
	From
	
	To
	

	Reason for leaving
	
	Salary
	

	
Brief outline of main responsibilities and key achievements 
	





Please continue on a separate sheet if required.
	3. Formal Qualifications and Training & Development
Continue on a separate piece of paper if required. You will be required to provide original qualification certificates  if successful.

	

	 Secondary Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	GCSE’S 

English

Maths 

Science

Bengali

IT

History

Drama

Religious Education  

ART

Geography
	

1999

1999

1999

1999

1999

1999

1999

1999

1999

1999
	

GCSE

GCSE

GCSE

GCSE

GCSE

GCSE

GCSE

GCSE

GCSE

GCSE
	

C

D

C

A

C

B

C

A

E

B
	

AQA

AQA

AQA

AQA

AQA

AQA

AQA

AQA

AQA

AQA



	 Further/Higher Education Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	Betec National Diploma 
	2001
	3
	Merit 
	Edexcel



	Professional Qualifications 
	
	
	
	

	Name of Qualification 
	Date Gained 
	Level
	Grade
	Awarding Body

	
	
	
	
	





	CPD / Training and Development
	

	Brief description / course title 
	Date Taken 

	








	





	4. Interests and hobbies
Please provide details of your hobbies / leisure activities / voluntary work

	
I like to watch and play football during my spare time. I have been supporting Liverpool since the age of 7 years old. I have been few Liverpool games but most games I watch on sky. I also like playing snooker with my mate. I like reading the newspaper and watching TV during my spare time. I have young family, I have 2 children, one is nearly 4, and one is 9 weeks old. I like spending time with them.  As a family we go out much as we can. 















	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
	Khalil Rahman

	Job Title
	Team leader 

	Employers Name
	Ministry of Justice 

	
Address

	58 Bow Road London

	Postcode
	E3 4DJ

	Telephone Number
	
	Ext. Number
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	
Yes        X      No



	References 
	

	Name of Referee
	Azad Ali 

	Job Title
	Pharmacy Technician  

	Employers Name
	Finstead Pharmacy

	
Address

	309 Hoxton Street London

	Postcode
	N1 5LX

	Telephone Number
	
	Ext. Number
	

	E-Mail Address 
	

	Are you willing for this referee to be approached prior to interview?
	
Yes       X    No





	6. Reason for applying

	

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

	
The reason I am applying for this position is I feel I am ready to take next step in my career. 
I have been working at Thames Magistrates court for over 10 years and feel the time is right to move to the next level. The position of delivery manager excites me, and I feel this is the perfect position for me in my next chapter in my career. I feel I could give so much being a delivery manager as I have the necessary skills and experience. I have skills in customer service, delivering excellent service through communication and presentation, Communication and excellent verbal and interpersonal communication skills built from a variety of environments enable me to interact with people on different levels regardless of backgrounds ability or age. 

I have great deal of experience of managing people as in my previous employment I was a manager in a pharmacy managing 10 people. LEADERSHIP AND DIPLOMACY: able to think accordingly to the situation and evaluate fair advice and support initiate, able to use my intelligence whenever required and work well to meet deadlines and keep myself occupied. I am proactive in my approach and can use my ideas to work unsupervised, good team player demonstrated throughout working in small teams in small environments and working together to complete tasks and create a good working ethos. 

PROBLEM SOLVING: strong analytical skills and the ability to use foresight threw lateral thinking to solve problems even before they arise and provide effective solutions. 

MICROSOFT SKILLS: Microsoft word, Excel, Power Point 
 
SOFT SKILLS: Time management, prioritising skills and highly organised 

 














	Please specify how you meet the criteria for this role.

	MANAGING A QUALITY SERVICE

Majority of the calls I took whilst with the London ambulance service, had to do with patients who were in some form of distress, and more often than not were upset and incapable of expressing themselves, the end result of this was that the patients who really needed urgent care did not receive service on time, or we occasionally had a high volume of ambulances sent out for in appropriate ailments, this of course was a drain on resources and manpower

One of such call comes to mind, where upon connection with the caller the gentleman claimed to be having a heart attack, and that he was hard of breathing, he claimed to be fighting desperately for every breath yet he could communicate with me in coherent sentences based on the prima facie information he had given to me I would have sent out an ambulance out immediately, but using common-sense and the aids given to me during my intensive training upon joining the service I probed further, asking him where he was, what he was doing at the moment and checked to make sure his ABC’s were all functioning: he was smoking whilst on the call and he suffered from asthma, I asked if he was alone, or with his carer at the time, who told me that all he had to do was take was his asthma pump and that she was on hand should his breathing get any worse to take him to the nearest A&E and that he had a history of calling the emergency services
The next day I spoke to my team mates and told them about the problem I had faced with the system, and I advised them that they should always probe more where necessary to get the appropriate outcome for our callers. During my weekly call review my line manager commended me on my efforts, reiterating that I had avoided wasting and misdirecting resources and man power to someone who didn’t require that level of urgent care, thereby managing the integrity and quality of the service.

MAKING EFFECTIVE DECISION
Prior to joining the civil service, I worked for the London Ambulance service, my primary role was to answer calls from the public on the 111 non-emergency line, triage the patient and based on the information provided and the use of our pathway’s software make effective decision as to the welfare or appropriate care level for the patient.
I took a call from a patient who had been a frequent caller in a short amount of time and had reported numerous bruises. I assessed the patient and asked to speak to an adult as she was a youth, she had on previous occasions always claimed to be home alone and having examined her previous call logs realised that a social services referral had not been made and that she had on all previous occasions failed to go to the urgent care centre as advised, I put the caller on hold, passed on my concern to the trained  nurse on duty who further assessed the patient and made a social service referral to the callers address, turned out the caller was a victim of abuse and the matter was escalated to the appropriate services and the caller was put in care
By utilising the information and careful probing of the situation I was able to make effective decision regarding the caller’s real problem, and in that process, not making the same error from previous call logs
Delivering at Pace
In my capacity as a member of the Post Court Team, within the magistrates court we have constantly hit our resulting targets, on a number of occasions surpassing the targets set for us, making sure all the urgent files are dealt with in a timely fashion, resulting and checking all the files thereby ensuring all the bail or urgent results are received by the electronic monitoring team and in the case of warrants the police receive all the relevant paper work in a timely fashion, this has been key to delivering service at a pace and promoting public confidence in the court service..
A defendant was remanded at Thameside Prison and was dealt with via video link at the court, the defendant was given conditional bail, and was to be released on the bail conditions imposed by the courts, I was working on non-urgent matters at the time, as we were short staffed at that time of day and given the sensitivity of the matter I spoke to the team leader about prioritising the urgent work coming out of the court, I made sure that the file was resulted within 15 minutes, checked and emailed to the relevant prison ensuring that the defendant was dealt with swiftly and not held unjustly in custody, making sure that all relevant stakeholders were aware of the changes in the defendant’s 
circumstance, as a direct result of my action the defendant’s release on bail was processed swiftly.





















	7. Declaration

	
Please complete the following declaration and sign it in the appropriate place below. 
I certify that:
· All the information given to me on this form is correct to the best of my knowledge
· All questions relating to me have been accurately and fully answered
· I possess all the qualifications which I claim to hold
Signed:                                                                                                                 Date:28.11.20

Print Name: Abdul Munaim Khan
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