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In the report, I intend to provide a concise summary of who I am, what I've achieved professionally up to this point, and what I hope to achieve in the future in terms of my skills and other professional assets and by reflecting on my professional life, I am able to gain a better understanding of the areas in which I am strong and where I need improvement while I must be aware of my shortcomings in order to work on bettering them, as well as the options that are now available to me for doing so.  I will also include any relevant background information. In order to accomplish this goal, I intend to implement a few of the tactics that have been covered in my classes and if there are any talents that I do not possess but are required for the position, I will explain how I intend to acquire those skills and what materials I will need to do so.

[bookmark: _Toc119582701]Recruitment and Selection 
A sum total of five questions were posed to me by the manager, who was also a member of the team that was entrusted with actually carrying out the interview, and I worked on this project alongside another student so, in short terms it was requested of us that we simulate a real interview for the position of Receptionist at ATB Ports. In the beginning, my fellow student and I registered for Microsoft Team, and then we entered a room with an instructor who was assisting the interview and observing whether or not we had the appropriate attitude, the appropriate academic vocabulary, and whether or not we were well prepared with questions while the professor was also observing whether or not we were well prepared with questions. In addition, we had to keep in mind that we needed to dress formally for the interview, which is why we opted to wear business attire and Because of the fact that we were being judged right at the start of the interview, I became aware of the fact that I was harboring some doubts about my own capabilities. After the initial stage, I started providing responses to the manager's questions, and I started feeling a greater level of ease as a result so after that, I needed to think of three questions to ask the manager during the interview to learn more about the position, the company's approach to employee management, and any perks of working there, such as in-house training or workshops. In addition, I wanted to find out if the company offered any opportunities for advancement and following the conclusion of my own interview, I was offered the position of manager and given the responsibility of questioning an old teammate who was also present for an interview over the position he is seeking for. I’m the conclusion, I was given the responsibility of responding to some questions that my colleague had regarding the role that she had applied for, and I was beyond thrilled to learn more about other businesses and professions and I would say that the outcome of this interview was that it provided me with a better perspective on the future career that I am seeking, as well as on the skills that I should focus on increasing, as well as on those skills that I do not have at all and should study so in other words, it gave me a better understanding of the future career that I am seeking. (Gibbs, 1988)
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You have to teach yourself how to motivate yourself if you want to be successful in life and get whatever you want out of it as you can not  always count on your parents, teachers, or supervisors to be the positive influences and sources of motivation in your life. As a result, you have to learn to rely on yourself and hone your own inner reserves of strength and This refers to an unshakable confidence in oneself that is not affected by external circumstances or events. When one has this much confidence in their abilities, there is no limit to what they are capable of accomplishing in their life and so, when you are self-motivated, you do a lot more for yourself than just give yourself the ability to cross items off a list. You do a lot more for yourself but naturally , it is a great deal less difficult to tell oneself to be more motivated than it is to actually do something about the situation. One of the reasons why our health has worsened over the past few years is because we spend more time indoors and less time outside enjoying nature. (Ackerman, 2018)

I consider myself truly self-motivated, and I also have the self-awareness to recognize my  own personal strengths and weaknesses in relation to the areas in which I want to improve  by instead of looking outward for validation or approval from other people in order to find the motivation to get things done, I am  focusing  my  attention inward. Instead of being motivated by a predetermined set of rules that someone else has imposed on me, my  motivation come from your own set of personal priorities and for example, on some days, it may feel as though I usually  look everywhere and anywhere to find anything that will assist me in completing your work even if the overwhelming majority of people, especially in the wake of the COVID-19 pandemic, are reporting feelings of exhaustion and apathy. (Weinstein & Nguyen, 2020)
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VAK – Visual / Auditory/ Kinesthetic
In the 1920s, psychologists created and developed the VAK Learning Styles Model where are three basic categories of learning styles: visual, aural, and kinesthetic. These are the three most prevalent methods that individuals learn new information, such as what we see through our eyes, ears, and skin are commonly referred to as our "visual," "aural," and "kinesthetic" sensations, respectively. (Finance Accreditation Agency, 2021)

Visual 
People with a preference for visual and spatial learning are more likely to retain information presented through visual aids such as presentations, movies, and graphs so, people who learn best through images and words have an advantage over others who have more difficulty comprehending text and they regularly invent and act out stories in their heads. (Accipio, 2020)

Auditory 
Auditory learning style is exemplified by those who read aloud to themselves or make lip movements, as characterized by the VAK Learning Styles, so for example, students who recall information most efficiently through auditory means may struggle to focus on reading and writing assignments. They believe that the best course of action is to address the issue with others and those that acquire information best through aural methods pay great attention to presentations. (VARK Learn, 2022)

Kinesthetic 
Those who retain information most well through kinesthetic engagement tend towards activities requiring physical movement and touch s, the learners who rely heavily on kinaesthetic cues like activities that allow them to physically interact with the material. They are more focused with locating a practical solution so, two distinct groups comprise the kinesthetic learning style: the first group wants to learn by motion, while the second prefers to learn through direct contact. (El Agha, 2021)

I am a Kinesthetic learner as I identify as a person  who retain knowledge most efficiently through kinesthetic means have a propensity to zone out when there is little going on in their immediate environment and also? frequently use glow-in-the-dark pens to keep myself  occupied and highlight important passages in the materials I  are reading. Moreover, as a type of reaction to the lecture, I  enjoy doodling or sketching so as a student, I usually  remain physically active throughout the class, and I am more likely to retain the offered information. 
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SWOT Analysis
Strengths: I have always desired a successful career in Front Desk office department as a receptionist , and I am confident that my passion and dedication will help me reach this objective while in addition, the fact that I pay close attention to detail enables me to better arrange my life, avoid making large errors, and, as a result, accomplish my goals more quickly and with a greater sense of security. (Daniel, 2022)
Weaknesses: In my professional life, I have a hard time saying "no," and as a result, I frequently overcommit myself by attempting to complete too many things at once and due to the fact that I frequently choose to keep quiet rather than share my thoughts and opinions on various projects, I have missed out on a great deal of possibilities and, more significantly, benefits. As a result of this, I have lost out on some really exciting opportunities. When I try to juggle too many things at once, I sometimes end up feeling overwhelmed, which leads to sloppy mistakes on my part. (Mind Tools Content Team, 2021)
Opportunities: Because of the role that I currently hold, I will have the opportunity to manage a group of people and observe how effectively delegating responsibilities works in actual situations, which will allow me to assess how well I do it myself so I I hope that by taking part in these specialized classes, I will be able to hone the skills I already have and acquire new ones. This will enable me to perform better at work and eventually land the position of Receptionist at ABS Ports that I have always wanted and I say this as someone who thrives on having a full schedule. (Cornerstone, 2022), 
Threats: The possibility that I won't be able to connect with my superiors and peers, which will inevitably lead to a decrease in the group's productivity and effectiveness, poses the greatest risk to my professional advancement and I am stating this due to the fact that I have not  been able to learn the newly developed methods of management or keep up with the most recent trends, others who are more qualified than I am are easily able to replace me in this role. (Martin , 2022)

SMART 
Specific: I have arrived at the conclusion that I need to develop abilities in areas such as delegation, interpersonal communication, organization, foresight, and strategy, so as a direct result of this realization, I intend to take courses in each of these subject areas. Because of the rapid and extensive recovery to normal  from the  of the COVID-19 pandemic , it was agreed to proceed in this manner because it is more reliable to attend a course personally than taking online courses. (Ho, 2022)

Measurable: In order to obtain the essential skills and knowledge in a shorter amount of time, I will need to spend a greater portion of my spare time to the process due to the online aspect of these trainings; however, I will continue to put what I learn into practice at my existing employment. (Low, 2021), 

Achievable: If I can get through the trainings and polish up my resume, I think I can apply for the receptionist position at ABS Ports. (Low, 2021)

Realistic: In an ideal world, multiple businesses that are interested in conducting interviews with me would get in touch with me to set up appointments. It is my intention to revise and resubmit my resume to a variety of online job boards in the coming days in the expectation that I will receive feedback from a few of the many businesses that are currently recruiting receptionists. (Wooll, 2022)

Timely: In order to achieve all the above-mentioned skills and take all the courses I will allocate a period of 3 months in which I will focus mostly on becoming a better version of me and at the same time, a valuable asset in ABS Ports Company.
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In conclusion, I have a very strong focus on achieving my goals, and I consider this ability to be my most valuable asset due to the fact that it is the primary factor behind my present level of success. Although I am well aware of the fact that there is always something new to learn, I also recognize that I am a very ambitious person who enjoys working hard toward her goals, regardless of how difficult the path she chooses or how many hours she must put in to achieve them. Despite the fact that I am well aware of the fact that there is always something new to learn, I also recognize that I am a very ambitious person. In all honesty, I am well aware of the reality that there is never a shortage of new material to learn.
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Professional Career Development





1. How would you describe yourself in relation to the experiences you have had in your work life? 



2. How would you deal with the stress at work if many problems sprung up at the same time? 



3. What aspects of your new role as receptionist at ABP Ports are you most looking forward to? 



4. Are you able to talk about the things that you struggle with? 



5. Why are you leaving your current job? 
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alex job description.docx
                     Job description Receptionist



Receptionist Responsibilities:

· Greet clients and visitors with a positive, helpful attitude.

· Assisting clients in finding their way around the office.

· Announcing clients as necessary.

· Helping maintain workplace security by issuing, checking, and collecting badges as necessary and maintaining visitor logs.

· Assisting with a variety of administrative tasks including copying, faxing, taking notes, and making travel plans.

· Preparing meeting and training rooms.

· Answering phones in a professional manner, and routing calls as necessary.

· Assisting colleagues with administrative tasks.

· Performing ad-hoc administrative duties.

· Answering, forwarding, and screening phone calls.

· Sorting and distributing mail.

· Hiring, managing, and developing the junior administrative team.

· Provide excellent customer service.

· Scheduling appointments.

Receptionist Requirements:

· Associate’s or bachelor’s degree in a related field.

· Prior experience as a receptionist or in a related field.

· Consistent, professional dress, and manner.

· Excellent written and verbal communication skills.

· Competency in Microsoft applications including Word, Excel, and Outlook.

· Good time management skills.

· Experience with administrative and clerical procedures.

· Able to contribute positively as part of a team, helping with various tasks as required.
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		Alexandra MARIA Cozma

Address: 05 Gunning Street, Tel :07500433180

Email: Alexandra.burghelea@yahoo.com



		





Experience

		2015 tO 2017

Customer Service ZARA





		2017-2018

Supervisor (Housekeeper), Compani: WGc







Education

		2010-2014

HIGH SCHOOL, ECONOMIC PROFILe





		2014-2016

calculation and data TECHNIQUE, LEVEL 2 diploma in reception services







Skills

		Problem-solving

Written and verbal communication skills.

Ability to work under pressure



		Attention to detail

Adaptability

Professional phone etiquette









Activities

· Team sports.

· Volunteering.

· Blogging.

· Club membership.

· Painting & Drawing.

· Cooked
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