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[bookmark: _Toc57481522]Task 1 
As I look forward to apply for the post of Assistant Manager of a reputed corporate concern, it is extremely important that I assess myself and the skills that I have obtained over the course of time as well as from past experiences, prior application. According to Hollensen. et.al., (2016), Assistant Managers act as the supporting factor for the GM of any firm and are therefore entrusted with the responsibilities of multi-tasking, efficient running of management and administration as well as completion of specific targets within a stated time frame. I have tried developing the skill set required to become an efficient Assistant Manager, and have worked hard for the same. I looked into the aspect of fluent oral communication and have managed to master it along with acquiring the key elements required in order to develop time management and proper leadership qualities. As stated by Hollensen. et.al., (2016), another important criterion in this regard is the aspect of impromptu decision making and quick analyzing and problem-solving skills. Although, I have developed the instinct of easy problem solving to a certain extent, I still need to work on developing the right aptitude required for providing prompt solutions to existing problems. Moreover, despite the fact, that I have always had the orientation and sincerity that is essential for achieving any form of target, it is important for me to develop the better skills of interpretation and moderation of the same. I have therefore tried implementing and analyzing myself on the basis of the parameters set by the SMART Objectives. 
[image: ]According to Bjerke. et.al., (2017), SMART Objectives can be defined as an evocative cipher, that provide guidance in setting up of certain objectives and guidelines essential foe development of proper personality suitable for the corporate world. The SMART Objectives include the following terms: S stands for Specific, M for Measurable, A for Achievable, R for Realistic and T for Timebound. 
Specificity: In the present world of business, every aspect demands specificity. It is extremely important to pin point every angle of a target, in order to ensure that it can be successfully completed within the stated limit. According toBjerke. et.al., (2017), the quality of being specific is one of the preliminary factors that needs to be present in an Assistant Manager of an esteemed concern. I have therefore looked into this section very carefully, and have tried to implement the quality of being specific from all directions. Furthermore, I have tried to apply the action of being specific in all profiles, both personal as well as professional, and am therefore hopeful that it would be reflected in my overall personality development and in general career growth. 
Measurability: As an important part of a reputed and running business, it is of utmost importance to understand the exact proportion or amount that meets the required criteria and expectations of the firm. The act of being measurable gives a fair bit of idea and establishes various ground rules and concepts that need to be followed in order to achieve the target set by the company. I have therefore practiced the act of being extremely analytical from all angles and regarding every aspect concerning a business. I have, however, realized that I still need to work on my abilities of extreme critical analysis, which is an important segment that contributes whole heartedly to the action of being measurable. Moreover, this particular skill if acquired properly, might provide me with the much need premonitions and far sightedness required for running a smooth and successful organization. 
Achievability: According to Bjerke. et.al., (2017), before setting a target or goal for a business, it is essential to understand how much high the target actually is, in other words, the questions that arise ask whether it would be too high for the company to accomplish or whether it would culminate in creating situations and stress for the concerned business. Therefore, in order to become a successful Assistant Manager of a reputed firm, I should have the capacity to assess the set targets and goals and prioritize them on the basis of the available workforce, keeping in mind the work environment and overall growth of the company. I have thus tried to prepare myself by becoming acquainted with the prevalent information regarding the pros and cons of the goals set by the company, and I am looking forward to incorporate the same while taking the action of proper organizational divisions. 
Realistic Approach: In order to achieve the goal set by the organization, it is important to undertake an approach that is realistic. I other words, the approach should make proper sense and should be based logistics and facts that have been proved and established earlier. According to Hollensen. et.al., (2016), opting for a new approach with the idea of solving a particular problem is always good, but the statistics behind that approach should be logical and trustworthy. Hence, I have tried to achieve as much of a logical personality as possible. However, I feel that I still need to implement the gathered and accumulated ideas and concepts on logics and stats further, I order to properly develop the much-needed realistic approach.
Restricted Timeframe:  According to Bjerke. et.al., (2017), the modern world of business is thriving on its sense of time specificity. As stated by Hollensen. et.al., (2016), every project and consignment are wrapped in a timeframe and it is a must to complete them within the stated time limit. I have therefore worked on my skills of time management and have tried to cover all the necessary aspects that contribute to development of an efficient personality capable of achieving stated targets within the mentioned time limit. At the same time, I have also looked into the angle quality of work. It has been my objective to ensure that on the way to become skillful in time management, my quality of work is not hampered at any cost. 
[bookmark: _Toc57481523]Task 2
[image: ]According to Umbleja, K., (2017), employee recruitment is an important event in the corporate world and most companies follow this process depending on their vacancies and need to strengthen their workforce. As an Assistant Manager of a reputed firm, it falls under my responsibility to understand the capabilities and efficiencies of the recruited employees and follow up with their training programs. Every business organization follow a certain plan of action during employee recruitment. Being the Assistant Manager, I am aware of the fact that this process is a long one and involves various intermediate steps. The initial process of interview and selection builds of employees, prior to which, the employees fill out application forms. Post such events several tools are applied in order to test the selected candidates, followed by final interview by the board of supervisors. Only after crossing these obstacles a candidate becomes an employee. Here after, it is my job to assess the quality of the new recruits, properly analyze them and understand which job profile would be the most suitable for them. Before incorporating the new hires into fully active workforce, the first thing that I need to understand is their mindset. For that, it is essential for me to analyze each of them separately, which can be achieved with the help of a frank one to one correspondence meeting. Since these employees would be the future backbone of my organization, my next step would be to assess their ability to work under pressure. The corporate world is always a place of extreme workload, and that too in a very limited time frame. In order survive under such peer pressure, the employees need to develop a specific mindset. Therefore, my next objective would be to make them acquainted gradually with the aspect of quality work in limited time frame. This would also include me testing their overall aptitude and sincerity towards their work, that would also act as a significant reflection of my company’s future employee pool. According to Umbleja, K., (2017), the next most important that comes in the line of employee training is making them aware of the company policies, strategies, rules and regulations and observe whether they are capable of implementing the same in their professional fields on a daily basis. My role as the Assistant Manager also demands production of an efficient team. According to Umbleja, (2017),  these new recruits might serve the purpose to a great extent. Therefore, my next step would be to observe the behavioral aspect of the new employees and observe them as a team, whether they perform well as a team or singularly, how good is their ability of communication and so on. 
[bookmark: _Toc57481524]I would also be looking into the fact that rotation of roles is carried out. This step is also a crucial one as much of the company’s future depends on this one step. When new recruits are taken in and are in the period of training, there still remains a question of which role they would fit in the company. Taking such decisions also fall under my responsibility, however, such facts cannot be decided at random. In order to finalize the position and job roles of the newly hired employees, their initial character assessment is extremely important. Once that is done, the next step involves assigning different roles to them every day for the first few days and observe and keep a track of their performance. Once this is done, my next objectives would be to analyze their performance of the first week in these multiple roles and observe who fits better in which role. Only after this assessment it would be possible for me to assign them permanent positions and fix their roles in the company. According to Umbleja, (2017), if under any circumstances, any of the new hires face some form psychological issues like self-doubts or lack of self-confidence, then my role here would be to motivate them on the basis of their initial performance. I would also venture into the possibility of organizing self-growth and developmental programs for these candidates. Such programs might turn out to be extremely beneficial for the newly hired employees and for the corporate body as well in the long run. Another important that I would have to meet, being the Assistant Manager of the said concern, would be providing proper mentoring to the new members and ensuring that they must never feel secluded. From the very first day, I would have to look out for any situations that might lead to demotivation of the new employees. If such situation arises, my mode of action would include one to one discussion with the concerned employees, providing them honest and encouraging feedbacks of their performance and help them top look forward to a better future. However, giving encouraging feedbacks does not mean including only the pros and not the cons. As an Assistant Manager, it is my job to give honest employee reviews and I would definitely follow that, at the same time keeping in mind the aspect of employee motivation and boosting their morale. Moreover, the concept of incorporation of proper mentoring sessions for the new employees might also act as an essential factor in their overall development. Finally, the last few steps in the employee training process, would involve giving them opportunities to place their ideas and models, involving them in important seminars and conferences, acknowledging their efforts verbally and providing them with a honest review of their performance. I intend to wholeheartedly follow all these steps since it is my responsibility to establish a happy work culture in my firm.   
Task 3
Self-Reflection:
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Experience: Being a part of this assignment for a period, I was exposed time and again to the challenges including the ups and downs. I was successfully able to cross the obstacles and each time I did so I learnt something new that contributed to a major extent in my overall understanding and added to my bag of interesting experiences. These hurdles taught me the importance of the criteria within this assignment and at the same time enhanced my abilities of logical thinking as well as increased the quality and specificity of my work. Each of these situations modified my outlook to a certain extent and incorporated the quality of realistic approach in my work.
Feelings: The principle feeling that I have experienced as a student in this regard was that this assignment is under the influence of a constant need for change. Moreover, I also felt obligated to insert changes in my approach in the understanding and key aspects during this assignment. I now realize that such changes played a key role in my awareness and today the fact that I believe that having a in depth understanding and knowledge of a certain criteria. These have given me the confidence that I have today in myself and I would always continue to value them throughout my assignments.
Evaluation: This year the university has taught me the ins and outs of the modules and allowed me to analyze critical tasks and information that has been given to me.  Furthermore, it also allowed me to get enough knowledge which I have put in my assignments, thereby providing me with a little taste of the actual scenario. Such actions prepared me for the worst and allowed me to acknowledge any difficult situation and not shy away from them. 
Analysis: In my self-reflection I have developed the ability of self analysis. I now know where I stand professionally with respect to others and what are the specific areas and domains that I need to improvise in order to achieve success in this field. I also learnt the nuances of traits that as a student must always be equipped with. I analyzed those traits and fully intend to incorporate them in myself since that would prepare me and make me successful. 
Conclusion: As a result, I am now able to visualize my viewpoints as a student, since I am confident now that I do have the traits, qualities and instincts required to be successful. Moreover, this study has also provided me with the key fact – that one should never ignore their past. A simple acknowledgement and revisitation of a past experiences can open numerous doors and provide multiple solutions to the problem at hand. 
Action Plan: I fully intend to investigate the aspects and experience that I have learn in this assignment. This can be shown through my understanding and knowledge on recruitment and selection, developing and using application forms, learning about the best approach in interviews. I also have benefited from using teams to improve my understanding and having a face to face appearance. I believe that I have really benefited from this and as any other student would do I will continue to improve. 
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