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Introduction

This assignment is a reflective report about my academic and professional life since when I was born until the present time. Due to the lack of much professional experience, it is more about my academic journey. Also, was identified and defined some skills for the workplace such as: communication, time management, leadership and teamwork. 
Furthermore, motivation and its importance are reported in this assignment. Tools and techniques such as SWOT analysis, Johari’s window, SMART objectives as well as the explanations of three learning styles were developed to help me identify my skills and what need to be improved. Also, after researches was possible to evaluate and analyse what the employers expect from the professionals. 
My PDP is finding attached to Appendix, however the explanation of its meaning and how to develop it is in this report. 

My academic and professional journey

I was born in Brazil, where I spent the first 15 years of my life.
I always was a good student and had good grades, one of the most memorable moments of my academic life was when I was in Year 4 and had 100% in History, it was the only 100% of the class. I have scored all the exams and assignments with excellence, it may seem a small thing, but for me was an achievement. My academic life was stable, I have never had a negative grade and never needed to repeat any academic year. 
In 2006 I moved to Portugal with my parents and my brother. It was a low point due to the fact that my adaptation in the country was very difficult. The language is the same, Portuguese, but even tough was complicated. I believe that the reason is because I left my friends of a whole life behind and I faced a hard time making new friends, for the first time and it was the only time in my life that I had difficulties in establish relationship with colleagues. I think that it was because I did not want to move, and I was closed to this new life.
I started my studies there, but I left after three months, I just could not get into that back then. Few months later I back to Brazil for six months and then I realised that I did not belong to that place anymore, hence I back to Portugal with a different mind, opened for every single new experience that I could explore. I finish my high school there, I learned French which was completely new for me and I just loved it. I did well in French. Also, I took few German’s lessons and I discovered that it is the language that I love the most. Unfortunately, I did not keep studying it, thus I do not speak fluently, yet.
I have always wanted to have a degree as I always thought about have a stable professional life. However, my big dream always was become a pilot, but the training is very expensive, and I cannot afford it. So, when I finished the high school in 2010 I was admitted to Universidade de Lisboa, Portugal (number one in the country for my course back then), however it happened at the same time as my parents divorced and I moved with friends, thus, for financial issues I was forced to leave the course 1-2 months after it started as I was a full-time student Monday to Friday 8am-8pm and I needed to work to have an income. It was a huge frustration for me, and I always kept in my heart the desire of finish my studies one day. I started to work in fulltime in a Gas Station where I have worked before during the summer holidays when I was a student. I never felt fulfilled in that job.
In 2014 I moved to London, since then I am working as a cleaner. I did not have time to study English, however I love languages, hence I am able to learn it quick just by talking to people, listen to music and watching tv. The desire of have a degree always had be in my heart. Last year, I decided that I would start my studies, then I choose to start my academic life in the UK by joined this course because I saw it as a good opportunity to start fulfilling my dream. I like the business world and, in case I can’t become a pilot, management field will be a good option for me, besides if one day I get the opportunity to become a pilot, have a degree will be an advantage in a recruitment process. I choose this Institution because I saw an agency’s advertising online about this University and applied for it, this was the main reason why, back then I did not know any students from here. 
This course was one of my best choices lately, I have learnt many important things and acquire many skills. If I need to summarise it in one word it would be: improvement. I cannot deny that is hard to be a full-time worker and student, besides I have my son who is 3 years old and very energic boy. However, I have realised that nothing is impossible when we really want it to happen.
My plan is going ahead with my studies, I love to learn, and I am enjoying a lot have back to school. A lifeline exercise is attached on the appendix as an evidence of this journey.


Skills for the workplace

Skill is the ability to do something well, be good at something, and this is what makes an efficient professional. Some professions require different skills; however, some skills are ‘mandatory’ for all kind of professionals. I could name loads of essential skills that a professional must have in order of working effectively, especially in the management field, however I will identify four of the them that, in my judgement, are the most important on the list.  
Communication Skills
Communication is the designation given for the act of exchange and/or share information, idea or thoughts; it comes from the Latin word ‘communicare’ what means become common/known. There are three types of communication: written, verbal and nonverbal. Furthermore, the sender, what means the person who wants to communicate, has multiples channels that can be used to transmit a message to the receiver; such as verbal, gestures, body language, facial expressions, letters, emails, phone call etc. The ability to know which channel to choose for each occasion and public is what differs a person who has a high developed communication skill from those who does not have it (Maund, et al., 2017).
Leadership Skills
Leadership is the ability to lead a group of people. I use distinct a leader of a boss, for me a boss is a person who is there to give orders the whole time, while a leader is there to give instructions and directions as well as to motivate his team and get followers. A leader must believe in something to fight for it and inspire his followers to do the same (Godin, 2008). 
Time Management Skills
Time Management is the ability of manage the time available in an effective way (Morgan, 2017). 
Teamwork Skills
Team Working is the cooperation among those who are working on a task or project. Generally, a team works with the purpose of achieve a common goal (Morgan, 2017).
Motivation and Self-Motivation
Motivation means give reasons, thus be self-motivated means that you are giving reasons to yourself about why you are doing a certain thing. Motivation is extremely important in order to achieve things in life, it works as a fuel to fulfil our dreams and reach goals, it gives us the strength needed to carry on with our plans and never give up. According to Daniel Goleman, self-motivation is one of the five key elements of Emotional Intelligence and he highlighted motivation at workplace as a crucial matter to keep constantly working towards goals and setting high standards for the quality of work (Goleman, 1996).
There are three types of self- motivation: Extrinsic, Intrinsic and Obligation.
Extrinsic motivation: can be defined as the act of doing something waiting for external recognition or rewards. For example, in professional life the motivation to keep improving could be get a better position and/or better salary. When the inspiration to do something is waning, refocusing in an external recognition or reward is an effective and quick way to gain the motivation and be committed again with the goals or tasks (Ryan & Deci, 2000). 
Intrinsic motivation: can be defined as doing an activity for its own satisfaction instead of for some external pressure or rewards. when intrinsically motivated people do things is because it makes them feel good, happy and have fun. There is purely for please the own person rather than to impress others or have some rewards. For example, read a book or watch a movie.
Obligation motivation: can be defined as the motivation to do something without willing. It could be for pressure from someone else. For example, when a person is doing some course that he/she does not like at all, but the parents wanted he/she to study it. This is not a good way to motivate someone or to be motivated, usually this type of motivation does not last long. 

Factor for motivation
1. Self-confidence and self-efficacy: it means believe in yourself and in your capabilities of to be succeed.
2. Positive thinking: when someone thinks positively about something probably it will have a good outcome, in the other hand if someone is doing something with a thinking that it will end up bad, negative thoughts, likely it will not succeed as the effort is not the same. The felling of failure is demotivating. 
3. Focus and strong goals: have the goals set and clear is one of the most powerful ways to build self-motivation as when someone know what the goal is it become easier to find a direction and keep the focus on achievements. Also, having the clarity of what should be achieved boost your strengths to overcome to obstacles that may appear on the way.
4. Motivating Environment: Be surrounded by resources and people that will remind you about your goals will help you to enhance your self motivation. People who genuinely support you and root for your success achievements is an external factor that feeds your internal motivation.


My personal evaluation
How self-motivated am I?
After learning about (self) motivation and the types of motivation, I have done a ‘self-motivation quiz’ in the classroom, the file is attached in the appendix. My score on this quiz was 47 out 60, what put me in the group of ‘often self-motivated’ people. Before starting this course I might had a different idea about how self-motivated I am, however looking back and evaluating all the things I had done and the achievements I had in the past terms I clearly see that this result is correct and YES I am self-motivated. Every time when I feel my motivation waning, I make a huge effort to have positive thoughts about the objectives and goals that I have set for myself, I think that this obstacles are necessary to make me each day stronger and that everything is going as planned. 
Every day I try to remind myself all the reasons why I make many sacrifices in life, it is all in order to have a better life in the near future. Be a student, mother, partner and full-time worker is not easy at all, even harder for me as my job is physical effort and sometimes I do not have any energy but I have assignments to complete, it is then when I recall my reasons and my self-motivation come again. I will start my personal evaluation with SWOT analyses, where I will identify my Strength, Weaknesses, Opportunities and Threats. 
SWOT analysis
	STRENGTH                                      [image: ]
· Quick learner
· Speak more than 1 language
· Good communicator
· Team worker


	   WEAKNESSES                                        [image: ]     
· Presentations makes me feel nervous, 
I do not feel comfortable speaking to an audience;
· Lack of qualifications
· Easily distracted
· Often procrastinate
                                       


	OPPORTUNITIES                         [image: ]
· Improve presentation skill at University
· Join online courses to have more qualification on my CV
· Apply for a management position in the company where I work

	THREATS                                       [image: ]
· People with better qualifications than me
· Native English speakers
· Lack of time




This exercise is an important tool to identify my low points and try working on its improvement. Recognise my strength and weakness is crucial for my grow as a professional, once detected my weak points, I can trace a plan to improve it as well as keep working on the improvements of my strength. Also, be aware of the opportunities that surround me is a way to move forward as well as be aware of the threats gives me motivation to improve my weaknesses even quicker. 
In my case, I need to use my strengths and opportunities to overcome my weaknesses and threats. For example: I am a good communicator, but I feel nervous when I need to present or talk to a lot of people (weakness), then I should use my (strength) communication skill to encourage me, maybe starting presenting to a small group of people with whom I feel more confident and ask for their feedback as a way to improve. Or use my opportunity to join an online course to lessen the threat of people more qualified than me.

SMART Objectives
This is another way to plan and set goals, SMART objective is simple to develop and when followed correctly brings achievements. 
S- Stands for SPECIFIC, here we need to clearly specify what we want to accomplish, what is our goal. It is not be a detailed list of which ways we will use to reach our objective but should contain an answer for the well-known ‘W’ questions: Who- What- When- Where- Which- Why.
M- stands for MEASURABLE, by measurable does not mean only define a measure or a number, it also means that the objective can be somehow gauged. 
A- stands for ACHIVABLE, it means that the objective must be something possible to reach.
R- stands for Relevant, there is no reason to trace an objective that would not help you in your personal/professional growth, otherwise it would be a waste of time. Therefore, the objective must be something relevant for your improvement. 
T- stands for Time-bound, this is the last step of the SMART objective, it is time to set a date, a deadline to have the goal reached.







My S.M.A.R.T objective
	Initial GoalsWhat do you want to accomplish? Who needs to be included? When do you want to do it? Why is this goal?


	The goal that I have in mind



Learn German language

	S
Specific
	


I want to be able to speak and write German fluently. I will start by studying 1h every evening. This goal is to do some studies in Germany. 

	M
Measurable
	How can you measure progress and know if you have successfully met your goals?



I will measure my progress by learning ate least five new words per evening and practicing them. I will know whether I am having success on my studies by watching German’s TV.

	A
Achievable
	Do you have the skills required to achieve the goal? If not, can you obtain them? What is the motivation for this goal? Is the amount of effort required on par with what the goal will achieve? 





I am a quick learner with languages; thus, I believe that it is already a big motivation as well as I believe that it will be quite enjoyable once I love the language, the outcome will make up for the effort.

	R
Relevant
	Why am I setting this goal now?



I am setting this goal now because once I finish my degree, I would like to move to Germany to study (masters) and live, starting now I will have plenty of time to learn by the end of my course.

	T
Time-Bound
	What is the deadline?


I want to speak fluently by June 2022.

	
SMART GOAL
	
Once I finish my degree in the UK, I want to do some further studies and live in Germany, for that I will spend 1h per day Monday to Friday learning German. I will be speaking fluently by June 2022.






Learning Styles

Kolb’s Experimental Learning Model

Learning is one of the most important skill. In 1984, David Kolb published his ‘Leaning style model’ called Kolb’s Experimental Learning Theory. It is still the most common learning model, since then It have been adapted by others. This is a method by which a person’s skills and job requirements can be assessed in the same level that is possible to be measured. 
Kolb’s learning model is a two-level theory: a four-stage cycle: concrete learning, reflective observation, abstract conceptualization and active experimentation and a four separated learning styles: Diverging, Assimilating, Converging, Accommodating. Find below a Kolb’s Experimental Learning diagram (Abdulwahed & Nagy, 2013). 
[image: ]
Evaluating me on this model, I categorize myself as a watcher-thinker (assimilating) as I need to learn something and conceptualise it in order to understand and then do it. I am not a doer as I do not just ‘jump’ into something new before do some research and understand the theories about the subject. 
My gaps: sometimes I find difficulties to go from the thinking step to doing. I might need to build more self-confidence in order to do it.  

Honey and Mumford Learning Model

Adapted from Kolb’s Model, Honey and Mumford Learning Model first renamed the stages according to managerial experiences: having an experience, reviewing the experience, concluding from the experience, and planning the next steps. After, they named these four stages in four learning style names:
1. Activist (Do): jump into new experiences, act before considering consequences, flexible, enthusiastic and open mind. 
2.Reflector (Review): Cautious, do researches and collect data about events and experiences and analyse it to reach conclusions before do. 
3.Theorist (Conclude): Think logically about the problems, assimilate different facts into coherent theories.
4.Pragamastist (Plan): Like to put ideas, techniques and theories in practice, are always searching for new ideas and experiment them, act quick on ideas and go directly to the point, avoiding endless discussions (Metallidou & Platsidou, 2008).  
In an in-class Honey and Mumford Questionnaire, according to my answers I am a Theorist and I agree with this result as a like to think about something logically and try somehow to correlate it with theories and my target is fit things into rational order. The questionnaire is attached in the Appendix.

My gaps: think about the problems with logic and rationality is good, but also, I should develop a bit more of pragmatism and plan things better in order to obtain more success. 

VAK Learning Styles
This model brings the suggestion that people can be segregated into three different learning styles: 
VISUAL: they prefer to see and/or observe things, often they use to say things such as ‘show me’ or ‘let me have a look’. They are likely to execute tasks successfully after having read instructions or/and watched someone else doing it before. 
AUDITORY: they are likely to learn thru information they listen such as: spoken words, of self or others, sounds and noise. Usually, they will say things such as ‘tell me’ and ‘let’s talk about it’. 
KINAESTHETIC: they preferable way to learning is by physical experiences: doing, touching, practicing, feeling. They have the tendency to say things such as: ‘let me try’ and ‘how do you feel’.
	VISUAL
	KINAESTHETIC/TACTILE
	AUDITORY

	Picture
	Gestures
	Listening

	Shape
	Body Movements
	Rhythms

	Sculpture
	Object Manipulation
	Tone

	Paintings
	Positioning
	Chants



The outcome I had in a VAK Learning Style questionnaire was auditory and I agree as I like to learn more by listening explanations than other ways. The questionnaire is find attached in the Appendix.

Johari’s Window

Johari’s Window was created in 1955 by Joseph Luft and Harrington Ingham, this technique helps people to better understand their intrapersonal relationship, it means the relationship with themselves. In order to complete this exercise is required, at least, to people preferentially that know each other’s. Then, the participants should pick a number of adjectives from the list, one side needs to pick adjectives they feel describe their own personality and the other side should pick the adjectives they think describe the other’s personality.  
After the adjectives have been chose, they must to be put into boxes named: 
Open Area: the adjectives known by both, the subject and peers.  
Blind Spot: the adjectives known by the peers, but not by the subject.
Hidden Area: the adjectives known by the subject, but not by peers.
Unknow: adjectives that neither the subject nor peers selected.
This was one of the best exercises that I have done in-class, I really enjoyed discovering abilities that others see in me, but I am did not realised I had. The biggest surprise for me was find out hat my colleague sees me as a Calm person. Bellow is my Johari’s Window made in one of my module sessions:Known to self

Not know
 to others
Known to
others
Not known to self

	Open Area

Caring
Friendly
Independent
Sensible
	Blind Spot

Able - Calm - Modest

Clever- Intelligent- Knowledgeable

Observant- Warm- Wise

	Hidden Area

Adaptable- Energic- Extroverted
Logical- Mature- Responsive
Sympathetic
	Unknown



My gaps: I might need to improve my perception about myself and recognise the skills that others can see in me, but I cannot. Self-awareness is very important for improvement. 
Analysis
Communication Skill is one of the most important skills, by communicating well people can understand each other’s views and opinions avoiding misunderstandings and unnecessary arguments. Also, communication is essential on negotiation and sales what is the main target of any business.
 Teamwork skill is crucial to work in a team, either as a leader or as a team member and in the end of the day nobody can do everything alone, is always need a team where each one make some effort to deliver a good outcome (Cottrell, 2008). 
Leadership skill at workplace (especially in management), is so important as a good communication. A good leader must to believe in what he is doing in order to have fallowers (the team) who will admire and respect their leader. The main duty of a leader towards his/her subordinates is motivate them, encourage them to improve each they more and give them opportunities to grow inside the company when/if possible (Godin, 2008). 
Employers are each day more looking for motivated people as they are the ones who set goals and working towards to its accomplishment as well as they inspire and motivate others. Motivation is the key for success and achievement (Cottrell, 2008).
Time management is the key to meeting deadlines, and it is what is expected in the business; get things done on time. However, time management does not only referrer about to be always on time (never late) at work or a meeting, but also how well and effectively a person spends the time available. For example, someone that always come to work on time sometimes is less productive than one who come later but know what is needed to do.  Therefore, time management referrers to the ability of maximize the time you have available being productive as well as meeting deadlines (Maund, et al., 2017). 
Reflecting on my expectations of the world of employment, I came into the conclusion that people should think better before choosing a University’s course to take or profession to fallow. Have a job that is well paid, but you are not happy or do not like at all will not make you a successful professional and it may affect the colleagues as well as the company’s outcomes. 
A self-evaluation such as SWOT analysis, Johari’s Windows, for example, might help understand your strengths and weaknesses and improve them as well as know what other’s perception about you is and explore this in order to grow and do better. The Learning Styles are also important as it can make your life easier once you will able to discover which way you learn better and then explore more sources according to your style, maybe it can also help you to try other ways of learning as well as track your learning progress and suggests Kolb’s Experimental Learning Model. 
In my point of view, this is what the business world expects from us, professional who is looking for improvements and strengthening their weaknesses, be an enthusiastic and self-motivated leader who is able to motivate and communicate well with the team establishing a strong relationship what leads to respect and loyalty. 

Ways for improvement
In my case, about communication skill I believe that the most effective way to improve this skill is learning the language in a deep way, immersing inside the culture understanding their manners and jokes, what can or not be offensive for them and then I would have the plain domain of the language. Apart of the language barrier, I also need how to express myself better with nonverbal language as well as understand better the nonverbal cues, emotions and feelings can easily be transmitted by body language, mainly facial expression, I need to improve my body language in order to understand and be understood better. I believe that for it, read books and articles about this matter is a good start as well as watch speeches of experts on YouTube or go to some speech when I have an opportunity. 
As well as time management I need to improve by listing what is more important to do using tools and techniques such as ‘Eisenhower Matrix’, making notes and be more organized, for example. I believe that I have a good time management as I usually meet deadlines, but I am aware that there is a lot to be improved, especially working on stop procrastinating. 
Leadership skill, with my experience as a supervisor at my workplace, I believe that I have a good leadership skill as I have an adequate approach and I know how to talk with people even when I am angry or under pressure. However, I need to improve when the matter is to be tough to others, especially because this people who I supervise were my colleague previously. 
Action Plan

I have used PDP to develop my Action Plan, this activity was performed in-class and can be find attached in the Appendix. 
PDP is a Personal Development Plan; it is composed by seven steps as can be seeing in the diagram bellow: 
[image: ]
(Spruce, 2016)
The PDP process is:
· Establish goals and objectives, what you are willing to achieve in the short, medium or long-term. 
· Assess current realities
· Identify the competences, knowledge and abilities needed to achieve it.
· Select the most suitable development activities to meet those needs

Action Checklist
1. Establish your purpose and direction
2. be aware of the improvements needed 
3. search for opportunities to learn
4. Create an Action Plan
5. launch the development 
6. Do the outcomes’ registration 
7. Evaluate and review


Conclusion

In conclusion, this assignment was an excellent opportunity to discover myself, until now I never had thought about how linked the facts are. Also, the tools and techniques applied in this report helped me to identify my strength and weaknesses as well as my gaps and understand what the employers expect from me. In order to be a good professional, I must work constantly on theses gaps improvements and on strengthening my weaknesses as well as take the opportunities to overcome my threats. 
Johari’s Window made me discover few abilities that my colleagues could see in me and they are thing to be put in my strength box on my SWOT analyses. Learning about motivation and its importance was a plus to make me feel even more motivated about my goals and do not give up about my objectives when obstacles appears on my way. 
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VAK Test

VAK Learning Styles Self-Assessment Questionnaire

Circle or tick the answer that most represents how you generally behave.

(It's best to complete the questionnaire before reading the accompanying explanation.)

1. When I operate new equipment I generally:
a) read the instructions first
@ listen to an explanation from someone who has used it before
c) go ahead and have a go, I can figure it out as I use it

2. When I need directions for travelling I usually:
a) look at a map Y 5
b) ask for spoken directions
c) follow my nose and maybe use a compass h . %
C

3. When I cook a new dish, I like to:
@) follow a written recipe
b) call a friend for an explanation
c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:
a) write instructions down for them
b) give them a verbal explanation
Cc) demonstrate first and then let them have a go

5. Itend to say:
a) watch how I do it
/b) listen to me explain
C) you have a go

6. During my free time I most enjoy:
going to museums and galleries
listening to music and talking to my friends
c) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:
'ad) imagine what they would look like on
) discuss them with the shop staff
c) try them on and test them out

8. When I am choosing a holiday I usually:
@) read lots of brochures
b) listen to recommendations from friends
c) imagine what it would be like to be there

© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability.
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VAK Test

9. If I was buying a new car, I would:
a) read reviews in newspapers and magazines
(b) discuss what I need with my friends
c) test-drive lots of different types

10. When I am learning a new skill, I am most comfortable:
a) watching what the teacher is doing
Lb) talking through with the teacher exactly what I'm supposed to do
C) giving it a try myself and work it out as I go

11. If I am choosing food off a menu, I tend to:
a) imagine what the food will look like o
/b) talk through the options in my head or with my partner
C) imagine what the food will taste like (LR
' c

1

{

12. When I listen to a band, I can't help:
a) watching the band members and other people in the audience
(b) listening to the lyrics and the beats
€) moving in time with the music

13. When I concentrate, I most often:
a) focus on the words or the pictures in front of me
@ discuss the problem and the possible solutions in my head
c) move around a lot, fiddle with pens and pencils and touch things

14. T choose household furnishings because I like:
@g their colours and how they look
b) the descriptions the sales-people give me
c) their textures and what it feels like to touch them

15. My first memory is of:
a) looking at something
b) being spoken to
doing something

16. When I am anxious, I:
a) visualise the worst-case scenarios
b) talk over in my head what worries me most
c) can'tsit still, fiddle and move around constantly

17. I feel especially connected to other people because of:
a) how they look
b) what they say to me
9 how they make me feel

© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability.
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VAK Test

When I have to revise for an exam, I generally:

a) write lots of revision notes and diagrams

@) talk over my notes, alone or with other people

c) imagine making the movement or creating the formula

"N S >
Y o

If I am explaining to someone I tend to:

a) show them what I mean

é?) explain to them in different ways until they understand

C) encourage them to try and talk them through my idea as they do it

I really love:
(a) watching films, photography, looking at art or people watching
) listening to music, the radio or talking to friends
c) taking part in sporting activities, eating fine foods and wines or dancing

Most of my free time is spent:
a)/ watching television
b) talking to friends

¢) doing physical activity or making things

When I first contact a new person, I usually:

a) arrange a face to face meeting

b) talk to them on the telephone

Qj try to get together whilst doing something else, such as an activity or a meal

I first notice how people:
a) look and dress

by sound and speak
'c) stand and move

If I am angry, I tend to:

(a)' keep replaying in my mind what it is that has upset me

b) raise my voice and tell people how I feel

c) stamp about, slam doors and physically demonstrate my anger

L find it easiest to remember:
a) faces

) names
c) things I have done

I think that you can tell if someone is lying if:
a) they avoid looking at you

b) their voices changes

c) they give me funny vibes

© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability.
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VAK Test

27. When I meet an old friend:
a) Isay‘it’s great to see you!” A
b) I say “it's great to hear from you!” 9
@ I give them a hug or a handshake

28. I remember things best by:
a) writing notes or keeping printed details
'p) saying them aloud or repeating words and key points in my head
¢) doing and practising the activity or imagining it being done

29. If I have to complain about faulty goods, I am most comfortable:
a) writing a letter
b) complaining over the phone
@ taking the item back to the store or posting it to head office

30. I tend to say:
a) I see what you mean
b) I hear what you are saying
@ I know how you feel

N o~

Now add up how many A’s, B's and C’s you selected.

Ns= 4 ms= (* cs= S

If you chose mostly A’s you have a VISUAL learning style.

If you chose mostly B’s you have an AUDITORY learning style.

If you chose mostly C’s you have a KINAESTHETIC learning style.

Some people find that their learning style may be a blend of two or three styles, in this case read
about the styles that apply to you in the explanation below.

When you have identified your learning style(s), read the learning styles explanations and
consider how this might help you to identify learning and development that best meets your

preference(s).

Now see the VAK Learning Styles Explanation.

© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability.
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Personal Development Plan

Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?
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Adapted from: http://www.hr.ucdavis.edu/sdps/forms, IDP%ZOFIV\EI%ZDIO 14.11 pdf





image14.jpeg
A /;/Q(‘/;M

Short-Term Time Frame

What do | want to
accomplish in the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?
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Honey and Mumford: Learning Styles Questionnaire

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the
results depends on how honest you can be. There are no right or wrong answers. If you agree more
than you disagree with a statement put a tick. If you disagree more than you agree put a cross by it. Be
sure to mark each item with either a tick or cross. When you have completed the questionnaire, continue

this task by responding to the points that follow.
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10.
1

12.

13.
14.
15.
16.
1
18.
19.
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| have strong beliefs about what is right and wrong, good and bad.
| often act without considering the possible consequences.

| tend to solve problems using a step-by-step approach.

| believe that formal procedures and policies restrict people.

| have a reputation for saying what | think, simply and direcilx. )

| often find that actions based on feelings are as sound gthose based on careful thought and
analysis. =

I like the sort of work where | have time for thorough preparation and implementation.
I regularly question people about their basic assumptions.

What matters most is whether something works in practice.

| actively seek out new experiences.

When | hear about a new idea or approach | immediately start working out how to apply it in
practice.

| am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a
fixed routine etc.

| take pride in doing a thorough job.

| get on best with logical, analytical people and less well with spontaneous, "irrational” people.
| take care over the interpretation of data available to me and avoid jumping to conclusions.

| like to reach a decision carefully after weighing up many alternatives.

I'm attracted more to novel, unusual ideas than to practical ones.

| don't like disorganised things and prefer to fit things into a coherent pattern.

| accept and stick to laid down procedures and policies so long as | regard them as an efficient
way of getting the job done.

I like to relate my actions to a general principle.

In discussions | like to get straight to the point.

| tend to have distant, rather formal relationships with people at work.
| thrive on the challenge of tackling.something new and different.

| enjoy fun-loving, spontaneous people.

| pay meticulous attention to detail before coming to a conclusion.

I find it difficult to produce ideas on impulse.

| believe in coming to the point immediately.

I am careful not to jump to conclusions too quickly.

| prefer to have as many sources of information as possible -the more data to mull over the
better.

Flippant people who don't take things seriously enough usually irritate me.
| listen to other people's point of view before putting my own forward.

| tend to be open about how I'm feeling.
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In discussions | enjoy watching the manoeuvrings of the other participants.

| prefer to respond to events on a spontaneous, flexible basis rather than plan things out in
advance.

I tend to be attracted to techniques such as network analysis, flow charts, branching
programmes, contingency planning, etc.

It worries me if | have to rush out a piece of work to meet a tight deadline.
I tend to judge people's ideas on their practical merits.
Quiet, thoughtful people tend to make me feel uneasy.
| often get irritated by people who want to rush things.
b&&-(
It is more important to enjoy the present moment than to think about the past or future.

I think that decisions based on a thorough analysis of all the information are s’o_u/nger than
those based on intuition.

| tend to be a perfectionist.

In discussions | usually produce lots of spontaneous ideas.

In meetings | put forward practical realistic ideas.

More often than not, rules are there to be broken.

| prefer to stand back from a situation and consider all the perspectives.

| can often see inconsistencies and weaknesses in other people's arguments.
On balance | talk more than | listen.

| can often see better, more practical ways to get things done.

I think written reports should be short and to the point.

| believe that rational, logical thinking should win the day.

| tend to discuss specific things with people rather than engaging in social discussion.

| like people who approach things realistically rather than theoretically.

In discussions | get impatient with irrelevancies and digressions.

If I have a report to write | tend to produce lots of drafts before settling on the final version.
1 am keen to try things out to see if they work in practice.

| am keen to reach answers via a logical approach.

| enjoy being the one that talks a lot.

In discussions | often find | am the realist, keeping people to the point and avoiding wild
speculations.

| like to ponder many alternatives before making up my mind.

In discussions with people | often find | am the most dispassionate and objective.

In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the
talking.

| like to be able to relate current actions to a Iorzger-term bigger picture.
alC%

When things go wrong | am happy to%_g'it off and "put it down to experience”.

| tend to reject wild, spontaneous ideas as being impractical.

It's best to think carefully before taking action.
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67. On balance | do the listening rather than the talking.

68. |tend to be tough on people who find it difficult to adopt a logical approach.
69. Most times | believe the end justifies the means.

70. I don't mind hurting people's feelings so long as the job gets done. \ijt
71.  Ifind the formality of having specific objectives and plans _siifjp_g.'7 ’

72.  I'm usually one of the people who puts life into a party.

73. | do whatever is expedient to get the job done.

74. | quickly get bored with methodical, detailed work.

75. | am keen on exploring the basic assumptions, principles 'and theories underpinning things and
events.

76. I'm always interested to find out what people think.

77.  |like meetings to be run on methodical lines, sticking to laid down agenda, etc.

78. | steer clear of subjective or ambiguous topics.

79. | enjoy the drama and excitement of a crisis situation.

80. People often find me insensitive to their feelings.

ANEER- HERENANRKEOE

Scoring
You score one point for each item you ticked. There are no points for crossed items. Circle the
questions you ticked on the list below:
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Your result may show that you have a particular learning style. It may be useful to bear this in mind as you
approach tasks. Was the approach you adopted the best one in the circumstances? Would adopting another
learning style have improved you performance?
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How Self-Motivated Are You?

Taking Charge of Your Goals and Achievements

Are you motivated to achieve what you really want in life? And how hard do you push
yourself to get things done?

Wanting to do something and motivating yourself to actually do it are two different
things. So, what's the difference between those who never reach their goals, year after
year, and those who achieve one goal after another? Often, it's their self-motivation.

Self-motivation is the force that keeps pushing us to go on - it's our internal drive to
achieve, produce, develop, and keep moving forward. When you think you're ready to
quit something, or you just don't know how to start, your self-motivation is what pushes
you to go on.

With self-motivation, you'll learn and grow - regardless of the specific situation. That's
why it's such a fundamental tool for reaching your goals, achieving your dreams, and
succeeding, in this journey we call life.

So, how self-motivated are you? We've put together a short quiz to give you a better

understanding of how self-motivated you are. After the quiz, we'll discuss some specific
tips for improving your self-motivation, so that you can achieve still more in your life.

The Self-Motivation Quiz
Use the online test below, and click the 'Calculate my total' button at the foot of the test.

© Mind Tools Ltd, 1995-2008.

i Not Some Very
Question at all|Rarely [times |Often |Often

1 [I'm unsure of my ability to achieve the goals I | ~ -~ ® PN P
set for myself.

2 |When working on my goals, I put in maximum

effort and work even harder if I've suffereda | © O c © 4
setback.

3 | set goals and objectives to achieve my vision | - P - P ®
for my life.

4 [I think positively about setting goals and P P o & P

making sure my needs are met.

5 |l use rewards (and consequences) to keep
myself focused. For example, if I finish my c & O x C
report on time, I allow myself to take a coffee
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break.

6 |I believe that if I work hard and apply my P ~ P P Q
abilities and talents, I will be successful.

7 [ worry about deadlines and getting things - -~ & - -
done, which causes stress and anxiety.

8 |[When an unexpected event threatens or
jeopardizes my goal, I can tend to walk away, | ~ ® P = P
set a different goal, and move in a new
direction.

job.

9 [My biggest reward after completing something
is the satisfaction of knowing I've done a good | ¢ C G c &

10{I tend to do the minimum amount of work
necessary to keep my boss and my team o & (o] e’ G
satisfied.

11|l tend to worry about why [ won't reach my
goals, and I often focus on why something C € o G (o
robably won't work.

12(I create a vivid and powerful vision of my p P P - ®
future success before embarking on a new goal.

Score Interpretation

Score Comment

/‘ . [Wonderful! You get things done, and you don't let anything stand in your
' |way. You make a conscious effort to stay self-motivated, and you spend

44-60 ) significant time and effort on setting goals and acting to achieve those

igoals. You attract and inspire others with your success. Treasure this - and
be aware that not everyone is as self-motivated as you are!

'You're doing OK on self-motivation. You're certainly not failing -
lhowever, you could achieve much more. To achieve what you want, try to
increase the motivation factors in all areas of your life. Read the relevant
sections below, and work on them to strengthen your self-motivation.

12-27

'You allow your personal doubts and fears to keep you from succeeding.
'You've probably had a few incomplete goals in the past, so you may have
convinced yourself that you aren't self-motivated - and then you've made
that come true. Break this harmful pattern now, and start believing in
yourself again. The tools and tips below will help you get back your
motivation.
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