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Executive summary

This portfolio is created to demonstrates an understanding of the skills and knowledge which contributes towards working effectively, my preparation for employment, an understanding of my personal strength and areas for further development,  as well as building my employment goals and developing a personal action plan. 































1.0 Introduction

Within this portfolio I will highlight my short-term and long-term academic or professional goals. I will include retail mangers role and their suitability or requirements as I am interested in retail management. I will also highlight Belbin’s team role theory and provide example of the roles I feel I have and the ones I would like to develop on. I will also provide in dept information and try to show an understanding of how to be an effective team contributor as it’s an vital part of professional life. 

In this portfolio I will also talk about the VAK learning style and how it is  important to identify your learning style so you can take advantage by developing yourself using your preferred learning style. I will also give my learning style as an example to showcase I understand my learning style and my needs when it comes to learning. 

I will also include my personal SWOT analysis to show my understanding my of my strengths, weaknesses, opportunities and threats. On the other hand I will also highlight and show an understanding for essential key skills required in academic, professional and employability and give an example why it’s needed. 

Lastly i will include the importance of feedback and how you could use feedback as an opportunity to develop further or improve yourself or organisation. I will also include my personal development plan and try to give an clear understanding of how I plan or what necessary steps I will take in order to achieve ached my personal development plan. 









2.0 The short and long- term vision 

Any goals can be classified into two categories. Short term goals can be achieved approximately in 6months to 3years. Whereas long-term goals can take a lot longer to achieve about 3-5 years+. 

In order to achieve long term goals you will have to first achieve many or few short term goals. “For example let’s say you aspire to become a doctor. That is a long term goal. You must first graduate from college and medical school and then complete a medical residency” ( McKay.D, 2017). This is an example of short term goal completed in order to achieve the long term goal. 

There are 7 ways in which you can increase your chance of achieving your goals. 
1. Set yourself specific goal 
2. “Be able to measure the outcome of your goal”(McKay.D, 2017)
3. Keep positivity and avoid being negative 
4. Be realistic as possible when setting your goals 
5. Can you achieve the goal within your set time frame 
6. “Tie an action to each goals”(McKay.D, 2017)
7. Provide flexibility to your goals 

Part of my short term goal is to successfully complete my current and last term of level 4 qualification and hand all the required assignment in on time. Furthermore I would like to progress into level 5, 6 and graduate in order to really boost my career and open new doors and opportunities. I would also like to further my academic study by aiming for masters on completing my graduation. 

2.1 Potential roles and their suitability 
“The business sector holds a variety of career opportunities for graduates, from economics to management and consulting to research- discover which jobs suit you”(Smith.J, 2018). 

One of the potential roles I would like to look into is retail manager you have to be customer focused, have people skills and the capacity to successfully multi-task are vital in the world of retail management. 

One of the responsibilities of a retail manager is to run the store or department on a day-to-day basis. The main “aim of any retail manager is to maximise profits while minimising cost” (Prospects, 2017).  As a retail manager it is your duty to make sure promotions are run correctly and precisely to the company’s quality/norm, while making sure that the staff are all moving/ working towards the aim and goals of the day. It is the retail manager’s job and duty to make sure that outstanding customer care standards are accomplished at all times.   

Depending on the size of the shop, and the business structure, as a retail manager you may also be required to maintain:  
· Customer service
· Finance
· Human resources
· Information technology
· Logistics
· Marketing
Retail manager responsibilities 
As a retail manager your responsibilities can vary according to the size of the store but it tropically includes:
· Managing and motivating your team members in order to boost sales and ensure efficiency.
· Being able to control stock levels and make key decision about stock control.
· Review sales figure and predict future sales.
· Reviewing and interpreting fashion to allow planning.
· Taking advantage of technology to record sales figures, review data and plan in advance.
· Be able to deal with employee issues such as interviewing potential staff, conducting evaluation and performance reviews.
· Providing or organising training development. 
· Making sure standards of quality, customer service and health and safety are met.
· “resolving health and safety, legal and security issues” (Prospects, 2017).
· Acknowledging and answering to customers complaints and feedback.
· Arranging unique or particular promotions, displays and events.
· Attending and directing meetings. 
· Keeping staff updated on any new changes or factors which may need or require attention e.g. buisness performance and new initiatives etc. 
· Going around the store regularly, communicating with staff and recognising or resolving urgent matters.
· Understanding and acknowledging the market trend while monitoring activities of potential/ current competitors.
· Creating a bond with the locals by promoting the business locally with local newspapers and the community in overall. 
· Keeping up and dealing with sales as per requirements. 
Salary
· Salaries of an assistant position can range between £17,000- £23,000. 
· With some years of experience salaries can go up to £20,000- £30,000. 
· Individuals with more in depth experience can earn up to £35,000- £60,000+ in larger stores or supermarkets. 
Many retailers offer bonuses or share offer alongside pension scheme, company car, employees discount, private healthcare, qualification, gym membership and travel discounts. The salaries mentioned above is simply a general figure to be used as a  guideline for any individuals looking into retail management. 
Working hours 
As a retail manager you may find your self exceeding 40 hours a week. At peak time of the year for example during Christmas as a manager you may find yourself working working more than 40 hours. “May retail stores operate in out-of-town sites and are open seven days a week”(prospect, 2017). 
 Expectations
· React quickly to customers demands and industry trends as this is a fast paced environment which can creat an element of pressure. 
· Most business have their own dress code which employees are given substantial discount for wearing the uniform on a seasonal basis. .
Qualifications 
This particular area of career is open to all graduates but a HND or degree in the following area will have better chance of securing an position:
· Accounting and finance 
· Buisness studies
· Fashion management 
· Marketing 
· Retail management 

Retailers keep an eye out for particular qualities e.g. individuals with people skills, confidence, enthusiasm and excellent customer services values. These qualities are much more favoured rather the academic qualification. In retail it is required for you to have some sort of retail experience which you may have gained through part time or holiday work. 
Skills 
There are many skills required as a retail manager but some of the key skills are:
· Leading other effectively alongside motivating others. 
· Good planing, prioritising workloads and delegating tasks with confidence accordingly. 
· Good customer focus 
·  Ability to adapt and grasp to new factors quickly
· Being able to work under pressure and multi tasks 
· Understand and show acknowledgement of business 
· Passion to work as a team member in order to come up with fresh and unique ideas
Experience 
It is vital to get some experience under your belt to start with. You could start by doing voluntary work which you can carry out with local charity shop. Once you have made a start try to get into paid employment so you can really sense the feeling of paid work. While gaining experience you may find yourself working in many different roles such as stock management, pricing, merchandising, finance and customer service. 

However if you would like to consider working in certain retail try to shadow someone who is already working there so you can gain some solid experience by watching while maybe carrying out some simple jobs. 


2.2 Meredith Belbin 
A well known theory which was put together by Belbin in 1981 is recognised widely as Belbin Team Roles Theory. Belbin believes that we all display some or certain roles while working in a group or team.  There are nine team roles identified by Belbin these includes: 
1. Resources investigator 
2. Team-worker
3. Co-ordinator
4. Plant
5. Monitor evaluator
6. Specialist
7. Shaper
8. Implemented 
9. Complete finisher 
As per Belbin’s team Roles I will recognise 2 team roles which I believe or think I have. 
I feel like I have the qualities of an co-ordinator this is because I have great mature nature when it comes to looking at factors or in general. I like to carry out tasks with confident and is able to identify others and my own positive effect or talent. I am also very confident when it comes to delegating tasks to others and clarify goals as per need or requirement . For example I carried out the role of a team leader two times in two different modules and both times achieved excellent results and outstanding feedback from the teachers, other student, team member and examiner. 

Alongside the positive affects of co-ordination there’s also an weak side. This includes being manipulative and offloading their own share of work. “Don’t be surprised to find out that they might over-delegate, leaving themselves little work to do”(Belbin, 2018). This is one of the factor which I have to be really careful about professionally and academically when working as a team member. I have to make sure that I delegate tasks equally and include myself in it as much as possible. 

One other team role I feel like I also put on display when working as a team member is the Shaper. Working in a team I really like to push my self to new challenges while challenging others and really thrive under pressure by being really dynamic. I also like to overcome and tackle any difficulties or obstacles which may come in my way of succeeding higher or the given task.  

With the strength there’s also weakness which can be identified of a  Shaper this includes “can be prone to provocation, and may sometimes offend people’s feelings”(Belbin, 2018). Do t be shocked if they become aggressive and showcase bad humour in order  get things completed. 

One of the role which I would like to work towards gaining is Resources Investigator. As a resource investigator I have to be outgoing, enthusiastic someone who likes to explore opportunities and develop contacts or relationships. All of this will help me find new opportunities which can be used in order to develop or complete goals. One of the weakness of a Resource Investigator is they are over optimistic and can easily have loss of interest ones the initial enthusiasm has gone. 

One of the other team role I would like to work towards gaining is Implementer. As a implementer I have to be practical who can be can relied on and is efficient. I have to be able to turn ides into action and develop work that needs to be done. One of the weaknesses of an Implementer is that they can be a little inflexible and may show slow response to new opportunities. 


2.3 How to be an effective team leader  
To be an effective team leader the first point to remember is not to boss others or fellow coworkers. It is very important to earn respect rather than demand it from others. Individuals with poor ineffective leadership “are also people who don’t establish a clear, transparent hierarchy within the team as a whole”(wikiHow, 2018). As a leading person you should have the final say on aspects or factors as well as delegate tasks with confidence to team members. 

As a team leader you should hold regular meeting particularly if your new to the employment. This will allow you to creat better if not excellent understanding and bond with your team members. During the meeting be clear and make team members clear about the role they have to play and who to report to if required. Show clear understanding  and respect  everyone’s roles, as each team members play an important part in succeeding

Take advantage of your strengths for example if “your incredibly organised. Or, you might excel at motivating people, helping resolve disagreement, or researching hard-to- find information whatever your strengths, you have something valuable to offer”(MindTools, 2018). Fitting your self into the right roles where your strength lay should help make meaningful contribution towards success and excellent contribution. 

Another way of being an effective team contributor is to really understand and acknowledge the teams objectives by asking:

1. why you are there
2.  how to end the project
3. when is the deadline
4.  how often should you hold a meeting to keep up to date
5. what is the budget,
6. who will implement ideas 
7.  lastly the roles and responsibilities each one has to carry out. 

Most importantly be clear and have an understanding of the reason behind your presence and why your there for. This will help you achieve the best possible results. 

To be an effective team contributor you will need to be reliable. Reliability is extremely important at workplace as everyone one is relying on one another. For example if you make promises to the team that you will carry out certain tasks which is part of the teams goals and don’t complete the task, it can be extremely frustrating and lead to slow progress. 

Being reliable also means coming to work on time and attending meetings. You may also find your self working overtime or carrying out tasks on short notices. “Being reliable also applies to the work you do for the group. If you have high standards, people will depend on you to produce quality work”(MindTools, 2018). 

To be an effective team contributor it is vital to have good clear communication, involvement and active within the group. This means avoid setting there silent while others are discussing projects or tasks. This will lead  having lack of understanding and information when It’s time to carrying out the task. “When you communicate with your team members-whether showing support or challenging their thinking-it’s important to stay positive and respectful”(MindTools, 2018). 

Other factors to remember in order to be an effective team contributor is to stay flexible, support others within your team by giving them positive feedback. It is also important to remember to share resources and information within your team. This will really help boost success and keep positive attitude towards the aim and goal. 

2.4 learning style 
In the 1920s the VAK learning style was developed by psychologists to classify the most common ways in which people learn. According to the VAK learning model most of us like to learn in one of the three ways Visual, Auditory and Kinaesthetic. Generally in practice we mix and match all three learning styles to gain maximum learning and understanding of things. 

Visual: learners generally like to learn through seeing or observing things which may include pictures, diagrams, demonstrations, display, handouts, films, flip- chart etc. 
Often you may hear visual learners say “I see what you mean, I get the picture or what’s your view”(MindTools, 2018). 

Auditory: learners prefer to learn through listening, this may include learning through spoken words or verbal interaction, sounds and noises. You may hear these kind of people use phrases like “that rings a bell, I hear what you’re saying and that sound ok to me”(MindTools, 2018). These type of people can also keep up and follow instructions through phone very easily as well as remember words from a song which they may hear.  

Kinaesthetic: learners prefer to learn through physical experience. These learner like to touching, feel , hold and carry out practical hands-on experience. You may hear kinaesthetic learns use phrases such as “ that feels right, let me try and how do you feel” (MindTools, 2018). This type of people don’t like following instructions instead they will get straight to it and learn through experience. 

My learning style: looking at the three learning style I took a test to see what is my learning style. I answered 30 questions which has an multiple answer choice of A,B and C, at the end of it I have to see how many number of letters I have got altogether. A is for Visual learners, B is for Auditory learners and C is for Kinaesthetic learners. I have got 13A, 8B and 9C.  Based on the result I am a very flexible learner which means I can learn in any of the three ways but most preferably visually. 

2.5 Personal SWOT
SWOT analysis can help  to examine individuals or organisation condition by looking at strength, weaknesses, opportunities and threats. SWOT analysis “has been used by businesses for many years as a strategic planning tool, because it helps to give you an all-round view of the organisation”(SkillYouNeed, 2018). 

Strength: is simply what your best at or “where you have an advantage over others, or some unique resources to exploit”(SkillsYouNeed, 2018). One of the strengths which I feel like I hold is: peoples skills the ability to get on with others despite the many differences e.g. race, background, age, gender and beliefs etc. My other strengths include reliability, family and friends and others can relay on me when they need me the most, for example if there’s a meeting I always be on time. Some of my other strengths includes hard working, initiative and family commitment.  

Weaknesses: this is where you or your organisation may hold an weak point compared to others. Sometimes these weaknesses can have a serious affect if not monitored closely or dealt with in possible cases. One of my weaknesses is lack of paid and unpaid experience, this is because I had started family at an early age which meant there was a lot of family commitment as I started my own family. 

One of my other weaknesses is delegating, I find it hard to delegate tasks to others as am used to doing things my self all the time. I avoid relaying on others, I really like to be independent as much as possible. Other weaknesses include communicating long distance or alone in general, this is because I am comfortable communicating with my husband by car, therefore I am afraid to travel by public transport specifically long distance journeys. 

Opportunities:  are the options or chances you can take in order to gain more success or become better at something. Generally opportunities can help you achieve better or more. One of the opportunities I have in order to thrive academically is to complete my level 4 and work towards gaining level 5 & 6.  This will allow me to boost my career and get employment with good salary. This is an excellent opportunity for me to meet others as well as gain knew knowledge and understanding from many different prospective. I also have the opportunity to work as-and-when required as a Examination investigator. This is an great opportunity for me to gain some knowledge and understanding about work life and make plans for the future career pathway. 

Threats: these are the factors which may stop you from developing or achieving your goals and ambitions. Threats can have an affect on the profit level of an organisation or a persons set of planing for the future. One of the main threats I have to face in really boosting my career is family commitment. I have a young growing family which means they need me majority of the time, therefore I really cannot travel much or go into full time work. Traveling aboard or staying away from home  is a big NO for me which limits my options of career and academic paths. 


2.6 Key skills requirements 
Key skills are essential part of Academic, Employability and Professional growth. Depending on the sector skills required will defer from one another or it may also clash. “Transferable skills”(Monster, 2018) are amongst the desirable skills list as employers can use you to provide training or understanding to other employees. 

Academic skills: “it is important to understand the many skills and qualities required to be an academic because simply stated, having a good PHD is not enough to secure the job and to succeed”(The University of Manchester, 2018). Networking is one of the skills required as an academic as you will be studying alongside many others whom you may have never ever encountered before. Networking is one of the most vital and used skills you can hold as an academic.
Time management is one of the other skills required as an academic, as you will find your self juggling between work, academic study, friends, family and personal interests. “It is very important to be organised and highly disciplined”(The University of Manchester, 2018).  This is because you will need to prioritise effectively in order to find  time to carry out your own research. 
Other key skills required as an academic are resilience to criticism or rejections, presentation skills when presenting work at conferences, leadership and management in order to manage your own project and to start developing as a leader in your research of interest.
Some of the underestimated key academic skills which people believe everyone has are English written skill, essay writing, note taking independent learning, research and  self motivating skills. “First and foremost, having a strong grasp of the ins and outs of the English language(whether you’re a native speaker or not) is essential”(Oxford Royal Academy, 2014). Note taking is an “useful skill to have when it comes to every kind of teaching environment you’ll encounter at university is note-taking”(Oxford Royal Academic, 2014). 

Employability Skills: there are many employability one can gain but some of the essential employability skills include communication, teamwork, problem solving, initiative and enterprise, planing and organising, self management, learning and  technology. All these skills mentioned are essential part of having an excellent chance of employability. For example planing and organising means “managing your time around work, study and family”(Youth Central, 2018). Good planing will lead to organised structure of your daily tasks, work and study. 
Other employability skills may also include interpersonal skills, communication skills, critical thinking skills, presentation skills, leadership and numeracy. For example having critical thinking skills means being able to “solve problems and make decisions can be a huge assist to your employer and these are therefore desirable skills to develop”(SkillsYouNeed, 2018). 

Professional retail manager skills: as a retail manager there are many skills you will need but some of the highlighted skills desired by employers are customer service, people leadership, sales experience, sales leadership, resilience, organisation and communication. For example retail industry is a fast pass environment and it takes a lot to stay on top things. “Successful retail managers are organised, good planners and strong troubleshooters”(Conan.C, 2018). 
One of the other skills required as a professional retail manager are “the ability to motivate a team”(National Careers Service, 2018), work under pressure, decision making, understand and analysis sales figures. 
2.7 Feedback 
Feedback is essential part of ongoing learning or improving oneself or organisation. Feedback can help positive in organisation or individuals, alongside positive feedback you will also get few negative ones. How you see or utilities negative feedback is very important for example you could use negative feedback as an opportunity to improve or provide clarity to something or someone. Feedbacks are assets to growing or developing as others can easily identify our weaknesses which you may miss unless you’re an critical thinking individual who likes to analysis aspects very deep. 

2.8 personal development plan (PDP)
What do I want to achieve or gain: by 2020 I would like to graduate from the University of Wales Saint David and aim for the Masters level. In order to achieve my aim or goal I need to follow through with all materials provided on model and attends all assigned lectures on time. 

In order to accomplish graduation I need to start my assignment in advance, complete them prior to the deadline, check through with my lectures for feedback, carry out research and extra study outside of campus and hand all work in on time. 

The resources support I need in order to achieve my personal development plan are lectures feedback and input, online research, book and journals reading related to my subject or study of interest. Other resources include time and money, time to carry out essential research or reading and money to supply all the resources I need e.g. book, travel and laptop etc. 

My success criteria will be to successfully complete my graduation and head for the masters level. Along side academic study I would like to take on part time job in order to gain some practical experience in the chosen field of study. 

My set of target dates for review and completion is at the end of each term and an analysed review at the end of academic year. This will help me identify any weaknesses and my strengths, I could use my strengths to overcome my weaknesses and find an solutions for the weaknesses if required.

3.0 Conclusion
Producing this portfolio has really helped me demonstrate my understanding of skills and knowledge which is required for working effectively, my readiness for employment, an understanding of my personal strengths and areas where I could develop myself. This has provided me with  an opportunity to establish my employment goals and develop a personal development plan. Producing the portfolio has also provided me with many new ideas to where I could really take my career and how to boost it. Overall this has been an excellent opportunity for me to sit and look deep into my academic, professional and personal needs or life. 
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