Professional Career Development

Mohammed Shahadat Hussain
1712830











Table of Contents
Introduction	3
The competency of an employee	4
Eagerness for personal development and employment	7
The objectives for personal employment	9
The implementation plan for personal development	10
Conclusion	15
Reference	16








[bookmark: _Toc5556542]




Introduction 
Employability skills are important for an individual since these allow a person to grow and perform competently in their future career. When a person receives the required training and knowledge over the job he or she is required to be assigned in the future, the person can show more competency in their work. Employability skills also allow an employee to analyze their key strengths and weaknesses and then make changes that are necessary to perform their tasks. This report has also focused on these issues that are related to employability skills and the discussions are made from my point of view, as I have been preparing to build my career in the future by gaining necessary training and learning. 
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A person’s employability skills are associated with the educational background of the person and the other curricular activities that they participate in. Although, there are certain skills that are required to be created by an individual since that person has to perform in his job and due to this reason, this is important for the person to attain adequate soft skills and these skills also help the organizations to change a normal person into an employee of the organization. In the organizational context it has been seen that an employee is competent at certain form of task, but the companies also expect that the employee becomes competent at the soft skills and the skills are also effective to build the competency of an individual. The skills are harder to build and takes a longer time to master. Below, the most required skills for career development have been discussed. 
· Skills for communication: the communication among the employees of an organization is necessary and the reason is that this allows the employees to share their thoughts and feelings and helps them to clarify any form of confusion they have when carrying out the working process (Goleman, 2010). Most of the companies practice these skills by the means of using verbal, non-verbal and by using gestures. I have also made progress to these skills as I started to talk to others, as I have been working as the employee of a bar as a part time employee and this job also helped me to bring positive changes to the competency in my communication. 
· Working in teams: This is a universal fact that an individual, working at any form of organization are required to work with the teams of the organization. The team working mentality will allow an individual to adjust to the current working environment of the company. The team working allows an individual to share the ideas with others, take criticism and make changes to the ideas. On the other hand, the team working also allows an employee to create the necessary bonding with the other group members of the company. I worked as the assistant editor at the University newspaper and my main job was to work as the cartoonist. This job required me to work in teams with the other students and also align my working style with other employees of the newspaper. 
· Competency for analysis: the companies today are required to conduct thorough and comprehensive financial analysis for the purpose of making profit and this also must be done with patience and higher level of competency. I don’t have huge comprehensive skills but did earn some experience in this sector for a couple of months. I worked as teller at a bank, last winter and this allowed me to perform analysis of the given problems that are critical and the ones that are related to the interests that the bank charges to their employees. This working experience has helped me to brush up my analytical skills and present the finished work within the given deadline. 
· Skills for negotiating: an individual is required to have competent skills for negotiation and this skill also helps the person to resolve any conflicts with the senior management of the company along with convincing the customers to purchase a product. During my service at the bank, I was at the customer help desk and my negotiation helped me to allow the customers to open a bank account, make them understand the banking policies and also provide the necessary information to them related to the banking services. 
· Skills for taking the decisions: an individual who is working at any form of company is required to take the correct decision as this skill allows an employee to solve the critical situation while they are working at the organization. There are also instances, where an employee has to play the role of a leader and take the right decision on behalf of the team and having the right decision-making skills also helps to build trust among the team members. As an employee of the bar, I worked as a leader of other bartenders and due to this reason, this was necessary for me to take certain decisions for the day to day operations of the bar and I have provided effective solutions to almost all the critical problems that have emerged, while I was working at the bar. 
· Coping skill: an individual is required to cope with the working environment of the workplace. And the reason is that, by coping with the employees at the workplace, an individual is blending himself with not only the organizational culture, but this also helps them to tackle the work-based pressure (Niles, 2010). This skill also allows the handling of critical situations that can arise, as higher coping skills means being more informal with the coworkers. The companies today are working over multiple projects and hence they transfer employees from one department to the other. I also showed moderate amount of coping skills while I was working at the bank as the teller and had to cope with the changes that are brought to the bank by my seniors. 
· Skills for organizing: the companies today appreciate the work of the employees that are competent in organizing the tasks that are provided to them as there are various advantages that are related to organizing the daily tasks. These includes the alignment of the tasks that are of higher competency along with giving priority to the tasks that are closer to deadlines. The manager of the companies also views organized employees as more competent as they are always capable of giving importance to the tasks and follow an order when completing the tasks. During my service at the bar, I had to follow and complete the daily tasks by following a more organized form of routine. This helped me to complete the tasks within a specified timeline. 
· Skills for IT: this is another skill that the companies expect the employees to have and the reason is that, this skill allows an employee to conduct the required research, communicate, calculate and also interact with the clients and employees from a longer distance (Katz, 2011). The companies today always appreciate the employees that have moderate amount of IT skills and the ones that are competent enough to use the software such as; MS office. My IT skills are not that high, but I have been very competent in the use of MS Excel as I worked as a part time accountant at a grocery store. 
· Perceived as trustworthy: the companies always show appreciation towards the employees that are loyal to the company and obey the policies that are set by the companies. It is also highly important for employees to show appreciation towards the current vision and mission of the organization and they are also required to work towards achieving them without being distracted. On the other hand, the employee’s trustworthiness is not only shown by the secrecy they maintain about the organizational activities. This factor also depends over the responsibility they show while performing a given task. As I worked as the junior employee at a bar, I had to make sure that the liquor was stocked appropriately and that they are of the same number as ordered by the bar. 
· Interest for learning: this means a person must have the mentality to learn new skills and also bring the necessary updates to their skills. One should not be that naïve that his knowledge is limited and hence the person is required to expand his horizon over learning new skills so that the person can use the skills when carrying out any form of new task. This form of mentality cannot be embedded inside a person and the new training and learning process highly depends on the will of an individual. 
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SWOT analysis 
The SWOT analysis mainly consists of three key factors and these are strengths, weaknesses, opportunities and threats for an individual (Hamby, 2010). By implementing an extensive SWOT analysis, a person is capable of understanding the current skills they have, the gaps in their skills and the aspects that can hinder an individual’s plan to bring personal development. On the other hand, the personal SWOT analysis is effective to bring the changes to the process of training that are planned by an individual. There are various opportunities that an individual might get to enroll in an effective training program. On the other hand, an individual might face various threats during the training period of the individual’s training program and hence these aspects can be analyzed to bring about competency for an individual and also  help the allowing of an individual to bring development to their overall skills. 
Strengths 
· My competency in communicating with others is high and I am also skilled at using clear verbal processes when speaking with others. 
· One of my main strengths is to interact with other people and work within the team environment, and I am also capable of working within teams as I am good at understanding other people’s views. 
· I don’t like wasting my time by asking unnecessary questions and due to this reason; I tend to focus on asking the questions that are relevant and to the point. 
· My organizing skills are also higher as this skill allows me to manage the tasks that are provided to me and I can also maintain my work and the work deadlines in a systematic manner. 
· My IT skills are also very high, and this is not only limited to using the internet but I can also use various software that are designed for carrying out the tasks at the office (Sawyer 2010). 
· I also have the ability to convince a person by using a softer tone when speaking to the specific person. 
· My skills for conducting analysis are also higher and this includes conducting the adequate research over a given topic. 
Weaknesses 
· I tend to become anxious in desperate times, mainly when the project deadline is close. In such situations, my overall quality of the work suffers heavily. 
· I suffer from stress, if I am incapable of managing the time and hence my working process also becomes disorganized. 
· I tend to become nervous when too much work is given to me and this also hampers my quality of work. 
· I have also shown reluctance for accepting any form of criticism from other people. 
Opportunities 
· I have enrolled into certain courses at the University and these courses are designed to give me the training for completing the organizational tasks in a faster manner. 
· I am planning to get enrolled in support group programs arranged by the university which will help me to manage my stress level when I face large volumes of work. 
· I am also planning to get enrolled in other courses that are effective in teaching me about handling workload and follow the deadline associated with the work. 
· Another one of my plans here is to utilize the creative courses at the university so that I can learn to accept any form of criticism and also make changes to the tasks that are provided to me. 
Threats 
· I am always taking a lot of workload by following the directives provided by my employer and this can also hinder my capability to show creativeness in my work along with my in-built creativity. 
· The organizations prefer to recruit employees that are highly skilled and this is also a requirement that is being asked for by the employees that are working at the entry level of the organization (Robbins, 2013). This is a bigger threat for me for bringing my personal and professional growth in the future. 
· Another imminent factor,  is that there are also other graduates that are currently seeking the same form of training from various institutions and due to this reason, I have to bring higher amount of competency at my work for the purpose of learning new skills. 
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The employees of an organization are required to give focus on the SMART objectives since the smart objectives allows an individual to understand both his long-term goals and the long-term goals that the person is required to achieve. The SMART objectives are also very effective for an individual to manage the term and resources that are available to them and below, a personal SMART objective analysis has been provided. 
· Specific: this is the starting of the goal and in this, I have to focus over the aspect that I am required to achieve and this includes, my core career development plan, that I have to focus over and the professional roles that I am planning to accomplish. I also have to analyze the importance of the goals for me to bring success for me in my future endeavors. The feasible time for accomplishing the goals also must be analyzed here by me along with working towards fulfillment of the goal. As for my personal training, I have to focus over the aspects such as the specific course that I wish to get enrolled in the university so that I can accomplish any given task more promptly. 
· Measurable: This part of the SMART objective plan includes analyzing my current progress and measuring the objective will also allow me to bring changes to the SMART goals in a comprehensive way. The best measurement tool for me is the assessment that will be provided to me by my instructors after each course years and months end. This will also allow me to bring the necessary changes to my plan and bring the changes that are required for my personal development plan (Williamson, 2011). For instance; I have been planning to get enrolled in the courses that will allow me to manage my level of stress and here I have to measure this achievement after the course ends and my instructors or the counselors can help me with attaining these goals that I am planning to achieve. 
· Achievable: this is also important for me to analyze the logic behind the goals, that I have set, and this will allow me to understand whether these goals are achievable or not. By analyzing the feasibility of the goals, I will be able to know my limit and hence redesign the objectives or even take the necessary courses that will help me to build my career. I am also planning to get enrolled in the courses that will help me handle the extra work loads that are brought by the additional work that is provided to me by my current employer. In such situation, I must analyze my key strengths and find whether I am capable of handling such career plans or not. 
· Relevant: In this part of the SMART objective I have to I have to analyze the relevancy of the goals that I have targeted. This can include; the worthiness of the goal and my current willingness to practically pursue the goal. The relevancy is also associated with the timing to achieve the goal and I also have to understand my current capability to achieve the overall goal. For instance; in the above section of the report I have mentioned that I want to get enrolled in the courses that are creative and allow me to take the criticism in a calm manner. But the creative courses can include design and writing. Hence, here I have to analyze whether I will be able to complete this goal or not and moreover, whether my perception towards any form of criticism will change or not. 
· Time bound: most goals are targeted for a longer time period to be achieved and due to this reason; I have to set a logical time length for the purpose of achieving the goal. This is also related to the factors that includes; the length of time required for the training and also my own competency in acquiring the training that will be provided to me by the instructors (Yukl, 2015). All the plans that are related to the courses must be achieved within the specified time, since time management is an important factor to be considered when making plans for personal development. Due to this reason, my main goal here should be to target a specific time and then work towards achieving the goals since time is also a logical factor that helps in attaining organizational goals. 
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The Continuous Professional Development Plan ( CPD) 
All the professional training that an individual receives will go in vain if they are incapable of implementing the continuous professional development process since this process will allow an individual to recognize the essentials that can bring improvement to their professional skills and the standards. This is also highly important for an individual, to understand the fact that their academic qualifications alone will not help them to excel in their future and due to this, it is instructed for them to learn new skills that are effective enough for them to take on a new profession or make adjustment to their professional career (Boumgarden, 2010). The continuous professional development plan is effective for individuals so that they can give more focus over their career and also work towards building a new career. 
Any employer of big business organizations is also giving focus over the continuous professional development process for their employees. The key reason behind this is that, the companies are always on various forms of projects and for the successful completion of the projects, the employers expect their employees to have more skills over certain task that are related to the projects and the successful completion of the projects. Due to this reason, the companies are always arranging continuous professional development programs for the employees so that the employees of the companies become more competent and also fulfill the project goals within the given deadline. 
Personal action plan 
I also believe the fact that the for gaining success in my career I am required to implement an effective continuous professional development so that I can turn myself into a competent employee and a skilled professional in the future (Tefera, 2014). My key focus here will be to bring positive changes to my current professional development and also to concentrate the training that are provided to me so that I can become more competent at developing my skills and capabilities. This is also important for me to monitor my continuous professional development process and for me this will include keeping the track of the training process by using recording systems. This can also include using various devices such as electronic notebooks or maintaining a diary when I am attending any courses that are provided by my future employer or the instructors at the university. The mentoring that is provided by my instructors and the employers are also very effective here for me to provided with the necessary direction as there is a higher chance that I may need extra help from them and their review, while I attend the continuous professional development courses. 
Below I have provided a chart that represents the professional objectives that I am planning to achieve and the time that is required for achieving the goals. 

	The Goals
	The objectives that I aim to attain
	The resources that are available to me 
	The analysis 
	The time that is required for achieving the goals

	Improving the tasking ability within the deadline   
	As I have mentioned earlier, I am not very competent at finishing the task within the given deadline and due to this reason, I have to focus over the courses that will make me competent at finishing my tasks and also follow the deadline. 
	The University is offering certain courses that consist of managing time and here the instructors offer class works and provide homework that are to be submitted within the deadline. Due to this reason, I have to get enrolled in this course. 
	The feedback that is provided to me by my course instructor will help me to analyze my current progress and make changes if necessary. 
	This is a standard course that is completed within six months time. 

	Stress management 
	As I have mentioned earlier in time of higher stress working activity, I tend to become anxious and this hinders my working quality (Day, (2012).
	 The support groups and the counselors that are provided by the university. These individuals will teach me to handle the stressful work environment with higher competency. 
	The review provided by counselors will help me understand my progress. 

	I will need at least one month and four sessions. 






	The Goals
	The objectives that I aim to attain
	The resources that are available to me 
	The analysis 
	The time that is required for achieving the goals

	Creative courses
	I am planning to get enrolled in creative courses since, the creative courses in graphic designing, web designing and creative writing will allow me to become more mature for taking any form of criticism that others make about my work.   
	The key resources that are available to me are the courses that are offered by the university and this course will also a make me capable to expand my creative side along with building an attitude to criticism competently. 
	I am also required to give attention over the criticism that is given to me by my instructor and this can also make me more open to any new ideas. 
	This course is a standard course that is provided by the university and hence, three months will be required to complete the course. 
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Conclusion
The overall report has focused over the personal career development and the strategies that can be undertaken by an individual to build his or her personal competency in the future. The report has also given focus on knowing the knowledge and competency for showing satisfactory performance at the workplace along with willingness and progress by analyzing own strength and weakness in a comprehensive manner. The employment goal has been also one of the key aspects that have been discussed in the report for taking necessary future actions. 
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