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Executive Summary
  This report gives explanation and understanding about the course professional career development and what knowledge I have gained and that would be help me get employment in the future. These are the area that the report has covered.
The challenges and fear faced at the beginning of the course and overcoming it.
Adapting the new way of learning and my journey of learning.
SMART goals, which I want to achieve.
SWOT analysis on my learning journey to understand the myself.
An analysis of a questionnaires that completed by me. 
Employability skills that would like to learn or obtain for my professional development.
A personal development plan on my employability skills.
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Terms of Reference
This report was conducted by Kudhaja Khanum 2000 words on professional career development which was requested by Melanie Squire for the 4th of March 2022.

Procedure
To compile this report, I have used my notes of information from the lectures that I have collected. With research done online library, online and articles. Where I have used quotes and paraphrasing with citations.
Introduction
Professional career development is a process of developing and focusing to advance your career, it is usually related to your current position in the organisation or where you want to be with your career. Helps you create a future map that gives you the motivation to achieve your goals and ambitions. These are the areas in which I gain knowledge of professional career development.
Self-assessment
Multi-tasking
Time management
Learning new ways of learning online
Commitment 
Professional Career Development is designed and adapted to each person differently. learned new skills about myself and the capabilities that I have, when I started the course, I wasn’t confident, especially with learning online and not face to face. Having to force myself to join online and take part in the lecture, was quite daunting at first as it was very new to me. Learning to work with Microsoft Teams and managing time with family life, taking notes during lectures, forming a WhatsApp group helped a lot to get comfortable with my fellow students. The lecturers were very encouraging and had provided enough information and help to help me adapt and understand the course.
To be able to understand the skills that is required for Professional career development I need to do a SMART goal which is on me and what I expect from me. SMART goal stands for Specific where you want to be in the future and question yourself of what, why, who, and how you get to achieve your goal. Measurable can you measure it then you would be able to manage it and achieve it. Achievable goal that should be stretched to your capabilities and have an interest. Realistic is it possible to achieve, do you have all the resources and support available. And Time-bound setting a real deadline to give your goal a time limit provides you guide to obtain the goal in a time frame. 


My SMART goal
Specific
I want to complete my skills for the workplace, achieve a qualification and pursue further studies in that field. Which will eventually lead to employment.
Measurable 
I will attend all lectures and write down notes and keywords to help me remember the subjects that were being discussed. Join the student WhatsApp group to get help when I need it and provide help to whoever needs it. Be more focused and manage my time with my family life.
Achievable 
I have made a timetable of working for the course, working around my family life with family members help to take the kids away when is needed and husband is there to provide emotional support.
Realistic
I am very positive that I would be able to achieve my goal as I am committed and have the resources that is require for this course and time management to obtain the qualification.
Time Bound
My deadline is April 2022, with all the deadline the assignments that will come I will make time to complete the assignments on time and have a plan to do my research and ask for one-to-one help.
Here is a SWOT analysis of myself that I done to understand my Strength, Weakness, Opportunity and Threat. Which will help towards my professional career development and employability skills. “Using your strength to overcome weaknesses, using opportunities to overcome threats” Fine, L. G. (2009). The SWOT analysis not only recognises the area of your positive and negative point but can help each to overcome and bring positive out the negative points.
Strength -  I am a creative, dedicated, and determined person. I like to learn new things and when I take on a challenge, I don’t like to give up without giving all my best, I like to be creative in my way of working and thinking. A good team player, I believe I work better in a team where discussion happens on problem-solving.
Weakness -This would be my confidence that I’m very shy and tend to not speak first, I now speak out when I feel I have point to put out there and I know that I would be taken seriously. My other threat would be time management, but I have an opportunity where my family and husband would be there for extra help to maintain the kids and housework.

Opportunity- This course would develop me in my personal and professional life. I believe this course will develop qualities that enhances my professional personality and grow me into a strong professional and career-oriented individual. I have a very supportive family and husband that would help me when I need help.
Threat - The threat that I can think that would be is time management, I must be motivated and make plans to be present in class. Also managing time to do assignments and submit on time with family life around me.
An analysis of VARK questionnaire 
VARK which stands from Visual Aural Read/Write Kinesthetic, a questionnaire which helps your style of learning and by completing it. The results would give suggestions of the strategies that you should be using. Here are the areas of the strategies that would be recommend.
Visuals - are the observer who finds images such as maps, diagram, charts, symbols easier to memorize by looking at them. They find verbal instructions difficult to understand. 
Aural – is the one who loves listening and talking to others, have an interest in trying new things but can easily be distracted, doesn’t like written instructions.
Read/Write – learns from reading and writing, is often good at spelling and likes reading books. Would easily follow instructions and they learn from researching online through google, Wikipedia and books.
Kinesthetic – are the ones who learn through physical activities, don’t like reading and writing. They are active in nature and often succeed in skilled-based courses as it involves instructional training, and this engages them in a productive.
VARK questionnaire on myself and the results I found that my style of learning is Read/Write which had the highest points and the second was the Aural these are my strength of style of learning and my low point of style learning is visual.

Employability skills - is needed by an individual to make them employable; it is an important skill for employees as it is very expensive for employers nowadays to train the skills to the employees. It makes sense to employ someone who has the skills that are required for the job.
“Employability skills build up in three layers, starting with a foundation of Positive Approach, which includes: being ready to participate, making suggestions, accepting new ideas and constructive criticism and taking responsibility for outcomes” (Holmes, Karen 2017). Covid -19 is a prime example of how the world had to change the way they had to work from home and learn new skills quickly to adapt to the current situations.

For me the most important employability skills are 
Teamwork- Helping each other reach the company goals and maintaining your own duties has given me the team leader. This is where your communication skills would be shown, working together in discussion, putting your opinion across, and listening to others too.

Time management – Using time efficiently and productivity in the workplace. This can be done by planning, prioritizing your responsibilities and duties. Setting myself deadlines, organizing my personal life well to be able to focus on my professional life. I will take notes and helps from fellow students and if needed family help in my personal life to complete my assignments.

Critical thinking and problem solving –To think efficiently and resolve problem, have knowledge and experience to think under pressure, and efficiently solve the problem using the information and data you have around you. I feel I can think well when I’m under pressure or find ways of solving problems with the information provided. I feel with this course I would be able to use these skills in my assignments, use my critical thinking skills to solve problems or provide the best solutions.

My Personal development plan is that I learned that I could adapt to new things and can use the Microsoft team to learn online, I have gained more confidence in myself. The challenges that I faced in the beginning, was using Microsoft Teams, Moodle, and the online library. But I overcame this by asking for help and knowing where I could go if I needed guidance. The SMART goal has given me personal guidance and goals for the future, which will help me to stay on track. I will priorities my course and personal life not to clash and give myself time to meet my SMART goals. Using the results from the VARK learning styles to help me achieve my qualification and improve my skills to be employable. "The value of lifelong learning: Key element in professional career development"(Duyff, R.L. 1999).
Conclusion 
Professional career development is the self-awareness to help improve our leadership and management skills. From this course I have learned many skills from learning online, using new software, Apps, and managing time with my personal commitments. and gained knowledge of writing reports, presentations and meeting new people who I am now friends with and support each other.
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Component2 
Reflective review of the recruitment process
  
A recruitment process is looking for the right person for the right job for the right place. This is where your professional career starts. You look at a job role and then investigate the description to see if the requirement the company is asking for is in your ability to fulfil. If so, then you can go ahead and write a cover letter with your CV to pursue the job. You need to be professional in writing the cover letter and show your experience and skills to attract their attention to get to the next stage which is an interview. 

These are the only steps to get the job, you need to get an interview to know if they have selected you for the job role. 

I have looked online for a Team leader role and found a suitable to my abilities from the website Team leader - Wales Advice Centre - Reed.co.uk advising for a company called Wales Saving Trust. I have read the job description and based on that I have created a cover letter showing my interest and my credentials that meets their requirements for the role. I have pointed out the key points that I feel I can offer the company and understand the process.

I have provided my CV with all my specifications on it, with my current education status and previous job experiences that I have done. Highlighting my key points of abilities and the previous duties that I learnt from. From my CV you can see I have a wide range of job roles which I feel gives me more character and experience in different areas. The recruitment process won’t accept a CV without a letter as this shows your interest and some of your personality. Otherwise, it would be a very boring process for them to read the CV  only as the cover letter I feel gives you an introduction of yourself, trying to grab their attention and a connection. 













KHADEJAA KHANUM
26 Croft Street, Roath, Cardiff, CF24 3HL
Mobile: 07592793005 E-mail: kkhadejaa@yahoo.com
Full Clean Drivers Licence with Sole Use of a Car

OBJECTIVE STATEMENT 
I am seeking employment as a team role leader as I am currently studying skills for the workplace, where I learned the importance of employability skills and professional career development. I am engaged in volunteering to develop my skills and undertaking additional training to complement my work experience. I am willing to continue with my personal development to assist me with progression within my role, now and in the future. I am a team player and believe working in a team can bring success to any company.

KEYSKILLS
• Excellent team player with proven experience
• Excellent communication skills
• Demonstrated ability to meet deadlines and targets
• Excellent time management skills
• Ability to remain calm under pressure
• Proficient in Microsoft office packages
• Ability to follow instructions
EMPLOYMENT EXPERIENCE
2020 -2020 New Directions, Cardiff, Teaching assistant 
· To assist teachers with daily activities 
· Keeping area tidy and hazard-free as possible
· To meet children’s physical, social, emotional, intellectual and development needs
· Preparing snacks and drinks for the children

2018 - 2019: Fun Start Flying Start, St Mary Virgin School Cardiff. Volunteer Helper 

• To assist with the implementation of the daily routine within the Nursery Playing and interacting with the children  
• To assist in the provision of a high standard of care for children placed in the Nursery in a way that 
• To meet the children’s physical, social, emotional, intellectual, and developmental needs 
• To contribute to the planning and implementation of appropriate programmes of activity for the children in collaboration with the Nursery Manager
• To give support to all personnel within the Nursery

2011 - 2018: Mother & Home Maker 
2010 - 2011: Home Bargains, Cardiff. Sales Assistant
• Serving and advising customers 
• Arranging goods in displays on shelves, rotating and replacing the stock  
• Taking cash, card payments and making sure the till balances 
• Dealing with returns 
• Meeting sales targets  
• Handling customer’s enquiries and complaints 
• Adhering to Health & Safety company procedures 

2002 - 2006: Primark, Cardiff. Retail Assistant 
• Welcomes customers by greeting them, assisting them.
• Directs customers by escorting them to racks and counters, suggesting items.
• Advises customers by providing information on products.
• Helps customers make selections by building customer confidence, offering suggestions and opinions.
• Contributes to team effort by accomplishing related results as needed. 
Apr-Jun 2004: IBO, Cardiff. Data Entry 
• Entering personal details of customers into the database 
• Transferring paper-based market research results 
• Processing invoices 
• Sorting post and handing to the correct departments 
• Checking for errors on marked exam papers sent from schools abroad 
• Adhering to Health and Safety company procedures 

EDUCATION & TRAINING
2021-2022 University of Wales Trinity Saint David
Skills for the Workplace
April 2022 - pending

2018: Into Work Advice Service, Cardiff
• Emergency First Aid/Paediatric First Aid
• Health & Food Safety

Jul - Sept 2000: Cathays High School, Cardiff
• AS- LEVEL – Business Studies and ICT

1999 - 2000: Cathays High School, Cardiff
• GNVQ Intermediate ICT

1995 - 1999: Cathays High School, Cardiff
• GCSE – Mathematics, English Language & English Literature/Triple Science/Business Studies/ICT/French/P. E/R. E/Welsh/Design Technology

REFERENCES
Mrs N J Prichard B.Mus						Simon Murray
St Mary Virgin School							Journey 2 Work Mentor	
5 North Church Street, Butetown					Cardiff Council
Cardiff, CF10 5HB							Cardiff, CF10 1FL
Phone: (029) 20 004 366						Phone: 07976 405638
Email: flyingstartfunstart@outlook.com   				Email: simon.murray@cardiff.gov
Date: March 1st, 2022

Kudhaja Khanum
26 Croft Street
Roath
Cardiff
CF24 3DZ

Job Reference: 45631981 – Team leader

Dear Sir/ Madam, 

I would like to apply for the job post referenced above, which was advised for the company Energy Saving Trust on the website Reed.

I would like to join the company offering the team leader role, where I believe I can grow with the business and provide my experience and skills. I have included my C.V that summarises my credentials as a team leader quality. I can learn and easily adapt to a new environment, with my education status is skills for the workplace. I am currently studying Skills for the Workplace, where I learnt that employability skills is very important to be employable, I believe I have a full understanding of this and can achieve this.

My previous job experiences range from different categories which I feel has enhanced me in learning different ways and adapting to a new environment quickly. I have substantial IT and software knowledge; my written and verbal communication abilities are remarkable. Also, excellent organisational skills and good time management which is important as a team leader.

If it appears that my skills and credentials meet the requirements of your clients, I will be happy to talk about my background further in a meeting with you or an interview with the client. I will be contacting your office soon to determine the status of my application.
My references are included in my CV please find the attached curriculum vitae. Thank you for considering my application and look forward to hearing from you in the future. I am available for an interview at your convenience.
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