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Introduction
This report will be looking into a person’s ability to become professional in their career. To do this we need to be self-aware. According to Gulick. V.R .(2000) We are conscious, self-aware, and introspective. To realise our full potential, we must be conscious of our needs and then plan our goals. There are 4 levels of consciousness, firstly, unconsciousness is when an individual is not responding to their self and the environment, they have no self-awareness. Secondly, consciousness, is when one focuses their attention on everything around them and they are aware of everything happening. Thirdly, self-awareness, this is where an individual focuses attention on their own private and public self-material and meta self-aware, this is when someone knows the opposite person is aware. To become perfect in our roles at work we need to realise our full potential, this can only be done if we analyse how good we are, this can be carried out by doing SWOT analysis and personality quizzes which will help an individual realise their strengths and weaknesses, as well as threats and opportunities.  Also, this report will show how to train staff to deal with customer complaints and health and safety issues in the workplace. Within the conclusion section of this report, I will be carrying out a reflective review on myself, showcasing my own strengths and weaknesses and looking at the threats and opportunities.
Task 1
This is a SWOT analysis which was created by Albert Humphrey, this tool is used to assess how an individual feel about their current position in their career. We realise this by carrying out a SWOT analysis to find out about strengths and weaknesses that one may have and how these impact their career and allows one to look at possible opportunities and also looks at threats that may obstruct someone from achieving their opportunities , I have conducted a SWOT analysis on myself to look at my strengths, weaknesses, threats and possible opportunities (SWOT Analysis: – How to Develop a Strategy For Success, 2020).
                                                                                                                                         	
	•     Strengths
•	 organised
•	Hard working / kind and considerate
•	Good time keeping skills
•	Have a positive attitude
•	Good communication skills
•	Kind to kids and elderly people
•	Good problem-solving skills
•	Good team player skills
•	I can work flexible hours

	Weaknesses
Quiet and shy person 
Slow in typing words
Not a quick thinker
Maths and Psychology
Procrastination


	Threats

Competition
Modern technology
Peers

	Opportunities     
Do online classes to improve my maths and phycology
Learn new technology
Build my confidence to become a public speaker
Speak up more




After reviewing this I realise that I have a lot of potential and can overcome my threats with my opportunities.  I have a positive attitude when it comes to working hard, I do not compromise my work for anything and make sure I give myself enough time to complete work. Working in a team inspires me to be more involved as ideas and thoughts can be shared. I can work independently and on my own initiative. My weakness is that I am not a confident speaker as my weakness is that I am a shy individual but this could be due to my lack in experience presenting to a class and public speaking, but I am able to overcome this by interacting more and becoming involved with projects that involve interaction in public events. I know how to put my ideas into practice. My threats can be dealt with enhancing more IT skills and taking part in extracurricular activities that require the use of IT resources. I could also see an improvement with my confidence as when I’m around my peers I am more confident and open about my thoughts and ideas. 


Personal development plan
This is a process of creating a plan based on awareness and goals for enhancing one’s career (Smith, 2012).  This plan is for my career in which I wish to become a social worker.


	What do I want to become? 

	What do I need to do?
	How long will this take?

	Target date?

	

	I want to become a social worker

	I need to pass my level 4 exams

	Two months
	January
	

	
Start level 5 in psychology 

	Pass all my modules
	One year
	December2021
	

	Start my level 6 in psychology
	Pass all my modules
	One year
	December 2022
	

	Do a Dialectical Behaviour Therapy course 
	Attend sessions to
Obtain a certificate
	7 days 
53 hours
	When I complete level 5
December 2021
	


These are my goals and how I will pursue them.
According to Pool. H. (2020) There are 7 types of learning methods
1 Visual (spatial) When you prefer to use pitchers, images.
These types of learners use mind maps and diagrams useful. They also desire to highlight key words and sentences this helps them to remember better.
2 verbal (linguistic) You use word in speech and writing.
These people like music rhythm and rhyme. They remember first letters of rhyme.
3 Aural (auditory, musical) you prefer music and sound. 
Aural learners use sound. music and rhythm, they remember tunes this helps them to learn.
4.Logical (mathematical) you prefer using logic, systems, and reasoning.
These learners like to go into depth of things they use material thing to remember and learn. 
5 Physical ( kinesthetic ) learners use your hands and body.
They use touch they like to break things and then re-joining them. They also enjoy flashcards they help them learn easier.
6 Solitary (Intrapersonal) you prefer to study alone.
These learners prefer to study alone and defining goals, and objectives.
7 Social (interpersonal) you prefer to learn in a group and other people.
These people like to work in groups like workshops and collaborative meetings.
I am a visual learner I can look at demonstrations and learn the skills taught (Patrick, 2015).

In one of my lectures I did a quiz called Insight 16 personality.
This was an interesting quiz it showed me my true likeness to myself it was interesting and understandable, it revealed that I have mediator quality’s. Which is truthful, empathy, authenticity, and harmony.  I have pleasure in working for the environment gardening and exploring new plants is a rewarding hobby for me. As well as this, my personality shows that I am easily disheartened. I am imaginative and can put my ideas into actions. I agree with the quiz because it truly matches who I am (Murie, 2010). This shows my personality as a shy and quite person I am a hard-working individual and thrive to achieve my goals. Helping people is my priority I wish to help anyone in need in any way I can. I am skilled organiser like to keep things safe and in order. (Clutter and I do not go together) Modern technology is daunting to me every year there is something new. Every person is individual and has his own personality, realising this early can help you to understand the person better (Personality Types | 16Personalities, 2020).





Case study                                                                                                                                  
As an assistant manager of Reyna’s food stores. Business is expanding and we have decided to open one new store and have recruited 5 new staff. Before I give the employees there roles  I have the duty to train new employees to enhance their talents such as customer service, (how to deal with complaints), also I would also want them to join a course of  health and safety in the working environment, but firstly I must recognise each person’s personality and how they are going to work together as team (Guide for training new employees, 2020). Every person is diverse they all react in different ways to situations. To understand individuals this theory by L. Joseph is very helpful.
	
Open Area                                                                                                           
This is how people recognise me every day and who I am. Whenever we are around people, we tend to present our best self.                                

	
Blind area
This is things about me that others know but are hidden to me. Sometime people realise things about my personality which is hidden to me.


	

Hidden Area                                                                                                        
Things I know about myself that I hide from others
Many times, there are things that happen in a person’s life which you are not comfortable to tell others, this could be a tragic event or something that is embarrassing to share with others.

	
Unknown Area
 This area is a mystery to me and others. Things that are unknown to me and other individuals. This is when people do things in their unconscious mind.  It can also be a talent that is unknown to us.
As a manager I have the duty to train my team of employees.





Johari windows


According to a theory by Luft . J. (1969) when people work together in a team at work or close friends, we think we know what the other persons personality is, but the reality is we only know what the other person wants us to see. When an applicant applies for jobs, they do not always tell the truth by talking about themselves. Sometime private Issues like mental health are not disclosed. This theory Johari windows explains that a person has 4 sides to their personality.
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 Thomas. M. R (1921 page 5 )
Above is a diagram by Thomas. M.R (1921) of a social cultural framework for analysing abuse. The diagram shows that abuse can happen anywhere, and comes in different forms like verbal, physical abuse to others and harm to possession. When someone is angry, he does not see the opposite persons age and gender the anger just explodes without realising the consequences.
He also says that shared social structure has an impact on a person personality example,
 Violence experienced in childhood in the family can emotionally scar a person for life, gender, males are more violent than females, ethics. national, religious all of these contribute to the control of one’s emotions. Socioeconomic, and political issues all play a major part in how people see the world. this and education level. Somebody who has knowledge is wise and thinks before he reacts. All of these can contribute to an individual’s character. 
To understand how people behave we need to think of all the above. I will arrange for the team of 5 new employees to go to customer services training to learn to deal with angry customers, they will discuss the needs of customers and how they can safely be met, training them on how to effectively reassure frustrated customers by showing kindness and respect and highlighting their concerns with a manager/supervisor. All customer service advisors should be apologetic to customers, this is to emphasise with customers and understand the inconvenience. Another great skill to employ staff with would be listening skills and how to carefully listen to the concerns/questions from customers, and this will allow staff to come up with a resolution if one can be though of and this will allow things to be resolved quickly and reduce any conflict or arising anger (25 Conflict Resolution Strategies for Customer Service - CallMiner, 2020). 

Also, I think that training employee’s health and safety in the working environment is essential for the safety of employees and management. Wherever you work the employer, contractor, business, agency, contractor have a legal duty to make sure that an individual is entitled to their rights of staying safe and risk free at work (Your health, your safety: A brief guide for workers, 2020). Both employers and employees should work together, to reduce workplace accidents and illnesses. Employers should set out general principles as per government guidelines which employees should be set to follow and adhere to. These principles ensure the welfare of staff; therefore, they will be more likely to stay with the business/company and allows for a stronger relationship between employer and employees.












Reflecting on myself before and after starting this course.
When I started my course, I was a housewife, I had a duty towards my family, my children are all grown up and doing well for themselves. One day I decided to peruse my career as a care worker. Because I enjoyed looking after my family, I thought that care workers have the same type of duty. unemployed and had little knowledge on applying for jobs I decided to do this Health and Social work course I can start my career.
 Within these modules this module professional career development was very beneficial to me I have learned how do make a personal development plan to highlight how I am going to achieve my goal to become a social worker. If I pass all my assignments and coursework and all is well- hopefully in 2022, I can apply for a care workers job in a care home and then progress onto becoming a social worker.  This module I have learned how to prepare for interviews. I made a CV and wrote a cover letter, (please look in my appendix) Also, I did a mock interview which was interesting because I learned how attend interviews. Preparation is the key to success when everything is planed it is better for us. But unfortunately my preparation was not good and while answering questions I got very confused, I stuttered and I realised that I am not ready for interviews yet, further knowledge is needed, I feel that I am not confident and need more training in communication skills. The SWOT analysis has made me realise my strengths and my weaknesses and I will overcome these with my opportunities (What Is Self-Reflection And Why Is It So Important?, 2020).
Next time when I go for an interview I will remember to plan accordingly and answer all the interviewers questions in a professional manner and not stutter and I will ask the employer any inquiry that I may have. Doing this will show the interviewer that I am interested in their company. I will keep my answers short and truthful, and I will always be polite. I will dress in professional clothing because first impressions count. I will greet them and wait to be asked to sit down.
This module has taught Johari windows and self-awareness. I found this interesting and enjoyed learning about this.  In this module I realised that people are not what they seem, we only know about their personality is what they show us. Many people have hidden personality’s which are not known to us. ( It is like the saying do not judge a book by its cover) I also learned that many people lead double example they have different personality’s at work and have a different personality at home, many people have fantasy’s and change their personality which not everyone is aware of. This has made me think twice when I see people for the first time. Most of the time people hide their health issues and do not tell the employer at interviews people feel like they will be looked down upon and colleges will laugh at them, but the reality is different employers are trained to be synthetic and understanding and they will  help you by supporting you with extra help.
The personality quiz told me that I have mediator quality’s, which are good empathy skills and I am able to put my ideas into reality that was very true because, before I realised I am a mediator I knew these skills existed in myself. 
This module taught me different learning styles which was exiting to learn, I realised that I am a visual learner and can look at work caried out by my peers and can learn new things. I prefer to work in a team and not alone. When we work in a team everyone is there to support each other. Because of COVID-19 this year learning was particularly difficult it was online and understanding the lectures were hard I did not receive all the support I needed from my teachers. 
   
 















Conclusion
Overall, I have concluded that to become a professional person I must become strong and work hard to achieve my targets. Telling the truth about yourself like disclosing mental health issues in interviews will help your employer to make your workplace a better environment for you and give you enough support to keep you happy in your job. Do not hold yourself back when you need help. Professionalism comes from working together as part of a team, being able to learn from your mistakes and become a better individual when it comes to work, managing a business and being a strong employer. As stated by Scott (2019) professional workplace behaviour is necessary for the long-term success of a business, the interactions and relationships an employer have with their customers is essential to ensure that the goals and objectives are met. I feel that after carrying out this SWOT analysis and personal development plan, I will have the knowledge and skillset from this course to conduct myself in a professional manner, in the future this will represent myself and my business in a positive way and allows for a successful business. Every job is difficult but being able to remain calm in difficult situations allows a professional to quickly think and use their initiative to overcome that difficulty. even without much experience, one can attend conferences and events to practice professionalism and implement skills. 
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Appendix
Mobeen Jan 142 Reginald road 
Saltley
Birmingham
B8 1LU
07722323962
1813790@student.uwtsd.ac.uk
PROFILE 
I am a hard-working individual, I put maximum effort into everything that I do and I work well as part of a team and under my own initiative. I am always willing to learn new skills and gain more experience. I am also trustworthy, punctual, and reliable. I can be depended on to get tasks given completed in the time given under any circumstances this includes being under pressure.
KEY ACHIEVEMENTS  
•	Re-organized something to make it work better
•	Identified a problem and solving it
•	Come up with a new idea that improves things
•	Developed or implemented new procedures or systems
•	Saved money for the company
•	Saved time for the company
•	Contributed to good customer service, meeting and greeting clients
•	Supported fundraising initiatives within the school.  
EMPLOYMENT EXPERIENCE 
 Making garments for men (shirts)
Selling homemade snacks.
Selling flower arrangements
I have experience in the sewing department of as a factory worker. my duties were to set the sewing machine and follow instructions and patterns.  I have experience in working in a team.  I gained confidence in myself and I find that I can communicate fluently too. I am a friendly person and am passionate about any task given to me. I am a hard worker and can work under pressure. I have IT skills and can use modern technology. I also have experience in selling flower bouquets and chocolate hampers, gift wrapping, I also sell samosas and pasties to customers from home.
•	Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint and Excel to produce correspondence and documents and maintain records and spreadsheet
•	Ordering and maintaining equipment.
•	Sorting and distributing incoming post and organising and sending outgoing post
•	Good customer service.
•	Cleaning skills to always keep the workplace tidy  
•	Organising and storing paperwork, and computer-based information
•	Photocopying and printing various documents, sometimes on behalf of other colleagues
•	Price matching to gain clients and keep clients happy, this also closed sales with clients.
EDUCATION & TRAINING 	                              
•	Studied to a GCSE level education this included Math’s and English
•	Level 3 in floristry
•	IT skills
•	Health and social care level 2
•	Religious studies in Islam
•	City and guilds accredited level 2 food certificate.
•	CIEH level 2 in health and safety in the workplace
Full UK driving license 2004
CORE SKILLS 
•	IT Skills: Microsoft Office: Word, Excel, PowerPoint, Outlook and Explorer
•	Well-developed and organised
•	Hard working
•	Good time keeping skills
•	Have a positive attitude
•	Good communication skills
•	Kind to kids and elderly people
•	Good problem-solving skills
•	Good team player skills
•	I can work flexible hours
INTERESTS
My interests are reading, studying my religion Cooking, gardening. Tourism, making flower arrangements I also, enjoy spending time with family and friends. I am currently studying psychology which I find interesting.
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