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Introduction:
In this report I will be looking at the stages of Professional career development, the tools and strategies that are required to enhance and improve my opportunities for progression within a live working environment.
The report will look at the tools and techniques that can be used in stages of development, the processes which can be analysed to provide the skills which will be required for implementation into a working environment. 
To also establish preparation for employment using SWOT analysis, showing how it can be achieved through establishing my aims and objectives in what I would like to achieve, looking at my personal strengths, weaknesses, and objectives in areas to further my development, using a Personal Development plan

Johari window technique will be discussed as a tool used for self-awareness understanding, not only of yourself but of others.
The insights of an effective manager within Human resources, the skills required and what makes them important to that role.
Goals and objectives which can be set as a target for achievement, using SMART.
The report will briefly be looking at the relevant employment legislations which are relevant to a live working environment














Process and understanding Development
In the task of understanding what action needs to be taken, there needs to be a process, which can help in my development and provide me with a structure.

To help me understand, recognise, enhance myself –awareness and development, SWOT analysis will be used as a plan to illustrate any strengths, weakness, opportunities, and threats.
“Self-awareness represents the capacity of becoming the object of one’s own attention. In this state one actively identifies the process, and stores information about the self (Alain morvin,2011)

(I) Organising time
How time is structured will be play an important part of my development. Organising your time is a task. The 4Ds process can assist in getting the best out of the time you have. Do, Defer, delegate, and drop. 
In applying the 4ds time management to overcome the issues which may occur. This process will become an especially crucial tool in enhancing development.
Doing a Self-reflection on what my goals are. Completing tasks which needs to be done.
Deferring the things what are restricting me in achieving my goal, can this be completed at another time.
Delegating tasks to others who can take some of the responsibility to support me.
Drop it or them, the things that I am doing or the people who are around me are unable to bring value or substance to my life.
“Planning plays a pivotal role in effective time management. An individual needs to 	plan his day well in advance to make the best possible use of time. “			        						(Managementstudyguide.com, 2015)









(ii) A CV is a valuable tool when appraising skills which have been gained through life experience, education, employment, and training. It can show the skills and abilities you have to offer which can be transferable. The CV can also provide you with the understanding of where you need to get more experience or training to develop to your chosen career path.
 
(iii) Vision: 
Having a vision of where you want to go and be in the future can also assist in your development.
Nelson Mandela considered a success a survivor of many years in the notorious prison on Robben Island. The first black president of post-apartheid South Africa, a key mover in securing the end of apartheid. 
He himself, however, said merely,
“When a man has done what he considers to be his duty to his people and his country, he can rest in peace. I believe I have made that effort and that is, therefore, why I will sleep for the eternity.”  Nelson Mandela Foundation 2021

A learning journal can also help with development, where you record the events and experiences that have taken place. To input your thoughts and emotions you experienced as they happened is important to development.
The journal should include `What happened ' or ` something witnessed`. ` How it made you feel at the time and afterwards`` Points to be noted` ` Lesson learned ` and `what I would differently`












Personal SWOT Analysis
Swot analysis tells us where we are now, at this moment. It tells us the current state of our development, looking at your strengths and weakness, comparing areas your good or competent in with areas that may require improvement or even change. 
This tool will enable me to improve self-Awareness by setting measures, that can bring clarity and direction in my career.
	Strength
	Weaknesses

	
what am I good at?

· Good communicator
· Team player
· Being able to focus
· Good Planner
	
What could you improve?

· Anxiety
· Qualification
· Time keeping 
· IT skills
· Job Prospects

	
What unique resources can you draw on?

· My Life experiences
· Work experience
· Training
· Family
	
Where do you have fewer resources than others?
· Time Short age
· Support



	
What do others see as your strengths?


· Motivated
· Reliable
· Initiative

	
What Are others likely to see as my Weaknesses?

· Unsociable
· IT Skills


	Opportunities
	Threats

	
What opportunities are open to you?
· Furthering my education
· Excellent job
· Higher salary
· Enhance future lifestyle

	
What threats could harm you?
· Not completing Education
· Unsatisfied Employment



	What trends could you take advantage of?
· Change business how we work
· Where and how we study

	What threats do your weaknesses expose to you?
· Finding time to complete education
· Not completing my education

	How can you turn your strengths into opportunities?

· Turn them into habits
· Ude them to support others
· Use Them to get a better job
	



Self – Awareness Process
Self-awareness evaluation process is looking at how you are as a person and how you would like to be.
According to Scott Ridley, D,1991,” the profile of students who self-regulate on the reflectively intentional end of the continuum also represents students who are personally committed to succeed in college.”

Johari window model is a psychological tool created by Joseph Luft and Harry Ingham in 1955. 
This tool looks at Open, blind, hidden, and unknown. 
Known to self 		- Open -	Good Communication 
Not known to self 	- Blind -	Feedback required (Others know you)
Not know to others 	- Hidden - 	You know, but others do not
- Unknown - 	Neither you nor others know

"Johari is a very elegant and potent model, and as with other powerful ideas, simply helping people to understand is the most effective way to optimise the value to people. When people really understand it in their own terms, it empowers them to use the thinking in their own way, and to incorporate the underlying principles into their future thinking and behaviour."(Source: ELN The e-Learning Network.)
Tools to improve self-awareness Test
I wrote in my journal on the 8th November 2021 “Today we went through several types of tools which can be used to improve your conscious knowledge of your character, feelings, motives, and desires.”
There was four in total Personal SWOT analysis, Johari Window, Personality test and learning styles.
I have learnt that I have a varied learning style. I am 20 percent Auditory learning, which means I learns most effectively by listening. My preference is listening over reading textbook or hearing the instructions instead of figuring it out hands-on.
The main ways it says that I learn is being visual and tactical.
A visual learner learns by reading or seeing pictures. I understand and remember things by sight. I picture what I am learning in my head and learn best by using methods that are primarily visual.
As a tactile learner, I learn by touching and doing. I understand and remember things through physical movement. I am a "hands-on" learner who prefers to touch, move, build, or draw, I learn better when I am doing physical activity. Refer to Appendix (I)





Person Development Plan (PDP) Using SMART
	Type of professional Development
	Goals
	Short term
	Medium 
	Long term

	Complete Certificate in HE Skills for the Work Place
	Complete level 4
	Improve my learning skills ability 3mths

	Apply learning skills to course to manage time knowledge and ability 
6mths

	Apply what I have learnt to further my education 9mths


	Study law and business 
	Graduate as BA Honours student Complete each level
	Reflect on how I am learning and try to Improve my learning skills. 
	Apply learning skills to course to succeed.
Success is passing each module
	Complete degree. Find employment in the required field 





















My chosen Field HR Manager

In my chosen field as a HR Manager, it requires certain skills being able to support the business in the related processes, vision, and strategy in all parts of the company, and to enforce company policies and procedures. HR managers also support other employees within the business to help with any issues related to employment and dismissal of staff.
A HR Manager should have good communications skills, the ability to form productive working relationships with all levels. 
These skills are acquired by having experience in the field, learning how to build effective relationships which become transferrable skills.

 “Building effective workplace relationships is an extremely important skill for any employee. The strength of our relationship-building skills can affect our ability to negotiate effectively, deliver projects and meet deadlines.” Southampton.ac.uk (Accessed 6th December2021)

The communication, which is built within the organisation, should incorporate coordination. It is an especially important function of HR, to promote a hierarchy which can achieve excellent communication internally and between all different departments. 
Mangers within HR should have business awareness and management skills, this is being able to demonstrate knowledge on the field of your employer. To provide an understanding of what will make the business successful.

Weisinger’s (1998) EI model delineates Self-awareness monitoring oneself, observing oneself in action, and influencing the results of actions for greater effectiveness.
“He also states there are two competencies relating to the interpersonal dimension; relating well —developing effective communication skills and engaging in effective communication practices in relationship building.”
“Emotional mentoring —helping others to manage their own emotions, communicate effectively, solve problems, and perform to the best of their abilities.”











Critical thinking skills essential to the role of HR Manager can be defined as
A method of thinking that involves identifying a claim or assumption and deciding if it is true or false, to effectively draw out details for consideration.
Analysis, interpretation, inference, explanation, self-regulation, open-mindedness, and problem-solving
Using these skills can help within the role as they can help in practicing self-reflection. … Promoting a teamwork approach to problem-solving. ...Self-evaluating your contributions to company goals. ...Making informed decisions and using your time wisely.

   ” Leadership is a process by which a person influences others to accomplish an objective and directs the organization in a way that makes it more cohesive and coherent.”  Stated by csu.edu/humanresources/empdev/leader (Accessed 9th December 2021)




















Uk Employment law
“In the Uk Employment law regulates the relationship between employers and employees. It governs what employers can expect from employees, what employers can ask employees to do, and employees' rights at work.” cipd.co.uk 2021
The UK Employment covers a range of topics to support the employee as well as the employer. Legal requirements in law there are checks and process which are required, along with terms and conditions of employment which should be stated from the beginning.
Within the recruitment element there are two legal issues that are addressed firstly. Discrimination - It is important throughout the process not to treat employees unfavourably for any cause where they feel discriminated,.e.g.., pregnancy, age, disability, religious belief, race, gender reassignment............
Immigration compliance – Employees outside of the EEA requirement to be registered with UK visas and immigration.
All foreign national employees will require appropriate check before commencing work.
Contract of Employment – This document is required in England and Wales and should be provided before work starts. It should state the minimum information relating to employment, with terms and conditions, e.g., hour, pay, job description, detail of grievance and disciplinary action...........
Statutory Rights – Are deemed to be included within your contract of employment. The rights override any contractual term which is not so generous, below are listed a few 
Holiday pay - Full time (five days per week) employees are entitled to 28 days’ paid holiday in each holiday year. This is pro-rated for part-time workers. This can include the eight public holidays, 
National minimum wage - National Living Wage applies in England and Wales for workers aged 25 and over. For those aged under 25, there are separate National Minimum Wage rates
Statutory sick pay - Employees absent from work due to sickness are entitled to be paid a statutory rate up to 28 weeks in any three-year period.
Working time restrictions - Employees cannot be compelled to work more than an average of 48 hours per week spread over a 17-week period.
Equal pay - Employees also have the right to receive equal pay received by members of the opposite sex if they are doing equivalent work or work of equal value. 







Conclusion
On reflection of this module and the complete course Certificate in HE skills for the Work Place, I have found that setting goals and objectives have encouraged me to look at what I would like to achieve with my education and within my profession.

It has been a journey that I have found to be extremely powerful. in the sense that sometimes you are unaware of your own abilities, until your able to reflect on what you have done and how you did it. This journey has taught me how to do it.
I would like to complete my studies in Higher education, because I have finally found a career, I believe that I will be good at.
The swot analysis has pointed out the strengths that I have taken for granted all these years and saw them as nothing special. 
Johari window open, blind, hidden, and unknown has shown me the difficulties I have in opening to others. Allowing others to express openly how and what they know of me, has made a difference in my approach, to how I come exert myself in different environments. (Personality test Please refer to Appendix (ii) 
The concept of SMART as a tool which has helped me plan and achieve my target goal, to stay focused. This has been done by concentrating on one task at a time to complete each target, by giving myself a realistic time- frame to achieve the desired goals. 
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Appendix (I)
Test score
After taking the test my result came back as a Defender (ISFJ)
It gave results for Mind, Energy, Nature, Tactics and identify.
Mind how I interact with the environment - 36 percent Extraverted - 64 percent Introverted
Energy - Direct mental energy - 45 percent Intuitive - 55 percent Observant
Nature - How we make decisions and cope with emotions
32 percent Thinking - 65 percent 68 percent Feeling
Tactics - Approach to work, planning and decision making
Judging 65 percent - 35 percent Prospecting
Identity - Ability and decisions
49 percent Assertive - 51 percent Turbulent




















Appendix (ii)
Mock Interview Grading Rubric
 
STUDENT:  Amanda	INTERVIEWER:    Dr. Richmond Lamptey

[bookmark: _Int_kFcbA2YU][bookmark: _Int_Ags04AN9][bookmark: _Int_mtOGPBvJ][bookmark: _Int_pXYCfpyF]SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	

	      Showed up on time
	o
	X
	o
	o
	o
	

	      Firmly shook hands of interviewer, smiled and greeted
	o
	X
	o
	o
	o
	Candidate demonstrated enthusiasm throughout the interview.

	      Had resume/references and offered professional copies
	o
	o
	X
	o
	o
	Relevant CV, Cover Letter and Job description were provided via Turnitin. You have overall linked well to your experience. 

	      Greeted and maintained eye contact 
	×
	o
	o
	o
	o
	

	      Dressed appropriately
	o
	o
	×
	o
	o
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	o
	o
	X
	o
	o
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	o
	o
	X
	o
	o
	Demonstrated good of knowledge about the company.

	      Answered questions completely, yet briefly
	o
	o
	X 
	o
	o
	Answer to some questions could have been better.

	      Utilized STAR/BAR format for Behavioral Questions
	o
	o
	o
	X
	o
	Could have applied the STAR approach in answering some of the behavioral questions. 

	      Understood company needs/Emphasized qualifications
	o
	o
	X
	o
	o
	Demonstrated good understanding of company needs. 

	      Understood position/Pointed out work related skills
	o
	o
	X
	o
	o
	Effective articulation of career goals.

	      Displayed enthusiasm
	o
	o
	X
	o
	o
	Demonstrated enthusiasm in the interview. 

	      Focused on strengths; avoided weaknesses
	o
	o
	×
	o
	o
	Highlighted strengths include communication, task completion, and organized. Weaknesses include over-exertion and difficulty of leaving work incomplete.

	      Acted in a polite manner
	o
	X
	o
	o
	o
	

	      Referenced specific items on resume
	o
	X
	o
	o
	o
	

	      Responded to questions promptly, but not hurriedly
	o
	o
	o
	X
	o
	Provided good answers.

	      Asked appropriate questions of the interviewer
	o
	X
	o
	o
	o
	

	      Spoke clearly and at a reasonable volume
	o
	X
	o
	o
	o
	

	      Avoided use of filler/empty words, slang, etc.
	o
	o
	X
	o
	o
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	o
	o
	X
	o
	o
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 
[image: ]

Dr. Richmond Lamptey

	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                     POINTS EARNED   66.5 %
	
	
	
	
	
	

	                              GRADE _/15
	
	
	
	
	
	





	HOW YOU DID:
	TOTAL SCORE RANGE

	YOU’RE HIRED!!!
	70 - 100

	· Resume was printed and presented in a professional manner
· Showed up on time in appropriate attire
· Demonstrates confidence through voice, body language, and eye contact. 
· Provides detailed and specific answers to questions
· Sells skills and references previous experience
	· Clearly explains how skills and qualities match the job description
· Asks thoughtful questions and demonstrates preparedness 
· Maintains a professional attitude and demeanor
· Very clear and concise manner of speaking; avoids use of filler words
· Demonstrates above-average maturity (professional, articulate, manners).


	WE’RE CONSIDERING YOU…
	60 - 69

	· Resume was printed and presented in a professional manner
· Showed up on time and in attire that was mostly appropriate
· Decent poise, body language and eye contact
· Somewhat confident
· Provides specific answers to questions
· Sells some skills
	· Displays some skills and qualities that match the job description
· Asks some thoughtful questions and shows some signs of having done research on the company and position
· Interviewee is usually professional when responding
· Clear manner of speaking; used some filler words (um, uh, like, etc.)
· Noticeable maturity (professional, articulate, manners).


	WE MIGHT HAVE HIRED YOU, BUT…
	40 - 59

	· Resume was not presented or needed work
· Showed up late and/or dressed semi-professionally
· Not enough poise, body language indicated lack of interest, some eye contact made
· Confidence is not convincing
· Specific answers to some questions, others too general
· Comes off as too inexperienced; vague in selling skills
	· Appears to have some communication problems
· Skills do not match job description; lacks preparedness in research
· Attempts to be professional when responding; 
· Manner of speaking is comprehensible, but sometimes a bit unclear; frequent use of filler words (um, uh, like, etc.)
· Some maturity is evident (professional, articulate, manners).


	DON’T CALL US, WE’LL CALL YOU…
	00 - 39

	· Resume was not presented
· Showed up late and/or dressed unprofessionally
· No poise, poor body language and little to no eye contact
· Lack of confidence
· Answers to questions are not sufficient, relevant or convincing
· Inexperience is obvious
	· Does not display skills and abilities that are relevant to the position
· Does not appear to have done any company research and is generally unprepared
· Comes off as undependable and unprofessional
· Manner of speaking is unclear, jumbled or poorly worded
· Interviewee needs more experience and maturity



ADDITIONAL COMMENTS:
You have come across as inspirational candidate who would be great professional for the role. First impression is everything in winning business and opportunities. 
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