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Executive Summary
The purpose of this report to answer the following questions.
· What did I learn?
· What challenges did I face?
· What learning and development strategies can I employ to overcome them in the future?
· How can I apply the learning to my personal professional career development journey? 
I have expressed my experience and what I have so far learnt from this course, I have to say I am rediscovering myself again. I'm learnt about myself and capabilities, to some I was surprised and to other I was expecting. The outcome is I have found most of the answers to the questions and I'm happy to be doing this course and will provide employment or higher education opportunities.

Terms of Reference
This report was requested by Melanie Squire for the skills for the workplace. The purpose of this report is to produce my experience and what I learnt from it. This reported is requested to be handed in on 18 June 2021
Procedure 
I will be compiling this report from my lecture notes, personal experience, reflective journals, academic books, websites and articles.
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Introduction
Professional career development is a process to help yourself to plan and grow your career, a map to create a road to your potential destination as in where you want to in employment. Its focus on skills that one need to increase the opportunities in employment and knowing what skills the employer wants. Career planning tools are available to make it easier for you to find career or skills that you want or need. Here are the tools which are solutions to help individuals and employers. This table explain what is SMART;
	S = SPECIFIC
	Identify your aims or goal, a plan of what and how you will achieve this.

	M = MEASURABLE
	You should be able to measure your goal, as this will help you to be successful with your goal.

	A = ACHIEVEABLE 
	Is it possible to achieve your goals? As this would encourage you to achieve it.

	R = REALISTIC
	The goal is appropriate and fits with your abilities.

	T = TIME
	 Setting time goals for to set your priorities, when is the start and end date.



Here is table explaining SWOT
	S = STRENGHTS
	What are your strengths, the advantages that you have like qualifications, skill etc. Your achievements, connections, personal resources. Basically, your good and positive points.

	W = WEAKNESS
	What is your weakness, negative points or habits? Is there anything that you avoid or lacking from. Could be personal like confidence, driving or work related like lack of experience or qualifications.

	O = OPPORTUNITIES
	What opportunities you see for yourself? Any particular sector or industry that you can work or advantages you can take from them. Could be see potential in technology or skills that you can provide.

	T = THREATS
	What threats stopping you from achieving your goal or you are currently facing? Could any of your weakness prove to be your threat to your opportunity.






Personal Development Plan
Outlining what are the goals that you want to achieve, identifying your skills and experiences that you already have or want to improve on. Writing a report on myself development to improve and sets goal within a time limit that I can achieve it.
My aim for the report is to review my learning journey on my course skills for the workplace. I will discuss and state my experience through personal development, what helped, and I learnt so far. From my learning journey I am learning a lot about SMART and SWOT analysis is important for business and for personal use to achieve goals and maintain good standards. I done my own research and found out about SWOT analysis is very popular and widely used by many. SWOT_ANALYSIS_-__A_THEORETICAL_REVIEW20200317-103393-rbe9nt-with-cover-page-v2.pdf (d1wqtxts1xzle7.cloudfront.net).
7. Findings 
7.1 What did I learn?
I have learnt a lot from my online learning journey, my confidence in interacting with other students and lecturer is getting better and I am familiar with my Hwb now which helps me a lot with my work and to organise my time ahead.
7.2 The challenges you face and what learning and development strategies did I employ to overcome them?
First challenge I faced was using the Microsoft teams, as this was new to me and the Hwb, logging on time was a struggle as sometimes it wouldn’t let log on or that I couldn’t find the link to sign into Microsoft. To overcome this, I came online earlier and searched for the links and prepared with my information in hand if I can’t log in, can email the lecture straight away. Now that I have joined the student WhatsApp group, I can get information from others regarding lectures or notes to catch up. In my spare time I would use the Hwb and explore all the tiles, links and see all the how to videos to make aware of how to use the app efficiently.
7.3 How can I apply this learning to my career development journey?
I can apply this to my career development journey by making my surrounding familiar, organising my time and network which would help me in the future.
7.4 Identify a SMART goal for yourself.
I have done my SMART goal; I have created a table below to break it down and make it clear as to what my goal is.




	S = SPECIFIC
	My goal is to complete level 4 skills for the workplace and achieve at least a Merit.

	M = MEASURABLE
	I have eight months to complete this course.

	A = ACHIEVENABLE
	I have enough resources and help when I need it achieve this. Making notes and communicating with lecturers and peers.

	R = REALISTIC
	I have enough skills and knowledge to gain this qualification, I believe I can achieve my goal as its within my expectations.

	T = TIMEBOUND
	January 2022


 which is to complete level 4 skills for the workplace and at least achieve a merit by January 2022. This qualification would help me continue for higher education in level 5 BA leadership and management skills for workplace. I have already set my target and given myself a timeline which I will need to complete.
7.6 Compile your SWOT analysis and other models and state how these helped you arrived at your SMART goal.
Here is my SWOT.
	S = STRENGHT
My strength that I have and believe it will help me with course are.
	· Hardworking
· Team player 
· Independent and responsible
· Patient
· Communications skill
· Good planner
· Friendly
· Consideration
· I.T skills

	W = WEAKNESS
My weakness that could affect my ability to complete this course isn't a lot as I am mentally strong and focus but do have an area where I lack.
	· Confidence 
· Quite 

	O = OPPORTUNITIES
The opportunities that I see is what I will gain from this course.
	· Gaining qualification 
· Employment or even higher education
· Meeting new people
· Learning new skills
· Help available. 
· Resources available 


	T = THREATS
I feel I only have two threats that could be a barrier to complete this course.
	· Confidence
· Time management


 
I have my SMART goal and using my SWOT analysis I will be able to achieve my SMART goal, as I have stated all my positive and negative points that might be obstacle to my goal. I believe my positives is more than the negatives, but I will still work in my weakness and threats. I need to turn them into opportunities and my strength to overcome this. The confidence skill falls in both area as I am not very confidence and keep quiet, but I gain it slowly when I get familiar with my surroundings. For this I have already started this as in the beginning of I wasn’t confident in speaking or showing my face online but now I do not as often as I should but it’s a start, I have joined the student WhatsApp group where we communicate with each other for help or just generally interacting with each other.
 The other area that I think is a threat is time management as I am full time mum and a carer which can be a barrier to my goal. It can cause disruption and chaos to juggle everything, but I am adamant that I can do this. My husband and family are supportive, I have help when I need it and can take time out to do work when required. It's just about organising my time well between home and my course, first assignment was difficult as my current laptop wasn’t working well. For that reason, I have invested a new laptop so this assignment I couldn’t organise my time well and due to the fact, my father is hospital set me back. I have created a list and have notebook where I write the notes from the lectures we have online, writing down keywords that I find it helps me to digest the information.
7.7 Analyse 2 learning styles you have completed – share a critical analysis of your results, did you agree with them or were you surprised – if so, why? How can you APPLY this learning?
To further help me achieve the goal I have done the two questionnaires one is. Both were two different questionnaires and result wasn’t a surprise but a reassurance that I'm heading toward the right direction.
 The VARK learning style questionnaire is the first one I done where the aim is to find out how can learn best and pointing to the direction I should look into and consider the outcome of the results. The lowest was the visual studying which was obvious to me as I am not very confidence person and quite shy as well. I have already started to work on this area as I am currently learning from online, and I have to interact with the lecturer and students. To be honest was very scary and daunting but slowly I'm getting comfortable. We have a student WhatsApp group where we message each other for help or have a general conversation to learn about each other. There other area of the VARK is fine and score wasn’t a big difference. 
The second one is the Myers Briggs personality profiling test, this is where I learnt from the results, I'm an introvert a receiving, contained, intimate, reflective and quite person. Again, I'm not surprised as I'm aware of my weakness and it matched with the results.
7.8 identify what employability skills are relevant to achieve your SMART goal and how will you acquire these?
Employability skills
This is a tool which will give you acknowledgment of what skills you required to be employable. What knowledge, skills and qualifications you currently have to present to the employer for you to be able to perform your chosen job role. What barriers are stopping you from achieving this and what skills i.e., required to help you break the barriers. There are many employability skills but the most employers expect the following.
· Time management – showing how you can meet deadlines, arriving work on time and being productive with your time. I have seen a video made of inside the mind of a master procrastinator | Tim Urban. A video explains how students manage their time and how they plan but don’t executed the plan. Where they let their time go and deal with the situation 
· Communication skills – being able to share ideas or views and using your listening, speaking, observing. How you interact with people internally or externally   
· Critical thinking - analysing and evaluating a situation to make a judgement of the whole situation. Bloom’s taxonomy pyramid is a popular way to describe how to process works.
· Analytical skills – helps you collect and process the information to find the solution and make decision or create ideas. Bloom’s taxonomy pyramid is a popular way to describe how to process works.
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· Resourcefulness - is thinking on the spot and finding solutions to overcome problems. Using whatever resources, you have available, or thinking new ways to improve on something to perform better.
· Independently working alone/ as part of team - being able to work on your own when require and without any assistance. But working when require could also perform well as part of a team/
· I.T skills - up to date with the technology being able to use the hardware and software. Also using the social media, apps and devices that are used by many industries.
These are the skills that I would need to achieve my SMART goal as they work well together to achieve the best potential. 
7.9 Prepare a Personal Development Plan (PDP) with at least 2 learning objectives (see lecture notes for samples) and explain how you will link your preferred learning styles to your action within your PDP.
The other tools are Johari Window which is a procedure to help you improve self-awareness and it can also observe and evaluate relationships with other.



[image: ]
Another learning objectives that I found useful and easy to understand is the Kolb cycle.
[image: ]

I found using this method I can assess and evaluate my learning journey on what problem arisen and how it can be improved.


Conclusion 
What I learnt from the start of my online learning journey to know that you can overcome your threats and make them an opportunity to create a new skill and achieve your goals. There are many methods, tools that can help me improve my abilities it learns and potentially guiding me towards employment.








Reference 
SWOT_ANALYSIS_-__A_THEORETICAL_REVIEW20200317-103393-rbe9nt-with-cover-page-v2.pdf (d1wqtxts1xzle7.cloudfront.net)
Kolb learning cycle 1984
Johari Window, Joseph Luft & Harry Ingham 1955
  Lejeune etal. (2021). The impact on employees' job performance of exercising self-directed learning within personal development plan practice. 
Morgan P, (2017) Business student guide to study and employability
Forsyth.P, (2007) successful management

	
	
	1



image3.png
Bloom's Taxonomy

Produce new or original work
e Design, assemble, construct, conjecture, develop, formulate, author, investigate

Justify a stand or decision
eva I u ate appraise, argue, defend, judge, select, support, value, critique, weigh

Draw connections among ideas
differentiate, organize, relate, compare, contrast, distinguish, examine,

a n a Iyze experiment, question, test

Use information in new situations
a execute, implement, solve, use, demonstrate, interpret, operate,
pp schedule, sketch

Explain ideas or concepts
u nd erstand classify, describe, discuss, explain, identify, locate, recognize,
report, select, translate

Recall facts and basic concepts

define, duplicate, list, memorize, repeat, state




image4.png
Knownto self  Unknown to self

Known

orthars OPEN AREA BLIND AREA
Unknown HIDDEN AREA UNKNOWN AREA
to others

JOHARI WINDOW




image5.png
Concrete

Experience
Testing the Observation and
New concepts Reflection on
experience
Theorising !

And development of
Concepts/ideas





