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[bookmark: _Toc18094226]Introduction
The following report presents discussions on the various aspects of professional career development. The purpose of the report is to introduce the learners to the strategies for career development planning and professional reflection. The study also aims to deliver a greater understanding of workplace issues so that the students can gain confidence and competence as effective employees. In any context, having the knowledge and skills to work effectively is crucial for an individual who intends to build a successful career in any given sector. The learners should invest time and efforts on personal and professional advancements, and thus, develop competence and address own skill gaps. As a student studying for the certificate of higher education for the workplace, I understand the significance of professional development and self-reflective learning process to pursue my career objectives. In this report, I have discussed in detail about my professional skill development activities, and how I have been proceeding towards my career goals through a continuous learning process. I have presented the necessary portfolio of evidence to illustrate my skill and knowledge development journey, including a personal and professional development plan that shows my short term, mid-term and long-term learning and development goals.
[bookmark: _Toc18094227]Skills and knowledge to work effectively
Currently, I am studying under the programme that is certificate of higher education in skills for the workplace. This programme aims to improve mature students with work experience and back up these experiences with academic university qualification and an internationally recognised management and leadership qualification. The programme thus, provides skill and knowledge development opportunities for learners that intend to pursue their desired career development. Under this programme, I have been participating in regular class-based sessions in group settings. I also learn through discussion-based approaches to learning, as me and my peers discuss our work-based experiences within the contexts of the relevant courses. The programme is designed to give us, the learners, with the tools and techniques to apply our personal and professional transferrable skills to the workplaces. It also helps us by boosting our confidence on our skills and competencies. A part of this programme is to gain the necessary skills and knowledge to be able to work effectively and work well with others. 
Reflection on own experience and self-managed learning are important aspects of our learning journey under this programme. Work based problems require work-based experience. In order to improve our employability skills, we need to identify the skills that make one a better employee and to what extent these skills can be improved. Self-managed learning refers to the undertaking of learning and skill development activities outside the academic assignments and activities (Baxter, Toch and Perry, 1997). These make the development of skills for workplace more significant and different. 
As I continue my study in the higher education for the workplace, I continue to learn new things and develop new skills which makes me more prepared for working effectively at given workplaces. First of all, I have been learning English for communications so that I can express myself more effectively to my supervisors and peers. I have also been learning different important subjects which are crucial for my readiness at the workplaces. 
In the organizational context, work includes any activity done by the employees as part of their job roles and responsibilities, as well as any other contribution they make to their workplace. The collective work of the employees within an organization determine the overall performance of an organization. The human resource is a key asset for an organization and the best use of this asset lies within the direction and commitment of their works (Bolton and Delderfield, 2019). This brings up another term to relevance, which is employee motivation or motivation to work. To get the desired performance from the employees and to have them work at their best potential, the management needs to ensure that the employees are motivated at work. Motivation, however, is a complex term because employee motivation depends much on employee behaviours, and thus, not all employees are motivated in the same way (DeCenzo and Silhanek, 2002). Thus, one of the first things I focused on in my learning journey is how to be self-motivated to make better performance at work. Throughout my learning and development journey, I have found that motivation is critical to the performance and it drives one’s efforts towards greater development. 
[bookmark: _Toc18094228]Key employability skills
Employability skills are those that enable one to work effectively in a given workplace context. J Hillage and E Pollard (1998) explained the concept of employability, by referring to it as “the a) ability to gain initial employment b) ability to maintain employment c) ability to obtain new employment if required”. 
It is argued that employability is not just about gaining an employment, it is rather much more than that. Authors argue state that there are four main elements of employability, which include-
1) Employability assets- Knowledge, skill and attitude
2) Deployment – Career management skills, job search skills
3) Presentation n- Job getting skills (CV writing, interview techniques and work experience)
4) External factors- opportunities available in the present market condition (Krasna, 2010)
If I plan to take my career journey to its highest potentials, I need to improve my employability assets, then I need to deploy myself in pursuit of the desired career journey, present myself effectively in the competitive job sector and finally, continue to pursue opportunities available in the current market for me (McLean, 1994). 
There are however, certain skills that one needs to develop in order to be effective at their own workplace. For me, the following set of skills are relevant to find myself in a better position in terms of employment. 
Work based knowledge: Work based knowledge involves the knowledge of the work itself and the understanding of applicable theories that are relevant to the sector. I have been working as a hospital porter, which is a valuable position in any hospital around the world. Hospital porters assist the doctors, nurses, and other professionals in various matters. The job requires basic knowledge of health care sector services and operations. Thus, for me, the work-based knowledge involves learning about health care services and activities, and to have the knowledge of how a hospital operates. I also need to have the language skills to be able to interact fluently with others. So far, I have demonstrated decent performance at my workplace in terms of my work-based knowledge and how to apply various theories in real life activities. 
Team working skills: Team working skills is an important professional skill for one to be more effective at the workplace. Nowadays, most workplaces inhibit team working structure because it provides them with additional benefits. Working as a team helps draw better performance than working individually. While at my workplace, I realized how I can collectively contribute more, and at the same time, can improve my skills when I am working in a team (Serra, 2010). Even in our academy, group projects help enhance knowledge more than individual tasks. However, to be an effective team member, one needs to develop team working skills which include role identity, cooperation, coordination, brainstorming, etc. Effective team working skills also include collaboration, conflict management, professionalism and reliability. In the health care industry, team working is crucial because the workforce within a hospital works as a team (Baxter, Toch and Perry, 1997). The hospitals, health care professionals, nurses, porters and staffs attend to the service users’ needs and demands as they collaborate and cooperate with each other. 
Time management: Time management is another crucial personal skill for one to improve. Whether at the academy or in a workplace, one needs to be able to manage his/her time properly in order to deliver the desired performance (DeCenzo and Silhanek, 2002). Employers prioritize on one’s time management skills because they don’t want to have their organizational process and procedures being delayed by the lack of time management skills among the employees. Time management is crucial for health care sector employees because time is always a factor in such workplaces (Bolton and Delderfield, 2019). Everyone performing within their own line of duties are required to manage their time effectively so that they don’t fail to deliver the desired service to the service users. 
Communication and interpersonal skills: Employers look for individuals with strong communication and interpersonal skills. The reason is that communication and interpersonal skills are crucial for the proper functioning of a workplace. Effectiveness at work is also influenced by one’s communication and interpersonal skills because the flow of operations is dependent on the effectiveness in the communication structure (Coyne, Coyne and Lee, 2004). Many employers evaluate the oral communication, listening skills, writing skills and reading skills of their employees before hiring them to certain positions. 
Communication and interpersonal skills are crucial within the health care sector because one needs to communicate and interact with different individuals across different lines of duties and collaborate own works with them. Therefore, to be able to work effectively within the health care sector, I find communication and interpersonal skills to be very crucial. 
Problem solving: Problem solving skills are expected of employees that work at certain positions including the midlevel and the top-level managerial positions. Problem solving is a part of day to day activities within a workplace (Baxter, Toch and Perry, 1997). Employees are expected to have adequate problem-solving skills in order to carry out their workplace activities without much disruptions to the process or the operational flow.
Other significant employability and professional skills include:
1. Planning and organizing skills- the ability to work in a proper manner and systematically.
2. Self-management skills- The ability to organize and manage own tasks effectively.
3. Learning and development- The ability to learn new skills and pursue greater professional development through a continuous learning journey.
4. Technology- The knowledge of operating the necessary tools and machineries or computer programs as needed in a specific job position. 
5. Quick learning skills- Allows one to learn new skills and knowledge more quickly than others (Career Trend, 2019). 
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One needs to be truly effective at work in order to pursue a successful career. Effective workers are highly demanded by the employers and they contribute within an organisation by speeding up the process and activities at the workplace. Effective workers are able to win challenging projects, attract the clients, and are respected within the organisation (Kay, 2010). However, in order to be effective at work, one needs to have the right skills. But for one, building all the right skills at one time is not possible due to time and financial constraints. Therefore, they need to have the right approach towards building their skills (McLean, 1994). As a learner who aims to build a successful career ahead, my approach towards building the essential skills have been reflected here;
1. Step 1: Identifying the priorities:
Identifying the priorities comes first for me as I build employability skills. The priorities that I have set are reflective of my career objectives and my areas of expertise. For example, recently I have been working as a hospital porter. Working at the health sector, the priorities for me are to improve my communication and interpersonal skills and my problem-solving skills, because these are constantly required skills in this line of profession (Trought, 2019). And as I proceed towards higher career advancements, the management skills, leadership skills and administrative skills come as second line of priorities to me.
2. Step 2: Adopting good attitude:
Adopting the right attitude is crucial as well. Employers not only value employees with the right skills, but they also value the employees with the right attitude. Employees with good attitude have the tendency to learn and grow, and they become more engaged to their workplaces. Having the right attitude helps one to be able to take the right measures towards skill and knowledge development (Trought, 2019). For example, I am open minded towards learning new things and accepting my weaknesses, which helps me better assess my skill development needs.
3. Step 3: Building essential skills:
In the previous section, I have stated some of the essential skills that I need to develop in order to pursue the desired career pathway. The programme introduces us with the right set of skills and knowledge needed to prepare ourselves for the competitive job market. For me, as I intend to develop a career within the health sector, the essential skills are communication skills, interpersonal skills, problem solving skills, team working skills, time management skills, leadership skills, management skills, etc. I already demonstrated good levels of time management skills, team working skills, IT skills (McLean, 1994). I am also a quick learner which benefits me in my skill development journey.
[bookmark: _Toc18094230]Personal and professional skill development
[bookmark: _Toc18094231]Personal SWOT analysis
SWOT analysis is a useful strategic decision-making tool that can also be used for evaluating one’s strengths, weaknesses, opportunities and threats. This tool provides an overall skills assessment and based on one’s current competencies, it helps identify the opportunities for further development as well as identifying the threats that might affect one’s personal growth. 
	Strengths
1. Team working skills.
2. Time management skills.
3. Quick-learning skills.
4. Technology. 
	Weaknesses
1. Planning and organizing skills.
2. Communication and interpersonal skills.
3. Leadership skills.
4. Problem solving skills.
5. Administrative skills.

	Opportunities
1. Access to academic libraries. 
2. Access to online resources to engage in self-managed learning. 
3. Undertaking learning and development courses arranged by different skill development institutions. 
4. Participating in academic projects that offer practical scopes for skills development.
	Threats
1. Inability to develop the demanded employability skills will affect my career growth.
2. Making time for additional skill development activities can be challenging.
3. Budgeting for the additional skill development activities can be challenging. 



Aspirations:
In order to pursue effective career development, one needs to have well determined aspirations. These aspirations need to be aligned with own strengths and the opportunities to develop skills and gain knowledge. As a learner, I separate my aspirations into short term aspirations, mid-term aspirations and long-term aspirations to proceed towards my goals and objectives in a more sustainable way (Serra, 2010). Currently, my aspirations include improving my skill gaps and develop greater employability skills so that I can better compete in the job sector and can present myself more effectively to the employers. 
Short term aspirations: To improve basic employability and study skills such as problem-solving skills, communication skills and interpersonal skills.
Medium term aspirations: To improve advanced employability skills such as administrative skills, management skills, planning and organizing skills and leadership skills. 
Long term aspirations: To develop myself for attractive employment opportunities and higher promotions within my work domain. 
Results: 
The results of my skill and knowledge development activities will be evaluated by various relevant determinants. For example, the skill development activities that involve participating in training and development programs and workshops, my progress will be determined by the scores and feedbacks I receive on my progress. And in case of self-managed learning activities, my progress will be determined by myself through self-reflective evaluation and peer/ instructors’ feedbacks.
[bookmark: _Toc18094232]Setting Goals 
Goal setting is an essential part of professional career development as it includes setting goals for improving skill gaps and proceeding towards greater work readiness. Following are the skill development goals that I have set for pursuing the desired career pathway. 
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure my success?
	Target date for review of results.

	Communication and interpersonal skills
	1. Attending to communication and interpersonal skill development training programs and workshops, which would help me improve my professional communication skills. 
2. Self-managed learning and self-reflection. 
	Financial resources and time needed to join the required skill development programs.
Access to learning materials online to aid the skill development process.

	Positive feedbacks from peers and supervisors/ instructors.
Positive self-evaluation.
	Oct, 2019

	Problem solving skills
	Proceeding with self-managed learning as I solve different work-based problem cases found online. 
	Access to relevant websites that provide case studies on work-based problem solving. 
	Self-assessment and instructors’ feedbacks.
	Nov, 2019

	Administrative skills
	Attending to administrating skill development training programs offered by reputed skill development institutions. 
	Funds to pay for the training program. 
	Scores received upon completion of the training course and feedbacks received from supervisors. 
	Nov, 2019

	Management skills


	1. Attending to management skill development training programs and workshops. 2. Pursuing self-managed learning by researching different management skills and approaches and how I can adopt these skills.
	Funds to pay for the training program. 
Access to materials for learning different management skills. 
	Scores received upon completion of the training course and feedbacks received from supervisors.
	March, 2020

	Leadership skills

	1. Attending to leadership skill development training programs and workshops. 2. Pursuing self-managed learning by researching different leadership skills and approaches and how I can adopt these skills.
3. Practicing group projects and role play activities in which I act as the team leader. 
	Funds to pay for the training program. 
Access to online and library materials on leadership skills.
Scopes to act as the team leader in group projects. 
	1.Scores received upon completion of the training course and feedbacks received from supervisors.

2.Self-assessment. 
	March, 2020
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Personal development plan, shortly known as PDP, is like a log book for skill development activities. This helps the learners to pursue personal and professional development by taking notes on own strengths, weaknesses, aspirations and skill development goals. PDP follows SMART goal setting structure. Thus, with the help of PDP I can pursue career development more effectively and more desirably. 
	Goal/Objective
What is it that you want to develop or achieve?
(e.g. skills development/ career development/ future plans)
	Specific
What exactly do you need to do to achieve your goal?

	Measurable
How will you know you have achieved your goal? 
(e.g. achieved goal / speak knowledgeably about subject / mastered new technology/feel more confident/received good feedback)

	Achievable & Realistic
What resources, time, opportunity and support do you need to succeed?
Goals can be challenging but must be achievable and relevant to your role

	Time bound


	Short term 
	
	
	
	

	Communication skills
	Attending the training and development

Self-reflective skill development
	Scores received upon completion of the training course and feedbacks received from supervisors.
Personal assessment of own development. 
	Financial resources, time availability and accessibility to the development activities. 
	Oct, 2019

	Interpersonal skills
	Attending the training and development

Self-reflective skill development
	Scores received upon completion of the training course and feedbacks received from supervisors.
Personal assessment of own development.
	Financial resources, time availability and accessibility to the development activities.
	Oct, 2019

	Problem solving skills
	Online based self-managed learning.
	Self-reflective assessment of own problem-solving skills. 
Peer evaluation. 
Instructors’ feedbacks.
	Access to online resources and getting assigned with academic activities that help develop problem solving skills.  
	Nov, 2019

	Medium term 
	
	
	
	

	Management skills 
	Attending the training and development programs

Self-managed learning from online resources and academic activities
	Receiving good scores at the training programs.
Positive feedbacks from peers and supervisors.
Positive assessment on own progress.
	Financial resources, time availability and accessibility to the development activities. 
	March, 2020

	Leadership skills
	Attending the training and development programs

Self-managed learning from online resources and academic activities
	Receiving good scores at the training programs.
Positive feedbacks from peers and supervisors.
Positive assessment on own progress.
	Financial resources, time availability and accessibility to the development activities. 
	March 2020

	Administrative skills
	Attending the training and development programs

Self-managed learning from online resources and academic activities
	Receiving good scores at the training programs.
Positive feedbacks from peers and supervisors.
Positive assessment on own progress..
	Financial resources, time availability and accessibility to the development activities. 
	Nov, 2019

	Long-term 
	
	
	
	

	Advanced professional knowledge 
	Coaching, self-managed learning, and getting in training and development programs.
	Getting recruited at the desired job positions and realizing high career potentials. 
	Financial resources, time availability and accessibility to the development activities. 
	Upon the completion of higher education. 

	Advanced management skills
	Coaching, self-managed learning, and getting in training and development programs.
	Getting recruited at the desired job positions and realizing high career potentials.
	Financial resources, time availability and accessibility to the development activities. 
	Upon the completion of higher education.



Personal development is a continuous process. In order to reach to my potentials, I need to keep updating me personal development plan as I accomplish the goals within the deadlines. And in order to achieve the goals within the deadlines, I need to put greater commitment into the skill development and learning process.
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Throughout the report, I have discussed the strategies undertaken by me for my career development planning and professional reflection. I have also discussed my current and required confidence and competencies for being an effective employee. Being a competitive employee is not an easy task. One has to focus on developing their skills and knowledge from early on, to be able to be at a position which will make them more desirable to the employers. Also, given the growing competition in the job market, it has become essential to develop competitive skill sets which will make one a better employee. I have reflected on my own account and discussed these issues in detail. As I have set my PPD plan, I hope to continue the learning and development process so that I can eventually become a skilled professional myself.
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