	
	
	



[bookmark: _GoBack]Importance of self-development in professional career 
            (BMSK4005- BIRM)

Tutor:                       Olu Adegbite

Student name:         Papa Moustapha Top

Student number:      1715937

Date:                         30 /01/ 2020












                     Table of contents
Title page............................................................................................P-1
Table of contents...............................................................................P-2
Executive summary...........................................................................P-3
Introduction.........................................................................................P-4
Part A- The johari window model and its impact in career development.......................................................................................P-5
A- The johari window model
1- Importance of the Johari window model......................................P-5
2- The purpose of the johari window model....................................P-5
3- The different areas of the johari window model..........................P-6
B- Impact of the Johari window model in personal development..P-7
A- The other tools of personal development...................................P-7
1- The psychometric test...................................................................P-7
2- SWOT analysis..............................................................................P-8
B- The Johari window model: tool of self- development................P-9
Part B- Reflection about persona career....................................P-9
1- Exploring employment opportunities...........................................P-9
1-a- Qualities required for employment opportunities....................P-9
1-b- Strategies for successful job research....................................P-11
2- Successful steps for employment opportunities........................P-11
2-a- Importance of job description....................................................P-12
2-b- Importance of cover letter..........................................................P-12
2-c- Importance of curriculum vitae (CV)….....................................P-13
3- Reflection on mock interview........................................................P-13
Conclusion..........................................................................................P-14
Appendix.............................................................................................P-17

                          Executive Summary
In today’s world, many employers encourage their employees to drive their own career by facilitating career development. And this give us opportunity to ask ourselves what is career development and how people manage their career in the workplace and, also how organizations participate to the career progress of their members. 
Career development is considered as series of activities or the on-going / lifelong process of developing one’s career, involving training on new skills, moving to higher job responsibilities, making a career change within the same organization, moving to a different organization or starting one’s own business.
First of all, career development depends on individual needs who wants to acquire the skills needed for the option of career path chosen by him. And after acquiring the desired competency, he has to perform to achieve the goals and targets set by him.















                     
                                 Introduction
As we know, career development helps people in a workplace to grow professionally and personally learning new skills leadership, time management, good governance, communication management, team management etc. It helps also an employee to develop and shape his career. Every employee working in an organization needs to move his career in the right direction and be planned in a way that it moves forward. 
Considering that the workplace has changed and still changing, employees need more competence and confidence by learning outcomes to understand skills and knowledge for working effectively.
The aim in this report is to determine how  to improve self- awareness using some tools available like the Johari window model, or the SWOT ( strengths, weaknesses, opportunities, threats) analysis, or the psychometric test...And how those tools can permit certain people to reach better career and having the possibility to explore more employment opportunities.
And in another way how a good curriculum vitae, a good cover letter and a good interview’s preparations can help to get better job
In the first part we will produce discursive report, talking about the johari window model and how, with the SWOT analysis and the psychometric test they help us to improve ourselves linked to our experience.
In the second part we will do a reflective report talking about how we can create successful applications to get better employment opportunities.









   Part A- The Johari window model and its impact in career development
In this part we will talk about the concept of johari window model, its purpose and its different areas and at the end why johari window useful or important for us and how it helps us to improve.
       A- The Johari window model
              1- Importance of the johari window model
The johari window model is the psychological model developed by Joseph Luft and Harrington Ingham in 1955 and talks about the relationship and mutual understanding between the group members. The idea was improved later after been derived from the group dynamics in University of California. The johari window model is considered as a psychological tool helping someone to understand his relationship with himself and with other group members. The objective behind the creation of a johari window is to enable an individual to develop trust with others by disclosing information about himself and also to know what others feel about himself through feedback.
Joining their first two names, Joseph Luft and Harry Ingham created the name “johari”. This model interprets the method of conveying and accepting feedback and to improve our perceptual process, to prevent others from understanding the reasons behind our actions, discourage disclosure and feedback, increase the hidden and unknown area. And at the end to prevent someone perceptual limitations being disclosed to his colleagues. In another word Johari window increases our open area and reduce the hidden and the unknown areas and promotes better understanding of anyone in a group context.
             2- The purpose of the Johari window model
According to Joseph Luft and Harry Ingham (1961) the Johari window model is a disclosure / feedback model of self- awareness; an information processing tool representing information-feelings, experience, views, knowledge, attitudes, skills, intentions, motivation etc within or about a person in relation to their group from four perspectives.
Always from the authors of the Johari window, the model can be used to represent the same information for a group in relation to other groups. Johari window terminology refers to self and others: self means oneself and other means other people in the person’s group or team. The Johari window model is an useful tool to improve self- awareness and mutual understanding between individuals within a group.
         3- The different areas of the Johari window model
The Johari window model gives a grid or “window” to everyone with the four quadrants representing the Open area, the Hidden area, the Unknown area and the Blind spot or Blind self.
                                            JOHARI WINDOW AREAS
	           I Know
	  I don’t Know

	    1- Open self
	                    3-   Blind self

	    2- Hidden self
	                    4-   Unknown


1 . In the quadrant of Open area, we have public information about the person, known by himself and the others. This includes all the qualifications, achievements, experience, personality, traits, key skills like for example communication etc. Known as the area of free activity or the “arena”, it is considered as a space where we have good communications and less distractions, mistrust, confusion and conflicts.
In the workplace for example, established team members tend to have larger open areas than new team members who generally start with small open areas by sharing little knowledge about themselves. However other group members can help a team member expand his open area by offering feedback.
2 . In the quadrant of Hidden area, we note what is known to ourselves but kept hidden from others. This façade is unknown to others and represents the information and the feelings that a person knows about himself and hidden from others. In this area, we distinguish anything a person knows but not revealed to others like for example fears, hidden agendas, secrets....
But sometimes many hidden information and feelings can be moved into the Open area because they are not very personal. The aim is to disclose and expose relevant information and feelings. This process called in Johari window “self-disclosure” and “exposure process” allow to increase the Open area, which created more understandings, trust between team-workers and therefore more productivity and team effectiveness
3 . The quadrant regarding Blind self or Blind area is what is known about a person by others in the group but is unknown by the person himself. This could include issues that are deliberately withholding from a person or issues in which one is deluded. Sometimes there are feelings of inadequacy, incompetence, unworthiness, or rejection which are difficult to face directly, and can be seen by others. In this area people need feedback from others in purpose to reduce it and increase thereby the open area like for example self- awareness.
For reducing the blind area and in turn increasing the open area, team members and managers have to give sensitive feedback and encouraging disclosure.
4. Talking about the unknown quadrant we notice that it is an area containing information, feelings, aptitudes, experience that are unknown to the person himself and unknown also to the group. Those feelings, attitudes, behaviours, capabilities can be considered as deeper aspects of a person personality, even sometimes can be positive and useful for the group.
That is why it is very important in certain organization and teams to help people who lack experience or self-belief to put out an ability untried or underestimated, or a natural ability or aptitude that a person does not realise that he owns.
B- Impact of the Johari window model in personal development
In this part we will talk about how Johari window can improve our awareness for a better personal development. Before we will talk about the other tools of personal development like the psychometric test and the SWOT analysis.
         A- The other tools of personal development
                  1- The psychometric test
A psychometric test is considered as an activity or assessment in the aim to evaluate potential candidates about their performance including also skills, knowledge, abilities, personality traits, attitudes and some job or academic potential. Different psychometric tests exist and the more important are aptitude tests, behavioural tests and assessment centres.
Talking about aptitude tests we can say that they have the goal to assess abilities like numeracy and literacy skills to spatial awareness and more. In another way behavioural tests are intended to show what person is more suitable for specific roles, throughout personality questionnaires, leadership tests, motivation tests and situational judgement tests.
The assessment centres are based on human interaction assessments, which in several exercises, utilise job-specific skills and simulations. And getting a psychometric test score is helpful to successful job interview. In fact, high scores for the test can give us top priority during the selection process and increase our chance of getting hired. Good psychometric tests allow us also to get potential for higher salary because companies sometimes offer higher salaries to candidates who stand out from the pack with excellent psychometric test scores. And, finally psychometric test results can give us future promotional opportunities. For example, certain companies when evaluating our potential to take more responsibility, consider the test scores stored in our personal portfolio to give a promotion opportunity.
In the workplace different types of psychometric tests are used to measure the skills needed to fulfil the duties of the job. Among them we notice numerical tests, verbal tests, logical tests, technical tests, spatial reasoning tests, mechanical and electronical reasoning tests, error-checking tests and concentration tests. And all those tests are psychological tools used by employers to gauge our stability for a role and allow us to prepare ourselves in our professional development career. The other tool of personal development career is the SWOT analysis.
                 2- SWOT ANALYSIS
Swot analysis is a tool which allows companies to develop their business strategy and for people their self-awareness or self-confidence. SWOT stands for strengths, weaknesses, opportunities, and threats. If strengths and weaknesses are internal to someone and on which people can have some control over and can change it. Opportunities and threats are external and thereby you cannot change them.
SWOT analysis allows to enhance strengths identified to overcome weaknesses, to convert threats into opportunities and at the end transforming weaknesses into strengths, SWOT analysis is used generally for business and marketing purpose but it can help individuals assess their strengths, weaknesses, opportunities and threats. For that, personal development is important for an individual allowing to increase self-confidence, self-esteem and self-image... Sometimes people have difficulties to analyse themselves and this push them to make bad decisions. That is why SWOT analysis help for personal progress if we arrive to identify our strengths and weaknesses as well as the opportunities and threats. In this competitive world, to be successful it is necessary finding out your personal qualities like your strong points and implementing them. After that you need to evaluate them and implement changes which are positive and can lead to further opportunities. So, accepting weaknesses and converting them into strengths, plus eliminating the threats, can be an important step to get benefits from SWOT analysis. We can say that SWOT analysis helps people to develop strategies to achieve goals, minimise problems and issues, boost career, life and personality, increase self-confidence and helps also to better focus on attitudes, abilities, skills, capabilities and capacity.
At the end SWOT analysis must be considered as an important tool for personal development and allow us to become more attractive to employers and customers and consequence beneficial for getting more job opportunities.
          B- The Johari window model: tool of self- development
As a psychological tool, the Johari window model allows people to understand and train better about self-awareness, personal development, improving communication, interpersonal relationships, group dynamics, team development and inter group relationships. It also can be applied in a variety of situations and environments linked to behaviour, empathy, co-operation, inter group development and interpersonal development. The Johari window model helps to build trust through communication within a group and therefore permit to build an effective team. In fact, if the team members are open and honest and working with each other, they can achieve good level of success and are effective in meeting tasks and objectives.
In another way the Johari window model give us time to reflect better and communicate by allowing us to improve awareness of each other. The more, others understand you and the more you open up to each other, the more rapport and trust are developed, making relationships stronger. That means we build trust with others when disclosing information about ourselves. And using feedback we can learn more about ourselves and, therefore coming to terms with issues and increasing our self-awareness and effectiveness as an individual. The Johari window model can help us like team members to understand the value of self-disclosure, encouraging and accepting constructive feedback in the aim to build more trusting relationships with one another, solve issues and work more effectively as a team.
The Johari window model help us to build our self-awareness and achieve success by improving communication skills with others, allowing us to become more effective and productive. It is a useful tool for helping us gain an understanding of how others perceive us at work by building our awareness and relationships with those in the group. 
In conclusion, the Johari window model is particularly helpful to give us more clarity around who we are and how we represent ourselves to the world.
Part B- Reflection about personal career development
    1- Exploring employment opportunities
      1-a- Qualities required for employment opportunities
For the workplace, employers are looking for different qualities when they want to recruit employees. Communication skills including listening skills and the ability to follow directions and provide feedback are very important. In the same way work ethic, technical competency and honesty are also required for better employment opportunities. Some employers need more flexibility, determination and persistence about the workforce. Problem-solving skills, ability to work in harmony with co-workers and loyalty are also qualities that employees have to let know to employers for people applying for a job.
According to me there are other more important qualities people need to have when they are seeking for employment.
The first concerns the motivation by knowing myself and who I am. And be motivated will give the possibility to explore all the opportunities to get an employment. Motivation is considered as internal and external factors that stimulate desire and energy in people to make an effort to attain a goal. What we are talking in this topic is self-motivation which allows someone to find a reason and strength to complete a task without giving up or needing another to encourage him.
The second quality we going to talk is about aspirations. Personal aspirations and goals are what an individual would like to attain in his life and this can be short or long term. Having aspirations for employment can push me to be realistic in certain ambitions and require to be more decisive by taking the necessary steps to achieve them. I think that to achieve career success, we need goals which develop our skills, build our network and establish our personal brand.
The third quality is regarding strength and weakness. We notice that strength like learning agility and effective personal communication skills are considered as personal traits necessary for people who will perform well and succeed in a new job. Self-determination, team player, hard worker, helpful intelligence and self-confidence, are some helpful strengths we need to put forward in the aim to develop professional career. Regarding the weaknesses, we must avoid getting nervous around people. Sometimes, people become nervous about giving speeches due to the fact they are introverts. In fact, in nowadays workplace coffee breaks are only moment employees talk together. Lack of some skills can be also considered as a disadvantage that one has, even we know that nobody has all the requisite skills for the job profile, but some skills are necessary. We must also avoid to be a sensitive person by not being disappointed when things are done in the wrong way that planning before.
The fourth quality regards personality. WE have different personality traits classified in five categories: openness which indicates the opening-minded and authority challenging, conscientiousness indicating self-discipline and self-organisation, extraversion indicating how outgoing and social a person is. Agreeableness indicates how warm friendly and factful a person is. And finally, neuroticism indicating a person’s ability to remain stable and balanced. Among those five traits we think openness and conscientiousness are the most important for us to explore employment opportunities. In fact, openness allows us being insightful and imaginative and having a wide variety of interests to learn new things and enjoy new experiences. And consciousness permits us to be reliable and prompt and also being organised, methodical and thorough.
And now we going to talk about strategies for finding employment.
     1-b- Strategies for a successful job research
As we know, the job market is always changing and candidates applying for certain jobs are more and more numerous. So, it is important for us to stand from the crowd and show employers that we are the candidate who should be selected for an interview. That is why, according to Doyle (2019) job searching is not only applying and waiting to be called for an interview, but we must utilise a variety of strategies to get the interview and land a job in today’s competitive, network-driven job market.
The better strategy consists for us to do not limit ourselves to one option. We have to do researches for preferred options which are related for example to our degree and also trying to discover more emerging career options. This can help us to evaluate our work history and identify the underlying skills, core values and work environment that are best for us. And looking for a new job can be stressful, so it is very important that we set a schedule to keep our job-search plan on track.
Nowadays most people find job throughout internet. So, networking is important for job search strategies. Joining Linked in or Facebook groups give us the possibility to have access to job listings posted for group members and more people to network with. In fact, connecting with everyone we know can be helpful because we never know which contact may be able to help us with our job search.
After the social media there are different other ways, we can prospect to boost our job search like personal research and contacts. Connecting with our inner circle can help to be referred for any positions because sometimes contacts might know someone who is looking for someone with our skillset and experience. Recruitment agencies can be also another great way to find a job.
2- Successful steps for employment opportunities
      2-a Importance of job description
According to Luther (2018) a job description called job advertisement is a print or electronic notification of an intent to hire someone to perform specific work in a position at a company or organization. Job advertisement is used to request applications from people in the aim to find a right or the rights candidates for a role in a company. It gives us, throughout different sections all the information about the job and the specific applications instructions to follow.
Generally, job description contains job title which give some clarifiers about the position, such as permanent or temporary, full-time or part-time and the expected work location. It contains also the job duties and responsibilities listed by the employer, that we have to review and decide whether the job fits our expectations. Sometimes, pay and benefits are included inside. About job qualifications some employers might list some requirements, such as school diploma or degree, a minimum number of years of similar experience that we must have. Or sometimes qualifications like special software or technology skills, supervisory experience or professional licenses.
       2-b Importance of cover letter
A cover letter accompanies the CV as part of a job application. The cover letter gives more details about our skills and how they set aligns with the role we want, what we can bring to the team and why we really need the position. Cover letter allows us to be better understood if we are suitable for the job by recruiters. Our cover letter will give first impressions to employers because it includes our details, the role we are applying for also further details about the information inside the CV. It highlights our interest and our qualities in the role and expand our skills and experiences for the position. Short and brief, the cover letter will help us draw the attention of an employer who, by reading it, will be interested in finding more about us and call us for an interview. The cover letter allows us to introduce ourselves nicely and for recruiters to understand more things about our personal and professional life, and how we are so interested in the position they offer. Our cover letter may also contain our career objectives and talk about interests regarding that particular job, and how we can bring more value to that organisation and help it become more successful and profitable through our work. Cover letter is so important for employers letting them know who we are throughout the life and personality we pour into the letter.
This allows companies to get an inside look into us, as a person giving them good impressions showing what kind of candidate they are dealing with. That is why inside the letter we have to work out our special ability, specify our core values, our passions and finally label our talents.
       2-c Importance of curriculum vitae (CV)
A CV is considered as a marketing document that give a summary of our job career history, academic qualifications and explains our future potential. CV is important because it is our first only direct communication with potential employer. And sent as an application to job advertisement, it aims to impress recruiters. Well- designed and written, it can create an immediate positive impact on key decision makers because at the first reading recruiters should be to have a clear indication of our experiences and potential. CV gives us opportunity to sell ourselves and abilities to employers. That is why it must have a positive outlook showing clearly our strengths and experiences and demonstrating our potential as a future employee. The CV must be well presented showing quality, clarity, relevancy and usefulness and also be short including only factual information that is relevant to the position we apply for. In the purpose to boost our chance of getting a face-to-face interview, we will be able to put all necessary information that the employer needs to know about us. So, it is important to include personal details like name, address, phone number and email address, our personal profile summarising our areas of expertise and characteristics. Key skills also are important inside the CV, explaining our personal skills and any other skills learnt. In the same way our employment history, starting with our current or last employer and work backwards without forgetting education and qualifications written in order giving a brief list of different schools and universities with the grades. And even optimal interests are sometimes important to allow to portray something about our personality.
For all this the CV must be considered one of the most important job-search- document.
3- Reflection on mock interview
At university I attended a mock interview for a job position regarding logistics planner. The interview was conducted by Dr Olu Adegbite and his colleague Abdi Rahman. I waited with other students, also candidates who applied for various job positions and one by one we were called into the interview room. I was the last to be called for interview and that situation made me nervous because I was thinking about the questions I will face, the answers I will give to the interviewers and what I have to do to demonstrate good impression. 
Inside the interview room, Dr Olu And Abdi Rahman asked me to take seat and introduced themselves. I introduced myself and the interview started. They asked me many questions regarding my career and why I have applied for this job. My answer was that position enter in my future plans for my career life and the job will help me to utilise skills I have gained in my current job. During the interview, even the recruiters make me feel comfortable I had haven difficulties using appropriate words in English to express myself. All this, because English language is not my first language.
From this mock interview I learnt that I have to improve my communication skills in English. And this touch also my confidence ability and maybe, had given bad impression to the interviewers. In the future, to be successful in real interview I have to improve my English language by learning more and getting more skills and knowledge about the job position.
After the interview I was given an evaluation form, called mock interview Grading Rubric, which evaluated my performance skills. I learnt from the mock interview that I did well about the first impression like dressing, good eye contact etc. About verbal behaviors I demonstrated a good knowledge about the company but the CV needs better structure avoiding typographical errors. Feedbacks are also given about the main competitors which need to be well identified. At the end, according to the interviewers, in overall it was a good attempt but need further improvement for my career development.
                       Conclusion
Along all this report, we have trying to make understanding better how personal development can impact particularly personal career and career life in general. In this topic we understand more that personal development is a lifelong process which allow people to improve in different ways like self-awareness, helping people to learn really about their values, beliefs and what they want to pursue. In one -word self-awareness helps to know who you are. Also, personal development helps to make easier decision-making and create easy motivation to achieve goals and becoming aware of strengths and weaknesses.
Throughout the examples of self -development tools ( Johari window, Psychometric test and SWOT analysis), we have demonstrated how important are those tools for people to get more confidence in life and in exploring and getting employment opportunities. We have also trying to talk about creating successful applications, starting with the job description, the CV and cover letter and how to prepare an interview. An example of mock interview was conducted in class and the reflection made permit to understand better the different steps for a good interview. And the feedback received will help to improve in the future.
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                       Appendix
1 cover letter
Papa Moustapha Top                       
                                                                     06/12/2019
RE:     Logistics planner
                   Dear Mr responsible for the recruitment
As an experienced wharehouse manager, the posting to logistics planner with DHL piqued my interest. While reviewing the job requirements, I was excited to see that my qualifications and personal traits are aligned with your requirements and mission. 
I bring a set of talents that I believe will be valuable to DHL. In my responsible logistics role, I honed my abilities in team working and communication, providing a solid foundation for the logistics planner position. My decision making, people-centric nature and eagerness to please have afforded me excellent leadership skills.
I’m excited to contribute my strengths and proficiency in digital skills towards your team efforts. As an extroverted and personable communicator, my focus on building strong professional relationships has been a valuable asset throughout my career.
Please review my CV for an in depth view of my work history and accomplishments. I would like to schedule an interview at your earliest convenience and availability. I’m hoping to discuss how my personality and work history fit the logistics planner role.
   Thank you for your time and consideration


Yours sincerely
    
                                                                                                     Papa Moustapha Top





2- Mock interview feedback
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