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Task: Students will produce a 4,000 portfolio of evidence which demonstrates an understanding of the skills and knowledge which contribute toward working effectively, their readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing their employment goals and develop a personal action plan/development plan. 

Over the course of this module, I have researched, learned and implemented several approaches to my daily routine which have allowed me to become an individual with a higher chance of employability due to the improvement of several skills and a changing of mind-set. As well as changes to my daily life, I have also self-reflected on what my own personality is like, existing skills that I have, and by taking several interactive tests and conducting self-analysis in order to become more aware of what kind of person I am, what I’m good at, what I’m not good at, what I need to improve on. I have researched the skills and characteristics which are well liked by employers, and have attempted to incorporate those in my personality and everyday life. This was done through a range of different methods which I will discuss in this essay. This is a continuous process and I have not necessarily achieved every single goal, however, it is an ongoing plan which continues to develop who I am as an individual. This is done through a personal development plan. 

How I’ve been learning to work effectively

1- GTD Method 
The Getting Things Done method, is a way of freeing up your mind so you have time to think. 

1. Don't keep "stuff" in your head. Capture it so you don't lose that great idea and you're not fretting about forgetting a task. Writing it down frees your brain from trying to retain everything, so you can do actual creative problem solving. – This is why I’ve been writing things down, if I’ve needed to do things, had ideas, or even just need to get things off my mind, I feel not keeping stuff in my head allows me to organize my thoughts.
2. List your next action. Transform the "stuff" you capture into concrete outcomes and next steps. This allows you to break down even very large projects into smaller, doable steps. And this keeps you from being overwhelmed by fluffy, undefined "stuff." – If the things that I’ve been writing down require action, or if there is a next step, whether that is transforming an idea into action, or actions needed in order to problem solve a certain issue that was in my head, I write that down too. Writing down a next step has been useful in terms of having clear actions that I can complete, thus motivating me to be able to complete tasks quicker with clear ideas, enabling me to work effectively. 
3. Trust your system to maintain the remaining steps for you — and every other idea you've captured. – Once I have an idea and next steps, the rest flows naturally. I feel the next step to an idea is the hardest part, however once that is written down and effectively communicated, then tasks are easier to complete and I trust my own abilities to get things done and work effectively. 

Five – Step workflow for getting things done:
1. Capture: Get ideas out of your head and onto your system.
2. Process: Decide what you want to do with this idea. What's the goal? What's your next action step?
3. Organize: Park the results in some trusted categories.
4. Reflect: Review your captured actions as frequently as needed.
5. Engage: Execute your plans. Mark tasks as done!

This is a further breakdown of the actions from the Getting Things Done method, in order to have a clearer idea of how to manage ideas and actions, how to organise yourself, in order to get things done. 

This has been an effective method that I’ve learnt in order to start my journey of working effectively.
 
However, being able to work effectively involves several soft skills such as time management, organisation, punctuality, being able to work with others. 

One of the ways in which I thought I could manage my time, was to create a Time Management Log, such as this:

	Time of Day
	What did you do?
	Was it a good use of time?
	Notes

	6-7am
	Woke up, daily morning routine in the bathroom i.e. brushing teeth 
	Yes, although I spent a while snoozing my alarm and didn’t wake up straight away, but I can afford the luxury of snoozing 
	Good use of time, I make sure I’m ready to get dressed by 7am

	7-8am
	Picked out clothes, got dressed, ate breakfast, and made my way to the train station
	Yes because I made it out of the house on time and did everything I needed to do 
	Perhaps I should consider picking out clothes the night before so those 10 minutes are saved in the morning 

	8-9am
	Today I went to London – commuted 
	Good use of time
	

	9-10am
	Met some family members q
	Good use of time
	

	10-11am
	Time with family
	Good use of time
	

	11-12am
	Time with family
	
	

	12-1pm
	Time with family
	Good use of time
	As I hadn’t seen my sister in a long time, since she’s on a visit from Pakistan after many years, this was a very good use of my time. Despite personal troubles I’m going through, it was very good.

	1-2pm
	Go to university 
	Good use of time
	Attending university and learning skills in the workplace course is enabling me to become a more employable individual

	2-3pm
	Attend Workshops
	Good use of time
	

	3-4pm
	Workshops
	Good use of time
	

	4-5pm
	Workshops
	Good use of time
	

	5-6pm
	Workshop ends, leave univetsity 
	Good use of time
	

	6-7pm
	Commute back home 
	Good use of time
	

	7-8pm
	Relaxed, had dinner 
	Good use of time
	

	8-9pm
	Watched Tv 
	Good use of time
	Some relaxation and downtime is important 

	9-10pm
	Watched Tv
	Good use of time
	However perhaps one hour is enough, and this time could be better spent making to do lists, or going over my university notes and learning things. 

	10-11pm
	Went to sleep
	Good use of time
	Good time to go to sleep in order to get sufficient amounts of sleep for the next day

	11pm-12am
	
	
	

	12-1am
	
	
	

	1-2am
	
	
	





This is just one day’s example, as my days tend to vary. However, it shows how I log what I do in my day, and the notes section is what I look at whilst I log what I did and decide if there’s anything I should add or contemplate regarding my activity. Conducting activities such as this allows me to evaluate whether I’m using my day efficiently, and any changes I should make. This then allows me to work effectively, whether it’s at university, at home, or at work. 

In order to determine other aspects of working effectively, such as being organised, I decided I need to evaluate myself and go from there. This is when I took the ‘How organised are you?’ test in order to find out the status of my organisation skills. The result of this was the followin



You are Fairly Organized
[image: ]
“You’re so close! Just a few small steps can really make a difference in your life, both on the job and at home. Learn to work through those huge piles of work consistently or set aside a regular time each day to go through your inbox. You have a calendar and some files already, right? So put them to better use! Refresh your systems by evaluating their effectiveness, purge outdated files and start actually living by your to do lists instead of just writing them and ignoring them. So what are you waiting for? Get started!”

This test has allowed me to recognize that though I thought I was well organized, actually there’s plenty of room for improvement. I have to do lists, however I also have a calendar which makes it more effective because I know exactly when I’ll be completing certain tasks on which day, thereby allowing me to plan better and be more effective.
This actually also ties in with punctuality. I count myself as a very punctual person as time is very precious I believe and punctuality is a trait which many employers seek and is valued.

Another Test conducted was one related to team work. This interactive test was called “Why teams fail” an exercise related to issues that may arise in a team, and I had to consider the issues and think of solutions.

“iNTERACTIVE TEST
Confused roles: Individuals are unclear as to what they can and are supposed to be contributing to the team, or more than one person may believe they have the same expertise when each has a different view.
IDEA/SOLUTION: Make such issues explicit – ensure that everyone’s roles are clear. There might be some negotiation here, or maybe people will be happy with the roles they have been given.”
Team work is essential. Not just in the workplace but in life, as there will always come a point where human interaction and working together will be necessary, no matter how independent you are in life. I have worked in a team many times in my life. Team work was required in my current job at Royal Mail where working in partners is sometimes required, as it improves efficiency. Communication is key as you strategise together how to maximise efficiency. I make sure to not have many bathroom and snack breaks due to the fact that I recognise how important honest and efficient work is. Slacking is not an option.

In terms of other aspects when it comes to readiness for employment, one of the things that I learnt was essential in getting employment, is having a good CV. This required many hours of work and advice received from multiple people, but at the end I think I managed to devise a CV that’s useful. 
Evidence of My CV:
Saeed Ahmed Malik
** Tintern Close
Slough
Berkshire
SL1 ***
Mobile: ***********
Profile: A hardworking, dedicated, sewlf-motivated individual with a wealth of customer service and driving experience looking for a challenging new role within either sector. With a flexible approach to work and the ability to work within a team as well as under own initiative incorporating strong managerial skills, keen and willing to undertake any further developmental training necessary.
Skills:
· Effective communication and listening skills
· Excellent time management skills
· Strong managerial skills
· Excellent navigational skills with a current HGV licence
· Good problem solving skills with good attention to detail
· Multilingual speaking English, Urdu and Arabic
· Reliable, punctual, honest, trustworthy and professional
· Health and safety awareness

Work Experience:
Royal Mail Group (Manpower)  4 years experience                                                                                                           Slough, UK 
OPG 		 
Worked across various departments in Royal Mail i.e.:
· PSM where I assisted in scanning and voicing
· Track and Signed For, which requires time management and working under pressure to ensure that targets are met daily. 
· Worked in Revenue Protection, where I undertook different tasks i.e. TDs, Tarrs, F2F. billing. All of which require attention to detail, and dedication. 

                                                                                                                                                               Slough, UK 
Mail sorter                                                                                           
· Consistently worked within Royal Mail through Manpower for 3 years.
· Sorting incoming mail; dealing with delivery parcels, loading mail into relevant sections, helping around various locations.

Self-Employed (17 years experience)
Euro World Traders
· Taking payments, giving change, and wrapping purchases
· Answering enquiries and giving advice about products to customers 
· Listening to customers’ needs and requests, which can indicate new sales opportunities
· Calculating takings and wages
· Depositing cash at the bank, bookkeeping and stock management
· Ordering stock from wholesalers, manufacturers, agents and importers
· Undertaking deliveries, utilising HGV licence
· Adhering to Health and Safety regulations


Salesman/Driver (12 years experience)
Dairy Farm Saudi Arabia
· Driving heavy goods vehicles to and from processing plants
· Delivering dairy products to local shops and markets
· Undertaking various sales duties including marketing and selling the dairy products on offer
· Taking orders and advising on delivery times
· Building good working relations with customers and retail businesses


Education and Training:

University of Wales Trinity Saint David                                                                                                         2016- Present
Skills in the Workplace – Level 4 

Degree College (Pakistan) Standard College Education 

Talighul Islam High School (Pakistan)  Standard High School Education 


Hobbies and Interests: In my spare time I enjoy reading history books and keeping up to date with international current affairs. I am also a passionate cricket fan and like to watch cricket.

References
Available on request.

            
That was my CV, evidence that I have actively worked in order to make myself more employable. 
Self-awareness is extremely important when it comes to developing yourself for the workplace, or life in general. Hence why I have been taking online interactive tests. However, there are other tools that I’ve been using which have been helping me identify information about myself.
SWOT Analysis – Strengths, Weaknesses, Opportunities, Threats.
	Strengths
· Organisation skills
· Friendly personality
· Team player
· Leadership skills
· Time management 
· Range of experience
· Proactive
· Honest, trustworthy
	Weaknesses
· English not first language, sometimes struggles to effectively communicate
· Gaps in expertise in England as worked abroad most of life
· Forgetful 
· Financially unstable
· Not very technology savvy

	Opportunities
· Taking English lessons
· Taking skills in the workplace course
· Use family around you for help with English and/or anything else
· Local community links
· Untapped strengths

	Threats
· Financial/budget
· Sickness/absence
· Loss/lack of resources
· Challenging expectations
· Morale, commitment, motivation
· Competition for roles and responsibilities 



One of the things I’ve identified about myself in a clear manner is that as one of my weaknesses is my speaking when it comes to the English, one of my opportunities could be taking English lessons in order to improve, and then that would improve my employability prospects in interviews and help me communicate in a more sophisticated and efficient manner. Signing up for computer lessons will also be beneficial as technology is vital in this day and age in terms of employment. 

Another tool is the Johari Window:
	
	Known to Self 
	Unknown to Self 

	Known to Others
	Kind
Friendly
Able
Caring
Loving
Organised
Helpful
Empathetic
Sensible

	Calm
Clever
Idealistic
Mature
Observant
Loyal
Patient
Proud
Hard working

	Unknown to Others 
	Sentimental
Silly
Confident
Fun

	Introverted
Nervous
Scared
Spontaneous
Energetic



This tool allows me to see how others view me and how I view myself, and maybe there should be some characteristics about that others should know, even though I don’t yet portray that very well. I need to work on coming across the most best and accurate version of myself when I am in interviews etc. 

Identification of personal strengths was therefore achieved when conducting the Johari Window and SWOT anaylsis tests, I have several skills which are valued by employers, however I do need to improve and continue to develop on those skills, such as become very much organised through the use of getting things done, to do lists, calendar entries, and organising and managing my time well. Further developments also include improving skills such as communication by improving my English. My English is decent however as it is not my first language, there is plenty of room for improvement. Therefore, taking up English lessons is something which I am strongly going to consider in order to increase my chances of becoming employed. 
Something which is important, that has not yet been addressed, is the mindset of an individual. Every person has lived their own life and has a story to tell, and each mindset is different. Becoming an individual who works effectively may not just rely on becoming organised. The mind is a powerful tool, which can either make you or break you. Becoming positive and keeping positiving is a struggle for some. I have to continuously try and remain positive, and when starting this module and becoming self aware, and adding things to my daily routine, I also added in exercises which keep the mind positive. 
These include the following:
1) Stay grateful – reminding myself to stay grateful no matter what happens in life, reminds me that I am blessed, which in turn keeps the mind positive
2) Staying centred – this can be done through breathing exercises in the morning where you relax and centre yourself, and try and keep away any negative thoughts trying to consume your mind 
3) Stay active – exercise is important, walking regularly, doing any form of exercise, will keep the body healthy, and healthy body positively influences a healthy mind
4) Eat well, drink well, sleep well – food consumption and intake heavily impacts mental health, vitamin deficiencies alone can cause declines in mental health that can lead to stress, anxiety, depression, addictions and other psychological disorders.
5) Help others – Sometimes, the best way to help yourself stay positive throughout the day is to help others stay positive as well.  When others are down, that’s when they need positivity the most. Instead of avoiding their negative energy in fear of it spreading to you, jump in head first with your positive mindset and help shine the light to brighten their day.  You will leave the situation knowing that you have created a ripple effect and multiplied the positive energy in your environment, and this energy will return to you ten fold.

6) Subconscious re-training and inner healing – Sometimes, to have a positive experience on the outside, we have to uncover and release the past negative experience trapped on the inside

These are only some positive mental health exercises which have been developed that I follow. I strongly believe that having a positive mind-set is actually the first step to working effectively, being a good employee, increase your chances of being employed, and going through the journey of personal development. 

Employment Goals 
1) Find a job 
2) Find a job that I enjoy
3) Find a job that I enjoy that pays a decent amount for me to cover rent 
4) Improve in my job
5) Take leadership courses
6) Take English courses 
7) Ask for feedback from employer and teammates
8) Act on the feedback provided to improve within the role
9) Develop on the soft skills learnt, identified, striving to improve on
10) Work with others well, get along with teammates
11) Become a leader 
12) Aim to get recognised 
Personal Development Plan:
Setting Goals 
	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 

	Greater depth of knowledge of leading in customer service roles in order to get to managerial level
	Young Managers (YM) development programme or take leadership courses 
	1. Regional Training Centre and YM Course Directing Staff.
2. Finding 2 weeks for the YM could be difficult. 
	1. Courses Assessment.
2. YM Course Assessment report.
3. Line managers Appraisal Report (LMAP) including mid-year appraisal will assess performance and potential. 

	
	Get to know my department team and build their confidence and trust in me. 
	
Advice from my Line Manager and team feedback 
	1. Formal and informal appraisal.
2. Self-appraisal. 

	
	Identify key training opportunities in the Business Forecast of Events and de- conflict with work and social life. Because of YMs course I may not be able to engage in all business activities 
	I will need to discuss and agree my priorities with my Line Manager. 
	1. Prioritisation of goals forms part of my appraisal process.
2. Ensure that I have attended all the agreed high priority training. 

	Widen my understanding of leadership. 
	Learn from the more by observing experienced managers. Gain their friendship and trust. 
	Senior colleagues. 
	Mentoring and performance appraisal. During development programmes. 

	Improve my personal fitness. 
	Allocate specific evenings during the week for fitness training and allocate time at weekends.
Develop personal fitness programme to improve fitness and stamina.
	Advice from Gym Fitness Instructors 
	Improved fitness levels will be self-evident.
Improved Personal Fitness 

	Achieve core business skills. 
	Complete mandatory organisation update training i.e. CPD 
	
	Secure bonus benefits as appropriate 


	Build confidence in as a leader/ management. 
	Volunteer to lead ad-hoc cross functional projects to build credibility and experience as a leader 
	Line manager 
	Feedback from the team and the project sponsor. 

	Improve planning/ decision-making skills. 
	Gain further experience of business analysis processes. 
Use this in a working environment to speed up and improve complex decision making 
	Use training opportunities and revision. 
	Good YMs course report. 

	Improve English Language skills
	Sign up to English Courses  
	Either online or see if Regional community courses are available
	Termly tests . 

	Improve use of technology
	Sign up for Technology/Computer Lessons
	Online or local community/libraries
	Assessments.



Part 3 – Personal Objectives 
	Short Term Goals (next 12 months) 

	Complete Young Managers Course in order to become eligible for engagement in applying for managerial roles. Sign up for English Courses. Become more organised in terms of calendar entries. Become more technology savvy.
(I accept that some of these goals may slip into year 2 but no further).
Have accountability and responsibility at work. 

	Medium Term Goals (next 2 – 3 years) 

	Be given responsibility for leading and managing a small team of in support of a challenging project. 
Engage in supporting some functions of a cross-functional project team which gives me significant business exposure. 

	Longer Term Goals (beyond 3 years) 

	Gain promotion to middle management and gain a support of work colleagues and senior managers. Be given responsibility for managing a large team of direct reports/ a number of teams (Work towards becoming a Head of Department). 



Conclusion
Following this development plan should motivate me to apply for roles and ensure that I have the best chance of developing my career. I have clear goals, I have identified my strengths, weaknesses, opportunities, threats, I know what to work on. I have short tem goals, long terms goals. I have a CV, I am maintaining a positive mind set. I am constantly taking online tests, (interactive and psychometric) to become self-aware of the qualities that I possess and need to improve on. In conclusion, my professional career development is underway and I have many tools around me that can ensure that I have the best opportunities around me to be a good employee and develop my career further. 

References
http://www.testq.com/career/quizzes/150-how-organized-are-you
http://mystarjob.com/articles/story.aspx?file=/2013/6/22/mystarjob_careerguide/13226186&sec=mystarjob_careerguide
The Business Student’s Guide to Study and Employability
http://study.sagepub.com/sites/default/files/p.23%20FOR%20YOU%20TO%20DO.pdf
https://www.heacademy.ac.uk/system/files/pdp_and_employability_jan_2009.pdf
https://www.breathehr.com/blog/11-personal-development-strategies-that-really-work
https://www.wrike.com/blog/how-to-work-effectively-13-strategies/


Identification of personal strengths was therefore achieved when conducting the Johari Window and continue to develop on those skills, such as become very much organised through the use of getting things done, to do lists, calendar entries, and organising and managing my time well. Further developments also include improving skills such as communication by improving my English. My English is decent however as it is not my first language, there is plenty of room for improvement. Therefore, taking up English lessons is something which I am strongly going to consider in order to increase my chances of becoming employed. 
Something which is important, that has not yet been addressed, is the  of an individual. Every person has lived their own life and has a story to tell, and each  is different. Becoming an individual who works effectively may not just rely on becoming organised. The mind is a powerful tool, which can either make you or break you. Becoming positive and keeping a struggle for some. I have to continuously try and remain positive, and when starting this Following this development plan should motivate me to apply for roles and ensure that I have the best chance of developing my career. I have clear goals, I have identified my strengths, weaknesses, opportunities, threats, I know what to work on. I have short goals, long terms goals. I have a CV, I am maintaining a positive mind set. I am constantly taking online tests, (interactive and psychometric) to become self-aware of the qualities that I possess and need to improve on. In conclusion, my professional career development is underway and I have many tools around me that can ensure that I have the best opportunities around me to be a good employee and develop my career further. 
module and things to my daily routine, I also added in exercises which keep the mind  




image1.png




