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Executive Summary
The report tries to explore the importance of professional career development and the strategies that needs to followed for personal reflection and career development planning. With this the report helps in understanding the skills and knowledge that are required for working effectively in a workplace. By illustrating an understanding, the personal strengths and areas that is required for developed by undertaking employability and personal development areas. Lastly the report demonstrates the action plans that needs to undertake for the recruitment of a job position.
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Terms of Reference

Professional Career Development report was requested by Melanie Squire on February 2018. The purpose of the report is to introduce students to strategies for personal reflection and career development planning. To gain confidence and competence as an effective employee. Learning journey through personal development, Strengths and weakness, skills, recruitment. The report will be submitted by 29th March 2018.































Procedure

This procedure is secondary research through accessing Books, websites and journals.














Introduction

In the context with the dynamicity in the organisation, there is a dire need for the professional development in accordance with the requirements of the company. With the help of the professional development, one can enhance their set of skills as well as their knowledge base, contributing to one’s own credentials. These skills developments not only help an individual to grow at the personal level, but also provide strategies to cope up with the challenges faced in the company. The professional development brings new opportunity to the individuals which broaden the career prospects of the individual by enhancing the productivity levels. In addition, it boosts up the confidence at the personal level which in turn, helps in keeping the individual at a competitive edge over the others.  
The skills that are essential to work in an efficient manner in the company include effective communication flow among the fellow employees within the workplace. Team collaboration, working as a group member is also one of the key aspects to enhance the organisational productivity. The employees need to acquire specific skills and knowledge in order to cope up 
the risks that might occur within the workplace due to the day to day dynamic changes taking place within the organisation. The report focuses on the development of the specified skills as well as knowledge that contributes in the effective performance of the workers associated to the company.
The recruitment process plays an integral role towards the achievement of the company’s goals and objectives via the hiring of the appropriate people, who are capable enough to perform the assigned task and meet its requirements. The process of recruitment involves various steps in order to recruit the appropriate person for the job profile. The first step is to provide an outline of the job requirements. Next is to make preparation of well organised interviews where the candidates are screened on the basis of organisational criteria. The individual who is able to meet the requirements of the company regarding the particular job position. The person is then provided with necessary training and is made aware of the specifications, so that the person is able to perform the job successfully. 

Findings

Part one: 
Reflection on learning journey 
In order to illustrate upon my personal journey of development it is important that I am able to demonstrate the knowledge and understanding that I have in regards to the professional development process. The expression of my comprehensive knowledge could be done by identifying my major development needs. The understated sub heads provide an in detailed description of my development journey (Leopold et al. 2015).
Learning Style Questionnaires
Kinesthetic and Aural Study are the two major learning strategies that I followed during pursuing my lecture in UWTSD through VARK questionnaire, as well as my educational qualification that especially helped me during my under-graduation Bachelor’s Degree Course in Social Science. A set of questionnaires in relation to the above stated learning strategies would illustrate the significant importance of both the strategies in my developmental journey. The questionnaires are as follows:
Q1: How has kinesthetic learning strategy helped you in your personal development?
A: ‘The specified learning skill helped me in developing my social skills and I was able to develop a positive social interaction with people’
Q2: Were you to value different cultures on an equivalent platform?
 A: ‘Being a social science student it was important for me to understand the foundational concept related to it. Among which cultural diversity was a major concept during my part time work at BAWSO Women’s Aid. By the help of kinesthetic learning I developed a comprehensive understanding to render equivalent values to different cultures’ 
Q3: To what extent have you increased your ability to retain information?
A: ‘Aural learning has helped me to process information through hearing information and this has eventually helped me in improving by information retention abilities and ensured that the records are maintained and kept up to date’
Personal SWOT Analysis
With the help of a SWOT analysis would help to reflect upon the major strengths and weaknesses that I have. Moreover, the significant importance of both in my personal development journey could be understood. The analysis is as follows:
Strength	Organised	Responsible	Open Minded	Caring	Motivated	Weakness	Passive	Fearful	Impatient	Shallow	Hesitant 
Opportunities	Financial accounts management 	Technological advancement 	Academic qualification from University of Wales Trinity St David 	Threats	Changing Business environment	Lack of essential skills and knowledge 

 Therefore, from the above stated analysis it could definitely be stated that my major strengths helped me to seize the opportunities that I had or would have in future. However, for that I would require to upgrade the knowledge and skills I currently have. By acquiring my major development needs the influence of threats would not turn out to be influential to a large extent. (Sharf, 2016).
GO MAD on personal perspective
With the application of the GO MAD framework on my personal development journey would help in determining the rationale behind the attainment of my developmental needs in a systematic manner. In respect the figure stated in the appendix section it could be seen that for me to plan for my personal development required a major goal that was my professional growth. Since professional growth would help in accomplishing my aims in life. This illustrates the rationale behind the goal. In the second stage referred the need for me to maintain a momentum that was accomplished by me by having the self-belief that I could satisfy my personal developmental needs and achieve my major goals. This could only be done by engaging others and enhancing my support system to achieve the goals. However, in order to all of theses the primary aspect that I required was to taking my personal responsibility towards my determined goal. The moment I started to take up my personal responsibilities market the actions that was required to be made for achievement of the predetermined personal goal. (Akkermans et al. 2015). 
Identification of barriers during learning and development
The barriers that I faced during my learning and development stages was at times the lack of skills and knowledge that made me hesitant to perform certain tasks. In addition to this the lack of access to information and basic services even developed as major challenge for me. These were the two barriers that significantly affected by learning and development process. The major weakness of mine had developed since I was unable to upgrade or even acquire the most essential skills and knowledge that in turn affected my whole developmental learning process. Often at times it was difficult for me to attain the access to certain information or services due to time constraints and this in turn hampered by overall learning process. Since, due to unavailability of information or services I could not comprehend certain aspects that ultimately complicated the process. Above all the lack of access to welfare services also affected my learning process and this lead to learning and developmental breakdown. (Evers et al. 2016).
Measures to overcomes the identified barriers 
The identified barriers of mine could easily be mitigated by undertaking a number of initiatives in relation to it. For overcoming the first barrier I would need to enrol myself into certain course activities that help me to acquire the skills and knowledge. In addition to this training sessions would also help me to alleviate the impact of the identified first barriers. Both the educational course and trainings would provide me with the required knowledge and help in acquire the skills that I lack effortlessly. This in turn would try to eliminate most of the major weakness that had been identified in the above sections. By effective time management strategies, I would be able to remove the time constraints issue. While regarding the lack of services I need to look for state and nongovernmental organisations that render the innovative practices or services to help me in my developmental process. Therefore, with the help of these two strategies I would try to reduce the impact of the second identified barrier. (Andre et al. 2017).
Learning and development options and interventions available 
There are a number of learning and development options and interventions available. A range of learning styles are available that could be used as preferences by me. However, among of the learning style varieties the most convenient ones that would significantly influence my personal development and learning are as follows:
Honey and Mumford learning styles
Homey and Mumford had developed their learning style based upon the work of Kolb’s learning styles model. In their respective learning style, the implemented an action in which they instead of asking people about how they learn. They developed a questionnaire that estimated about the general behavioural tendencies of the individuals. The major rationale behind this concept learning style was that if an individual wants to become an effective learner he or she must know about their learning styles or preferences and then develop methods by which they can learn. (Wagner, 2014).
VARK learning style 
Visual, Aural, Read/Write and Kinesthetic sensory modalities based upon which VARK stand reflects the experience of the learners like me. According to Fleming and Mills the modalities help in pointing out that the learning modalities of a learner like the strengths are different from the preferences.
Description of support mechanism available
Support mechanisms have played a vital role in my journey of personal learning and development. The support mechanism has the ability to positively influence a learner’s journey of development. However, in consideration to my personal development and learning the major support mechanism were my family and the professional universities like University of Bangladesh and University of Wales Trinity St David and training courses such as Certificate in Higher Education Skills for the Work Place’ from which I pursued and would pursue some of my skills and knowledge. (Moyer and Savino, 2015)

Preparation of Personal Development Plan 
With a personal development plan, I would try to achieve one of my key learning objectives that is acquiring of problem solving skills. For the attainment of this skill the plan is as follows:
Defining the goal
The major goals are to acquire the problem-solving skills. 
Related to priorities 
This would help in my work as an administrator and understand the changing business environment.
Time frame
I would try to acquire the skills within a time frame of one year. 
Evaluation of personal strengths, opportunities and threats 
On evaluation I found out that my major:
Strength is that I am well organised 
Weakness is my impatient behaviour
Opportunity are advanced clerical services
Threat is the changing business environment

Implementation of action
Up taking the relevant course of Certificate in Higher Education Skills for the Work Place.
Progress monitoring
I am able to solve the problems I faced as an administrator. 
Techniques for monitoring development 
The easiest format in which I can easily monitor my development is by asking for a timely review from my head authorities under which I work as an administrator. A critical evaluation from them would help in track down the progress of my learning and development of skills and knowledge (Kolb, 2014)
Development in profession
I would develop myself in my professional role of an Administrator by acquiring all the required skills such as communication, technology, organising, problem solving skills etc. This could be done by pursuing relevant courses and devoting myself to training for acquiring the right skills and knowledge. In this way I would upgrade my skills and knowledge to work effectively as an administrator.
Part two: 
Selection and recruiting an appropriate candidate for a job as an employer 
Identification of a suitable job and justification for its involvement
The professional role of an administrator in a company is the most preferred options for the concerned study. An administrator is an individual who has to perform both the clerical and administrations functions of a company. Based upon the company under which the individual works the job functions of an organisation changes eventually. The most general responsible functions of an administrator are to devise the short term, and the long-term plans that are developed to establish the major objectives of the firm. Along with planning and organising the administrator needs direct the other organisational members to follow those established plans effectively. The responsibility of staff development and creation of a liaison between the management and the staff also needs to be performed by an administrator. (Renninger et al. 2014). 
The major rationale behind the selection of the job of an administrator is that the job role provides the individual’s potential candidate to express the major skills that they acquire and make effective implications of it based upon the requirements of the company. This would in turn help the potential individuals to understand the aspects related to business environment and make uptake effective decisions 

Preparation of a recruitment process 
The recruitment process for a job role although varies from organisation to organisation. However, the recruitment process for the job function of an administrator is as follows:
Online screening questions
In context to the initial application for the job of an administrator online screening questions would be developed that would focus on the essential criteria that are required by the organisation from its administrator. The screening question would be mostly being the Yes and No format 
Online application
The second stage of the concerned recruitment process would include the submission of the Curriculum Vitae in respect to the job of administrator so that the concerned individual is allowed to answer the online application questions. The application question would be developed in a form that asks the concerned applicant questions in relation to specific task related situations in order to depict the specific skills and abilities the individual has. 
Psychometric assessment
After qualifying the second stage the potential candidate has to go through a psychometric evaluation that would measure the individual person’s personality, ability and competency in diverse forms. Each of three factors have their respective qualifying agents that would select the candidates that best suit the post of an administrator (Kong et al. 2014)
Face to face interview
The most important stage of the recruitment process is the face to face interview round with the potential applicants. The interview would be mostly a competency-based interview under which the set of standards set of questions would be asked by the eligible candidates. Each and every candidate passing through this interview process would be asked the same question in order to maintain fairness in the process. 

Final interview 
The candidates that would be shortlisted from the above stage of interview would be called for a final interview before any major decision is undertaken by the company. In this final stage the major skills, experience of the candidates would be explored and evaluated. (Sarma, 2017).
 Development of job description
Job Description:	Administrators play a crucial role in the day to day operations of a firm 	An experienced and professional administrator is required for rendering the clerical and administrative services in concern to ABC company.
Person specification:	Education Qualification:	Typically, a bachelor’s degree in subjects such as English, Education, Statistics, Psychology, Business Studies, Sociology and Information Science would be preferred 	Skills required:	There are some major skills that need to be acquired by an administrator.	Communication skills	Organising and Planning skills	Problem Solving skills	Technology Skills 	Attentive	Excellent organisational skills 	Duties and responsibilities 	The person is expected to perform the following:	Management of office equipment 	Organising and Planning	Managing clerical or administrative staff 	Staff distribution	


Development of Application form
Application For employment
Position Applied For: Office Administration 
Personal Details:	Title: Mr/Mrs/Ms/Miss  	First Name(s): 	Surname:	Home address: 	 Town/ City: 	Postcode: Email: 	Home/ Mobile telephone: 	Date of Birth: Age:
Education Qualification and training		
Qualification Details 	Year
Previous Experience:
Names and Address of Company	Dates	Job Titles 
Interests: 
References:
Declaration: 	The information and data above stated are true and in case of any kind of discrepancies would intend to lead to withdrawal otherwise my employment would be terminated immediately. 	Signed:                                                                                                                        Date:





Areas to be focused in a cover letter and a CV 
The cover letters and the curriculum vitae are known to be the major entities that grab the attention of the recruiters. There are certain areas that are considered by an employer while evaluating a curriculum vitae or the cover letter in relation to it. However, the major areas that are considered by an employer are the achievements of the candidate in relation to job role one is applying for. In concern to the job role of an office administrator the employer would look for the skills and the experience the applicant has mentioned in the resume. In order to evaluate whether the concerned applicant aligns with the needs of the job or not, above all they focus on the fact whether the eligible candidate has any significant achievements from their previous roles or not. The employer often seeks the candidates from whose cover letter or CV the applicant has tried to convenience the employer that the applicant is the individual for the job. The employer often looks for the resumes that has been tailored for the specific job role. (Humburg et al. 2015)
 Reflection upon different recruitment process 
 There are different types of recruitment process that are available for the employers to select the most eligible candidate for a specific job function. Each of which has its own significant functioning in the recruitment process. Under the internal recruitment process the employers usually select their employees through transfer, promotions or re-employment. While in the external recruitment process there are a number of factors that help in the selection process such as the advertisement, employment agencies. In some organisations for the recruitment process the firm utilizes assessment centres for the selection of eligible candidates. Under the assessment centre each of the eligible candidates are evaluated by the other candidates in terms ability, skills and competence. Therefore, this helps the employers to select the candidates that best suit the specified job role. The employers based upon the needs of the organisation and the financial resources of the company conducts the recruitment process. Above all the standards that would be followed during the recruitment process meet up the company’s objectives and regulations equivalently (Baker, 2016)


Identification of the best suited recruitment process and justification for the choice 
Although every recruitment process has its own significant importance but the face to face interview recruitment type is one of the best recruitment processes to select a candidate. Since, it helps in evaluating the individual candidates on a personal level. The recruiters can assess the attitude and body language of the concerned candidate in respect to the concerned job role. The screening of the applicant turns out to be more accurate which could be flawed on an online screening. The interviewer could get as brief idea about the concerned applicants skills in relation to the job by asking join to perform a task in relation to it which becomes impossible at other recruitment format. The interviewer could assess the effect of the words on the applicant and understand the extent to which the eligible candidates would be able to perform the task effectively. The setting up a panel of interviews during the face to face interview the applicant could be evaluated on diverse perspectives and this would eventually determine the ability of the individual to the concerned job (Pashayan et al.  2015). 
Preparation for the interview 
For securing the job role for which a candidate applies for its important that the eligible candidates prepare he/herself before the interview. There are certain aspects that should be considered by the interviewee before going for the interview. As the job role is concerned to an office administrator in relation to the current study. Therefore, the eligible candidate must research about the organisation in which they apply for. In addition to this they must compare the skills and qualification in respect to the job role so that they find an alignment with the needs of the company. A through preparation should be done by the interviewee for rapid response the interview questions. (Black et al. 2017).








Conclusion
 
It is seen that the career development is key factors that make the success of person. In this case, professional career development arises in the position of working as administrator. However, various barriers need to be overcome at the time of developing career among the individual. There is a necessity for the administrator to develop skills and knowledge that helps to provide better services in the organizations. There are various learning and development options to make the interventions available on learning styles to implement suitable form of actions. The support form of mechanism needs to be implemented at the time of carrying out the entire journey regarding personal form of development and learning. The personal development can be increased through support mechanism at the time of developing career with the suitable form of training carried out in workplace. 
The study focuses on the recognition of the responsibilities of the individual as an administrator. The administrator plays a vital role in making the long term as well as short term goals and work in the implementation of the goals in the orderly form. The administrator holds the responsibility of executing the strategy plan to accomplish the objectives of the company and get the task done by the subordinates within the specified deadline. The administrator also acts as a mediator between the management and the management staff. He bridges the communication gap between the upper and the lower managerial level. The process of recruitment involves various steps in order to recruit the appropriate person for the job profile. He also performs the duty to see if the organizational quality is not getting affected at any cost.







Recommendations

It is recommended that the learning and development is key sources that need to be maintain among the individual. There lies with the knowledge and skills that helps to develop better career to make the performance on related work. There are various challenges that might arise at the time of developing of career. The person needs to identify barriers that might affects development and learning process. The professional career development is the selected place in which the administrator is the appropriate position that helps to overcome the issues. There lies with the appropriate methods to develop professional career at the beginning of stages that makes the better form of practices with seeking professional career. In order to develop as the administrator in the development of career in the organization needs to develop high skills and knowledge to provide appropriate solutions. The primary skills lie in technical aspects to imply on suitable form of proficiency and understanding regarding involved process, techniques and procedures. The administrative has to build technical skills that involves with suitable knowledge, ability and techniques on specified discipline to achieve the set goals in workplace. This skill is required for the job training programs among the staff members at the time of recruiting in the company. Human skill is another important skill that needs to be introduced among the administrator. This helps to develop high form of ability with the effective working with the team to achieve set goals. The human skill provides demonstration on the individual perceives at the time of working with the subordinates. Person having highly developing human skill are aware of attitudes, beliefs and assumptions. This provides suitable form of limitations and usefulness at the time of developing skills. Conceptual skill provides important ability to make appropriate form of functions within the organization to make the suitable changes. This forms with the extension to make high value with suitable relationship at the time of carrying out individual business. Success depends at the time of making of decisions from the conceptual skills from the carried-out actions. The proper relationship is developed from the skills of administrator at the time of working with other staff members. 
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Appendices


Figure 1: GO MAD Framework
(Source: Akkermans et al. 2015)
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