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Introduction
Professional development refers to the gaining of knowledge and skills for personal development and career advancement.
It includes all types of possible learning opportunity meetings and informal learning opportunity situated in practice.
This report discusses about the various approaches to self-manage learning and the skills requires to meet organisational goals and objective.
In the first half off my assignment I will discuss the ways that I learned and my specific learning culture and how I apply this to my daily life of learning.






















My learning journey through Personal Development 
Learning emphasises on using evaluation methods to help me to learn quickly from the work or activities, so that I can be effective to adopt the strategies. How I organise myself is by keeping a planner to write down brief notes on what is being told in my classes, so that they aren’t forgotten about. It’s also important for me to concentrate and avoid distractions when the teacher is speaking. So, I made sure I kept my phone silenced and away, so I don’t get distracted, I kept away from my friends when I needed to take notes when the teacher is speaking. The most effective way I found to study and do my assignment was to be in a quiet room away from any distraction. How I managed to study and do my assignment was to take 10-15mins break every half an hour of my study, I found it to be more effective of my study time. 
I also always made sure that my notes have been completed. When I was younger I never used to concentrate, and my notes were never finished so I couldn’t revise what I had learnt at home because I didn’t have enough notes to look over. Now what I do is that I try and keep up to pace with my teachers so that I do not miss any valuable information which can help me with my assignments. I make sure that all my notes are clear and that my handwriting is legible for me myself to be able to read. By making my notes clear by using headers and titles, it allows me to know what each paragraph is about so that I know what to go to for information.
I would say that the shy side of me has disappeared and I have become more open to my teachers with problems which I get stuck with. If I do not understand a topic or an area within it I will ask my teacher questions to help, make me understand it and enhance my knowledge in that area. This made me learn more effectively as I would go home thinking about the things that I do not, and I would regret not asking the teacher to tell me what it is. This helps me to think more and to use my resources that I have been given.
Additionally, I look over all my notes that I made in class every evening that I get an opportunity to. By doing this everything that I wrote down in class will come back fresh in my mind so that before I go to sleep I will be thinking of that and will make me remember information easily. This is helpful as by looking over your notes it makes it seem as if you are learning the same thing twice which should eventually come back into your mind and stick in their instead of wasting time to go over notes again while doing an assignment because you will have it in your mind.
Furthermore, what I have been doing to learn even further was that I made my own study space in my house. This allows me to be in my own environment and so that I can concentrate there as I put it in a place where people in my family will not disturb me, especially my daughter, and so that I can have some peace and quiet where I will learn and be able to do my assignments. 
My organisation skills were not the best ones as I would do anything whenever I had time to do it. Now I constructed my own schedule where I have a specific set of time to revise and do my assignments. This allowed me to use my time wisely and to be able to learn more because I know that I have a specific amount of time before I move onto something else, so I will try and learn as much as I can within that time so that I can move onto the next task by the time. 
What I have found extremely helpful was to study in a group. I study with my sister because we help each other. If I do not understand something fully then she would explain it to me and vice versa. Teaching someone else has made me learn more as I must memorise the information beforehand so that I do not make myself look like a fool. It makes me seem intelligent if I memorise the information and it helps me learn as I will have to memorise it. My sister explaining things to me also helps as at times I cannot comprehend what something is saying so she will sit me down and help me with that which helps me enhance my knowledge.
I have been doing all of these to help me learn more. I have been practising these over the past couple of years and I find these strategies to be of use to me when I need them. Learning went from difficult to simple as I have using these to my advantage. 



























SWOT Analysis:
Strengths:
One of my strengths is that I can write fast. This is an advantage for me as sometimes when I am listening to a lecture I must write down notes and it is difficult if the lecturer is going through the slides too quickly, so I have the upper hand from most of the people because I can write fast and keep up with the lecturer while they are still talking. Another one of my strengths is that I am I am quite friendly when it comes to meeting new people. This has allowed me to talk with them openly if I ever needed help as I can just get them without being hesitant of being shy or nervous. I look at things positively as I always say to myself “They will talk to me” which gives me the confidence to go up to them and talk about the work.
Weaknesses:
One of my weaknesses is that I become distracted easily by trivial things. My phone would be on silent and in front of me and whenever a notification is shows I would instantly unlock my phone and look at it because I am afraid of missing out on what is outside of the class. I think that is what makes me vulnerable when it comes to doing work, I feel that I will be missing out on everything fun and I will get the opportunity to do it for myself, so I must see it so that io can message people and interact with them constantly. Another one of my weaknesses would be that some people are better than me at work and doing assignments and this makes me feel that I will never become better than them and so I do not put in 100% effort into any work. This makes me weak as I will not get the highest results in my assignments if I do not put in the work and effort.
Opportunities:
I can use my weakness to my advantage as I can motivate myself to try and believe that I can become better than them because if they are better than me then I should work even harder to be better than them in the future. Also, this may push the people who are better than me even more so then I will also be pushed further so that I can potentially get the most marks in my class because of how hard I worked I motivated myself to.
Threats:
Technology is developing a lot in the upcoming years. With this people are learning through the internet rather than attending lectures and classes. Some people learn better from videos which they can easily access online, and I learn better from lecturers. This is a threat to me because I cannot easily become the brightest in the class because people use the internet for more resources than I do, and I must wait until Tuesday or Wednesday for that, so they learn more and more recently than me. This belittles me as I cannot be the best in the class because I am not learning as much as other students are.

















GO MAD: PERSONAL EFFECTIVENESS 
This questionnaire will help reflect on my personal effectiveness 
This statement is true to very great extent                                                               5 Points
This statement is true to a great extent                                                                    4 points
This statement is true to a moderate extent                                                            3 Points
This statement is true to a slight extent                                                                    2 Points
This statement is true to a little or no extent                                                           1 Points
	    Points
I feel able to succeed in doing anything I choose to undertake               4
I have real passion for the things I do                                                           4
I reflect on my failure and learn a great deal from them                          4
I build warm, open relationship with others                                               4
When I fail to achieve vigorously question myself to find out the
Reasons why                                                                                                     3
I cope well with all pressure                                                                          3
I greatly enjoy what I do                                                                                 4
I seek to learn from every experience                                                         4
I am a flexible person who fits into different situations                           4
If I want to do something I collect all the available facts first                 4 

My total score out of 50                                                                                               38 Points






















Barriers and support:
I have had support that was available to me to do my assignment from my class lecturer. I tried to gain as much information as possible, but I do get distracted by other things like maybe talk to one of my class mate, or maybe I could not hear what the teacher has said, I don’t ask them to repeat it.
One of my biggest problem I had in class was when I was taking note. I may sometimes not have enough time to write down what was being told in class, so I forget afterwards, or I write too fast and then I don’t understand my own writing when It comes to my revision.
My lecturer has been a great support for me when I got to do my assignment, but also my class mates. They made me catch up on the work that I had missed during the time that I could not come to class. 
I have gained more information from the internet and going to the library to help me go through my assignment.





















VARK questionnaire

You are in a restaurant and want to order food. Do you……
Order something that you have tried before.
Recommend choice from friend or waiter.
Look at what other people has ordered.
Oder something new.
You want to cook something special for dinner for you and your partner. Do you…….
Get a good recipe from an enjoyable book you know.
Cook something you know how to cook.
Look at the internet or cook shows for ideas.
Ask a friend for a good recipe. 
You are planning on going on vacation. You want to know where the best place is to visit. Do you….
Ask friends and family.
Ask the travel agent.
Look at reviews of the places.
Just visit a place without any recommendations.
You have bought a new video game. You want to knowhow to play. Do you….
Follow the instructions given with the game.
As friends how to play.
Use the internet to see how it is played.
Just play the game without any help, hoping you be good at it.













My support mechanism:
During the time that I have started the course I have had a numerous amount of support from everyone, from my family, friends and my lecturer.
My family has been there for me since I started this course. There has been timed where I could not do this course anymore and I wanted to drop out of this course, but they pushed me to carry on and they made it easy for me to get through. My family introduced me to various sources of help that I could get with my coursework. They told me to get a tutor who would help me and give me tips on how to do things.
My tutor helped me a lot with my assignments. They helped me into opening my mind a bit more so that I can broaden my ideas and write a lot of information so that I could reach my target of 4000 words for this assignment. My tutor would ask me multiple questions in one go. This would help me to keep on thinking and stay on track and enhance my ideas. 
With my friends, they have been very supported. They phone me time to time to see how my course is going and If I needed any help. They did also understand not to phone me to go out and socialise much during the time I got assignment to do.




















My Personal Development Plans:

Development Objective 	Specific Actions	Barriers and how they will be removed	Support required 	How will I know when I have achieved the objective
Presentation 	Keep practicing  	Try to be more confidence 		Focus on what my weakness are	Try to get another person option 	When I have more confidence in what I do.	Get valuable feedback from other people
IT Skills		Practice 	Be a bit faster on typing	Learn more skills	Focus on what I will need to do my course 	Get support from other people on unique way on how to use a computer 	When I get to know what software, I need to do my course


This personal development plan has helped me focuses on what my weakness was and what I needed to do to improve them. Having a lot of challenges on my day to day life, this personal development plan has made it easy for me to keep on track on what I need to do.
The business and management course that I am attending is for one year. I have started the course beginning of January 2018 and will be looking to finish January 2019. I attend regular classes twice a week for this course which are Tuesday and Wednesday.
While doing this course, I will be given assignment to do, which must be completed and submitted on time.
While doing this assignment I realised that I need to improve on my research of my findings. I will need to spend more time at the library and find different elements of my findings. By spending more time in the library, I will have read a few books which talk about business and finance to gain an understanding about it so that it will help me in the second part of my assignment. 






















SMART:

Specific:
My aim is to complete my Business and Management course. I want to become a house designer and set up my own business.
Measurable:
I will attend all classes on Tuesday and Wednesday. I will try my best to complete all my assignments to date.
Achievable:
With the amount of support that I am receiving, I think that I will be able to finish this course to by best standard and hopefully be on the course next year.
Realistic:
My understanding of how to run a business and potentially be an entrepreneur will be lacking if I do not complete this course.
Time:
Three months into the course and I am on the verge of completing my second assignment that I have been given. I should possess business skills by January 2019 when the course finishes.





 


















My recruitment process:

It is vital for the person that I will be recruiting to have certain skills for the job. Their profile must be a high profile and cannot lack in basic skills such as 5 A*-C at GCSE level. They must be willing to communicate with other employees that I have within the business and must not be hesitant when purchasing any goods or services for the business. I would want ICT skills which can be used effectively when constructing spreadsheets and databases for cash flow forecasts and customers’ details.
However, if I were to hire the wrong employee then that could lead to the downfall of my business as they would be lacking skills that I need for my employees to have to sustain their job. By not having these traits this would lead to the employee to be taken off the job as I would want my business to become successful and I wouldn’t want any people that are lacking certain traits to be affecting the business in any way.
To recruit people, I would begin by advertising the job status which I need at that time. This advertisement would be displayed in a leaflet which would state the title of the job on the outside and within it will be what is required for you to get an interview for this job. I would include headers like; hobbies, CV, criminal record, DOB and age to have a general understanding of the person at first.
A CV is a document which could include personal hobbies, achievements and qualifications which you have and want to present people when applying for a job. Nowadays, they are constructed electronically via a PC and even a mobile phone, but handwritten CVs would also be accepted but the handwriting must be legible. In addition, you would need a personal statement, professional profile and a career objective. These entail information about you of how you are as a person and your “non-working” personality. These are usually consisting of your personal traits as a person. If they have had any previous jobs before the one, they are applying for now they should include it in their CV. This would allow me to know where they had worked previously and why they worked. Also, during the interview it will allow for an easy flowing conversation as I can talk about why they left their previous job and why they wanted to join my business. In the CV I would want them to include all their qualifications that they have. Any GCSEs, A-Levels or Degrees should be written in their CV so that I can see how intelligent they were in school and if they were behaved or not back then because most people in their past did not care about education and would mess around a lot and would only put in effort when it was in college and university.   
Places where I’ll be advertising for the job, will be at jobs centre, recruitment agencies, local newspaper adds, mobile phone apps and social network. I find that advertising in these places will help me get more of an understanding as an employer on who I will need to employ for the job role. Job centre and recruitment agencies are an effective way to advertise for the job because the staff will find the most suitable person for the job. With advertising on mobile phone app, the local newspaper adds and social network, it may take a lot more time to find the right candidate for the job, the reason being is, it will be a bit more time consuming to go through all the applications.
After the applicant has gone through the first part of the procedures of applying for the job, the next part will be to call the applicant in for an assessment, they will be given multiple task which will involve spelling test, how their customer service is and how they could handle the customer complaints. For them to show they can handle the customer complaint, ill be putting people in pair so that they can show me their customer service skills.
The last part of the application for the job will be, when the applicant manages to pass the assessment, I will be call them in for a one to one interview. I will be asking them different questions about them. For the most common interview question ill be asking will be:
. What can you tell me about yourself?
. Can you list your strengths?
. What weakness do you have?
. Why should I consider hiring you?
. Where do you see yourself five years from now?
. Why do you want to work here?
These are only a few questions that I will asking at the interview. During the interview I will have a better understanding which applicant will be good enough for the job role. After the interview all the applicant will be told that they will be receiving a letter or e-mail stating that is they have been successful for the job. I find that by letting them know by a letter or e-mail will be more professional and the applicant that has not passed would not be as much disappointed that they were not successful for the job. 


















Conclusion
I have showed about my learning journey through personal development on how I managed to organise myself through this assignment and how I can plan my day to day life without and distraction. I gave a few example on how I managed to organise myself by analysing the meaning of SWOT, by doing that I found out about my strength, weakness, opportunity and threats. There is also a personal questionnaire and a VARK questionnaire for me to know more about myself. Along the way I have mentioned about the support I had received from my lecturer, family and friends. I gave a brief example on how I will be interviewing people on a job and how they can apply for the job.



























Recommendation

It is recommended that to you need to have an excellent role for hospitality and business is effective communication skills. good team player is highly recommended.
It is recommended:
That the management could get the best out of their employees to provide a good customer service to be a successful business.
To be a successful business your team needs to have an excellent customer service to provide good service.
You need to have a good team that could your together.
Your team need to be well organised on keeping up to time with all the task that has been provided to them.
And one of the greatest importance is how well they can solve problems.












Reference / Bibliography


(2018), Go Mad Thinking, (Online), https://www.gomadthinking.com/, (Accessed 29/03/2018) 
(1996), Mind Tools, (Online), https://www.mindtools.com/pages/article/newTMC_05.htm, (Accessed 20/03/2018)
(2018), Vark, (Online), http://vark-learn.com/the-vark-questionnaire/, (Accessed 29/03/2018)
(2018), Monster,(Online), https://www.monster.co.uk/career-advice/article/how-to-create-the-perfect-cv, (Accessed 29/03/2018)
(2017), The Balance, (Online), https://www.thebalance.com/smart-goal-examples-2951827, (Accessed 20/03/2018)
(2018), Business Insider, (Online), http://www.businessinsider.com/10-creative-recruiting-strategies-for-finding-great-hires-2010-2?IR=T, (Accessed 29/03/2018)
 

  

  









9

image1.png




image2.png




