[bookmark: _Hlk42091682]

Reflective Report 
Professional Career Development

Gemma Moule  - 1919281

University of Wales Trinity Saint David.

2/9/2020

Word Count - 2500




Contents



1. Execetive Summary
2. Terms of Reference
3. Introduction
4. Findings
5. Conclusion
6. References





1. Executive Summary


This Reflective Report has been in response to a request by the University of Wales Trinity Saint David, to acknowledge my understanding of the skills required for my own personal professional career development; to demonstrate an understanding and identifying each of the skills required for my future goals; and learning how to improve on these necessary skills.
Learning how to research each of these skills in and understanding why each one plays a key role in my personal employment journey.
Defining Employability Skills. Why they are important and need to be recognised. Deciding which of these employability skills are important for my personal development plan; looking at what my own strengths and weaknesses are.
Practicing a new way of organising tasks to insure productivity.  Acknowledging the effectiveness of SWOT goals for progression of various skills; identifying resources, restrictions and opportunities to be able to move forward with my current and future business plan. 
We discuss the origin and importance of VARK Questionnaires; that help us with awareness of learning styles and why they are effective for productivity and personal progression. A personal development plan outlining what can be done to improve on the personal results of my chosen VARK questionnaires. 
The importance of recognizing and identifying these different learning styles and why it can be effective for the productivity and progression of our own Professional Career Development.






2. Terms of Reference


This Reflective Report has been requested by The University of Wales Trinity Saint David. for Professional Career Development in the Workplace. This reflection will revisit the topics I have discussed in class, relating to skills for the workplace; self-awareness, timekeeping, recognising personal strengths and weaknesses, and how to effectively use critical thinking.
We discuss why each of the skills for my own Professional Career Development are important, how I might improve on these newly discovered skills, improving existing skills as they are recognised. Skills such as Time Keeping for effective productivity, the importance of Timekeeping and Organisational skills. Looking for Strengths and Weaknesses in my personal development plan and assessing the changes that need to be made.
Discovering personal learning styles, participation in VARK Questionnaires to define learning techniques and researching the origins of the theories of Learning Styles, discovering the effectiveness of personal acknowledgement of our own learning styles.





3. Introduction


Professional Career Development is a course designed to help us become aware of our own strengths and weaknesses for personal progression. We discover what learning styles we are most comfortable with and how to adapt to these for effective productivity and peace of mind.
Professional Career Development can be effective for the enhancement of various skills for the workplace. Being able to identify our own assets and vulnerabilities so that we can progress in our chosen vocation. Recognising Opportunities for change and progression of skills such as Time Management, to effectively be able to organise our lives and work. Discussing how and why critical thinking can be an effective took for Professional Career Development and looking at the kinds of jobs that require us to use a range of various Skills, from dependency on technology, to soft skills inhabiting emotional intelligence.
We have discovered learning styles and techniques that help us recognise how to make our learning journey easier and progress our Career development further. These learning styles are vital to self-awareness in learning environments because they help to make us aware of ourselves and our own learning styles.





4 Findings

Employabilty Skills
We have learned what employability skills are and the importance of these skills for personal professional development. What limits us from achieving certain skills and how to obtain new skills.
Depending on our own intended outcome for future career choice, we will individually require employability skills. These are skills such as Good Time Keeping, Critical Thinking, Self-awareness, Communication Skills and I.T Skills. 
What Employability Skills are relevant to my personal development plan?
We have tried to identify during our first term, our own personal employability skills that we already think we may have and some that we may need to acquire for future roles.
I believe my strengths are already rooted in critical thinking and self-awareness. I have good awareness of I.T Skills and have kept up with the continuous changes in technology. I feel confident with written communication and have good written English Skills.
My weakness can be Time Keeping, and I have acknowledged this to be vital in future goals. The first term has helped me become aware of this and how I can Improve on this employability skill by keeping a diary and prioritising tasks day to day.

VARK Theory
My Personal Learning Preference.
VARK is an acronym that stands for VISUAL AUDITORY READ KINESTHETIC. These are sensory modalities that humans employ for learning and processing information.
We have learned that VARK Questionnaires can determine preferred personal learning behaviours and techniques. These questionnaires can be an effective way to learn how we prefer to communicate and learn. We may find it more comfortable to communicate Aurally when others will learn more effectively through visual aids. The VARK Questionnaire helps us to determine how we prefer to learn. It can also be important for teachers to understand the learning styles of their students in order for them to encourage the effective productivity and results.
There are multiple theories categorizing learning styles. We have learned about some of these in Class. 
David Kolb is a psychologist and educational theorist who created a theory defining how experiential learning takes place. According to his biography Kolb, (2020) ‘experiential learning is a process by which knowledge results from mixtures of grasping and converting experience in two ways; through reflective observation or active experimentation.’ (
Kolb’s theory suggests that some people fall into the category of Converging learning style, that sees a preference to learning through abstract notions and active investigation where as others prefer concrete experience and reflective observation. Kolb’s theory is still popular and commonly used to determine learning styles.  ‘Learning is the process whereby knowledge is created through the transformation of experience.’ His theory suggests that we need to personally acknowledge the goals that need to be achieved in an ongoing progression in personal development. Kolb, (1984)
Another theory that we looked at during our first term was the Myers Briggs Theory, a mother and daughter partnership that developed a theory to determine psychological types, or stereotypes. These tests can be an effective way of discovering our own unique traits and personality preferences, in how we work, learn and communicate with others.
The first pair of styles included in the Myer Briggs results are Extraversion and Introversion. These styles are involved with the focus of our energy, whether it be immediate communication with other people or through some other means such as telephone or email. If we prefer to work amongst larger teams of people or are more relaxed dealing with more compassionate issues from a quieter environment.
The Second Pair is concerning Sensing and Intuition. These results are to deliberate if we prefer to deal with straight facts and information then your preference may be for Sensing, whereas if you prefer to deal with ideas and maybe the instigator for new possibilities then your preference is for Intuition. 
Thinking and Feeling are the third pair that reflect our decision making. Objective logic insinuates your preference is for Thinking. Preferences for Feeling are based on your favouring your values and who or what you believe to be important. 
Judgement and Perception are the final pair that describe the types of lifestyles we adopt. If we have well planned and structured time keeping, our preference would be for Judging. If we are more laid back about time keeping and are flexible for change then we fall under the category for Perception.
There has been speculation that the Myers Briggs test is not entirely trustworthy, and it has been suggested by Adam Grant, that not everyone embodies one result and there are combinations of learning preferences. Grant describes his own personal preferences are introvert and he prefers to not speak publicly, even though his job requires him to do so regularly. Grant also suggests that he had taken the test with an interval and received different results. 
It was acknowledged by Myers Briggs (1995) that ‘ We cannot safely assume that other people’s minds work on the same principles as our own. All too often, others-with whom we come in to contact do not reason as we reason, or do not value the things we value, or not interested in the things that interest us’ suggesting that no test can define human characteristics are true stereotypes, as there will always be combinations of preferences
Having understood the importance and effectiveness of completing VARK questionnaires to determine our learning styles, we have been asked to carry out two questionnaires and evaluate our personal results. 
The Results for VARK QUESTIONNAIRE 1 suggests that I may need to enhance my skills in Verbal Communication, but my learning style preference leans toward kinaesthetic strengths. I am aware that I am more comfortable communicating and learning online, even though it has not been possible to learn in a normal class environment in 2020.
 Learning Style Questionnaires completed during lectures have suggested results that show I have an introvert personality. I do recognise that I am more comfortable Communicating through technology than I am face to face. I do believe that I am more comfortable with people I know, as opposed to people that I have just met. Experience working in a team has become more productive and comfortable as the team grew to know each other more. 
One of the other things I received a low score with was Timekeeping, but since this has been addressed and covered as a topic for Professional Career Development, I have actively kept a weekly planner to ensure I am able to manage all of the new tasks that are ahead of me.

What I have Learned and How it has helped me Progress.
One of the first topics we covered at the beginning of Professional Career Development was Timekeeping. We learned how if we keep a record of our tasks and organise them in order of most important, we can organise our time more efficiently, sticking to a set routine or timetable. This has helped me a lot during the first few weeks of study, as well as in day to day life. 
During Class we structured and organised a timetable to be able to fit in work, study and everyday life expectations. Sticking to this timetable has proven effective, as I started working from home shortly after the beginning of studying, a workload that I am not used to as well as the pressure of keeping up with assignments has proven to be a challenge, but it has been made easier by the effective use of Timekeeping. 
Our family business, Love Munch Kitchen is run on a very limited schedule. We are now known to become so busy on days that our orders become full. Our time management is key. 
One video  provided to us during lectures that has made me more consciously aware of my Time keeping was ‘Inside the mind of a Master Procrastinator’ a video provided by Ted Talks on Procrastination, by Tim Urban, who discusses the minds of people who get things done immediately and those that will put off the most important tasks until last minute. This has helped me realise that putting things off is not a productive way of time management. Tasks need to be prioritised and delegated accordingly in the workplace as well as daily tasks at home. Urban (2013) argues that Humans are not good at ‘putting time into perspective’ and that we all require systems to organise our time efficiently. 


SMART GOALS
During the first 6 weeks of Professional Career development we have covered topics to improve our skills; and awareness of these skills, in the workplace. We have looked at SMART GOALS and SWOT Analysis and, which have helped us to determined strengths and weaknesses of our own during class discussions. 
My overall SMART GOAL is to gain all of the skills required to further our Business in all areas.
	SPECIFIC
	To communicate more effectively through Verbal communication. 

	MEASURE
	Ensuring the practice of aural communication and remembering to stick to the time keeping plan I have put in place, that has so far been successful.

	ACHIEVABLE 
	Building on the skills I have recognised as important and improvable. Skills such as Time Keeping Communication and working towards SMART GOALS.

	RELEVANT
	improving on many new skills that have already been discussed in the first term of class, such as Communication and Time Management. Both skills and awareness of these skills is vital for my working environment and are actively challenged daily.

	TIME - BOUND
	I would like to be more confident in verbal communication by the start of my third term.



We have learned about the importance of SMART goals and SWOT analysis, recognising our own Assets, Limitations, Opportunities and Risks. My weakness has been personally recognised as; needing to improve on Time keeping. In the past few weeks this has been improved by use of developing a weekly time sheet to organise my tasks and having the routine of a daily job.  This business has been my opportunity to practice skills such as Time Keeping and Communication.
SWOT ANALYSIS can be important for recognising personal strengths and weaknesses, acknowledging hurdles and discovering solutions.
PERSONAL SWOT ANALYSIS
	STRENGTHS
	Experience in Hospitality and Management of small teams. Ever growing experience in advertising and Social Media awareness and presence. Organising the team and interacting with customers through Social Media. 

	WEAKNESS
	Time Keeping can be improved on.
 Aural Communication need to be worked on and confidence to practice this skill.


	OPPORTUNITIES
	. One of my weaknesses at the start was confidence in communication but work has allowed to be able to speak to customers and improve on this skill. 


	THREATS
	Currently Government Restrictions are not preventing us from being open for business, but we are aware that this can change at any time. 
Not being able to physically attend the university has hindered any communication and teamwork experience.






Personal Development Plan.
What is my Goal? My goal is to further my personal skills; and awareness of these skills needed to further my professional career development and future business goals. 
Why do I want to do it? Continuing to work on Communication skills that have been useful in my own working environment and the time keeping skills that have been so effective in running our business alongside study with the university.
When Will I achieve it? The more my skills in communication have progressed the easier it has been to complete essential study alongside work. Furthering these skills will help me to progress with this journey in the future.
How Will I do it Exactly? The skills that I have become aware of during the first term of learning professional career development have been essential to my every day working environment. These skills have been made aware to me by the university, through various theories and have helped me to move forward with personal growth in work and study.
What will Count as a success?  Feeling more confident about Verbal communication in the workplace and during university lectures. Watching the success of effective time keeping organising both work and study alongside each other.
What do I need to remember? Remember the skills and knowledge of skills provided to us by the university to progress my career development further, being open minded to learning new skills and acknowledging personal strengths and weaknesses.
All of the skills I have become aware of in the first few weeks at The University of Wales Trinity Saint David for Professional Work Development will help with the planning and structure of my personal development plan and have unexpectedly helped me to personally progress in knowledge, skills and confidence in order to have been able to fulfil my position as business and front of house manager for our Business. 



4. Conclusion.

There is evidence that we can improve on our Employability Skills by firstly recognising the skills required, starting to develop a method of improving these skills and working on the skills that already exist. 
VARK Questionnaires are an effective way of gaining an idea in to the personal preferences we may have regarding learning styles, but it is clear that individuals can have a contradicting results. Although there learning styles does have its critics, it has helped me identify the next steps for my personal development plan and as a result I have become more aware of my strengths and weaknesses moving forward.
It has now been easy to improve on my Communication Skills when we have not been able to study in a normal environment, but there are many methods of communication via technology that can continue to help us enhance these skills. 
I have used my awareness of Time Keeping development to structure my day to day work life tasks as the days have persistently become busier.  I have understood and acknowledged my strengths and weaknesses through learning styles and techniques, categorizing my own personal goals and how I plan to actively work on specific skills required for my own professional career development.
I will use the knowledge I have gained as a result of the awareness of Employability skills and learning styles, to move forward with my personal development plan. I feel more confident having been able to acknowledge strengths and weaknesses, becoming more self-aware as a result.
I look forward to seeing the result of the skills I feel I have learned and am continuing to learn as a student.
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