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Introduction
Professional career development is a process which involves a thoughtful self-assessment, planning, follow-through accompanied by preliminary employee strategies and also career exploration. This is an ongoing systematic process, which has helped me to fulfill my work life which is also part of my overall plan for my own personal development. This process has helped me in my transition from just any other college student to a professional employee. It has given me a direct route to recognize my long term and short term career goals through acquisition of necessary skills and experience for any entry level opportunity as a starting point for my hospitality career path (Louis, 2018).
Through the analysis of SWOT, I have been able to know all aspects about me; Strengths, weaknesses, opportunities and threats, it has boosted my personal image, made me more appealing to the employers and customers and helped me stand out (PESTEL analysis contributor, 2015).
My name is Manuela. I was born in a business-oriented family with both the families of my father and my mother running big restaurants in town. I thus developed with the passion of serving food in the restaurant, providing my services over the counter and developed the art of cooking good food. As I grew up, I began to long to own my personal restaurant, but my parents insisted on education first, after my secondary education, I started to work in a store in town handling purchases, invoices and any other service. Later I went to work at a junior academy at Dagenham as a play leader, during lunch time, I would help children to play, to develop social skills and to learn healthy eating program. However, my passion drove me to work on my parent’s restaurant as I continued with my college education. Over time, I have gained a lot of experience in serving customers as a waiter, cooking great food and also currently providing my services at the counter of the restaurant handling money, receipts and many other services. 

Self-Evaluation review
I am very hardworking employee and I have always strived to perform her work excellently up to this far. Apart from being a great team player, I have always achieved my desired goals whenever I set them. I am always confident that my work speaks for myself whenever the management carries out performance review.
Being a very dedicated employee, I am very aware of my responsibilities, roles and expectations. Apart from that, I am also dedicated to the larger mission and vision of our business. As I strive to do my job excellently, I also help this business to succeed and to achieve its potential.

Despite completing my managers performance evaluation, I have also completed my personal self-evaluation, for I believe that, being a very good self-evaluator is as important as being a very excellent performer in the work place and any other place. I have always put my achievements and development into words so as to be received by my managers positively
My top personal values reflect who I am; family, wisdom, personal enrichment, integrity and service reflect who I am. I have many values, but I mainly believe on this ones. I greatly value honesty, dependability and kindness. Personal values describe who we are as human beings, how we relate with others. I have lived in different situations in my life and these situations have helped me develop my own personal values It is therefore very vital to find out and understand your personal values (Study moose, 2015).
My personal values
· Positive attitude- The whole of my working life, I have thrived in positive attitude; always wearing a smile on my face when coming to work, when working and in whatever I do. I always congratulate others achievements, efforts and provide motivation when required to. Keeping my demeanor even all times gives the others energy to stay to their course.
· Communication- In every step I take in my work I always inform my management and fellow workers about the progress. Also, I constantly communicate with my customers so as to provide them with the best services they desire. Documenting any project or assignment I do has helped others easily make use of my information.
· Creativity and innovation- by looking at every problem or situation at a fresh perspective, I have been able to provide creative solutions to them for myself and other workers at any field I am assigned to. This has been greatly made possible since I am a very creative thinker.
· Leadership- being emotionally stable in any condition, resilience, good conscience has made me a very good leader. Moreover, I am a very active, energetic and expressive team leader, which has helped assist others when they need me with an advantage of being self-confidence and resilient

Self-motivation
This is the force that always drives you to do things; it pushes you to achieve your goals and aspirations in life. Self-motivation comes naturally to some people and not to some people, however, everyone needs constant help to keep their motivation high
Factors in self-motivation:
· Self-efficacy Self-confidence 
· positive thinking about future and Positive thinking 
· Having strong goals and focus
· Staying in a motivating environment
The Self-Motivation Quiz
Top of Form
	Question-
	Not
at all
	Rarely
	Some
times
	Often
	Very
Often

	1
	I'm unsure of my ability to achieve the goals I set for myself. 
	
	
	
	
	

	2
	When working on my goals, I put in maximum effort and work even harder if I've suffered a setback. 
	
	
	
	
	

	3
	I set goals and objectives to achieve my vision for my life. 
	
	
	
	
	

	4
	I think positively about setting goals and making sure my needs are met. 
	
	
	
	
	

	5
	I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time, I allow myself to take a coffee break. 
	
	
	
	
	

	6
	I believe that if I work hard and apply my abilities and talents, I will be successful. 
	
	
	
	
	

	7
	I worry about deadlines and getting things done, which causes stress and anxiety. 
	
	
	
	
	

	8
	When an unexpected event threatens or jeopardizes my goal, I can tend to walk away, set a different goal, and move in a new direction. 
	
	
	
	
	

	9
	My biggest reward after completing something is the satisfaction of knowing I've done a good job. 
	
	
	
	
	

	10
	I tend to do the minimum amount of work necessary to keep my boss and my team satisfied. 
	
	
	
	
	

	11
	I tend to worry about why I won't reach my goals, and I often focus on why something probably won't work. 
	
	
	
	
	

	12
	I create a vivid and powerful vision of my future success before embarking on a new goal. 
	
	
	
	
	

		
	 Total = 
	44










Bottom of Form
[bookmark: ScoringTable][bookmark: _Toc7179650][bookmark: _Toc7179782]Score Interpretation
	Score
	Comment

	44-60
	Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are!

	28-43
	You're doing OK on self-motivation. You're certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life. Read the relevant sections below, and work on them to strengthen your self-motivation.

	12-27
	You allow your personal doubts and fears to keep you from succeeding. You've probably had a few incomplete goals in the past, so you may have convinced yourself that you aren't self-motivated - and then you've made that come true. Break this harmful pattern now, and start believing in yourself again. The tools and tips below will help you get back your motivation. 


Mind tools Ltd, 2008


Learning styles
A learning style is described as the way a person/student absorbs, process, understands and keeps information in their minds (Dantec, 2007).
Learning styles are divided into three also referred as VAK (Visual, Auditory, Kinesthetic) learning model:
· Visual learner- prefer seeing or observing things  such as diagrams, displays, pictures, handouts, films, demonstrations etc. people in this category prefer phrases like “let us have a look at this”, “show me”. Most of the time they will do something after reading through instructions or after seeing someone doing it. They work using lists and directions and instructions written to them (Barbara, 2000).
· Auditory Learner- prefers listening to information such as sounds and noises, spoken word of self or spoken by others. They understand content best by listening and through speaking in situations such as in a debate or class. They rarely forget any word they hear such as songs or instructions over the phone. Repetition is their best study technique (Barbara, 2000).
· Kinesthetic Learner- prefers physical experience as their mode of learning, they understand best information represented tactically such as; holding, feeling, and doing, touching, practical hands-on experience. They learn things out best by touching with their hands. They do not look at the instructions at first, they rather like experimenting first (Cottrell, 1999).
Identifying my own learning style:
In order to identify my own learning style, I will use the self-assessment questionnaire below
[image: ]
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According to the analysis above, I am a visual learner






                            Reflection of my own style of learning
I will use the Kolb’s cycle, In order to reflect on my style of learning 
Experience





Testing Ideas in practice
Observation    and Reflection




Development of Ideas




                                   Author: Wentworthinstech
Experience: throughout my life, I have had so many experiences, from my childhood I have learnt problem solving simple problems for me and my surrounding and advanced as I grew up helping me think creatively, I have practice so many leadership skills in my life from class to the work place. My experience with interaction with many people has really enhanced my communication skills, moreover, enhanced by being the class representative for my campus class has helped me learn a lot from classmates and lecturers
Observations and reflections: through my experiences, thinking creatively has helped me become innovative in life and solve any problem easily that comes my way. Being on the counters, I have been able to communicate effectively with the customers and provided the best services they require. Moreover, whenever conflicts arise or any situation in class or workplace, my leadership experience has worked out best in handling these problems. I have been able to develop team work and unity in any department I work from. 
Development of ideas- I have realized however that I needed to improve a lot of things. First, I had to practice a lot on numerical skills so as to be able to handle such problems in my hospitality career. By solving big real life problems, I was able to improve my problem solving skills. Also, there are many successful leaders I observed them I was able to build my skills in leadership to higher levels. With the use of time management models, my time keeping problems were forgotten once and for all. I also came up with some business related negotiation skills to enhance my customer service in the business in order to achieve my goals 
Testing ideas in practice- by offering my services at the counter, I was able to perform many numerical tasks to make use of my skills gained. Whenever a puzzling problem arose at our workplace, I would volunteer to help in solving it in any department by the help of my innovation and problem solving skills which also helped me to come up with different varieties of foodstuff and customer services for the restaurant. Any investor, customer or any other person enquiring of our restaurant is always referred to me due to my known negotiation skills.
[bookmark: _Toc535242871][bookmark: _Toc7179651][bookmark: _Toc7179783]Review of my understanding and expectations from the world of employment:
[bookmark: _Toc7179652][bookmark: _Toc7179784]Employment is a very important aspect of every organization or business firm. The world of employment today is very competitive due to too many unemployed individuals. Every organization must take all the necessary steps to obtain the best talents in the employment world.
Employment is mainly aimed at obtaining the right people to your business or organization during the right needed time to the right place of organization. This will ensure that the organization obtains the right people to the business for the current and also the future needs of the business (CIPD, 2012).
[bookmark: _Toc7179653][bookmark: _Toc7179785]Selection involves the act in which the best/appropriate employees who will provide the best contributions for the growth of the organization are predicted in among the pool which has been recruited (Hacket, 1991).
[bookmark: _Toc7179654][bookmark: _Toc7179786]Recruitment and selection
[bookmark: _Toc7179655][bookmark: _Toc7179787]Characteristics of the recruitment and selection process
· [bookmark: _Toc7179656][bookmark: _Toc7179788]Effective- the process should be able to come up with the right number of candidates who are well suited with the specified job in the organization
· [bookmark: _Toc7179657][bookmark: _Toc7179789]The process should be conducted in a fair manner without any bias apart from the basis of merit.
· [bookmark: _Toc7179658][bookmark: _Toc7179790]The process should be efficient in consideration of the costs of the methods and sources used in the process


[bookmark: _Toc7179659][bookmark: _Toc7179791]Importance of recruitment and selection
· [bookmark: _Toc7179660][bookmark: _Toc7179792]It determines the requirements of the job currently and in future
· [bookmark: _Toc7179661][bookmark: _Toc7179793]The success rate increases since the right candidates are selected
· [bookmark: _Toc7179662][bookmark: _Toc7179794]Various techniques of recruitment are known if they are effective
· [bookmark: _Toc7179663][bookmark: _Toc7179795]The short/long term effectives of the organization are increased 
· [bookmark: _Toc7179664][bookmark: _Toc7179796]Potential employees and employers get linked in the process
· [bookmark: _Toc7179665][bookmark: _Toc7179797]Through this process, job applicants are identified, appropriate resources are also selected
[bookmark: _Toc7179666][bookmark: _Toc7179798]Factors affecting the recruitment and selection process
[bookmark: _Toc7179667][bookmark: _Toc7179799]As per tutorials point, 2016:
· [bookmark: _Toc7179668][bookmark: _Toc7179800]Size of the business organization
· [bookmark: _Toc7179669][bookmark: _Toc7179801]Recruitment policies adapted by the organization
· [bookmark: _Toc7179670][bookmark: _Toc7179802]The overall image of the job affects the process
· [bookmark: _Toc7179671][bookmark: _Toc7179803]The image of the organization by other people affect the recruitment process
· [bookmark: _Toc7179672][bookmark: _Toc7179804]Rules and regulations by the labor market
· [bookmark: _Toc7179673][bookmark: _Toc7179805]Demographic factors such as the religion, gender required, economic status and many others greatly affect the process
· [bookmark: _Toc7179674][bookmark: _Toc7179806]Presence of competitors requires the best measures to get the best employees
· [bookmark: _Toc7179675][bookmark: _Toc7179807]The rate of unemployment affects the number of options you will have to select from, for your business needs
Legislations on the process of recruitment
1. Rehabilitation of offenders act of 1974
2. Equality act of 2010 which protects the following characters: age, gender reassignment, sex, race, religion and believes, pregnancy and maternity marriage and civil  partnership





The process of recruitment as per Gareth, 1997
1. Recruitment planning-the open positions are first analyzed and also described by the requirements, experience, skills etc. It included job analysis, job specification and job description
Job description- contains all the information on the analyzed job. For any successful recruitment process, job description is very crucial. It gives information on the responsibilities of the job, the positioning and the scope of the job’s role in the organization. It is important for providing vital information on; the duties, machinery, the working conditions, the title of the job, location of the job, health hazards and also the job summary (Morgan,2016)
The job specification- it mainly focuses on giving the specifications of the required candidate to hired by the human resource department. Here, the lists of all jobs including the locations are prepared then information related to each job is generated. The elements provided by the document includes; qualifications, experiences, development and training and also selection, work responsibilities, career planning skills required and also emotional characteristics (Morgan, 2016).
2. Recruitment strategy- the organization comes up with the strategy to be used to hire appropriate candidates. In order to get the appropriate candidate and also for a successful process of recruitment process, a good strategy is mandatory.
3. Searching the right candidates for the position- according to the requirements of the job, the appropriate candidates are searched. First the manager passes information of the availability of the vacancy, then the organization decides the media to be used to pass the information on the vacancy. The candidates might be from the inside of the organization(internal sources);  transfers, promotions, internal adverts, employee referrals,  previous applicants and former or external sources such as; campus recruitment, word of mouth, direct recruitment, employment agencies, professional associations (Iken, 2012). 
4. Screening and shortlisting- after sourcing the candidates,  they are screened by the use of their resumes, interviews by any form and the best or top candidate/ candidates are shortlisted for the position.
5. Evaluation and control- this is the last step where the effectiveness of the process of recruitment is evaluated by its cost, time and the validity of the methods used.

My personal SWOT analysis
SWOT analysis is a very important tool which helps me to be more appealing to the employees and the employers. Through it, I am able to identify my strengths, weaknesses, opportunities and also threats. It helps me to learn more about myself and to find out more about my career direction (PESTEL analysis contributor, 2015).  By identifying my weaknesses, I am able to know the fields I should work on improving them. It also assists me to make a maximum use of my strengths and to focus more on my personal skills, abilities and even capacities. Apart from that, through SWOT, I am able to know my progress in my career journey.


My Strengths
These are mostly my skills which I am strongly good on and most of the people around me do not have (Louis, 2018) such as;
· Leadership- I make a very good leader in any department I serve on in terms of decision making, expression, courage and conscience. 
· Passion- I am a very passionate worker and I give all in what I do to the maximum due to my love for my work
· Creativity and innovation- I solve every problem that comes my way in a very innovative and creative way since I look at every problem at a different fresh perspective.
· Communication- I provide good constant communication to my fellow employees, the management and the customers so as to give them quality services at the counter
· Positive attitude/mind- in every situation/ problem I come across, I always remain positive; weather good or bad. Moreover, I thrive to motivate the other employees and congratulate them in any achievement and in this situation

My Weaknesses
Comprises of things that I don’t have confidence in doing them because of lack of skills or because I have little skills in them; habits that I am not used to (Louis, 2018). They include;
· Poor time management- I always try to perfect my work but forget to use the least time possible when doing so. I also tend to procrastinate a lot in what I plan to do especially for the hard tasks.
· Lack of knowledge in technology- I don’t have the necessary most coveted technological skills which has always been a set back to my innovations in my work. Technology is a very important skill in the field of employment.
· I also tend to expect a lot from my fellow colleagues and most of the time end up feeling let down when they don’t deliver to my expectations
· I am also too honest in everything I do to my management and to my fellow workers in the restaurant and also in school.
Opportunities
These are loopholes present in my current work or business in which I can make use of or utilize them, to bring out the best out of it. They are circumstances which opens a chance for me to use (Louis, 2018). The restaurant industry is expanding and due to my great experience in it I can take advantage of the great availability of market to open my own restaurant to take advantage of it. Also, I can learn technological skills to improve my innovation skills in the field of hospitality. 

My threats
These are the obstacles, risks and uncertainties in my current place of work or which may arise in future which I need to get prepared for or adjust myself for it (Louis, 2018). The first threat to my career is the technology in which I have no skills on it; introduction of technology will surely be a very big threat to me in the restaurant. Also, there is a stiff competition in terms of performance and positions in the restaurant I thus need to sharpen my skills on the field to remain competitive.
My career mission statement
 A good mission is a characteristic of every great company. It is an overall statement that outlines all goals of a corporation and what actions the company will undertake to achieve the goal.
 A personal mission is a general long term statement about what you look forward to achieving in your career journey. Objectives are short term goals which add up to your long term goals
My mission statement is to find happiness and fulfillment in all what I do, and to seek out the experience and pleasures in all what my life offers.

A Goal
This is a desired result of a person, a personal aim or an object of an individual’s ambition in life. It is usually made up of one or more short or long term objectives of a person or company (Tutor2u, 2015). 

My short term Goals
· Complete schools and attain a competitive grade for me to qualify.
· Learn new skills such as organization, time keeping, technology etc.
· Get my resume ready
· Take more classes to sharpen my skills
· Start saving money for my restaurant business in Africa
My medium term goals
· Gain the necessary experience to make my future management easier\
· Get a good internship to put my skills into practice
· Getting my documents ready; passports, identification etc.
· Develop a contact network with the country am planning to set my business on.
My long term goals
· Graduate from my college
· Open a big Restaurant in Africa
· Live in Africa with my family
· To be financially stable running more than one restaurant in Africa
· Save money for my future retirement plan
Needed skills and experience
For the success of my future goals, I need certain specific skills
· Leadership-  being a good leader, I will be able to lead my team to achieve my personal and organizational goals
· Communication- having developed the art of communication, I am able to provide constant information to all stakeholders in the business and in future
· Problem solving – I am a good problem solver in many aspects of life from business situations to personal problems
· Delegation – as I plan to start my restaurant business, I should learn the art of delegating duties to the other employees
· Networking- I have been able to learn many networking skills, however, I should learn more so as to be able to obtain accurate information and appropriate personnel to my business
Education
· Before I move on to my business, I should first finish my college studies and attain a good grade  to be able to qualify to start my business in Africa
· I should also study a Bachelors in business administration to be able to manage my restaurant well and achieve my goals
· Marketing certifications and any other certifications on essential skills are crucial for the growth of my business

SMART
This is an acronym which stands for:
Specific- It describes the final product of the project or work which is going to be done. The description is readable and understandable to anyone according to how it is written. My goals should be specific
Measurable- My goals should be quantifiable to make it more tangible
Achievable- the goal should important and achievable to me and applicable to my skills
Realistic- my goal should make sense for me to be easily achieve it. 
Time-bound- I should set my goal with a proper timing to avoid inconveniences.


Johari window
This is a tool which is usually used by individuals to enhance how they look at others. It is a very important tool which helps me to improve my self-awareness. It was developed by an American psychologist, Joseph Luft in 1995 to enhance communication between members of a group. The feedbacks from the model help me understand more about myself. The Johari model has four quadrants, each representing my personal information, emotions, motivation and feelings and if known or unknown to me or the other people (Joseph, 1955).
[image: ]
                                                The Johari model by Joseph Luft
a) Open/ self-area- I and other people get to know my feelings, skills, behavior, views and attitudes in this area. It can be increased or decreased in all directions thus affecting the size of the other parts. 
b) Blind spot or Blind self –this part represents the information known by others but not known by myself. I should reduce these characters to enhance effective communication with other people. 
c) Hidden area/façade- represents information about me, only known to me and not known by other people such as feelings or emotions. I should move this information to open area to enhance communication with other people.
d) Unknown area- represents details about me in which no one, including me knows such as capabilities. Through practice and observation I can be able to discover this information to enhance communication.




Personal development plan
This is the process of coming up with the action plan by basing on values, awareness, goal-setting and personal development planning within the fields of education, career or self-improvement.  This tool represents your competencies that you usually work on and the way you can improve on them (McMillan, 2006).  It enables me to identify the areas I should learn and develop activity that will enable me to enhance existing skills or acquire new skills.
Development plan
	NAME:
	Manuela Mahwera
	Student NUMBER:
	1713706

	COVERING THE PERIOD FROM:
	26th May 2019
	TO:
	12/12/2019



	
What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion

	Some trained technological skills

	Enroll to a recommended learning institution of technology
Get trained of these skills
	Budgeted finances for the course
Trained skilled personnel to guide me through
	Increase my business outputs through technology
	7/7/ 2019

	Open a restaurant in Africa

	Complete my studies to qualify
Save enough money for the purpose
	Trained personnel in catering
Calculated budget
Researched  good location in Africa
	By scoring a qualifying grade  and saving enough money for the purpose I will be able to  open my business
	12/12/2021



Conclusion
Many people today are in the establishment phases of career development with majority falling between 31-40 years.  They are learning to do more to produce desired results. Career development affects the individual’s motivation and learning relationships because of the close link between them. It I therefore very important to stress on the learning of professional career development in all learning institutions to enhance these skills
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