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1. INTRODUCTION
1.1 Definition of professional development
Professional Development is the way of studies or training oneself regarding one`s career and future career aspiration. These new learnings must be modernized since most of the career needs to have a renovation to present in their job ensuring a higher standard. Besides this Technology is another cause for which people must maintenance updates since thanking it employees can minimize their mistakes and the time of the task however every step must be supported by people for that reason Professional Development is used directly or indirectly during all our life (Campos,2019).  
Furthermore, most training or renovation was done during class time however, there are some careers which include a practice time in the workplace, thus professional and future candidates will be able to face the issues that passing in the workplace (Campos,2019).  
Also, there are different ways in which people can acquire new knowledge to include in their professional development. For instance, seminars, workshops or online programs. Each one, will be useful and valued in our professional life (Campos,2019).  
Reading about the meaning of professional development and the information that this Module has brought me for this long time has been a growth line which in each Moodle I have obtained new abilities and information which has been the great value to me since I have been to use in my workplace. To be where I am has been stepping by step, but each stage has been with the same goal to finish a professional career in this country and to be the best candidate to the Human Resources Department. 
Expectations:
· Finishing Certificate of Higher Education in Work Place 
· Apply to Human Resource Career and looking for a new job which brings more experience in the world of business
· To be the best candidate in the recruitment process. 

Doing a bit review of this table, the principal motivation to me is to archive a professional career in this country since, before to have the opportunity to study in London I have never had the option to think in a professional career however in this country I can do it and when I finish the studies I will apply for a Human Resources Coordinator job. 
Also, to get my achievement I could search which aspect involve in this career and how I could get and improve it. To work in this scenario, I will use the Johari Window model to show my positive point and identified and understand those that I unawareness.
Besides this, and as a contribution during my professional development plan I am applying as a receptionist to entry in the world of business. In this way, I would have the opportunity to increase my knowledge and building myself and in my professional development. To get a receptionist position I am using Swot analysis to analyze which aspect I must change and know which opportunities and strengths I must use to minimize my future mistakes.
To compare how the interviews will be I faced an interview without preparing nothing and evaluated the structure which managers follow and the questions that as an interviewed should answer it.
Finally, as a student and as a job seeker professional development is the principal motor that drives to our object through new learning or experiences in the workplace. Since all the decision was done according to a goal. Therefore, mistakes in an interview, merits in the workplace, research or masters and new learning are a great benefit to us. In the end, these are what we are going to offer both a company or our personal growth.  
To understand myself better, below I will conduct a SWOT analysis of myself with regards to my future career and job aspirations.
2. SWOT ANALYSIS
To create a personal development plan, SWOT analysis can be a useful tool that will help to create a vision about our personal life and towards where we would like to go which means that searching for internal factors like our strengths and weaknesses and the external factor as opportunities and threats. Although, each factor has advantages and disadvantages all of them will be to contribute towards our goals and adding value in our professional development (Shaw, 2017). 
This is a table which shows each factor but overall all factors have as a principal idea to compare our strengths with the opportunities and if these are not close, we should act to be nearby the opportunities to take advantage. Another combination is to match our weaknesses and threats to find future situations which affect us or in the worst cases we must avoid them that these happened (Shaw, 2017)
For this reason, to make a swot analysis could be as a researcher which would help to prevent the future and negatives consequences (Shaw, 2017)
On another hand, we can use the information about our weaknesses to change as strengths, for instance, if we have never used a laptop, we will use our smartphone to find some tutorials on YouTube to exchange that negative point in strength. This process can be used to threats as well which means that it could be changed to opportunities for instance if we know that in an interview the recruiter can ask for any information about the company in that case to change that negative unknown we can surf on internet and explore about the company before to have the interview and that way we will respond all questions (Shaw, 2017).  

Definition of each Factor: 
STRENGTHS: if we understand very well our skills, we will use them to minimize our errors. 
WEAKNESSES: if we identified our errors or debility we could act and change to get our achievement and add new knowledge to show in the future job. 
OPPORTUNITIES: it is important and the great value to increase our knowledge and personal growth.  
THREATS: this factor is the worst to us but in some cases thanks to these we will not do the same mistake. 
(Shaw, 2017)
According the information of SWOT analysis I will apply this research on myself. 

3. PERSONAL SWOT ANALYSIS
Firstly, I would like to explain my feeling according to my actual situation. This course has been the best and useful to me since through this I have been able to gain more information about the method of assessment of universities in this country and I have collected some new knowledge which will be beneficial in the future workplace. 
Furthermore, I can encourage others and confirm that this course shapes professional people who will get your goals. For instance, to begin with, my goal I have started to apply to different job positions to face my weaknesses and acquire new experiences and abilities to get new learnings or more experiences to future reflections to my first year in the Human Resources career.
Therefore, I have begun to apply to the receptionist position since I could be able to demonstrate according to my past experiences as a receptionist in my country my knowledge learned and use it to face some situations in the workplace. I had the opportunity to pass the first interview and that this vacancy did not have an experience requirement. It was a great opportunity for people like me since in London I have never worked as a receptionist but nowadays, I am finishing this course which was a plus in my curriculum vitae to be part of recruitment.
The interview was good since there I could express my thoughts about me and my reflection about my experiences in my country as a receptionist, although the results were unfortunate, I have never felt unfortunate because thinking in the Swot analysis I must use this event as an opportunity to improve. 
To continue with the purpose of Swot analysis I took an offer of a job as a receptionist to evaluate where I was wrong and how I could support the new learnings which I have obtained in this course. 


3.1 Receptionist key point 
Job Profile: She/he should be responsible and honest people who have a perfect manner with customers and by telephone since this role will be the image of the company. Besides this, she or he must be knowledgeable about the computer since all documents will pass for their administration. The candidate who will be selected will work in the sales and organization of the meeting area (Anon., 2019).   
Requirements: 
· Experience in the same role
· Fast to learn new abilities 
· To have a good costume according to the position of the job
· Flexibility to work in a team. 
(Anon., 2019).
In this scenario and reading the profile and requirements I will be a candidate which could be selected because I comply with both needs that the company is looking for. I had experienced in the Marking department thus, I could support the sales area. I have learned to use professionally Microsoft Word, Excel and PowerPoint in my last job like a receptionist. 
Besides this, the program of this course was to work in a team and got new theories to work in a team so that point I comply as well. For instance, one assessment was to use Power-Point to present a common task that was done in a team that worked in the same synergy to get the common goal.  
With this small summary about what I can offer them to the company, I am analyzing and searching which aspects were positives and negatives to change them.

 3.2 My Personal Swot analysis according to the receptionist position
STRENGTHS
· Advanced communicator skills in Spanish
· Excellent knowledge Microsoft (Excel, Word, PowerPoint)
· Good customer service 
· Work under pressure and as part of a team
· Good presence
· Good decision-makers
· New knowledge to analysis which position is the best for each employee.  (Belbin theory learned in the course)
· Advanced writer skills in English 
· Customer service skills

 

WEAKNESSES

· Gain more confidence myself
· Do not follow a structure when I am presenting myself.   
· The intermediate communicator in English 

OPPORTUNITIES
· Not experienced required 
· Studies not required
· Many jobs offer
· Age not is a problem to apply
· There are a lot of connection of transport to go to a different point of London
· Training to new employees inexperienced 
· New application using technology 

THREATS
· The first interview in the world business
· First experience in London as a receptionist
· English is not my original language 


Continuing with the investigation and following the connection between strengths and opportunities I have seen that if I do not pass the interview how was my case, I will have more opportunities to apply using new applications in which companies look at ours profiles and they will choose. Besides this, London is a big town in which there are a lot of companies which need staff constantly. 
Another opportunity to me is the experience most of the companies do not have this requirement for that reason I applied since I did not lose anything on the contrast, I faced my fears to use my spoke in English.
Also, training is the best opportunity for candidates who are looking for new job offers because it helps us if we have never worked in that position. According to my experience and professional development, I have learned that we can give the best of us if companies teach us before to start with our job or the other example would be as a university guide to obtain new learnings.
On the other hand, to obtain an advantage of my weaknesses and threats stage I would like to search about key points that we must consider after and during our interview (Banks, 2014):
3.3 key points of the interview
· The importance of structure. We should make follow a structure to assure the understanding of the interviewer. From the dressing room, greeting, presentation of studies, work experiences and skills should follow a natural structure, clear and direct. If we know very well these points, we could be a possible candidate (Banks, 2014).
· Good communicator.  Express with clarity our skills, learnings, and experiences. Those must be related to our body language which if the information and body language are connected and transmitted correctly interviewer will get more attention towards our information. For instance, make eye contact is a positive body language which if we maintain during the interview it will bring positive results from managers. Thus, we will understand that they are interested (Banks, 2014).
· We should show this structure and information to friends or families to get other perspectives or rehearsing in front of the mirror in out loud to gain more trust in ourselves (Banks, 2014).
· We should keep clam after and during the interview, it will support to feel more confident in ourselves (Banks, 2014).
· The last point is the importance of truthful information about us. It will help to keep reliability between our answers and the information of curriculum vitae (Banks, 2014). 

According to this information, my first step to my second interview will be to do a structure about me before to face the interview. I will prepare all my details about my professional development during this course and what I could offer them. I will use the mirror to transmit my information and maintaining my eye contact as a method to do not lose the attention of my interviewer. Thus, I will forget my problem with the structure of information since it will be done and using it, I will gain more confidence in myself.
Besides, the problem of my spoken in English will be overcome since I am preparing an assessment which I write my thoughts using a grammar which I prove my skills, therefore, using the structure, my writing skills to express front of interviewer I will be able to face and finish any conversation. 
Finally, my future expectative with those points' recommendation will positive since I could get my goal to entry in the world of business and of this way, I will be able to offer more knowledge to my future career in Human Resources and Management. 
To continue with my search, I will use Johari window Model to analyse in which aspects I must improve and those that I could offer using the information of my future career.   

4. BSc (HONS) BUSINESS AND HUMAN RESOURCE CAREER
This career involves different aspect, however, the most important point is employees, those will be able to encourage, administrate, manage, recruit and motivate people are capable to begin their career (A.R.U, 2019). 
Another aspect to consider is to secure that employees develop their knowledge in the workplace with the object that both are increasing for one way to companies their benefit and employees their professional development (A.R.U, 2019).  
Besides this, this career helps us to understand the importance of people behind the business and in the worst cases if the business is going in the wrong way it will be able to manage towards a successful business (A.R.U, 2019). 
The purpose of this career is that students obtain the principal concept such as business skills, the basic concept of business with the purpose that students will be able to manage their human resources as strategies to access to a successful business. To ensure the motivation of employees Human Resources use merits, reward and training to maintain their team over standards in the workplace (A.R.U, 2019)
4.1 Structure Business and Human Resources
· Business Environment
· Academic and Professional Skills
· Economic for Business
· Business finance
· The legal aspect of business
· Managing Human Resources
· Marketing
· Resources the organization
· Develop Human Resources
· Business Strategy
· Managing the employability relationship
· Project
(A.R.U, 2019)
4.2 Evaluation of career
The university will follow the assessment thought of presentation in a team, inform, essays and exams. Besides this, the task of problem-solving and decision making, and projects will be in a team. Every task and exams will have the purpose of professional development (A.R.U, 2019).




4.3 Employability of career
Normally if a student knows what would like to do before to study would be the big opportunity to maintain in the synergy during all courses. This career includes:
· Human Resource Officer
· Office Manager
· Occupational Psychologist
· Training and Development Officer
· Careers Adviser
· Management Consultant
· Recruitment Consultant
· Risk Manager
(A.R.U, 2019)


5. PERSONAL DEVELOPMENT PLAN
Johari window is a model in which students can identify which aspect we do not know about ourselves and how we process the information that others bring us to improve. The principal key int his model is to accept the comments from others. This window includes four stages which each show aspect about us but from different perspectives (Torrijos, 2013).  
5.1 JOHARI WINDOW MODEL
	Meaning of each one
	KNOW TO SELF
	NOT KNOW TO SELF 

	
	1.Open area
	2.Blind spot

	


KNOWN OTHERS
	
in this stage, the positive and negative information and behaviour about me is available to other

 
	this window can show others my information which is unknown to me. Most of the cases we are not able to receive the comment that the rest inform us. However, we must be able to listen and use our critical thinking and innovation to increase our professional and personal development.


	
	3.Hidden area
	4.Unknown

	
NOT KNOWN TO OTHERS
	this window is our private are which anyone does not know about us. I do not like to share the thoughts, fears or secrets since we think that will not understand us. 


	this part of us is the most mysterious that include us do not see. Here there are feelings, fears, phobias and behaviours which are unknown maybe those were repressed from our childhood. 

On the contrary, here we can find during our professional development those as skills unknown.   





This model could be successful if we put all our effort to improve in window two. Every comment is welcome to archive our goals and to have a less negative aspect. Besides this, the window three should be reduced to minimize future problems. The best to us is, to be honest in transparent in real life and the workplace or our professional career (Torrijos, 2013).  
To understand myself better, below I will conduct a Johari Window Analysis of myself with regards to my future career and job aspirations.
5.2 FERNANDA`S JOHARI WINDOW

	Meaning of each one
	KNOW TO SELF
	NOT KNOW TO SELF 

	
	1.Open area
	2.Blind spot

	


KNOWN OTHERS
	
· motivated, encourage and organizational person are the words which characterized me.

· Punctuality is a disadvantage to me and my workplace. 


· Very good problem solving and decision making which means that I am very flexible to understand the problems to others and normally I try to find solutions to my problems and the rest.


· Employability skills I have acquired during this course thus, evolution myself if the energy to increase and change of job.  

· Good listener. Team of job and friends come to me when they want any advice and to be encouraged.


· A good worker in a team or individual. The relationship with others is very important to me. According to my experience, I learned that a good environment and a good personal relationship are the keys to work effectively.

· Marketing skills I got during my last course in Spain. 

 
	· I am not concrete. This negative ability can affect me in the interview because despite having a structure to present me I include extra, unnecessary details. 

· Naive is my unconscious weaknesses which I have and must change since if I work in the Human Resource department, usually employees affirm false truths whence I should have careful not everything is true and real. Besides this, normally when friends who affirm to be my best friends comment wrong information so that I fall into error is why I in this aspect should be careful too. 


	
	3.Hidden area
	4.Unknown

	

NOT KNOWN TO OTHERS
	
· Too flexible. I used to leave my ideas or decision outside to keep calm in a group of students or teamwork. 

	
· In this window, I could say that if I would be developed my drawing and painting ability likely I would be a good portraitist. It could be developed in the future.  









To finish with my process in the window model, I had to ask my husband who is the best to say everything about me include positive a negative ability. Looking the window two I have two points which should be fixed myself since these have brought me a problem which now, I can understand why the negative result.  For instance, y my first interview as a receptionist I had that problem which I was not able to stop when I was explaining my experiences and skills, I used some unnecessary details, and I lost the attention of the interviewer since my body language was used wrong. For that reason, I do not lose my control I must follow my structure prepared and my purpose to get the job must be the strengths which I must maintain me.  If I do a structure about me, follow that and use perfectly my body language I will overcome this unconscious act.  
In the second unconscious act, I must inform me more about the information that friends, classmates, the staff of workplace and family affirm. This means that I must look for extra information to make any decision.  

5.3 How to develop critical thinking and active listening
To develop these two skills, we will bring successful decision making since we can use the comments and critics to develop a conversation and this way being a good listener can take any decision. There are four steps to improve ourselves (Milam, 2017).
As a human, we can have some mistakes in our life, but we can minimize these mistakes and do not guide just for feelings and emotional situations. To being with the first step we should be critical about ourselves and doing our reflection about our decision making and make questions and think about them. Besides this, this point is useful to recognize one more time our strengths, weaknesses and personal preferences and why we choose one way or in decision making, therefore, most of the time we avoid situations why we do not be able to face in this case the reflection and critical thinking is important since if we know that we should be able to overcome our weaknesses in spite of the result  (Milam, 2017).  
The importance of active listening for instance, as part of a team of work each employee should be able to listen to other to understand the situations and the consequences the acts before to express our point of view since if we are not able to listen first likely we will have the same problem  (Milam, 2017). 

Another principal point is the gathering point of view of different people to be able to analyze them include our thoughts. This point helps us to not act according to our happiness, sadness or another emotional feeling which should be controlled if we want to obtain all information all staff in this case or familiar problems to take any decision which will be the best and does not affect to others. Following this step, we could get successfully our decision and use our objective point of view (Milam, 2017).  

The last point is the combination of critical thinking and active listening which means that if we can think and evaluate the information, we could analyze the connections that in the future could affect us. Therefore, to any decision for instance change of job, house or give any holidays to employees must be analyzed first to decide which means that to give holidays we should look who can cover and if this employee has the training necessary to work in this position. All decision has their owner connection and how rational human we should analyze them fist (Milam, 2017).  

Doing a reflection of the window three "Hidden area" I should show more my point of view in a group since it can be useful to others to learn or can be a better decision than others. For instance, in the second assessment, I had a bad experience as a result of not offering my point of view about which topic the group should have chosen.

Finally, I will conclude with an extra learning in which I could reinforce the new changes that SWOT analysis, Johari Window model has brought me regards to my future career and job aspirations.

6. THE FORCE FIELD ANALYSIS

The Force Field Analysis is a method which employees and directors of companies can develop a brainstorming which to see through different of point of view the mistakes that is doing. The change is done in three basic stages: 
The unfreezing stage. People and company must be able to see mistakes which were not see for themselves. They must accept their mistake and from this moment they will be able to analyse how they change it.  
The change stage is the base of this analyse since people and company should adapt to required appropriate knowledge, attitudes and skills. Those must be made to transition from conscious wrong to conscious right activities.   
The refreezing stage meaning is the last point in which people and company must use the change as a routine or patron. The purpose that this change can transform in a right unconscious action. 
[bookmark: _GoBack]This analyse use a table in which the brainstorming is evaluated and divided according to equal thoughts, ideas, and reflection. The maximum result will be how companies will focus on changing (Mulder, 2017) (Evidence, Ideas, Chance, 2009). 

To understand myself better, below I will conduct a Force Fiel Analysis of myself with regards to my future career aspirations.
Analysing myself I have passed for these three stages in which I could see my mistakes those my husband likely was saying me for a long time, but I could not understand and accept however, this analysis has been helpful to begin the change. For instance, to face the first interview I had not prepared anything to present myself and the result was negatives. During the next interview was the same just I was improvising, and the consequences was the same, I did not get the job. That situation would be the unfreezing stage because I cannot accept that I am failing. 
However, after the comment and the negatives result of the interview. I could see that I am doing something wrong, therefore, I decided to organize my experiences and learning according a structure which will allow me to get a higher result through of a good communication skill. To accept and to use the new changes could be a second stage since it will be done from conscious wrong to conscious right activities.  
Finally, before to go to any interview my right unconscious action is focusing on doing a structure according the subject that I must present. Using this analysing I have gotten some advantages since my next expectation will be to face a interview in a Ruskin Anglia University and then I will have to present myself, but I will go ready to do the best thank to this analysing.  

 
7.CONCLUSION
This assessment has been very helpful to me since I have understood where I was failing. The Swot analysis, Johari window model Personal Development Plan and Reflective writing were the principal tools through which I was able to take the bad habits as opportunities and change towards strengths. Thank all findings I have understood that the preparation of the interview is the main body to get a new job because according to my weaknesses and to do not it again I must create my structure as a guide to follow to do not lose in the way. 
The reflection of my future next goal has been as a plus to explore more about the structure of the career and has been adding to my understanding since I will have an interview which I will have to demonstrate that I am interested in the career and what I could contribute. Therefore, that the first step was done and now I could say that my career`s findings have supported to continue with my idea to study this degree since I feel identified with the kind of profile that someone should have. Besides this, they chose of this career was especially since according to my job experiences any company in which I was working complied with their training to employees and the consequences were the demotivation and how decision the absence and the end changing of job. For that reason, I would like to acquire new skills and concepts to help employees. 
On the other hand, I must work in my communication skills since as employees and as a student to get a good result or good communication with managers the importance of critical thinking and active listening are the key to access a successful result.
Finally, to me, all this personal development plan has been continuous learning which has to increase the motivation to get my professional career since London has brought me the opportunity and I must take advantage of it. 
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