Name:                      Omolara Ajibola


Student Number:    1808620


Module Title:          Professional Career Development


Module code:          BMSK4005


Assignment Title:   Portfolio of evidence which demonstrates an understanding of the skills and knowledge which contribute towards working effectively,  their readiness for employment, an understanding of personal strengths and areas for future development, as well as establishing  their employment goals and develop a personal action plan or development plan.



Lecturer’s Name:    Sylvia Hoffman







Table of Contents	

Abstract	3
Career Objectives	3
SMART Model	3
SWOT Analysis	4
JOHARI WINDOW	5
Skills Analysis	6
Description	6
Interpretation of skills	7
Evaluation of skills	8
Professional Development plan	9
The job-seeking process	10
Conclusion	10
References:	11




[bookmark: _Toc18577598]Abstract

In this essay I intend to express my medium to long term career goals. At the moment I am working at achieving a Higher Certificate in Skills in the workplace. This is to enable me have evidence to showcase knowledge and skills I acquired during this course and my past work experience that are relevant and attractive in a structured format, so as to make me much more employable in future. This is a fundamental reflection on my past, identifying key influencing factors and preferred learning styles to assist me in understanding myself and considering better, future options for my career. Also, to come up with the ideal plan of how best my personal and professional goals can be merged effectively.
[bookmark: _Toc18577599]Career Objectives

My long term career goal is to become a seasoned Project Manager working across different industries and eventually, settling in the particular industry that would suit my personal goals and professional interest most. I plan to complete this course and obtain the Certificate of higher learning, then continue till I get a degree in BA Management and Leadership. Alongside this, my medium career goal is to take professional examinations in Project Management, specifically the PRINCE 2 foundation and after a short work experience, I will take the PRINCE 2 Practitioner examinations. I eventually hope to continue my studies up to a Master’s degree level and share my knowledge and experience by pursuing a career in teaching or lecturing. Teaching is another profession that I have a natural passion for and I derive joy from being able to pass on knowledge effectively and in an enjoyable manner. I also, plan to use the DIEP reflective writing model to describe my past and current work and study experiences and skills acquired, interpret how I feel about it all and any new insights that have developed in my mind. Following this, I will evaluate what I have acquired both intentionally and naturally, that is beneficial to use in my immediate future. Finally, I will show a logical and achievable proposal to achieve my career and personal goals by showing my professional development plan. I will break down my goal using the SMART model to ensure that my goals are well set ( Morgan, 2017). I will further analyze my competence and natural inclination using the SWOT analysis and the JOHARI window models.

[bookmark: _Toc18577600]SMART Model

My goals are specific; to be a seasoned project manager, starting my career off as a project administrator or officer and working my way up to becoming a project manager, whilst at the same time taking professional examinations and also, working towards a first degree in Leadership and Management and then Masters degree. My goals are measurable, as mostly dependent on successfully excelling in all academic/professional examinations and acquiring specific work experiences. My goals are achievable as I capable of and I enjoy “self study”, especially for my professional examinations. I have carved out the time to study full time for my degrees, while I work part-time. My goals are also realistic, as I am currently studying a course, which is a pre-requisite to the degree I need. I will be starting the one year online professional course by September 2019, which will not interfere with work or current fulltime study and already looking for trainee project administrative jobs or volunteer roles in project management or as a project support officer or junior project Co-Ordinator. I have financial support from the Student Finance England and I still work part-time. All resources needed for my online study, such as laptop and internet are available for my use. My goals are also time bound, the degree will take another two years to achieve, the PRINCE 2 foundation examination should be achieved by February 2020, PRINCE 2 Practitioner examination taken by August 2020 and the first degree by September 2021. I intend to start my work experience in project management by October 2019 (Morgan 2017).

[bookmark: _Toc18577601]SWOT Analysis 

To describe and analyse the skills that I have acquired and used effectively, I will apply a personal SWOT analysis which helps to identify my strengths, weaknesses, opportunity and threats. Going by my successes in areas where I have worked and applied myself, I have identified that I possess good organizational, communication, listening and problem solving skills. The fact that I have not stayed in one industry may appear as a weakness. However, on the other hand, my work experience across a few industries has further broadened my understanding and confidence. Opportunities such as strategically planning to move into a role that is applicable in virtually all industries, having worked in a few different industries, I will be able to apply any new project management knowledge in diverse areas. A threat that I envisage is could be that I have not had a long enough experience in any of the different roles that I have worked in (https://www.mindtools.com/pages/article/newTMC_05_1.htm). 

[1] Below is a diagram of a personal SWOT analysis of myself (https://www.mindtools.com/pages/article/newTMC_05_1.htm).
	STRENGTH
· Good listening skills
· Excellent communication skills
· Problem solving skills
· Analytical skills
· Excellent team player
	WEAKNESSES
· Not enough time spent in most of the previous industries I worked in.
· Curiosity and eagerness to learn new skills could have contributed to cross-movements between the industries.

	OPPORTUNITIES
· Strategic roles that is applicable to all industries
	THREATS
· Short length of work experience in each role. Hence, weak competitive position




[bookmark: _Toc18577602]JOHARI WINDOW

This model brings to our attention many aspects about our personality, skills and general behavior. It shows us what we know or do not know about ourselves, what others know or have observed about us, that we may not be quite aware, what others believe we are and what other people do not know about us. The model is expressed as the name implies, a window. A window with four sections, each section expresses or gives unique information about that individual. All these information can help individuals to know themselves better, which is essential to knowing which career path to pursue and how best to go about it.  Below is a diagram of the JOHARI window (Morgan 2017). 
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[2]] Diagram – Johari Window (page 29, Morgan, 2017)
In the above diagram, the window labeled ‘Arena’ represents skills we use daily that we are aware of and the people we work with too are aware of. I my case I am aware of my excellent oral communication skills, paying attention to detail and listening actively. I have also received feedback from co-workers on these. The window labeled ‘Façade’ represents what I know about myself that is unknown to those around me. The window labeled ‘Blindspot’ represents skills that I did not realize how poor they are, such as my information technology skills, which I had years ago but did not use much when I stopped working in the Information Technology industry. The ‘unknown’ window represents areas that have never ventured into. This window, though unknown, I believe if in future I find myself in a situation that I have to learn a completely new skill, I will be confident and give it my best. (Morgan, 2017).

[bookmark: _Toc18577603]Skills Analysis
[bookmark: _Toc18577604]Description

On a personal note, to describe some of the roles I have found myself in, both formally and socially, according to the DIEP model used in the video of reflective writing viewed on the moodle application form the university ‘Myday’ application (Anon., n.d.). I have coordinated several informal and social activities. I usually get nominated to oversee and make decisions on choices such as colors and event theme, appropriate vendors and selection of event venues when organizing socials for family and close friends. This entails a high level of organization, time management and communication.  Also, I have worked in different industries in the past; In the IT industry, I worked as a helpdesk support officer and a software tester. Both roles involved communicating with clients or users with a requirement to understand, interpret clearly and give feedbacks regarding their business needs. I also had to ensure I did root cause analysis of their work problem and offer suitable solution, especially on issues and challenges relating to information technology. Often times, I had to work under pressure while re-assuring the end user that the situation was under control. Both roles also demanded active listening, attending to issues in a timely manner, prioritization of calls or tickets in order to meet agreed service level agreement (SLA). Sometimes tickets and calls were classified based on what we called severity levels with descending numbering schemes. For example, the levels are from Severity 1 – 7, 1 being the highest level with urgent SLA and resolution requirement and 7 being the lowest severity level and must be dealt with appropriate SLA. This meant I developed my skills in structured corporate environments with great expectations.  To be able to achieve satisfactory call or ticket resolution, in as much as meeting the SLA, I had to use my skills of problem solving, attention for details, clear verbal and written communication with both users or clients. The written communication skill was very vital for updating ticket and leaving what is called audit trail for future resolution of similar problems. The ticket update was also used for updating the helpdesk knowledge base which was a like catalogue of all reported events that could help speedy resolutions of repeated issues, even by my colleagues who might not have handled such issues in the past. All they needed to do was do a search on the knowledge base and pull up a previous resolution note added by myself and other staff in similar positions. In a way I was a technical author applying my skills to resolving current problems while at the same time providing technical artefacts to resolving future problems. 
In the Housing sector; I worked as a Housing Advisor and then as a Tenancy Support Officer. Both roles involved understanding, interpreting, applying and keeping up with Housing laws. I was required to get information from them in detail, thus, active listening was an important skill. I actively interacted with different types of clients from different walks of life, which meant I needed to develop creative and objective thinking skills without prejudicing a caseload due to social, ethnic, religious or personal perceptions. It was in the housing sector that I learned the importance of keeping an open mind because prejudice can be unconscious sometimes. When dealing with people who have diverse social background and needs, giving everyone a level playing field and an equal listening ear becomes a great skill which I developed and used to good effect. 
I also, started a small business in the education sector in the Western part of Africa; running a crèche/nursery, this involved training my staff and supervising them. It also involved taking short courses to enable me run the crèche properly. Therefore, I developed the skills to define training needs, both for myself and my staff with dexterity for budgeting skills and development plans. Being a Proprietor also required communicating with parents or carers of the babies and also involved being sensitive to their needs and that of their wards. I had to learn different child health and safety regulations and developed my knowledge of appropriate hygiene standards. I became very versatile in defining developmental milestone expectations of the infants, carrying out assessment, documenting reports which were fed back to their parents or carers and used as part of regular inspection by Department of Education.  I was also conscious of the culture in that community, so needed to balance or vision and their culture to function properly as a crèche in that community.
In my intending job role in a Project Management environment, all these skills that I have been able to acquire, develop and use effectively have given me the confidence that I will be a competent Project Manager. For all of my past job roles, I have had to either self-study as I did for learning the housing laws or attend short training courses such as I did for 1st line IT [Information Technology] helpdesk support, software testing and childcare to acquire the knowledge that I required. It can therefore be reasonably assumed that I have the ability to study for all the academic and professional examinations needed to gain all the certifications and degree that I desire.

[bookmark: _Toc18577605][bookmark: _GoBack]Interpretation of skills

Starting with my Information technology work experience, especially working in the ‘helpdesk role’, I found that I enjoyed being able to understand a user or client’s problem or need, working on the root-cause analysis and then being able to draw from knowledge acquired through training or experience and finallythe knowledge to resolving the problems in an appropriate and in a timely manner. Getting the expected end result of solving the problem or answering technical enquiry, gave me so much joy and job satisfaction. Although, initially like any new learnt skill, I was quite nervous and worried that I might not be able to solve the IT problems, but after listening and asking logical questions, I settled quite quickly and happily into my new role. As a software tester, I had to have an excellent eye for detail and had to think deeply and broadly to create test cases with the intention to ensure that the software in question was error free. Knowing the financial implications of not producing a thorough investigation, kept me on my toes and interestingly I became generally excited about the job and always strived to produce a perfect end result. This gave me a new insight about my ability and level of confidence that I did not realize I possessed before I worked in that role.
In my job roles at the housing sector, again I was a little worried about the diverse nature of people I would need to interview. In the course of my work as a ‘Housing Advisor’, I had to learn to communicate with hot tempered, rude and frustrated clients sometimes. I noticed that once I listened to them, give them a feedback and empathize with them when necessary, I was able to gain their confidence and get though them. Subsequently, they were able to listen and follow instructions and advice had to offer them. This made me feel stronger and more confident in all my dealings with people generally. The other housing role as a ‘Tenancy Support Officer’ also entailed visiting clients at home, sitting with them to assist in sorting out their finances, possible job prospects and rendering assistance so that they could sustain themselves and not eventually become homeless. Some of them had difficulties in following instructions or advice. I found that I did not particularly enjoy having to visit people in their homes but otherwise enjoyed the other challenges I was able to overcome.
In my role as a crèche proprietor, my previous roles had equipped me in the area of dealing with different parents and carers, each with a different temperament and personality. I found most parents or carers had anxiety problems of varied levels because they had to leave their wards for a substantial number of hours to be cared for by someone else. Again, I had to device a means to communicate effectively and show understanding and eventually douse their worries. I could say that this was almost the most challenging of my roles as it involved many little, somewhat delicate beings. However, watching each child reach or even surpassing an expected milestone, made me feel warmth and fulfilled. Again, in this role, I had to teach myself not to be too emotional, especially when we discover a learning disability or genetic disorder in any child. I learnt to communicate clearly and in a timely manner with parents or carers about their ward’s situation and steps they might to take and medical professionals their wards might need.

[bookmark: _Toc18577606]Evaluation of skills 	

I have worked in various industries such as Information Technology, Housing, Education and most recently in the Healthcare sector doing varied roles. The variations have further encouraged me to believe I have the capability to do most things, especially when I find it interesting, challenging and my mind is set to achieve the goal. I have now realized that the moment I am able to understand a process, a set of laws, how and why certain things work the way they do and I find it interesting, I am able to devote all my energy towards it and I am able to motivate myself. However, it may seem like I yearn too quickly for something different, the moment I know all that I need to know for that role. To interpret my past actions critically, I notice that rather than moving up vertically in any role, I get distracted by a completely new role and move horizontally instead into roles that may not even be in the same industry or have any technical connection with my previous role. Upon further reflection, I noticed that in every role that I find myself in, once I have the full understanding and know-how, I thoroughly enjoy sharing my knowledge by training new staff or anyone looking at coming into that role. I remember a time that I thought of becoming a chartered accountant; I got formal training for the first level, which I enjoyed thoroughly. I would always lead group discussions for my classmates when we were all studying for the examinations, a role which I enjoyed thoroughly and which I got excellent feedbacks of from the group I led the discussions and revision with. Unfortunately, I lost steam and interest during the studying of the second level of the program, as I found out that Accounting as a career was not one I would enjoy. Also, periods where I was a ‘stay home mother’, attending to my children, I enjoyed learning with them, helping out with their homework and usually giving them my own extra work. With my role as a software tester, I eventually became a trainer of individuals who wanted to become software testers. A role I found very enjoyable. This has influenced by career plans to eventually become a trainer or lecturer in a college when I have achieved enough academic knowledge and also would have had a wealth of working experience, so that my skill, knowledge and ability when I eventually start to lecture will be rich and excellent. 

[bookmark: _Toc18577607]Professional Development plan

 My primary career interest as mentioned above lies in the area of Project Management preferably in any of the industries that I have already had some sort of work experience in and secondary interest is to eventually lecture in that area after having had enough experience and theoretical knowledge behind me. It would be safe to say that my medium to long term goal will be to attain a Bachelor of Arts degree and then further down the line, a Master’s degree in Business Administration or Project Management. To achieve my professional goals I intend to engage in the following activities; self-study, enroll in formal training and reading relevant materials and staying well informed in global, national or local project management updates.  Also, I am ready to work as a volunteer in the roles that I desire if need be. I plan to also take on trainee or junior roles, so as to start from a reasonable level in my desired career. I know that all these will be achievable because I have the support of my family, both financially and morally, I am motivated and excited to achieve this goal. I am able to still continue to work part-time through all these till I get my desired job and I have skills that I have acquired, worked with and recently developed that will aid me to excel in the project management world. The skills required of any worker at any level in project management are; high organizational skills, leadership skills, negotiation skills, risk management skills, team management, excellent communication and presentation skills. A project manager is expected to plan the sequence of events that will take place in accomplishing a project, hence, high organizational skills is required, a lot of ability to delegate and supervise is important because of the diverse functionality of the types of people in different roles that are involved in the project and also the risk that is involved in any project, irrespective of its size or location. With the crucial nature of the role of a project manager highlighted above, skills such as problem solving, time management, team playing, eye for detail along with others mentioned earlier are skills that I already possess and as such known as transferrable skills. (Commerce, 2009).




[bookmark: _Toc18577608]The job-seeking process

It is interesting to have all these goals and dreams, however, it is even more important to understand how best to approach and present to employers all these skills and knowledge so that the set out goals will be achieved by gaining employment. There are six stages involved in the job seeking process; exploring, researching, applying, interviewing, following up and negotiating ( Andrew Maund, 2017). In job seeking, communication skills are highly important. Here is where I will sell myself and my acquired skills, first in putting my curriculum vitae together in such a way that it will attract and capture the reader’s attention and interest. This is the first opportunity to communicate with intending employers and has to be well done. Secondly, oral interviews are another key area where communication skills are vital. During oral interviews, both non-verbal communication and active listening is extremely key (Andrew Maund, 2017).Fortunately, in the course of this study, I have become more knowledgeable about how important it is to highlight skills acquired and detailed job descriptions, especially being able to show that most of these skills are also transferrable to even new roles. 

[bookmark: _Toc18577609]Conclusion

This reflection on my past experiences, skills that I have acquired and remembering the different feelings that I had whilst in those past roles has been very interesting, inspiring and most of all made me more determined and focused on the career plan ahead. I have come to somewhat know myself better, I know better my strengths and passion, which have assisted me in mapping out my immediate to long term plans.
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