PROFESSIONAL CAREER DEVELOPMENT
The priority of any worker is to be effective at workplace. Effectiveness at work improves work quality and increases output level thereby improving the bottom line.  Workers who are effective at work are well respected, they win exciting projects and wins important clients. You must not miss out on great opportunity and do not loose your focus if you want to be an effective worker.
I am going to look at the skills and knowledge that needs to be developed which will contribute   towards working effectively.  Strategies will also need to be reviewed as well as the resources to use to achieve effectiveness in workplace.
In a workplace, individuals must know his purpose at work.  Knowing the job functions, expectations and the objectives will enable you to set the appropriate priorities.  Doing a job analysis will help identify the job purpose and what needs to be achieved.  Job analysis will uncover most important objectives to enable you prioritize tasks effectively. 
In addition, employees who are aware of their expectations in terms of achievements will be effective, more productive and highly motivated.  Necessary feedback is equally important to show that employees are being supervised, accomplishments should be acknowledged while errors or failures must be addressed.
Success in achieving the team objectives depends on the motivation of members of the team.  Organisational success or failure may depends on the motivation levels of employees.  Motivation will enable you enjoy what you are doing and find considerable satisfaction in succeeding, this in turn will motivate you to further efforts. With self-control, employee can set higher development plan in response to success.
Good attitude is fundamental in any workplace environment.  To be more effective, willingness and attitude are key, it leads to taking initiatives and providing team supports with the highest standard.  Taking responsibility is part of a good attitude at work, thus demonstrating ethical decision making and integrity.
Time management, brings about efficiency.  Stress management skills, improving communication skills and career development have major impacts on work effectiveness. Time management is crucial to becoming more effective at work place, you demonstrate time management skill or learn how to manage time for better work performance.  
Activity log may be carried out in order to identify those task that don’t help meet your objectives.   The identified tasks can be prioritised to enable you focus on the work that brings the most value.  To keep tracks of tasks and commitments we use to-do-list.  Being effective at work shows you use time to your advantage. Basic time management principle are:-
· Direct your efforts appropriately, most important things
· Direct your efforts efficiently
· Reduce time wastage.
Creating a roadmap through good setting will help in work efficiency by setting both short and long term goals.  Good filing, creating effective scheduling forms part of good organisation, this reduces time wasting looking for lost items.
Good communication skills and effective writing skills bring about work effectiveness.  We communicate everyday with colleagues/clients, attend meetings, write effective emails, give presentations.  Good communications require active listening.  Listen actively to avoid miscommunication.  Prioritize and sort the information in your message or number them sequentially or split them into separate messages with relevant subject headings, all these promotes effective communications.  Your boss and colleagues will appreciate your skills and benefit more.  If you can communicate better through presentation and report writing, you will be more effective in your role.
Technology bring efficiency, but only if it is used responsibly. Responsible use of technology brings about efficiency at work.  It is important for employees to study and utilize different hardware and software solutions to improve productivity and effectiveness. In an organisation with geographically distributed network/set-up, collaborative applications can be used effectively in making employees more effective and productive.  Workers are hereby allowed to work in locations where they find more effective.
Individual effectiveness at workplace also requires strong mental strength and good wellbeing. Adequate rest and ability to manage stress are key to becoming effective at workplace.  You could get a good night sleep and ideal relaxation when you get home in the evening.  Develop and keep stress diary to help identify events that cause you stress or lead to stress.  Analysis of this stress diary provides effective strategies for managing them. Stress free environment associated with good stress management bring out the best in any employee thereby creating effectiveness at workplace.
Stress management, being able to combat stress that arises in daily life from the environment, other people and uncertainty.  To reduce stress, I tried as much as possible to acquire information, I seek or crave for key information, all these reduces any uncertainty and stress. Workplace stress was costing industries in the UK around £9.6 billions a year, and it is a major source of stress in 2006 (Guardian, 21 Oct. 2006).  According to the chartered institute of personnel and development, stress is one of the main causes of sickness and absence and pose the biggest threat to business in future, this may affect 20% of the workforce.  If you manage stress outside work better, you will be able to handle the job effectively.
Effectiveness at work place requires continuous learning and skill development.  This is put in place by carrying out personal SWOT analysis to identify areas of strength and weaknesses as well as those areas that I need to work on.   
Over the years, I have developed certain skills on the job which has been of use in all areas of my work.  These skills have made me more efficient and have also helped me to deliver in some rare circumstances or situations.
In any task given, I am always determined to deliver by focusing only on achieving specific goals through self-discipline.  I developed self-confidence through the process of personal development and capabilities.  Persistence, developed through self-discipline.  This kept me going forward regardless of emerging obstacles.
The key to succeeding either personal or professional, is to identify your strengths and ensure they fit the situation or task you are undertaking.  Focusing on your strengths, doing what you are good at rather than what you are just capable of, bring about efficiency and effectiveness at workplace which enable you perform at a higher level.
At the beginning of this academic programme, during the group project presentations, I put to use some of the strength that I have to ensure the effectiveness of the task.  Some of those personal strength included:-
Problem solving, I took time to study the situation and the task to enable me recognise the problem associated with the task and the team.  It could be personal or team problem, task problem or it might be individual. I analysed the information available. This made me understand the cause and based on the available information, possible solutions were developed for implementations.
Planning and organising, based on the understanding of the project, I could explain the goals in details and create plan to achieve the goals.  Using my strength in planning and organisation, I ensured that, resources are well organised and used effectively.  High staff input and performance were achieved through individual motivation and regular feedback.  Progress were evaluated and feedbacks provided. 
Decision making, communication and information gathering is key to decision making.  Listening skills is fundamental to good communication.  Ability to make decision depends on good communication and listening skills to implement the cause of action.  Follow-up on the progress of action and also learnt from previous mistakes improves decision making process.
Communication, clear and concise in ideas allow effective communications, listening skills, ability to summarise and clarify things, constructive criticism and listen to ideas and take time to make personal connection.
Supporting staff, ability to provide adequate staff support and provide direction increase efficiency, ability to empower staff through delegation, evaluate performance and recognise efforts of workers, provide staff training and development.  All these bring about efficiency at work place. 
Other personal strength includes accuracy, compassionate, confident, considerate, creative, flexible, humility, integrity, responsible, visionary, team work, ideas and concepts.  Using techniques to enforce concept development process on an effective and clear ways. Ability towards integrating technology.
The effective performance of any employee could also be improved using 360 review model.  This is a model that enables a group of co-workers to provide feedback on an employee’s performance.  Employees are opportune to understand how their work is viewed in the total organisation.  It also provide performance feedback from all directions in the organisation.  Employee’s appraisal is based on performance as viewed by their manager’s focussed on job goals achievements.  360 focuses on how the work of an employee affected the work of other employees and then on whether the work was accomplished.
360 review is more directly based on the skills and contribution made by an employee.  This provides a feedback on how others views an employee contributions and performance in areas such as leadership, teamwork, communication, relationship, contribution, work habits, accountability and visions etc.
[bookmark: _GoBack]360 model of feedback is based generally on both positive and constructive feedback. This process improves the performance of the organisation and the employees.  It also help achieve individual performance improvement plan. However, monitoring and effective evaluation is critical to its success. 
SWOT analysis is a useful technique for understanding your strengths and weakness. It helps to develop your career in a way that take best advantage of your abilities, talents and opportunities.  It also identify potential opportunities and threats.
SWOT is a clear strategy every person needs for career focus and directions, it helps to develop your career because you have been able to identify and understand your strength and weakness. This will enable you to explore the most relevant opportunity and threats.
This is a powerful tool that uncover opportunities, understanding of the weaknesses, either personal in business will enable you manage and eliminate threats.  It thus help you craft a strategy that will help you distinguish yourself from the competitors to enable you compete successfully in the market.  The framework enhance further development of specialised talents and the ability to advance your career and help achieve your personal goals.
Analysis of Personal SWOT involves the following:-
The resources you can access is part of your strength as well as the  skills you have that others don’t have. Strength also include achievements you most proud of and what other people see as your strength.  Consider this from your own view as well as views of other people around you.  Knowing and using your strength will make you happier and deliver efficiency. Team working and communications, ideas and conceptual knowledge and being highly conversant with integrating technology, ability to ask questions to find the right marketing angle, commitment to success could be some of the identifiable strength that may have led to improved efficiency.
Weaknesses could be those tasks you lack confidence in and what people around you see as your weakness, your negative work habit, personality traits that hold you back in your field.  By given all these a consideration personally and externally could provide a base that will lead to opportunities.  In addition, strong compulsive need to do things quickly thereby affecting work quality, stress due to too many tasks, getting nervous and fear public speaking may be another set of weaknesses.  Efforts and actions to turn these set of weaknesses into opportunities may include attending public speaking training, volunteering to speak at public or company events, all corrective actions taken must undergo a progress review. 
Opportunity, could arise in form of new technology, new projects, taken advantage of a growing industry, take advantage of competitors mistakes, create opportunities through customers complaints by providing solutions, networking.  Above all, look at your weaknesses to open up opportunities by eliminating those weaknesses.  Opportunity could also be created through training seminars, covering duties could create career development opportunity.
Threats, consider obstacles currently face at work, does technology threatens your position, could any of the weaknesses lead to threats, key information could be obtained by analysing all these. In addition, staff shortages often lead to over working thereby impacting negatively on performance and creativity. Current bad economic climate resulting to slow growth may lead to staff layoff, however, team working could reduce this threat.
The performance of a company as well its staff is the correct interaction of both its personnel and business management with the internal and external environment.  The recognition of internal strength and weaknesses as well as external opportunities and threats, take place on the basis of SWOT analysis.  Every company is confronted with a variety of internal and external forces which may limit performance or the objectives which the company wishes to achieve.  Good performance within a company are the results of correct interaction of management with its environment.  This environment can be of either an internal or external nature.  To operate successfully company must concentrate its future objectives on its strengths while averting company weaknesses.  Success can only be achieved if one is familiar with both the threats and opportunities resulting from the external environment.  You need to continually reassess your strengths, weaknesses and developmental needs.  It is particularly important to appreciate and value your strengths – from these come both your confidence and competitive advantage in a group or organisation.
Team members assume different team roles.  This is the tendency to behave, contribute and interrelate with others in a particular way leading to success. You can develop your strength, manage your weakness as team member thus improving how you contribute to the team. This is used to create more balanced teams.  Team is unbalanced if all the team members have similar styles of behaviour/team roles or similar weakness, the team as a whole may tend to have that weakness or strength.  The Belbin model ensures that necessary team roles are covered and that potential behavioural tensions or weakness among the team members are addressed. 
Three groups have been identified by Belbin:-
· Action oriented roles
·  People oriented roles
· Thought oriented roles
Belbin role model help to identify potential strengths and weakness within the team, overcome conflict, understand and appreciate everyone’s contributions.
The following will assist in the understanding of the personal strength and areas of further development.
Knowledge and skills, information and understanding is knowledge but being able to perform a task is the skill.  Skills improve with practice, with consistent practice and knowledge brings perfection and efficiency.  It is necessary to have or to learn the skills and knowledge required to do the task you want to do, along your present job.
Skills developed through work, looking at different jobs and organisation, requires different skills.  Skills related to different jobs may be present in the employees or learnt on the jobs depending on the responsibilities, duties and activities.   Skills required could be received through training, coaching and workshops while certain skills could be developed e.g. prioritizing, customer care, presentations, team work, I.T, accounting skills, report writing etc.
Identifying individual development needs could be challenging. PDR is a great opportunity to discuss your development needs with your manager.  During this meeting, you will be able to discuss the dynamic requirement of your role and personal aspirations.   Needs could be identified through the following ways:- 
Skills such as knowledge and attitudes are required to effectively perform on the job. Each role has a job description and a person specification.  Job function will list the things you are expected to do, person specification identify the skills, experience, knowledge and behaviours that you need to do the job well.  PDR meeting is a place to raise the issue of development needs.  It is also worthwhile, thinking about the skills, knowledge and behaviours that you may need to develop in the future in your current job role.
The skills, knowledge and behaviours you actually have now, look at these lists and ask yourself how effectively you match against each one, you may talk it through with your manager.  Ask yourself rigorous questions and answer them honestly.  Is there any area of your work where developing more confidence will make you more effective at work, is there any knowledge , skills and behaviour you have but could be improved for better efficiency.
You compare actual with required, to identify gaps leading to your developmental needs, you must be specific about what you need to do differently.  This will help you in your review and also measure success.  For example, because of my low skill using micro-soft outlook, I learnt how to use the outlook through training.  This actually helped me in my ability to be more organised.
Personal development plan brings about people’s motivation, this development plan must aligned with the organisational goals and future needs.  Personal development plans may be used to address future business needs and succession planning thereby reducing part of the human resources overhead cost. 
Personal development includes:-
Establish personal and career development goals, this goal could be growth oriented, skills and relationship oriented. Plan must include goals in different areas.
Work development need to be established to ensure an objective look at the demands of the role to ensure it is aligned to the organisational goals. Also look at the future demand of the role and future positions available for succession planning.
Identify area of development to enable you develop an action plan, once the areas of development has been identified, then the path to this development needs to be mapped out, this may involve on the job experience, from other people and from training.
Create and implement individual development once action plan has been created.  Managers must support the person involved and to also clear any obstacles.  Changes might be very challenging but with the support of the management, as well as motivation, objectives could easily be achieved.
Update the plan and reflect on the efficacy, the final stage of personal development plan should include self-adjustment and reflection, this will enable both mangers and the staff see what went well, this will in the development success.
SWOT analysis is useful to identify areas for development and as part of career discussions.  A personal SWOT is equally used to focus on specific goals or problems that you may want to address.  This is because we all have diverse goals. The attributes and skills that may help towards one goal may be irrelevant or even a weakness in another context.
Identify the goals to be achieved, it is important to be specific and clear about the timing and when you want to achieve the goal and also how you will know that you have achieved it.  
Identify the personal strength that will enable you achieve your goals as well as the weakness that could prevent you.  Knowledge, skills, experience, resources and support that is available should be considered. These are internal because it relates to you personally and generally under your control.
Opportunities that will enable you achieve your goals should be identified. Opportunities are generally external. These may include promotions and financial incentives, events that may happen at work or outside e.g. someone going on maternity leave or sabbatical that means you have a chance to do something new.
Threats or events that are worrying, or events that might happen and prevent you from either achieving your goals or taking advantage of the benefits.
Review and prioritise, development activities require strategic thinking to ensure detail review of the analysis to identify those areas of priorities requiring action.
Career development is about you, your needs, desires, goals, gaps.  Learning and development opportunity could be targeted reviewing the competency list in your role and consider how you want to grow/develop.  Also, consider what you need to do to grow in another role’s competences.  This will also helped in having an informed decision with your manager.
Shadowing, on the job shadowing is inexpensive, it is an options to learn more about the different roles in your company. An informal or formal meeting relationship is an opportunity for individual growth and development. 
Professional memberships are an in expensive method of updating knowledge.  Attending conferences, workshops, other professional opportunities are worthy of investment to improve knowledge.
Identify the skills or learning areas that you are wanting to develop, look at the options and consider the cost/benefits involved attending external courses and conferences. You can discuss this with your manager for supports.
Employment goals typically involves deciding what types of skills and knowledge to develop, setting financial and salary objectives, identifying needs for stability and developing a vision for the types of new experiences desired.
It describe the specific areas you want to develop or pursue.  Based on the resources associated with the industry, specific training or professional education could be completed e.g using CMI to apply for management courses, a manager could use this to demonstrate his expertise and knowledge in management process.  
Measurable employment goals describe the desired outcome of career development. Factors such as customer satisfaction rate, sales closed, cost savings, you can track and monitor your progress towards achieving personal and professional goals. To enable you analyse your success and adjust your career development path depends on feedback such as ratings on leadership qualities from co-workers, managers and customers.  Questionnaires could also be used to guide your career development path.
Employment goals must be realistic and attainable, such as finding a job in another country, getting a promotion that includes managerial tasks or increasing annual pay each year, you set a clear direction.  If employment goals cannot be achieved because of circumstances beyond your control, you might get discouraged and abandon your career development.
Time constrained, chosen career should be in phases, you can ask your manager about responsibilities associated with an entry level position after two years within five years, to set expectations and review progress regularly.
Objectives with defined timeframe establishes goals linked to promotions and increased responsibility which matched your developing skills, knowledge and expertise.
Personal development plan is a way for people to assess their skills and qualities, consider their aims in life and set goals in order to realise and maximise their potentials.  The development plan will identify the skills required to set life goals which will enhance employability prospects, raise your confidence and lead to a more fulfilling higher quality life and enable personal empowerment.
It is a good idea to keep a record of personal development.  Self development is important for developing assertiveness skills.  This is a tool we use to develop an understanding of ourselves and communicate our beliefs, values and opinion to others.
Professional development plan is used to document career goals and set out a strategy on how to meet them.  It identify and develop the professional skills needed to reach your goals.  This is your responsibility, your employer might encourage you to create a professional development plan as part of your performance review process.  Professional development goals must be:-
· Clear ( easy to understand and necessary)
· Measurable (identify progress and boost confidence)
· Realistic (achievable)
· Timeline(start and end time)
· Rewarded (recognition given to achieved goals)
Professional development goals include:-
Enhance communication, good communication promotes productivity and it helps the entire team.  Investment in management training that focuses on communication, verbal and non-verbal interactions.
Better motivator, motivation is a key management skills.  Motivation enhances employee work ethics and maximise their effectiveness.
Increase productivity, increase in employees’ productivity is beneficial to the entire company.  This will also increase the bottom line.
Support and manage change, incorporating change management training prepare employees for future change and increased employee retention and productivity.
Improve retention rate, this is critical, lowering the number of employees that leaves help to maintain processes and mitigate upheaval.
Goals are high level strategic statement that explain where you will be or what you will be doing if your personal development plan is a success.  Actions are needed for objectives and goals to be meaningful and achievable.  It is a key element of personal development plan.  It enable us to test what you have gained so far i.e measurable.  This is the reason why actions must conform to the SMART MODEL – specific, measurable, achievable, relevant and time based.  This model ensures that, your actions clarify your progress towards objectives and goals.  It will also measure your progress accurately.  A successful personal development plan will have goals and objectives and the actions to take to achieve these goals and objectives.  Personal development plan must be clear and detailed.
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