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[A journey of reflection and learning]
Introduction;
The importance of professional career development for career success would be to build confidence and learn academic skills thus allowing me and anyone else in the work place to be able to build credibility and gain certificates for promotion.
I have successfully gained admission to study Academic and Employment Skills at the university of Wales Trinity Saint David.
I started this course hoping that it will improve my personal and professional skills which are paramount in the workplace and will also help me in my personal goals.

This course should enable me to develop new skills and improve on existing skills.
I am looking to obtain skills that will increase my communications skills and help me make good, sound judgment, teach me good leadership skills, help me develop good management skills and most importantly that will help me meet future workplace needs. Face new challenges with confidence that will help me stand out in the world of employment.

At first the assignment was overwhelming. I was nervous about how I am going to tackle this daunting assessment of personal development. My goal is to improve the quality of life to get a better job or career and develop balance between work and homelife.
During this process I am able to examine myself, to gain an understanding about my learning styles. I plan to use this insight to enhance my learning skills.
The importance of study skills is necessary for us so that we can improve our learning and fine tune the skills in the academic course, Certificate of Higher Education, Skills in the Workplace which can potentially lead to a degree.
I have become aware that I need to improve and learn new study skills to help me get the grades and achieve my goal which is to pass this academic course. To achieve my desired goal, I have conducted a SWOT analysis, and to monitor my development further I will be conducting a SMART analysis. 
My findings:

One of the self-awareness strategies I have studied are:
S.W.O.T



S; strengths
W; weakness
O; opportunities 
T; threats 

The SWOT analysis was invented by ALBERT HUMPHEYS, a management consultant at the Stanford Research Institute during the 1960’s reference

A SWOT analysis is a very useful tool or a technique for understanding my Strengths, my Weaknesses including identifying both opportunities and threats.
SWOT analysis can be used personally for self-development or as an organisation to identify its strengths and weaknesses.
With the implementation of the SWOT analysis, I can now use the findings to my advantage by challenging my weaknesses turn them into strengths. The SWOT analysis has helped me focus more on what I should be improving on to become a successful student. These traits have been identified below
Strengths 
My strengths are a determination to attend all lectures, disciplined and I am able to work well and contribute to the group, Enthusiastic, dedicated, and versatile where as I can be placed in any roll and able carry.
Weakness 
Time management; sometimes leaving things to the last moment to meet deadlines by procrastinating. Overcommitment which has led me to not complete projects. I need to improve my self-motivation by improving my study skills so that the quality of my work improves. I will address my weakness this so that I can change them into strengths.
Opportunities
To learn and gain the qualifications of Academic and Employability skills in the workplace that will help me develop self-awareness and the leadership skills, time management skill and motivation skills which should open up new doors leading to a career.


Threats
Anything that can stand in my way of achieving my goals such as poor planning skills, undeveloped organising skills, good leadership skills, management skills. Trying to developing these skills during the evening whilst also working a fulltime time job can have a negative impact to my studies.

Since starting this course, I have become aware that I need to improve and learn new study skills to help me to get the grades and achieve my goal which is to pass this academic course.  
Some of the points raised in my threats are planning skills; this relates to setting out what my goals are and deciding how achieve them. My goal is to study Certificate of Higher Education Skills for the Workplace.
Organising skills; delegating tasks and utilising all my resources to give me the most time in lectures and reducing the late-night hours at work.
Leadership skills; I sometime lack the ability to motivate others when things are not going well, sometimes I give up too easily. I need to work on my leadership skills to motivate others around me to get things done and to meet deadline.
Management skills; I need to improve this skill to keep on track of my performance and colleagues, performance correcting any mistakes when required also keeping to timescales of projects or assignments. I agree with the following statement by Emerson

“That what which we persist in doing becomes easier not that the task itself has become easier but our ability to perform it has improved.”  (Emerson;1803)
[bookmark: _GoBack] 

SWOT has taught me the importance of study skills is that, it’s for all of us to be good at learning the skills that we will most likely to use and to take to next level from this course of higher learning to obtain a degree. In order for myself to be productive during lectures I must develop study skills, skills such as time management, taking notes more clearly and most importantly, improving my concentration.
SWOT has highlighted the necessary skills that I must improve on and develop.  
Some of the skills I identified are as follows;
Effective reading skills is to read and recall correctly and to comprehend what we have read.
Identifying research materials that will be relevant and helpful in my assignment of self-awareness and development.
Team work for working collectively to find solutions to problems and able to work in groups where different ideas are put forward to find an answer to a problem or task.
Time management is critical to manage time in order to get projects or assignments or goals completed within a specific time frame; e.g. to hand in the assignment before the 9th November 2018.


After conducting a SWOT analysis for myself I have found that there are areas for improvement in my personal development and that a regular review of the development stages will help me achieve my goals to obtain a better job that has more job satisfaction than the current job that I am in.


Through SWOT, I have learnt what ‘Soft skill and Hard skills’ are these are listed below:

· Communication
· Ability to work under pressure
· Decision making
· Time management
· Self-motivation
· Conflict resolution
· Leadership skills 
· Adaptability
· Teamwork
· Creativity
· the above skills are at times difficult to demonstrate and lean.
· ‘Hard skills’ 
· Copy writing
· Foreign languages 
· Graphic design
· Planning/ Event planning
· Mathematics.




Learning style 1 

Myers Briggs personality test

Further studies have led to different learning styles. I have discovered some interesting facts about my learning styles after conducting the Myers Briggs PERONALITY TESTI have discovered some interesting facts about my learning styles after conducting the Myers Briggs personality test.This Myers Briggs (1943) questionnaire that was constructed by Katherine Cook Briggs and her daughter Isabel Briggs Myers it is based on the conceptual theory proposed by Carl Jung who had speculated that humans experience the world by using four principals' psychological functions of sensations, intuition, feeling and thinking.
Out of those four functions one of them is the dominant functionality of a person for the majority of the time. Of the twenty questions there are no right or wrong answers. 
The results determine that I am an extrovert, the most dominant side with five out of five of the rest of results, followed by Judging four out five Feeling four out of five Sensing with the lowest score of two out of five. 
These results indicated that I am an extravert mean I am expressive, active, initiating and enthusiastic. I agree…critically evaluate


Learning style 2

HONEY AND MUMFORD


Peter Honey and Alan Mumford developed the Honey and Mumford learning style this learning style is based on the results of 80 questions. Their questionnaire was first published in the autumn of 1982. They identified four distinctive styles of learning or preferences.
The styles are as follows:
activists They like to learn by doing things. These learning activities can be brainstorming, problem solving, group discussion, puzzles, competitions, describe where you are in relation to activist
theorist: They like to learn by models' ideas statistics background information and the hypothesis behind the activities
pragmatist: They acquire the ability to put the learning into practice. They prefer to experiment with new ideas and speculations they also prefer to take time to think about how to apply the learning to solve problems and to discuss it.
reflectors: Learn by watching and thinking, they prefer to compile all the information then come to a suitable conclusion they also prefer discussion's observing activities and like feedback.
After conducting the Honey and Mumford questionnaire it showed that I am a Reflector and that result I would agree with as it had the highest mark.


VARK

The VARK learning system VARK being an acronym which stands for;
V; visual study strategies 
A; aural study strategies 
R; read/write study strategies 
K; kinaesthetic study strategies 
Visual study includes pictures graphs flowcharts and videos and slides to help understand the information.
Aural study includes attending lectures and tutorials anyone who is in this category absorb the information through hearing.
Reading and Writing those of us who prefer to read and write should use the text book and lecture note to help them learn better.
Kinaesthetic study is a learning style where we can learn by carrying out physical activity rather than those who prefer to learn by just reading from text books. 
After completing a VARK questionnaire my results showed me what I prefer or better suited to. Aural strategies Reading strategies and kinaesthetic strategies as aural reading and kinaesthetic as the latter three results came back with the same score, I find I prefer the Visual strategies secondly, I prefer aural strategies followed by kinaesthetic has shown that I prefer lectures, as well this is I can ask questions when certain things aren't clear that is my personal thought on how I prefer to study also shown the completing the VARK questionnaire.
  

Personal Development Plan.

My personal development plan is a short-term plan as my current goals are achievable within twelve months.
My short-term personal development plans and objectives is to acquire the certificate of higher education skills for the work place to acquire good understanding and capability in academic writing and management skills. Also, to acquire better communications skills in verbal and written and to be capable to lead and motivate a team and to acquire good decisions skills based on the information provided.
My personal development will help me realise my learning styles and how to utilise it the most, as we all learn in different ways, I am able to comprehend information and act upon it based on my Learning style.
My personal development plan will improve my awareness and develop my strengths which will help my employability prospects
SMART analysis,
S} Specific – To gain the certificate of higher education skills for the workplace 
M} measurable – twelve months to complete the course.
A} achievable-   yes, I must plan my time to attend the lectures.
R} realistic- yes, I am capable to gain this certificate 
T} time - twelve months to complete and to pass this course.




My Go Mad framework

	Act upon regular feedback from lectures, while making sure that I am on the right track ensuring that I pass my assignments as a measure of my results. 
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	Prepare well for the class and have a positive approach to learning. Can I do this? … Yes, I can, I can see myself with a graduation gown and the mortarboard square cap.
	Ensuring that I find time outside my full-time job to do this course.
	Receive support from my family, friends and colleagues from my lectures.


                             [image: ]                         [image: ]         
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	To build confidence and to be able to get a better job with a different career path.
	To obtain a degree which has been my lifetime goal.
	Read all the notes, revise an attend all lectures to improve analytical skills.


                             [image: ]                         [image: ]





Appendices

Conversion strategies:

How to Overcome Procrastination Using the “4D” System

· Delete it: What are the consequences of not doing the task at all? Consider the 80/20 rule; maybe it doesn’t need to be done in the first place.
· Delegate it: If the task is important, ask yourself if it’s really something that you are responsible for doing in the first place. Can the task be given to someone else? See “10 Things a manager should never delegate.”
· Do it now: Postponing an important task that needs to be done only creates feelings of anxiety and stress. Do it as early in the day as you can.
· Defer: If the task is one that can’t be completed quickly and is not a high priority item, simply defer it.

Getting Organised 
In order to effectively manage your time and be productive each day, you have to create the right environment. Eliminating useless clutter, set up an effective filing system, have a nearby place for all of the work items you need frequently, and utilize workflow management tools to help you create a productive environment.



Learn to Say No

When others make requests from you, these tasks may be important to them, but conflict with your most important goals. Especially when it's something you'd like to do, but simply don’t have the time for, it can be very difficult to say no.
While it’s great to be a team player, it’s also important to know when and how to be assertive and let the person know you can’t handle their request at the moment. If you do agree to take on the task, negotiate a deadline that helps them achieve their goals without sacrificing your own.

I have gained the following information from this website 
https://www.thebalancecareers.com/time-management-techniques-2276138
I have found it to be very useful in my study techniques 

SWOT table.
	
	Findings 
	Conclusion 

	Strengths
	One of my strengths are that I have powerful determination to attend all lectures to make notes and obtain new information. I also believe another one of my strengths is that I am disciplined and I am able to work well and contribute to the group. I believe that I am enthusiastic, dedicated, and versatile as I believe that I can be placed in any role and able to carry on with my tasks.
	To conclude, I have many strengths such as good determination which will help me attend my lectures and reach my full potential. I will further develop my strengths to make ensure that I will succeed in this course.

	Weaknesses
	One of my weaknesses are time management as I sometimes leave things to the last moment and this leads to overworking by procrastinating. Overcommitment which has led me to not complete projects. I need to improve my self-motivation by improving my study skills so that the quality of my work improves. I will improve on my weaknesses so that I can turn them into strengths.

	I have identified my weaknesses and I will turn them into my strengths overtime this will benefit me. At first, this may seem slightly difficult but will become easier overtime as I will implement a time management in my studies and I will implement regular and check my progress on assignments and tasks.

	Opportunities 
	One of my opportunities are to learn and gain the qualifications of Academic and Employability skills in the workplace that will enable me to develop self-awareness and the leadership skills, time management skills and motivation skills which should open up new doors leading to a career.
	I have identified my opportunities and I will ensure that I take them to my advantage to ensure my success after I complete my course.

	Threats
	Anything that will stand in my way and obstruct me from achieving my goals such as poor planning skills, undeveloped organising skills, bad leadership skills and poor time management skills. I will develop these skills during the evening whilst also working a fulltime time job can have a negative impact to my studies.
	I have discovered my threats and I will make sure that I don’t fall into the habit of not working to my full potential which will cause me to fail and result in me not being successful.


I will be implementing the chart below to maximize my time management by organizing what box I should be placing tasks.

[image: ]

While attending this course there are internal and external barriers to which have come to light. 
Internal barriers are the as follows organizing the time from work to attend lectures finding the time for quality time to spend with family to dealing with family emergency and the time to take the children to and from school.

External barriers are finance having to cut down on activities with family while time is taken off from work to attend lectures find the extra money for transportation the extra fuel for the. Also, at times needing to work extra hours late at night to top up the income.  
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