Task: Students will produce a 4,000 portfolio of evidence which demonstrates an understanding of the skills and knowledge which contribute toward working effectively, their readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing their employment goals and develop a personal action plan/development plan. 
This assignment is a portfolio of collection of evidences which provide an understanding of the skills and knowledge which have contributed to advance and develop my work, readiness for employment, exploring my personal strengths and weakness, employment goals and developing my personal development plan. It starts by attempting to look at my employability skills and what new employability skills I have to build up to be completive and capable to join the labour market. It begins by defining the term skills and provides a brief idea about the employability skills. It then turns to the important role of the employability skills in the current global marker. This will be followed by highlighting my strength and weakness, which new skills I have to acquire and what skills I have to develop and how to develop it. The assignment will also explore the important of readiness for employment and the employers’ perceptions of their employee’s readiness. It then looks at what is the personal development plan with the focus on my personal development plan and ends by concluding the main points. 
Skills are defined as the ability and capability obtained from planned, organized, and continuous compound performance or job activities. Skills are divided to two types, hard skills and soft skills, hard skills are tangible and technical which can be assessed and evaluated by qualifications and work experiences and can be taught in classroom and training at workplace (Doyle, 2018), Example of hard skills learning a foreign language, computer sciences, using machines in a factory or assisting devices and equipment’s needed by disabled and elderly people. It is easy for employers to recognise hard skills by looking at certificates, test or by the interview ( Doyle, 2018). While soft skills are intangible, it is ‘interpersonal skills’ or ‘people skills’ as called by Doyle (2018). It is about the ability to deal with people, it includes your patient, your communication  skills, your motivation and leadership skills. As Rigby and Sanchi’s (2006) argue the term skill is focusing on its technical and professional development through education, training and work experience and ignoring the role of social construction. To define and assess skills social construction is a major factor. Moreover, employers define skills according to their own views and their business requirements. In most cases for social classification men’s skills/jobs are considered as more advanced and get more attention than women’s skills/ jobs (Rigby and Sanchis, 2006).
 It is important to acknowledge what are the essential required skills employees need to be competitive in the current labour market, and what capacity they need to face the unpredictable and unanticipated future challenges. A general agreement that, learning and training must include the current features of what is required in today’s labour market. Moreover, developing the completeness and skills must not focus on higher educated employee, but it has to include all the educational levels and standards of employees to meet the need of the labour market. A successful business would acknowledged the important of  making its working force adaptable to continuous change according to the market demands and benefit from the advance technological development.
The worldwide advance revolution in the information technology has a great impact on the labour’s skills required in the current competitive labour market.  This has necessitates the development of the existing skills and create new skills and capabilities. To meet this challenge employees have to obtain necessary skills to survive or join the labour market and to contribute positively the business (Morgan, 2016). The majority of business owner have recognised that to compete the labour market it is important to develop the skills of their labour force and have committed themselves to raise it. They also have recognised that skills should not focus only on formal education.  Formal education is essential but not enough to meet such competitive market. Formal education has to be supported by interpersonal skills such as team working, problem solving, adapting and handling work stress (Maund, et al 2017). Even though there is an agreement in the labour market about the important of developing the labour force skills, but skills are viewed differently by business owners and sometimes it is difficult to recognize and develop the skills that meet their expectations and requirements (Maund, et al 2017).   

Being employed in social care sector, there is a requirement for a particular skills to be a good social care provider. Beside the hard skills there is a need for natural skills or interpersonal skills which cannot be learned in classroom or training. To be a good service provider for people with disabilities particularly those who have mental health issues, learning disabilities, or those who need special equipments to assist them to live independently I need the following skills: Being patient is one of my vital skills to be a service provider. Disabled people and other service users sometimes are not willing, slow to express themselves or very slow to walk or moving around. Moreover, some of them have difficulty to communicate when they are in a bad mode or when they are frustrated they get aggressive with their service providers (Oliver, 1996). Therefore, being patient and peaceful to deal with is my main skill no matter how tense the situation.  This is because being patient will help my service users to calm down when they are stressed and help them to accept my service. Moreover, if I get upset or react negatively no doubt this will damage my performance and it may lead to lose my reliability and job. Being a cheerful person is also one of my skills which contribute toward doing my job effectively.  Being a cheerful person help my service users to ease their tension and feel comfortable to deal with me and accept my service.  Moreover, it helps to build an excellent relationship with my colleagues to work as a team which is necessary factor in social care sector. Another skill which help me to contribute positively to my work is thinking quickly and do not hesitate to take a decision.  This is necessary in my job as sometimes unexpected things can happen suddenly to service users which require an immediate right action. 
Additionally, to be a good listener and passionate are an essential features to be a successful service provider. Sometimes, service users feel very desperate to talk about their feeling, needs and experience. Therefore, service providers have to listen to them with care and passion to make them feel comfortable and valued as individuals with dignity. Moreover, to be punctual is a very important skill which helps to provide the service on the right time. This is extremely significant for the reason that service users depend on service providers to help them on their daily life. Sometimes the consequences of being late or absent without permission could cause death or life threatening (Oliver. 1996). To be enthusiasm to learn and advance my performance is another skill which has a positive impact on my duties as service provider. Social care sector requires continuous training and updating of the development of social care science. I also have the ability to be flexible to work more hours or shifts when required. Moreover, taking the responsibility of my faults is a significant skill which contributes to my job’s excellence. In social service sector this is important to service user’s safety, therefore, admitting my mistake and report it is necessary to avoid any consequences, it is also important to learn from my mistakes and avoid doing it again. Being a good observer is one of the main skills required for service users’ safety, it is my duty to observe any detail about service users. This is a very vital when service users cannot express their needs or communicate (Oliver, 1996).  
Personal strengths or weakness are individual characteristics. As Haapter et al (2019) argue there are four main personal strengths: social competence, problem solving, independency in decision making and motivation. According to Masten (2001), personal strengths or weakness are usually influenced by the personality and the surrounding environment such as ethnicity, culture, gender, geography. It is important for everybody to know his capacities. Strengths can be leveraged on and developed to drives to a successful future. Weaknesses are not downfall or disadvantage but it is something requires to be built and developed.  Therefore, to built on your strengths and address your weaknesses, it is essential to recognise it. Regarding the question raised by some people, which worth more to focus on your strength or to work on developing your weaknesses?  Kaplan (2013) suggests that in general, it is better to be more focus on the strengths. This because when you work on things you are good at it would not cost you much time and effort, it is about looking for new opportunities and positive challenges instead focusing on the negatives areas, which could be time consuming and in need for high effort. It may also minimise your confidence and interest. However, others have argued working on your weakness is more important and very essential as it has its role in your personal development and success (Kaplan, 2013).
The argument that strengths can compensate for main weaknesses has been rejected by Byham (2012). For instant a head of an organisation who has strong vision but is not capable to sell or demonstrate his strategies because he lacks the ability, courage and confidence to communicate with others particularly when he has to bring his vision to fruition in such competitive market. Such weakness may fail the head of the organisation and the organisation productivity and reputation. According to Kaplan (2013) the majority of people are not aware of their strengths and weaknesses, he believes that to develop their personal skills people have to assess and know their skills.  Continue arguing Kaplan (2013) notes, the main personal strength could be anything that you have acquired instinctively, for instant to have conversations with some people you haven’t met them before or in no time you take the right decision or action in a tense situation.

Similarly, it is necessary to know your weaknesses; weaknesses hold people back from being creative and capable to achieve a positive outcome. Weaknesses can be improved no matter if it is professional or social skills. Developing your weakness has a positive impact on your personal and organisation outcome. As Buckingham and Clifton (2001) argue a good training program would help and encourage employees to develop their skills and to set up their objectives and goals to reach a positive outcome. This will also lead to build their self-esteem and confidence, even if they haven’t fully skilled and competent. Having a good training has proved that employees have amazing capability to develop and advance, this include adults learners. While poor training is just waste of resources and time. The argument that employability skills must be included in the academic curriculum has some difficulties to be implemented this is because of the shortage of resources and time (Tan and Fawzi , 2017). However, it has been recommended that employability skills have to be obtained and developed by work training and experience rather than to be taught in the classrooms. Referring to Knight and Yorke in the study carried out by the Youth Employment UK in 2017, that employability skills are the outcome of work experience gained over a lifetime (Buckingham and Clifton, 2001).

Looking at my personal weakness I have a number of skills which require improvement to meet the competitive market of health services and to improve my performance and credibility in my current job or if I want to search for a better new job or even if I want to change my career. Improving my language skills in terms of reading and writing is a priority. English language is not my mother tongue, even though I have attended English courses but still my English is in need to be developed as I have to work more on it to reach the required level that make me confident and enable me to compete and gain a high job.  Computer science is another skill I have to take it seriously and develop. Although, when I was employed in my current job computer skill was not a requirement but increasingly there is a demand to learn computer skills to report to my manager and communicate with other staff members. Therefore, developing my computer skills is a must to stay in the labour market.   

Although I am very patient person, passionate and caring for my service users particularly when they are stressed or feeling low, to develop this skill I would like to learn counselling skill to be able to provide counselling in a proficient way.  Moreover, I would like to look at my personal wellbeing. In my job sometimes as a result of work pressure stress is expected.  According to the study carried out by Marmot (2002) the high rate of heart attacks caused by work stress and pressure for employees in the public sector in the UK has led to change the understanding of stress in working places. He argued that the rate of heart attack among professionals was connected to the level of their responsibilities. He has pointed two main types of work stress that raise the rate of heart attack. These are the level of the work load and the lack of training and work experience. Bearing in mind staff shortage in social care sector and the growing demand of care services associated with the high responsibility and sensitivity of the job sometimes put pressure on service provider and cause a lot of stress (Lucey, n.d ).  Being human being sometimes when I reach my limit I may feel stressed and loose my patient, consequently I have to make balance between my own welfare and my job responsibilities. Therefore, looking at my own wellbeing is necessary and it requires developing my skills in this field. Devolving my skills and knowledge in first aid is equally important to my job. Although, I have done a course in first aid, there is more to be learned such as blood test. This is very helpful in my job as in some cases service user would not be willing to go to the hospital or unable to go. Therefore, advancing my skill in this field is helpful.  

To be ready for work it is essential to understand the important of being ready for employment and have the willingness and the capacity to develop and improve your performance which will impact positively on your personal development and the work outcome. This section will look at employers’ perceptions of their employee’s readiness by identifying their requirement from their employees to meet their business target. A perception of readiness depends on the structure of the business and its needs which have largely been affected by the current changes in the competitive advance technology and management practice. Strong competition has led business owners to focus customers need and quickly respond to their preferences.  It has been argued that the advance of technology would minimise the role of workers but the reality is opposite (Cottrell, 2010).  In most times low level workforce have important role to play, they have a responsibility and decision and use their judgment to determine the best for their products and customer’s satisfaction (Cottrell, 2010). Although the advance technology has helped to improve national health services but the important of developing the employee skills is a priority.  To function effectively in social care sector, beside hard skills employers are expecting their workforce to have the interpersonal skills and have ethical commitment and flexible. 
As Lowden et al (2011) argue to address the readiness of employees, it is necessary that employers, employees, and the educational institutions to recognize their responsibilities and the difficulties associated with this. They raised the question if here is a common perception of readiness between employers and employees? They also argue that to reduce the gap between new workers and employer expectations can be may be done by raising the awareness of the workers of what skills and characteristics features are more important to the employers (Lowden et al, 2011).  Educational institutions and employers can support this process, where educational institutions have to know what the expectations of the employers are and employers have to make their expectation clear and facilitate the training for their employees particularly the new ones.
In addition to hard skills recruiters are very enthusiastic about soft skills, this is specially significant in social care sector. As it is easy to train and develop employees on hard skills for example computer sciences or using machines and equipments but when it comes to soft skills it is particularly difficult to train them for instant to be patient or passionate about service users and their needs. Therefore, it is significant to recognize my soft skills and draw attention to it when I apply for jobs associated with human services especially when it comes to vulnerable people.  Any person works in social care services cannot keep up his job if he is not for instance patient and a good team worker. This is because social services sector does not require team work only within the organisation but it also necessary to work in corporation with other organisations that provide other services to my service users, an example health services and housing benefit (Oliver and Barnes, 2012). 
As in social care sector employers are very concern about people skills with the focus on soft skills. It is significant for applicants to make their soft skills clear on their CV.  It should be listed beside the hard skills. It is also required to draw attention to the soft skills experience with service users. Furthermore, it is essential to draw the attention to both skills in the covering letter and as it is hard to make out soft skills it is important to focus on it. For example instead of saying that you are a very good observer, make obvious that you own it. For example you can say during my previous job in Xx Company I noticed that a service user was behaving in a different way as she was trying to explain or saying something, I have raised this issue to my manager who has observed and investigated the service user case and dealt with it at an early stage (Doyle, 2018). It is equally important to demonstrate your soft skills to the recruiters during the interview. To highlight the skills required by the employers it is essential to go over the job description to identify it and emphasize it during the interview (Watty et al., 2012).
Personal Development Planning (PDP) is a continuous development process that enables people to make the best use of their skills and help to advance both the individual’s plans and the strategic goals of the organisation. It also provides the framework to focus on development needs which may result from change in work roles, or from organisational or legislative change, or from challenges involved in managing people or working in teams. (OHM, 2003, p.3).  PDP is an effective plan which defines what is needed for development; it is not only a learning process but it is a planned approach to develop existing and future objectives. As it has been argued, PDP consists of three steps: 1st.  Personal analysis, by defining your strengths and weaknesses, 2nd.  Identifying your goals by defining your new goals and 3rd. personal objectives by defining your personal objectives. It all about knowing where have you been, where are you now, where would you like to be, and how will you be there. 
To create your personal development plan it is necessary to conduct your personal analysis and honestly reflect and evaluate your strengths and weaknesses. This must include the evaluation of your education, training and work experience. A personal action plan is a crucial mean to assess and evaluate a business and a life journey in general.  It is important to identify what is important to the business and to start by working according to the priory. My personal passion, commitment and my long work experience in health and social care sector have motivated me to focus on this sector and develop my personal plan to initiate a company 
I am in my forties, live with my husband and two daughters. I am employed in social care sector for ten years. To promote myself and family future, I have I made my personal action plan. It has been nearly fifteen years since I wrote any things that about four or five lines long. It is quite challenging to go back to education and joining the University of Wales Trinity Saint David to advance my education and develop my skills. Although it is difficult to balance between my work, family responsibility, education and maintain my welfare and physical fitness but when I made my personal development plane I felt confident and certain that I have the ability to implement my plan and reach my goals. Fortunately, my employer is supportive and flexible to help me to mange my time between work, education and family responsibility. My plan focus on developing my education further, this besides running my own business in social care.
I have started my personal action plan by assessing and analysing my strengths and weaknesses, to build on the strength and address the weaknesses. I have also outlined the structure of my business plan by defining my goals, prioritized it and set out the deadlines. Moreover, I have explored what are the available opportunities to my plan or threats that may influence it. I have already started to implement my business plan and registrared the company in the name XENA Care 4 U Ltd, developed the website, logo and leaflets. From my study, personal search and work experience I understand I have learned different marketing approaches and how to adopt marketing models and theories. I have also explored how to analysing the market, identifying potential customers and their preferences.  I have adopted SWOT analysis in my marketing plan. Therefore, I have searched profiles of targeted customers to be aware of the opportunities in this context and consequently established a plan on how to turn such customers into active frequenters of my business. 
To conclude, worldwide there is an enormous increase in the literature on employability skills. To meet the challenges that face employee in the current competitive market, they have to gain the necessary skills to survive or to join the labour market and to have a positive contribution to the business. There are two types of skills, hard skills and soft skills. Hard skills are tangible which can be assessed and evaluated by qualifications and work experiences and can be taught in classroom and training at workplace. While soft skills are intangible, it is ‘interpersonal skills’ or ‘people skills’. It is about the ability to deal with people such as to be patient, communication  skills, motivation and leadership skills. To be ready for work it is essential to understand the important of being ready for employment and have the willingness and the capacity to develop and improve your performance.   Perception of readiness depends on the employers’ perceptions of their employee’s readiness, it depends on their business’s structure and requirements which have largely been affected by the current changes in the competitive advance technology and management practice. To address the readiness of employees, it is necessary that employers, employees, and the educational institutions to recognize their responsibilities and the difficulties associated with this. PDP is a continuous development process that enables people to make the best use of their skills and help to advance both the individual’s plans and the strategic goals of the organisation Personal strengths or weakness are individual characteristics. 
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