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1.0 [bookmark: _Toc74911271]EXECUTIVE SUMMARY

For this report I will be reflecting on my online learning experience and key employability skills which I have learnt. This report is based on the challenges I faced and how I overcome them, the research methods I had to hone to achieve the results in my findings. Most importantly the report will show an understanding of my self-awareness and my personal development and how certain employability skills can be achieved from reflecting on myself. The report will contain tables and questionnaires of my findings which we carried out throughout our online lectures.
I have written this report as it is my assignment for component 1 in professional career development.
Going back into studying after an exceptionally long break and how I have used different learning techniques for this report and the extensive use of technology to write this reflection, also being aided by my lecturer and Panopto's on Moodle, for this report. I will carry out online research and use the university library to support my findings. I will conclude as to whether I have succeeded and achieved my online learning journey and what key employability skills and strategies I have learnt and understood to present in my future career path and personal development.
[bookmark: _Toc74911272]2.0 TERMS OF REFERENCE

This report has been requested by my lecturer Melanie Squire, the purpose of the report is to write a reflection on my online lectures, what I have learnt over the 5 weeks and what employability skills are required for personal career development. The report was requested on the 18th of JUNE 2021.
[bookmark: _Toc74911273]3.0 PROCEDURE

To carry out this report I compiled information from my online lectures on Microsoft teams and using the Panopto's on Moodle. I did research on my library and used google scholar for terms of references. I used the notes I wrote during the lectures to reflect on my writing.
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[bookmark: _Toc74911275]5.0 INTRODUCTION

I have written this report to explain why professional career development is important. I think it is particularly important for career success because it teaches us to be self-aware and reflect on our abilities and skills. 
SELF-AWARENESS enables us to stand apart and examine even the way we “see” ourselves – our self-paradigm, the most fundamental paradigm of effectiveness. It affects not only our own attitudes and behaviours, but also how we see other people. It becomes our map of the basic nature of mankind.” Stephen Covey, 1999, pg66-67
 I completely agree with this statement as it is a perfect description of self-awareness.
Key employability skills such as time management, resourcefulness, critical thinking, self-awareness, communication skills, report writing and many more are equally important. These skills teach us to be flexible and adaptable to change, we learn strong work ethics and become team players. Working with these skills teach us to prioritise task, manage our time productively, we learn to problem solve and analyse situations. With these key skills we become self-aware and thinking quick on our feet. It gives us the ability to evaluate, brainstorm and observe whatever our criteria may be.
By acquiring these skills, we become employment ready and work effectively.
I plan to discover some of these skills and use them for my personal development plan, how I will identify the achievement of acquiring these skills, I will do a SWOT analysis for my SMART goal to plan a personal development plan around the key skills.
[bookmark: _Toc74911276]6.0 AIM

Developing employability skills will open up opportunities to different career paths. Having the skills will make me more confident and motivated to work. By completing the course, I will attain these skills and have the ability to be employment ready and self-aware and become adaptable to change.
‘… looking back on an experience and making sense of it to identify what to do in the future.’ (Drew and Bingham, 2001 p221)


[bookmark: _Toc74911277]7.0 FINDINGS
For my findings I will reflect on all the lectures I have attended. I have learnt about SWOT, SMART, Johari’s window, these models and strategies are new to me and once I started watching the Panopto’s it was highly informative. Studying this module made me think about how I would use SWOT analysis in my career development, to achieve a SMART goal. Some of my strengths and weaknesses became apparent, for example due to lack of confidence I was unable to speak up, I was thinking of answers, but I didn’t put them across to the group, so I worked on this to improve myself by reflecting on the Johari’s window.
‘Confidence in one’s abilities generally enhances motivation, making it a valuable asset for individuals with imperfect willpower.’ The quarterly journal of economics, (Roland B, Jean T, volume 117, issue 3, pg. 871-915, 2002)
learning different employability skills, models of learning styles and strategies will help build my confidence.
I had trouble logging into Moodle and teams at start, contacting I.T for support, the issues were resolved before the lectures. With the learning aspect there was a lot of information to process, so I revisited the Panopto’s, this was a better way of learning by going back to the resources to understand in detail, the module.
Developing and understanding digital competence in Europe
‘Digital competence can be broadly defined as the confident, critical and creative use of ICT to achieve goals related to work, employability, learning, leisure, inclusion and/or participation in society.’ Anusca Ferrari (2013) digcomp.org.pl
I will investigate the Myers Briggs questionnaires and VARK questionnaires to see what my learning styles are and whether I agree with them. By the end of my findings, I will come up with a personal development plan after reflecting on the lectures and learning employability skills.


7.1 [bookmark: _Toc74911278]INTRODUCTION TO THE MODULE
The lectures taught me self-awareness, SWOT, SMART goals which helped me create my own SWOT analysis, stated below.
STRENGTH 
Time management – I was punctual for the lecture and watched the 2 videos in full before the time ended
Thinker – being a good listener, I accomplished understanding the lecture and activities. I put a lot of thought into this learning journey and how I can complete it successfully.
Resources – I have access to the internet to carry out my work and do research. Having access to Moodle and the online library for notes and references.
Family support – my family can provide support i.e. read my drafts, school pickups when I am in lectures, reassurance when I get stuck.
WEAKNESS
Confidence – lack of confidence, restricted me from conversing. 
Digital competency – I was not able to view myself or others when we were allocated to separate rooms for discussion, I was unable to solve the problem.
OPPORTUNITY
This course is a great opportunity to build my confidence by getting involved in activities. Realising what my SWOT is I can set more realistic SMART goals.
Self-awareness – this module is a great way to investigate myself by turning all my negatives into positives. Gaining a level 4 for work skills would look great on my CV.
THREATS
Being away from education for a long period, is my biggest threat, there will be obstacles and hurdles which I will need to overcome throughout this course. To absorb the information in the lectures and keeping that learning mindset will prove to be a challenge.
‘The development of new technologies enables learners to learn more effectively, efficiently, flexibly and comfortably. Learners utilize smart devices to access digital resources through wireless network and to immerse in both personalized and seamless learning. Smart education, a concept that describes learning in digital age, has gained increased attention.’ (Zhi-Ting Zhu et al, open access, smart learning environments 3, article 4 (2016)


7.2 [bookmark: _Toc74911279]PERSONALITY PROFILING AND LEARNING TECHNIQUES
Looking at different models, we were asked to complete questionnaires on our personality profiling and learning style. In particular I will concentrate on MYERS-BRIGGS and VARK questionnaires.
MYERS-BRIGGS PERSONALITY PROFILLING QUESTIONNAIRE
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Reflecting on the results, my personality matches the profile. The interpretations should help me in my personal development.
VARK LEARNING STYLES QUESTIONAIRE 
	QUESTION
	A CATEGORY
	B CATEGORY
	C CATEGORY
	D CATEGORY

	1
	
	
	
	

	2
	V
	A
	R
	K *

	3
	R
	V
	A *
	K

	4
	A *
	R
	V
	K

	5
	K *
	V
	R
	

	6
	K
	V
	R
	A *
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	A *
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	A *
	K *
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	A *
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	TOTAL
	V = 1
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	R = 0
	K = 4



Finding the result for my learning style in VARK learning styles was AURAL STUDY STRATEGY. Although I agree with this, I don’t feel it is 100% accurate. I do like to visualise what I am learning just as much I do aurally. 

7.3 [bookmark: _Toc74911280]EMPLOYABILITY SKILLS
One of my many SMART goals would be to learn key employability skills such as time management and being resourceful.
SPECIFIC - my goal is specific to my learning and employability skills.
MEASURABLE – the measures I will take would be a) write notes and keep a diary for dates b) allocate few hours a week for my work so I can manage time and be resourceful c) set myself goals to achieve and d) use the resources that are available at hand to manage with time.
ACHIEVABLE – this goal is achievable because these are essential skills that I will work towards. I have already started level 4 to obtain these skills. The barrier would be my confidence and this experience will become more enjoyable as the weeks pass.
REALISTIC – My goal is certainly realistic because this course will help me develop these skills, I will be more organised by managing my time to meet deadlines and I will be resourceful with what I have at hand to work my way through the course.
TIME BOUND – I aim to establish these skills by the end of this course so I can put it into practise and gain experience when I move onto employment and level 5.
Employability skills and learning objectives
Time management will help me to keep up to date and prioritise with what is most important first. Making notes and keeping a diary for dates will allow me to spend my time more wisely on the topic at hand. By managing time, I can be productive in my activities.
Being resourceful, I can use the Internet, library and books for ideas for my learning strategy. This will help inspire me to think outside the box. Being resourceful will help me find ways to visualise ideas and goals.
“if you are to maintain your ability to be employable you need to anticipate the direction of change and how it will impact you, your employer and your need for additional skills.” (Trought, 2017)


7.4 [bookmark: _Toc74911281]PERSONAL DEVELOPMENT PLANNING
My personal development plan will help me achieve my SMART goal. For this plan I used the below structure. Active process of evaluation (Morgan.P. (2017))
	OBJECTIVES
	SUCCESS CRITERIA
	ACTIONS
	IMPLEMENTATIONS

	TIME MANAGEMENT
	To be able to complete activities on time.
Meet deadlines
	Allow myself to have personal space to complete work.
Make notes/keep log of dates in my diary.
Prioritise with important tasks first.
	keep up to date on all my assignments.
Be reliable and not leave everything to the last minute.

	RESOURCEFULNESS
	Able to use books and internet for ideas.
Use and navigate the online library to note references.
	Use the library for references to help with my assignment.
Search the internet for new ways to learn these skills.
Learn ideas from lectures.
	By reading and searching the internet I want to think up ideas quickly for my assignments.
I want to be able to visualise my goal by the end of this academic year.


‘These practises often involve instruments such as portfolios or personal development plans, and are aimed to supporting students in their search for a sense of direction, occupational choice and developing their identities.’ Kariene M, ET AL (75-91 2008)


[bookmark: _Toc74911282]8.0 CONCLUSION
This module has taught me to be more confident and more engaged in conversations and to learn new skills which I can put towards my career development.
Watching Panopto’s and taking notes was highly informative. I especially enjoyed doing the MYERS-BRIGGS and VARK learning styles questionnaires, these made me realise how honest and accurate they were and how I can reflect on the results by their interpretations and use them as a guide.
Reflecting on myself I have learnt that there are certain ways of understanding my skills and abilities by using different profiling and learning style models. I can perfect these skills by directing myself towards the aural and visual learning styles, which will enable me to be more confident in my work.
In conclusion, all employability skill is important for career development. By developing these skills using my SMART goal and personal development plan I can work more effectively in this course and overall be employment ready.
‘Employers need reliable, responsible workers who can solve problems and who have the social skills and attitudes to work together with other workers.’ The work place, Jacquelyn P R, ( 1-3, 2000)
Reflecting on this work I can look back and improve on my findings and being self-aware I will have the ability to enjoy this learning experience and develop more employability skills.
Attaining a level 4 at the end of the course will strengthen my personal development, these findings have proven that by strengthening my weaknesses I opened up more opportunities for my career.
Do something, think about what you did, come to conclusions about what you did and plan to try again. (Kolb 1984)
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[bookmark: _Toc74911284]10.0 APPENDICES

7.1 pg6
 Referring to my findings 7.1 introduction to the module, I used this model to create my own SWOT analysis and SMART goal.
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7.2 pg. 7
In my findings 7.2 I used the below questionnaires to interpret my learning strategies and personal profiling. 
Myers Briggs personality profiling test

Questions
1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one
2.a. interpret literally, or b. look for meaning and possibilities
3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating
4. a. organized, orderly or b. flexible, adaptable
5. a. more outgoing, think out loud or b. more reserved, think to yourself
6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical
7. a. candid, straight forward, frank or b. tactful, kind, encouraging
8. a. plan, schedule or b. unplanned, spontaneous
9. a. seek many tasks, public activities, interaction with others
b. seek private, solitary activities with quiet to concentrate
10. a. standard, usual, conventional or b. different, novel, unique
11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate
12. a. regulated, structured or b. easy-going, “live” and “let live”
13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself
14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”
15. a. tough-minded, just or b. tender-hearted, merciful
16. a. preparation, plan ahead or b. go with the flow, adapt as you go
17. a. active, initiate or b. reflective, deliberate
18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical
19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate
20. a. control, govern or b. latitude, freedom

Put your answers in the score sheet grid below
	
	a
	b
	
	a
	b
	
	a
	b
	
	a
	b

	1
	
	
	2
	
	
	3
	
	
	4
	
	

	5
	
	
	6
	
	
	7
	
	
	8
	
	

	9
	
	
	10
	
	
	11
	
	
	12
	
	

	13
	
	
	14
	
	
	15
	
	
	16
	
	

	17
	
	
	18
	
	
	19
	
	
	20
	
	

	Total
	
	
	
	
	
	
	
	
	
	
	

	
	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perceptive



Findings 7.2. I researched the VARK learning styles questionnaire to reflect on my learning and strategies.
LEARNING STYLES QUESTIONNAIRE
This questionnaire aims to find out something about how you learn best.  The follow up materials will then give you tips on how to use your preferred style for maximum benefit.
Choose the answer which best explains your preference and circle the letter next to it.  Please circle more than one if a single answer does not match your perception.  By the way, there are no ‘right’ or ‘wrong’ answers!  No further information can be given as it may prejudice your responses.
When you have completed the questionnaire, use the marking guide to find your score for each of the categories, Visual, Aural, Read/Write and Kinaesthetic.
1.	How many syllables are in your first name?
	(a)	one
	(b)	two
	(c)	three
	(d)	more than three
2.	You are about to give directions to a person who is standing with you.  They are 
staying in a hotel in town and want to visit your house later.  They have a rental car.  You would:
	(a)	draw a map on paper
	(b)	tell them the directions
	(c)	write down the directions (without a map)
	(d)	collect them from the hotel in my car
3.	You are not sure whether a word should be spelled ‘dependent’ or ‘dependant’.   I would:
	(a)	look it up in the dictionary
	(b)	see the word in my mind and choose the way it looks
	(c)	sound it out in my mind
	(d)	write both versions down on paper and choose one
4.	You have just received the latest copy of a magazine with an itinerary for a conference, this is of interest to someone else.  You would:
	(a)	phone them immediately
	(b)	send them a copy of the printed itinerary
	(c)	show them on a map of the world
	(d)	share what I plan to do at each place I visit
5.	You are going to cook something as a special treat for your family.   You would:
	(a)	cook something familiar without the need for instructions
	(b)	thumb through the cookbook looking for ideas from the pictures
	(c)	refer to a specific cookbook where there is a good recipe
6.	A group of students from another school has been assigned to you to find out about the geology of your local area. You would:
	(a)	drive them to a wildlife reserve or park
	(b)	show them slides and photographs
	(c)	give them pamphlets or a book on wildlife reserves or parks
	(d)	give them a talk on wildlife reserves or parks
7.	You are about to purchase a new compass clinometer.  Other than price, what would most influence your decision?   
	(a)	the salesperson telling you what you want to know
	(b)	reading the details about it in a journal
	(c)	playing with the controls and listening to it (road testing it)
	(d)	it looks really smart and fashionable
8.	Recall a time in your life when you learned how to do something like playing a new board game.  Try to avoid choosing a very physical skill, e.g. riding a bike.   You learned best by:
	(a)	visual clues – pictures, diagrams, charts
	(b)	written instructions
	(c)	listening to somebody explaining it
	(d)	doing it or trying it
9.	You have an eye problem.   You would prefer the doctor to:
	(a)	tell me what is wrong
	(b)	show me a diagram of what is wrong
	(c)	use a model to show what is wrong
10.	You are about to learn to use a new program on a computer.   You would:
	(a)	sit down at the keyboard and begin to experiment with the program features
	(b)	read the manual which comes with the program
	(c)	telephone a friend and ask questions about it
11.	You are staying in a hotel and have a rental car.  You would like to visit friends whose address/location you do not know.   You would like them to:
	(a)	draw a map on paper
	(b)	tell directions
	(c)	write down the directions (without a map)
	(d)	collect me from the hotel in their car
12.	Apart from the price, what would most influence your decision to buy a particular textbook?
	(a)	I have used a copy before
	(b)	a friend talking about it
	(c)	quickly reading parts of it
	(d)	the way it looks is appealing
13.	A new movie has arrived in town.  What would most influence your decision to go (or not go)? 
	(a)	I heard a radio review of it
	(b)	I read a review of it
	(c)	I saw a preview of it
14.	Do you prefer a lecturer who likes to use:
	(a)	a textbook, handouts, readings
	(b)	flow diagrams, charts, graphs
	(c)	field trips, labs, practical sessions
	(d)	discussion, guest speakers
15.	Ignore question 1.
THE VARK QUESTIONNAIRE SCORING CHART
Use the following scoring chart to find the VARK category that each of your answers corresponds to.  Circle the letters that correspond to your answers.
E.g. if you answered b and c for question 4, circle R and V in the question 4 row
	Question
	a category
	b category
	c category
	d category
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K



Scoring chart
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	K
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