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[bookmark: _Toc65818228]Executive Summary 

This report covers the information covered in weeks 1-5. I found it very interesting to analyze and connect the information together, which was new to me. I took advantage of it as it gave me a better insight into myself. I was surprised by such exact feedback from completed tests. Some of them showed totally off results, which is acceptable as I would not want to direct my life on established questionnaire results. The appendices I included are – SWOT analysis, SMART goal, Meyers Briggs, Honey Mumford and VARK questionnaires.


[bookmark: _Toc65818229]Terms of Reference

Lecturer Melanie Squire requested the assignment. For this assignment, I was asked to reflect on my understanding of the skills and knowledge gained through attendance and participation at each Professional Career Development lecture. The purpose of the writing piece is to supply an overview of the activities completed within five weeks. 
The report was requested to be submitted by 3 pm on 5th March.



[bookmark: _Toc65818230]Procedure 

The procedure I followed to reflect on my experience: 
· Collected test results.
· Analysed the results in more detail.
· Referred back to a Panopto available on Moodle.
· Reviewed notes.
· Text organized in paragraphs and use subheading to separate it.
· Searched for relative information in the library.
· Supported writing with academic references. 
· Used the Harvard referencing protocol.
· Kept a record of data.
· Asked for feedback.
· Made adjustments according to the feedback. 
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[bookmark: _Toc65818231]Introduction 

Nowadays, many people face a significant problem in today’s competitive job market. One of the reasons is that more people have access to education, making the market increasingly competitive. On the one hand, easily accessible education is a significant achievement in society. On the other hand, it brings some risks of unemployment (Crosby & Moncarz, 2006). Therefore, constant career development is crucial in order to be more attractive to employers. However, we live in an era when business is less often interested in offering training to their employees.
On the one hand, employers do not see the effectiveness of investing in their employees as people often change jobs. On the other hand, numerous employees leave jobs because they do not receive support in career development opportunities from the employer. Thus, it leads to disappointment, and people feel underestimated because the employer does not meet their needs. As a result, career development relies on a person. In my opinion, career development is essential because the more a person can offer to an employer, the more can be expected in return. Career progression is key to career success (Weber, 2019). 
No doubt, education and experience are vitally important when applying for a job as they make a person eligible. However, though my experience, I found that skills are likely to be acquired over time. As a rule of thumb, employers are ready to demonstrate particular skills required for a job in order to manage it successfully. However, nobody willing to teach employability skills such as communication skills, emotional intelligence, problem-solving and decision making. 
Many people think that lack of experience or self-confidence is the main problem of not getting a job. However, skills which contribute towards working effectively and being employed is much more than that. One of the most common critical skill that employers expect to prove is resilience. It refers to applying a healthy attitude when dealing with stressful situations or when something goes off the plan. Furthermore, good communication skills are highly required, allowing clearly expressing ideas, listening to others, and strengthening relationships and negotiating with people. Additionally, planning and research skills contribute towards working effectively either in a group or individually. Employers will be looking for a person who not only led a team, but also effectively working by taking instructions.

1. [bookmark: _Toc65818232]Findings
1.1. [bookmark: _Toc65818233]What did I learn? 

I used to dream about my future career, very clearly knowing what I want to achieve, what role to play and how much I expect to earn in order to satisfy my needs. However, I realized that I was dreaming about it without thinking of how I would achieve it. The module has forced me to be completely honest with myself and finally ask questions that I used to avoid and thought they are worthless. After long hours of analyzing myself, I found that self-awareness is vital to establish employment goals and develop a personal action plan. It reminded me that self-awareness is critical for reaching my highest potential and the way I collaborate with others and manage my emotions and triggers. I understood that a clear perception of my personality, attitude, and feelings is vital for working efficiently. I understood that further developing is only possible when knowing my personal strengths as well as weaknesses. I had a chance to go in a more in-depth analysis about which learning styles work best for me, although I found interesting facts about myself. Furthermore, I was very interested in developing tools such as SWOT analysis, SMART goal, which worked as a frame to evaluate and set structured goals.

1.2. [bookmark: _Toc65818234]Challenges and solutions

Despite all the practical matters I learned, I faced some challenges too. I found myself having too much to do and too little time for my personal life. I felt overwhelmed with responsibilities and activities. Therefore, instead of deciding what I want to do, I continually react to what is happening around me. I realised that I have so many demands from other people that very little of my time is mine to use as I choose. I used to think that time management is only a business tool, but then I realised that time is my most precious resource and the most valuable thing I have. Consequently, I decided to set goals in three major areas of my life: 
1. Family and personal goals.
2. Business and career goals.
3. My personal developing goals.
Another major challenge I faced is communicating with people I barely know. I tend to avoid social interaction because of a fear to be negatively judged and evaluated. In addition to that, the Meyers Briggs personality profiling test has confirmed that I am a complete introvert (CPP, 2009).
However, many myths are going on about introverts. I had a chance to analyse it in more detailed, and I discovered that introverts could be as good leaders as extroverts, though they are excellent listeners. 
On the one hand, introverts tend not to allocate their energy to people they barely know. On the other hand, it does not mean that I am not interested in discussion, but it is observed that introverts can extract more content without intense outside stimulation (Cain, 2012).  However, the module reminded me that practising something I am afraid of could help me deal with social anxiety. For example, I try to overcome my shyness by setting small goals for each lecture, and I noticed that confidence comes with practice. 

1.3. [bookmark: _Toc65818235]How this learning could be applied to my career development? 

I cannot agree more with the idea that interest in learning should continuously occur at all stages of life (Hargeaves A. 2004, cited in Sterigiou and Airey, 2018, p1). Learning is not only possible in an academic environment, but it can also occur anywhere. I believe that skills, whether in leadership, communication, teamwork, or time management, add value to our lives and can be transferable to any other area. In my opinion, considering how development could impact my future and myself is crucial. Otherwise, what is the point to do something without taking any advantage? 
I have to admit that the knowledge I have already gained increased my self-confidence and forced me to seek a higher height. Being able to master the technical details and skills required by an employer will make me feel better about my performance. The point from which improvement starts is to know my weaknesses. Therefore, I will create a structured plan by using a SMART goal tool in order to improve myself. In the absence of a plan, it can leave me stalled or going round in circles. By planning my duties, I would perform more advantageous rather than relying on emotions and letting them overwhelm me. Consequently, a team’s productivity will increase when each team member is able to work independently without relying on each other. Owing to the fact that I work, and study full time reflects my self-motivation and curiosity, which are highly desirable traits in a work environment.


1.4. [bookmark: _Toc65818236]SMART goal

I always used to be a person who does not have a clear plan or goals. I noticed that my productivity lasts for an hour, and I get easily distracted, leading to self-disappointment.   
However, the course forced me to stop and think about what I want out of my professional life. After writing all my wishes down, I found it very challenging. There were only separate thoughts without a clear plan of how I will be able to achieve them. To make the situation worse, I set a goal, and I never went back and looked at it. I learned that the wrong goal could leave to the feeling of frustration and lack of motivation.
My SMART goal – to complete assignments at least one day before they are due. 
S. I want to accomplish a more structured way of working. I set this goal in order to manage my time better, be more productive and satisfied. My concentration to work is easily distracted by social media, household work, family, and friends. 
M. I will know that I am moving in the right direction when an assessment is ready to be submitted before the deadline avoiding rush through work.
A. In order to achieve it, I will make a strict agenda and allocate 1 hour three times a week to spend on the assignment. Furthermore, I will do tasks that are requested to be completed within lecture time and not leave them later.
R. It is realistic because I am motivated to change my habits in order to work efficiently. If I find it difficult, I could review the plan and made some amendments accordingly. 
T. I expect to manage it out until the next term starts.

[bookmark: _Toc65818237]
1.5. SWOT Analysis

The SWOT analysis is a tool used as a part to develop a strategy or a SMART goal. SWOT analysis could be used in progressing a business as well as works on a personal level. It helped me spot opportunities I did not know existed and identified problems or circumstances that might negatively affect my career. Knowing my weaknesses is as important as strengths because it is the main factor stopping me from a better career opportunity. To my surprise, a little though gave me clarity of how I could manage and eliminate those threats. 
Consequently, write out a whole list of general ideas based on my SWOT and other analysis, and then I prioritise the goals according to their importance. Then I transform the broad goal into a SMART body and concentrate on it until it is completed. I noticed that SWOT analysis works very efficiently when used side-by-side with a SMART goal as it complements each other. Therefore, as long as both structures are set up correctly and rely on each other, my chances of making progress increase massively.







1.5. [bookmark: _Toc65818238]Learning Styles

Zhang (2002) states that the effectiveness and acceptance of instruction rely on students’ learning approach. Honey Mumford Questionnaire pinpoints the preferred learning style according to developed learning habits over the years. The results have shown that I am a reflector. It is recognised that reflectors like to think about what they are learning and completely understand a matter before testing it out. In addition, they must consider everything from different perspectives. Reflectors enjoy distance learning since they have plenty of time to analyse information. Owing to the fact that studies have been moved to a digital platform, people who apply reflecting learning style, possibly adopted easier and took most of the advantage from it. I cannot agree more with the results as I always used to be a “Let me just think about this for a moment’’ person. 
Another questionnaire I have analysed is the VARK learning style. I found the results surprisingly as they showed that I absorb information by using three different learning strategies: visual, read and write, and kinesthetic. In contrast, the less beneficial is the aural study strategy. There is known that some people attribute multiple learning techniques. It is considered to be a practical skill since those persons are more flexible to their learning environment (Wintergerst cited Yusoff, 2007).
According to Drago and Wagner (2004), visually learning students are likely to be given a demonstration. To keep their advance rate, they prefer to organise their ideas by using a list structure. Furthermore, tools such as figures, tabs as symbols massively increase visual learners’ ability to assimilate information (Murphy, et al., 2004). From my own experience as being a visual learner, I always keep my notes in an orderly and systematic manner.
Students who apply reading and writing strategies tend to make notes from a lecture or paraphrase reading materials in their words. In support, they prefer a printed version of the text, which is easily readable. I highly apply this learning style, and I think it works effectively than visual learning.
Besides, the kinesthetic mode leads to accepting information by experiencing and practising (Murphy, et al., 2004). On the other hand, they have a tendency to be passive in class activity (Drago and Wagner, 2004). I am a person who likes to see the whole picture and visualise the process. If there was a question, “who would like to try it?” I always greatly accept the offer. Live experience makes studying more colourful and enjoyable and increases self-motivation than listening about the concept without the possibility of touching it. 

1.6. [bookmark: _Toc65818239]How to achieve a SMART goal? 

Employability skills are those skills necessary for getting, keeping and being successful in a job. The SMART goal which I set for myself will require to develop some relevant skills in order to be successful. I will be obliged to prioritise work by its importance and not spend too much time on petty matters. I believe employers expect and appreciate a conscious working ethic from their employees. By prioritising work to their urgency this will sharpen my critical thinking skill. Furthermore, by setting an agenda and anticipating weeks work I will strengthen my growth mindset which is highly appreciated employability skill. I consider hands-on experience is an additional skill which helps to meet the deadlines. Additionally, appointed time frame for a particular task will reduce a chance of procrastination and increase employers’ confidence on me. In my opinion, effective managing of multiple duties enhances emotional intelligence, and helps to deal with pressure and stress. My set SMART goal will require some flexibility from me too. However, I will acquire it by changing my habits and routine. 


1.7. [bookmark: _Toc65818240]Personal Development Plan 

A personal development plan helps people to unstuck themselves and get them moving forward and accomplish some amazing results. I learnt that in order to achieve those transformational results I had to see a bigger picture first. I found it very difficult to remain motivated when it comes to following my true ambitious. Creating a personal development plan helped me with the structure and direction I need to be proactive and gave the idea of actually needed steps to reach the goal.

	DEVELOPMENT OBJECTIVE
	SPECIFIC ACTIONS
	BARRIERS AND HOW THEY WILL BE REMOVED
	SUPPORT REQUIRED
	HOW I WILL KNOW WHEN I HAVE ACHIEVED THE OBJECTIVE

	To improve English vocabulary to get a higher grade from the assignment
	Make notes of newly heard words or phrases; 
Wake up 30-60 min earlier in the morning and learn them by using most effective learning structure – read and write;
Reduce usage of the native language at home by 80%. 
	Extra expenses to cover.
Solution: Allocate 15% of wages for education materials. Find a part-time job.

	Watching film with English sub-titles;
English speaking friends;
Grammar books;
Vocabulary;
A tutor.

	Set a SMART goal for each month and review learning progress;
Complete online tests and note the points scored. Repeat this practise and apply the outcome to future goals. 



	To develop digital competency using Microsoft Office
	Request a training at work;
Watch video tutorials and try to repeat the steps;




	Extended screen time. Protecting eyes from blue light. Physically inactive activity. Have a short break every hour and exercise during it. 
	Program 
Laptop 

	Knowing which function could be applied for a particular situation; 
Use features without additional support;
Being able to give advice to colleagues. 





[bookmark: _Toc65818241]Conclusions

Goals stand an essential part of our life. Every goal is a goal, and no matter whether it is saving for a deposit or finding several new customers, setting up a plan and follow up progress is a key to accomplishment. Moreover, I assumed that education and experience are not the only factors that make me ready for employment. I am interested in developing soft employability skills such as communication skills, negotiation and influencing, emotional intelligence. In the future, I hope to strengthen my entrepreneur skills, actively working in a team, and I hope to develop the skills required to resolve the disagreement in a friendly way. I have learned how to manage tools, identify a SMART goal, and link it to the PDP plan.
Furthermore, I understood that aims have to be realistic and not too lofty. Otherwise, it is easy to give up. I am glad that I came across to a SMART goal technique as it helps to clarify the ideas, work purposefully, and manage time productively. Besides, while the SWOT finds areas for improvement, the SMART helps to deal with them. I learned that identifying areas to improve and day-to-day work is a crucial part of accomplishing career goals. I can say that I slowly changed my habits from constant work against the set goal to asking for feedback and capturing progress. The studied lectures helped me understand that career development takes time. It is a long-term initiative that should be focused not only on good days when I feel happy, but my attention should be paid continuously.
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SWOT




STRENGHTS 
Attention to details
Patient 
Competetive
Responsible





OPORTUNITIES
Extensive reading
Attending related courses to expand my network
Encourage enterpreneur skills 



WEAKNNESSES
Easily distracted
Not creative enough
Too narrow focus
Absent of strong nigotiation skills 



THREATS
People with better IT skills
The company I work for does not offer proffesional training
No big carreer opportunities



2

