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1.0 [bookmark: _Toc63679297][bookmark: _Toc65835440]Introduction

This report will reflect on my personal development as a professional and as a student by identifying my SMART goal and recognizing the skills I need to develop or improve in order to achieve it. Using the tool of self-awareness, personal SWOT, TOWS and Skills audit analysis and by identifying my preferred learning style will help me to create a Personal Development Plan in order to improve my employability and ultimately fulfil my SMART goal. 
Employability is the trait that makes us wanted by the employers and it clearly defined as follows:
 A set of achievements, - skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy. (Yorke, 2006)








2.0 [bookmark: _Toc63679298][bookmark: _Toc65835441]Main findings
2.1 [bookmark: _Toc65835442]SMART goal

Stephen Covey in 7 Habits of Highly Effective People (1989) states that in order to succeed in our lives we must identify the habits that are helping us achieve our goals. He believes by changing our perception of the world we can change ourselves and as a result we can improve. He identified seven habits of highly effective people, which if are followed should lead to a paradigm shift enabling personal growth. The 7 habits of highly effective people are the following:
a.  ‘Be proactive’ - need to take charge of the events in our lives.  
b.  ‘Begin with the End in Mind’ - everything we do should have a clear goal.
c. ‘Put first things first’ – prioritize tasks by importance and not by urgency.
d. ‘Think Win-Win’ – creating mutually beneficial situations for each party.
e. ‘Seek First to Understand, Then to Be Understood’- learn to listen and understand before attempting to be understood.
f. ‘Synergize’- creating synergy by understanding other people’s perspective.
g. ‘Sharpen the Saw’ – continuously renewing and maintaining ourselves.
Following Covey’s first three habits of highly effective people, implementing habit 1 to be proactive, I have taken the initiative and have enrolled to Cert HE Skills for the Workplace this January. Implementing habit 2 of starting with the end in mind, as I want to become a manager I intent to go on to studying Business Management. The third habit of putting first thing first, within the next five years I will graduate and apply for a graduate level management position which will enable me to put the learned theory into practice and to gain experience. I will know I am on track to fulfil my goal by finishing all my studies on time with as high grades as possible. My studies will allow me to gain the skills and knowledge I will need to fulfil my objective and achieve self-actualization, which is the final phase in the personal development outlined in Maslow’s Theory of Needs (1943). 
Maslow claimed that people move up a needs hierarchy as they satisfy each of them. Progression through his hierarchy was based on the notion that once a need was satisfied it is no longer acting as a motivator. Self-actualisation stage was exception to this rule, since experiencing it leads to a desire for more. He visualized the hierarchy as a pyramid. At the bottom of the needs hierarchy pyramid is survival (physiological needs), next is safety and security (health, financial and social stability), then belongingness (sense of connection), after that esteem (the need to be a unique individual, confidence), and finally self-actualization (self- fulfilment)
Currently I feel in the Hierarchy of Needs that my essential physiological needs are met along with my basic safety needs and social needs of belonging. I am currently in the ‘esteem’ level where I am trying to gain experience and knowledge through my work and my studies and gain confidence in my own abilities. Once I have achieved the relevant knowledge and qualifications, I would like to progress on to my self-actualization stage, where I believe I can attain the job of a manager in order to use my full potential.


2.2 [bookmark: _Toc65835443]SWOT and TOWS analysis
Albert Humphrey in 1960s has developed a framework called SWOT analysis which enables individuals or organisations to analyse their strengths, weaknesses, opportunities and threats. (Pasteur, n.d) Applying SWOT analysis to ourselves can highlight our strengths that we can build on, our weaknesses that we need to work on, opportunities we could use to our advantage and threats that could impede our progress towards our goals. 
TOWS analysis (conversion strategies) takes the findings from SWOT analysis and combines them in a way that can help us improve ourselves, as in by using our strengths to take advantage of opportunities and to minimize threats, to improve our weaknesses by making use of opportunities and to avoid threats by eliminating weaknesses. 
My personal SWOT analysis:


Conversion strategy/ TOWS:
Conversion 1: Combining my leadership skill with the opportunity of being employed by an international company could lead to a career in management. The company I am employed with is an enormous international company which is constantly expending hence their continual need for talented people with high leadership skills in order to support their growth.
Conversion 2: By enrolling to a University course, I will be able to improve my research and writing skills. Attending the lectures will provide me with the theoretical knowledge and help me gain an understanding on how to write academically and how to do a research for academical purposes. I can use this opportunity of being on this course, to improve my academic writing and research skills through practice and learning from feedback on my assignments.
Conversion 3.: Eliminating my weakness of lacking higher education by obtaining a Certificate of Higher Education and a Degree could reduce the threat of oversaturated job market.  Having a higher education certificate or diploma could help me stand out from the crowd and help me develop a professional career.

2.3 [bookmark: _Toc65835444]Skills audit, Johari Window Model and 4C’s Model

Employability skills, or fundamental skills are the desired skills and traits that are required to be employable by organisations. These fundamental skills include the soft skills which enables us to fit into any work environment, to work well with others and to apply our knowledge in problem solving. They also include professional skills, or transferable skills, which help us be successful in the workplace. (Doyle, 2020).  In order to improve our employability skills, we must focus on the eight core skills, as outlined by the Confederation of British Industry in Employability: Making the Most of Your Career Development (Neugebauer, Evans-Brain, 2016). These skills are the following: self- management, teamworking, business and customer awareness, problem solving, communication and literacy, application of numeracy, application of information technology and entrepreneurship/enterprise.
Performing a skills audit we can review our skills we have and compare to the skills we will need in the future. Doing this we are developing an “extraordinarily realistic self-image (ERSI)” (Inglis ,1994) – which helps us identify where we are currently on the development process and reveals the ‘gap’ between the skills we have and the skills we will need reach our SMART goal.
Skills audit is carried out by a 5 stage process. The first stage is identifying existing skills, the second is identifying the skills required in the future, the third is rating the current skills against the skills needed in future using a five-point scale where 1 is no current competent and 5 is fully competent, the fourth is reviewing the given ratings (by someone who can be objective) and the final stage is identifying which areas need to be focused on based on the ratings.
In the table below I have conducted a skills audit based on some of my current skills and knowledge and the skills needed to achieve my SMART goal which is to become a manager.  For the ratings review stage I have asked my current manager at my workplace for feedback and they agreed on my ratings.


	1. Existing Skills and Knowledge
	2.Future Skills and Knowledge 
	3.Rating
	5.Focus for development

	Ability to work independently
	Ability to work independently
	3- some competency 
	Need to focus on developing my research skills in order to work better independently.

	I.T skills
	I.T skills
	4- proficient and able to demonstrate competency
	Familiar with general usage of I.T software but need to learn advanced techniques and tools.

	Leadership
	Leadership
	3- some competency
	Having some natural leadership skills which need more practice and additional education in leadership and management.

	Communication and Presentation skills
	Communication and Presentation skills
	2- some awareness but not competent enough to use it 
	Gain more confidence in communication and presentation and seek opportunities to practice.

	
	Time management
	2- some awareness but not competent enough to use it
	Stop procrastinating by developing a schedule to evenly distribute the workload. 

	
	Creativity
	2- some awareness but not competent enough to use it
	Gain confidence to explore new ideas and solutions by learning about the already existing ones.


 

Johari Window Model:
 Johari Window model is a self-awareness tool developed in 1950s by Joseph Luft and Harry Ingham. (Selfawareness ,2013) Unlike the Skills audit we mentioned above which can equally be used with the soft and transferable skills, this model has emphasis on the soft skills. The Johari model is based on what we know about ourselves and what people know about us.  The model has four areas:
· Open - known by self and others
· Blind - unknown to self but known to others
· Hidden - known to self but hidden from others
· Unknown – unknown to self and others

Filling some areas requires feedback from people from our surrounding, as some of our skills will be unknown to us. The goal of the model is to gain an understanding of all the skills we have, including the ones that are hidden from us and others, so that they can be transferred to the Open area in order to be used for self-improvement. Not only it can improve self-awareness, but it can also lead to a greater understanding of others and how they perceive us.
Using the feedback gained from my colleagues and my partner I have applied the Johari window Model to myself in the model below.

As the goal is to increase the Open quadrant, I can utilize the feedback received from others from the Blind area and try to turn them into my Open strengths. Also, from the Hidden area I can show my good listening skills by giving feedback and sharing my positive thoughts therefore moving these skills to the open area as well. As a result, the unknown area will become smaller as the open area has grown.


The 4 stages of competence Model:
The 4 stages of competence model is a learning model created by Noel Burch in 1970s. (Mindtools, n.d) It takes two factors in consideration: consciousness and competence. According to the model we progress through 4 stages as we gradually gain more competence, as shown below.


     I have identified when I started my higher education studies that I am lacking academical writing skills. Prior to this, my writing skills were on the first stage, in the Unconscious incompetence stage, and once I realized this it moved to the second stage, onto the Conscious Incompetence stage. Currently I am between the second and third stage, since now I know that I need to improve, and I am actively learning from the lectures and the feedback from my assignments in hopes of moving onto the third and fourth stage.


2.4 [bookmark: _Toc65835445]Learning Styles

In order to have a greater self-awareness we should know what learning style would suit us the most. By taking psychometric tests and profiling questionnaires we identify what methods are most effective for us based on the results. Best known of these tests are Myers-Briggs, VARK and Honey & Mumford.  For the purpose of this report, I have completed a VARK and a Honey & Mumford test in order to identify my learning style.
VARK:
VARK was developed in 1987 by Neil Fleming. (Vark-Learn, n.d) The results of the test indicate different ways of learning based on how we interact with world around us. The four types are the following: 
· Visual – learn by observing rather than acting or talking.
· Auditory- learn by talking and listening 
· Read/Write- learn by reading and writing
· Kinesthetic – learn by practically doing activities 
Based on my answers in the questionnaire I am a Reader/Writer learner. (Appendix 1) As my actual preferred style of learning matches the one suggested by the VARK questionnaire I will continue to learn as I was doing before, as in I will keep taking notes on all lectures and read all the relevant materials. Until recently I mostly relied on learning by reading only, but in hopes of improving my writing skills I will not only wite notes on the lecture but also reflections and summaries.
Honey & Mumford:
This learning style questionnaire was developed in 1986 by Peter Honey and Alan Mumford. (Duff and Duffy,2002) According to them there are 4 learning styles:
· Activist- likes to deal with new situations, tends to act first and consider the consequences after.
· Reflector- tends to be cautious, likes to gather all available data and consider all possibilities before acting, prefers observing other people in action.
· Theorist- tends to be detached, analytical and dedicated to rational objectivity, likes to integrate observations into logical theories.
· Pragmatist – likes to experiment with new ideas, tends to make practical decisions.
Completing the questionnaire has indicated that my learning style is Reflector. (Appendix 2) I believe this result is true to my actual nature, since I like to learn by observation, I tend to join discussions only if I have gathered enough information to form a conclusion. 
 



2.5 [bookmark: _Toc65835446]Personal Development Plan
A Personal Development Plan (PDP) is a detailed plan of actions to be taken to improve academically, professionally or personally with the aim of fulfilling our goals. 
I have produced a PDP below with the help of the analytical tools used above in order to support my SMART goal.
	Development Objectives
	Specific Action
	Barriers and how to overcome them
	Support required
	How will I know I have achieved the objective

	1. To improve research skills.
	As a Reflector I will gather data on research tools and sources, also I will practice by researching sources for my academic assignments.
	Poor time management – giving myself more time to research should yield better results. Also, I would be able to ask for assistance on time.
	Peers and lecturers – my peers could help me with hints, while lecturers can provide guidance and feedback.
	The overall quality and quantity of the academic sources used in my works should clearly increase.  

	2. To further improve my leadership skills
	I will actively look for opportunities to be a leader in activities in order to gain experience. If being the leader is not possible then as Reflector, I will learn by observing the leader. 
	Lack of confidence – if I feel too shy to volunteer to lead, or I feel unsuitable for the role, then I will pay close attention to the leader in order to gain confidence and relevant knowledge by observation.
	Supervisors at work and lecturers- by enabling an environment where I can try to lead or to witness leadership first-hand.
	I should feel more confident to take the lead in group activities and should gain recognition from my peers and superiors for demonstration good leadership skills.

	3.To improve time management
	According to VARK my style of learning is Read/Write, therefore I will write lists of things I need to do and organise them in way I can manage completing them without missing a deadline. 
	Procrastination- I must have a schedule with some spare time to deal with unexpected events, aside from that I must adhere to the schedule to avoid feeling overwhelmed when deadlines are approaching.
	Organisation, I.T skills and lecturers - learn how to make schedules and be aware of the tasks and their deadlines in order to produce an effective timetable for achieving them.
	Meeting all the deadlines without the need of procrastination and feeling less overwhelmed by the assignments.



[bookmark: _Toc63679301][bookmark: _Toc65835447]3.0 Conclusion
Being Self-aware is the ability to objectively evaluate our actions, emotions and behaviour to ensure they are aligned with our values. Self-awareness can be categorised as Internal and external. Internal self-awareness is focused on our own feelings, thoughts and ambitions, while the external is concentrated on how others see how we are. (Forsey, n.d). 
By reflecting on my skills and traits using the self-awareness tools in this report I have gained an understanding on what I currently possess and what I will need to improve or gain in order to improve myself and how others perceive me. Ultimately, the aim of being self-aware is to know where to improve in order to achieve my SMART goal and reach self-actualization.
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Appendix 2


Open:
1. Strong work etchic
2. Determined
3.Reliable



Blind:
1. Disciplined
2.Emphatetic
3. Patient




Hidden:
1.Good listening
2.Positive thinking



Unknown



Unconscious Incompetence


Conscious Incompetence


Conscious Competence


Unconscious Competence



SWOT


Strengths: 
1. Leadership skills
2. Communication skills
3. Multilingual


Weaknesses:
1. Research skills
2. Writing skills
3. Lack of higher education
4. Creativity
5.Critical thinking


Opportunities:
1. Permanent employment with an international company
2. Higher education studies


Threats:
1.Covid caused weakened economy 
2. Political climate, Brexit
3. Racism
4. Oversaturated job market
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