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[bookmark: _Toc49781385]Introduction
In this reflective report, I will cover what skills I’ve acquired during my year on the course and the knowledge gathered to help me towards my professional career development. As an individual who genuinely wants to become a detective in the future, I will use those tools and demonstrate how I am evaluating my strengths and weaknesses with a SWOT analysis, then what steps were forecasted and initially need to be taken in order to reach my designated dream career. These skills can not only be used for the professional career development for me but it can also be used in every aspect of my life, but my main focus will be on the career development.
[bookmark: _Toc49781386]How to work effectively?
No matter what your job or industry, we all want to learn how to be effective at work and achieve our professional goals. But true productivity is more than simply checking tasks off a to-do list-it’s about doing more of what matters (Bonnie, 2016). My moto at the workplace has always been “work smarter not harder” because John Pencavels studies research concludes that someone who puts 70 hours produces nothing than someone who works 55 hours (Rampton, 2017). This is because overworking causes burnout, depression and tunnel vision. What can be done instead is to focus on developing and strengthening new skills that will have a positive impact on your work-life. For example, if you have a deadline at the end of the month that needs to be met, then you can impose a shorter deadline for it or create an earlier meeting and that will ensure that you will get it done earlier. Secondly, I’ve learned that it’s great to swap your to-do list with a schedule. By sitting down every day and then looking at what time you have available and being realistic about what you can get done. Then making a game-plan and scheduling specific time slots of time for each of your important tasks-and be sure to include breaks (Bonnie, 2016). I was able to emphasise more by scheduling the tasks during times of the day where I feel more productive and motivated to do my duties. Lastly, I needed to stop multi-tasking. Multi-tasking is a great enemy to productivity because it’s a delusion to a person that he gets more done whilst multi-tasking or that he is paying attention to everything around him. In fact, the brain is actually struggling when a person is multi-tasking so it is best to weave out this skill from my skillset. By focusing greater on a particular task, I was able to find better and more convenient ways of finishing it.
[bookmark: _Toc49781387]Readiness for employment
Work readiness is the term used to describe the process of equipping oneself with all the skills, self-sufficiency, reliability and resources needed to land the perfect job (Campell, 2019). This course has increased a vast array of my skills, one very important skill to give as an example is to know what skills are needed for the job you are applying. Every time I want to apply for a new job I make a research and find out what skills are necessary for the job advertised, that way I won’t add any of the skills that are unnecessary for the job and bore the hiring team or reduce my chances of being employed. For example, if I am applying for a front of house job at a busy restaurant, then I know that they will be looking for someone with a positive attitude, great communication and a strong work ethic. This way you can also evaluate on what skills you need to work on and already have when applying for the job. After, I understand that it is necessary to acquire soft-skills in order to improve my personal and professional life. Being self-sufficient for example and the ability to feel confident in your own work can help you take responsibility for your own success at the work place (Campell, 2019). In a study from the National Association of Colleges and Employers, 44 precent of employers say the first thing that gets their attention is a candidate’s general demeanour and confidence (Vitu, 2005). Confidence can help you create friends at the workplace and make the overall workplace more positive because people are attracted to confidence.
[bookmark: _Toc49781388]In class role play
In my final term we did a roleplaying which involved me playing the role of a hiring person and an individual who takes an interview. This has helped me be prepared more for the real world and feel ready to take on an interview as I know what it involves, what employers are looking for and how to evaluate my strengths and weaknesses to find out whether I am the right candidate for the job.
[bookmark: _Toc49781389]Evaluating strengths and weaknesses
One great tool that can help anyone analyse and evaluate their strengths and weaknesses is a SWOT Analysis. A swot analysis stands for Strengths, Weaknesses, Opportunities and Threats (MindTools, 2020). This tool has helped me a lot in the aspects of my personal and work-life. I will demonstrate now how to use it and analyse my evaluation.
	STRENGHTS:
What do you do well?
	Weaknesses:
What could you improve?

	Good Communication
Critical Thinking
Hard Working
Willingness to learn
	Lack of tact
Not too organised
Easily Distracted at times
Not too creative

	Opportunities:
How can you turn strengths into opportunities?
	Threats:
What threats do your weaknesses oppose you to?

	I can make more friends that can help me
Can easily learn new skills
Always get the job done
	Can miss an imposed deadline
Can lose friends if being too direct
Can miss an opportunity if I’m not paying attention
Can’t always come up with unique ideas


Source: author
From this evaluation I can see my top skills which one of them is good communication and that is useful in every aspect of your life. However, there are a lot of weaknesses that I can work on. For example, firstly I am a good critical thinker and can always adapt to almost any given situation. This is a highly looked after skill because the only constant in life and business is change (Pate, 2020). Secondly, we can see that I am not very organised and to help me do my tasks better I can create a schedule for the day to follow and to be reminded of what needs to be done throughout the day. This way I will eliminate any of the deadlines that were set early on and there won’t be any procrastination.

[bookmark: _Toc49781390]Employment Goals
It is not easy keeping up with our ever-changing workplace. Technology is changing the way we work in dramatic and fast ways, leading to workers required to adapt their skills to keep up. There are a lot of skills that employers sought after in employees but because they change every year and with every job; it is necessary for us to do the research and find out what those skills are. In a research done by Karin Lewis, the top three skills that are most valued by employers are Complex Problem Solving, Critical Thinking and Creativity. However, these would not apply on every job because if you are an artist, then you will not need complex problem solving but you will need to be very creative. Judging from my SWOT analysis we can see that I would not make a great artist if I do not increase my creativity and take a course on it because I am not a very creative person. Secondly, I am a very good critical thinker, this skill is important because in this day and age of fake news and loud opinionated voices everywhere, critical thinkers who can tell fact from fiction, and challenge their own and other’s biases and illogical thinking bring a highly valuable strength to the workplace (Lewis, 2020). Lastly, I can see that I have one of the top required skill which is complex problem solving. However, now that I have learned new techniques during this course such as the brainstorming technique, I can start applying it more at my workplace to improve this skill. Brainstorming combines a relaxed, informal approach to problem solving with lateral thinking (Mindtools, 2020). Here a group of people would share their ideas and find creative solutions to fix problems. 


[bookmark: _Toc49781391]SMART Plan
SMART is an acronym that you can use to guide your goal setting (MindTools, 2020). It is broken down into five parts. S being Specific, M being measurable, A being achievable, R is for relevant and T is for Time bound. This tool is very helpful with day to day tasks as it improves time management.

For example, if today I was needed to change my cars oil, this is how I would plan it.
	SPECIFIC
	MEASURABLE
	ACHIEVABLE
	REALISTIC
	TIME-BOUND

	· I will change the oil of my car
	· It will save me money from taking it to a service
	· Research on youtube or the internet on how it is done
	· It seems easy and it does not take very long.
	· I can do this tomorrow afternoon


Source: author
This can be applied to many other tiny aspects of my professional and personal life, like how to learn to communicate better, building a motorcycle project or becoming better in relationships.
[bookmark: _Toc49781392]Personal Development Plan
A personal development plan (PDP) is not just a mandatory something that managers makes you do before a yearly appraisal; they are also that firm rock that helps your dreams and desires stay in sight (Spruce, 2020). With the help of this tool I can break down any bigger goals and dreams that I have in my life. Then I can delegate them town into tiny steps of what needs to be done in order to achieve them. I will use this tool to break down what I would need to do in order to start my professional career as a detective. By planning out your future it gives you a better focus on what threats you might face and how to prepare for them. A clear plan is also very beneficial for me and my mental health because it gives a sense of purposefulness and can reduce stress and anxiety. 






	What are my big goals?
	Which goals need to happen first?
	When do I want to achieve this?
	What obstacles might get in my way?
	How can I improve my chances of meeting my goals?
	Where can I go for support?
	Review: How am I doing?
(Done after time)

	Start a career as a detective
	· Get a degree that will give you the skillset for the job.
	· In three years’ time
	· Financial Difficulties as it is hard to work whilst a student
	· Start a savings account and save as much as possible
	· Bank to open a credit card
· Apply for student overdraft
	





[bookmark: _Toc49781393]Conclusion
In conclusion these are the most important things I have learned during this course. If I am applying for a certain job or a certain course at university, I should do my analysis before taking the step. Making sure I have the right skills for the job or course and finding out what requirements there are. Also, what I learned throughout this course is that you must always take things step by step and not rush into your goals too soon. This is because if you are too eager to start you can miss out on key information which could have been useful once you are in, and if you are not properly prepared then you could have missed your chances on receiving the job opportunity or it might be too late to sign off the course you have already started. To give an example, because I want to study Criminology, I have found out that I will need to be present for an autopsy during my course. Thanks to my analysing I know what the pressures of the course will be and can prepare for it mentally. Lastly, by planning out your goals step by step you can delegate your goals and break them down into tiny steps that you must take one by one. By doing this it shows you all the threats you might face and help you be prepared for them before they arise.
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