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Introduction
The purpose of this assignment is to demonstrate an understanding of the skills and knowledge an employee requires to effectively deliver on the aims and objectives of the organisation and also to show readiness for employment, understanding my strengths and weaknesses and how to further develop in my career professionally. The SWOT analysis and the Johari window model will be some of the tools I will use to analyse my strengths and weaknesses and also identify opportunities and threats and also to improve my self-awareness within a team.
I will focus on talking about what effective working means to an organisation and why it is important and I will also be looking at the difference between effectiveness and efficiency as this is sometimes confusing and people use them interchangeably. I will also go ahead to highlight the importance of an employee understanding why this is important and how it can help in achieving both employee and employer’s goals. Employees are always benchmarked against other colleagues and measured against capabilities and to keep up the energy, it is important to keep up with the changes and build oneself to thrive in the employment world.
In the later part of the assignment, I will focus on the how my skills and understanding of my strengths and weaknesses and my learning styles will help me in the readiness of employment. In my readiness for employment, I will be looking at my past highs and lows with the lifeline experience and I will be looking at the future with a professional career development (PCD). These skills I have gained from the course of my study and everyday working will be used to build relationships and work directly with everyone involved along my career path. I will also use some of these skills to help setting up my business and running it effectively.
Effectiveness vs. Efficiency
Every organisation’s aim is to achieve set goals and objectives and in doing this, every member of the team will have to see these goals and objectives personal to them and also ensure that the right skills, knowledge and attitude are brought forward to achieve these goals and objectives. Working effectively involves a lot of factors that needs to be considered and these factors are all intertwined with each other. Most employees think that working effectively means working efficiently; I will distinguish between both to make it easier to understand.
(Robinson, 2016)  “To work smart, it’s important to know the difference between working effectively and working efficiently. I’m amazed at how many people don’t know or understand the difference between the two.” You can be efficient but not effective; efficiency is performing the task in a timely manner whilst effectiveness is achieving results. Both efficiency and effectiveness is working smart.
On readiness for employment, an employee will have to be able to merge skills, knowledge, understanding personal strengths, and be able to demonstrate professional career development. I will be looking at skills development framework which is an aspect that shows readiness for employment by an employee after being put through by the employer.
The  Economic  Times  (2016),based  on  the  responses  of  750 
employers, revealed that 60% of them strongly believe that soft skills are a significant factor while hiring 
and  30%  stated  that  they  are  somewhat  significant.  About  75%  expressed  that  soft  skills  are  more 
essential for junior and middle level employees. Almost all  (95%)  of  the  employers expressed that  it  is 
hard to find desired level of soft skills in the employees. According to this study the employability skills, 
in the order of importance of are: (a) listening skills, (b)  communication skills,  (c)  confidence, (d) team 
work, (e) positive attitude, (f) creativity, (g) persuasion, (h) flexibility, (i) alertness and (j) accountability. 
The  Economic  Times  (2016),based  on  the  responses  of  750 
employers, revealed that 60% of them strongly believe that soft skills are a significant factor while hiring 
and  30%  stated  that  they  are  somewhat  significant.  About  75%  expressed  that  soft  skills  are  more 
essential for junior and middle level employees. Almost all  (95%)  of  the  employers expressed that  it  is 
hard to find desired level of soft skills in the employees. According to this study the employability skills, 
in the order of importance of are: (a) listening skills, (b)  communication skills,  (c)  confidence, (d) team 
work, (e) positive attitude, (f) creativity, (g) persuasion, (h) flexibility, (i) alertness and (j) accountability. 
The diagram also highlights what employers look at in employees to show their readiness for work. Some of the skills below I believe should be embedded in the skills I require to show my readiness for work/business. Some of the skills are; communication, team working/collaborative, interpersonal, problem solving and decision making skills, etc. I will explain each of the six capabilities to be ready for work and ensuring that I am able to work effectively and deliver on results.
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Source (https://impetus.org.uk/assets/publications/Report/2014_09-Ready-for-Work.pdf)
· Driven – to be driven for me is to set objectives and work towards these set objectives to ensure they are achieved. It becomes more interesting when these objectives are aligned to the objectives of the organisation.
· Resilient – working as part of a team and also as a business owner comes with challenges and some of these challenges build resilience. Employee will have to show resilience to show readiness for work.
· Receptive – regardless of the kind of job or business an employee/business owner do, being receptive is a soft skill that is important. This helps is building a clientele which further helps in the growth of the business.
· Self-aware – this helps me to look at me and ensure I know what I want and what my goals are in relation to achieving my objectives. This is best explained using a Johari window model.
· Informed – this helps build awareness, knowing what is required as an employee/business owner to succeed in the business world.
· Self-assured – this will work with being building confidence over time by carrying out your tasks and getting them right.



Life Line Experience
For me to succeed as an employee or a business person, there are factors that I have to greatly consider and work with in achieving effectiveness in delivering my duties and achieving goals. Some of these factors include;
· Having SMART objectives set, these objectives should be specific, measurable, agreed, and realistic and time bound. I will be using a SMART task to show this. This will be in line with the skill development framework of my employer to ensure that I am in alignment with the objectives of the organisation.
· Having a personal development plan which should be tied to my initial SMART objectives and this is made aware to my employer during appraisal. I will ensure the PDP and the skills development framework of my organisation are in sync.
· Having a lifeline to show key high and low points in my life and how I have channelled these as positives and drives to achieve goals.
All these I will briefly explain below;
Lifeline cycle helps to look at the past, use it as a stepping stone to make valid decisions for the future.  In my lifeline cycle, I have had high and low points and these points have been instrument to where I am in terms of my career today. Some of the high points are periods where I hit milestones like getting into school, finishing with good grades, proceeding to coming to the UK for a better life and making tough decisions between being self-employed and being an employee, all these have helped me get to where I am at today. Some of the low points are not being decisive as to what I really wanted to do and difficulty in choosing between being an employee and being self-employed, this major challenge had it toll on me but have become a spring that have helped me rise. In terms of where I aim to get to, I hope to become a successful disc jockey (DJ) that is being self employed by opening an afro beat karaoke studio and also a qualified chartered accountant. In other to achieve this, I have to have in place my SMART objectives which should always be realistic and measurable with timeline. 
I will also have to ensure that I have built my skills and knowledge in this field to enable me work efficiently and effectively.  Some of the skills required are; Communication, interpersonal, creativity, time management, proactive, and I will also be using SWOT analysis, Kholbs and Honey & Mumford learning styles and a Johari window tool to ensure that all aspect of me have been checked by me before going out to start off to succeed.
See below my lifeline showing the highs and the lows and anticipating highs for the future.
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SWOT analysis
This will look at my strength, weaknesses, opportunities and threats of setting up as a disc jockey. The SWOT analysis helps to build competencies in carrying out a job and these competencies become the benchmark that employers measure employees on. Looking at SWOT analysis, we will have to look at it also from the employer’s perspective in order to understand why it is important for an employee. In looking at this, we will look at strategic management by the employer. It is also important to look at this from the employees’ perspective also because the primary goal is to achieve success.
Looking at SWOT analysis, it is also important to look at strategic management because SWOT allows organisations to build strategic plans and this could also be relevant to me as an employee is deciding strategic decisions that will affect my future in career building. According to (David, 2003)“Strategic management is the continuous process of creating, implementing and evaluating decisions that enable an organization to achieve its objectives.  Strategic management allows an organization to be more proactive than reactive in shaping its own future; it allows an organization to initiate and influence -rather than just respond to- activities -and thus to exert control over its own destiny”. 
What is SWOT analysis?
According to (Gurel, 2017), SWOT Analysis is a tool used for strategic planning and strategic management in organizations. It can be used effectively to build organizational strategy and competitive strategy. Strategic planning and management involves employing the right employee that will help achieve organisations’ goals and objectives. Therefore, employees should always key into an organisation’s skills development framework.

I will be using the understanding from skills development framework to help me identify key areas I should work on to help my readiness for employment. “The skills development framework is a model against which individuals and employers can benchmark” (CWDC, 2010). SDF can be included in trainings by employers to help the growth of employees to become better at carrying out their tasks. This tool will be a useful tool I will consider having in building my career professionally. 
This framework could be embedded in the induction and monitoring activities of employees to help them achieve more as they progress in the course of their work life. See below a diagram of the management functions that can be embedded in the induction and supervision activities;
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Source (https://www.law.berkeley.edu)
This model looks at all aspect an employee requires to grow as they start off in employment as they want to ensure that employees are able to integrate easily into the workplace. The SDF also helps in ensuring this is the case.
The  Economic  Times  (2016),based  on  the  responses  of  750 
employers, revealed that 60% of them strongly believe that soft skills are a significant factor while hiring 
and  30%  stated  that  they  are  somewhat  significant.  About  75%  expressed  that  soft  skills  are  more 
essential for junior and middle level employees. Almost all  (95%)  of  the  employers expressed that  it  is 
hard to find desired level of soft skills in the employees. According to this study the employability skills, 
in the order of importance of are: (a) listening skills, (b)  communication skills,  (c)  confidence, (d) team 
work, (e) positive attitude, (f) creativity, (g) persuasion, (h) flexibility, (i) alertness and (j) accountability. 
The  Economic  Times  (2016),based  on  the  responses  of  750 
employers, revealed that 60% of them strongly believe that soft skills are a significant factor while hiring 
and  30%  stated  that  they  are  somewhat  significant.  About  75%  expressed  that  soft  skills  are  more 
essential for junior and middle level employees. Almost all  (95%)  of  the  employers expressed that  it  is 
hard to find desired level of soft skills in the employees. According to this study the employability skills, 
in the order of importance of are: (a) listening skills, (b)  communication skills,  (c)  confidence, (d) team 
work, (e) positive attitude, (f) creativity, (g) persuasion, (h) flexibility, (i) alertness and (j) accountability. 
The diagram also highlights what employers look at in employees to show their readiness for work. It also shows the importance of these to both the employer and the employee and even a business owner.

I will list below some of my key strengths, weaknesses, opportunities and strengths and explain them briefly.
	Strength 
Some of my strengths are; I am jolly, good communication skill, creative, great team player, quick to understand and learn new things, etc.
	Weakness
I could be easily overwhelmed when I have more than one thing to do.

	Opportunities
Continuous professional development from my employer, and personal development opportunities I find to help me become better at what I do daily, trainings for DJs to become better.
	Threat
There are always new ways to doing things and not keeping up with the trend might become a disadvantage.



These strengths I have will continually be improved in the course of my career so as to become better in the positive things that make me unique. I will keep working on my weakness in order to turn them into positives. I will learn to plan accordingly to become better in the act of multitasking. The opportunities I will work to take advantage of, from looking at new ways of doing things and ensuring that I keep abreast in my career and happenings in my field. I will also endeavour to always look through the threats that are available in the industry I will find myself and work my way around becoming better in doing things that will have positive effect on my career growth. This make the SWOT analysis an important tool that I will have to consider in my readiness for employment.
Learning Style
According to (McLeod, 2017), “Effective learning only occurs when a learner is able to execute all four stages of the Kholb’s learning model. Therefore, no one stage of the cycle is an effective as a learning procedure on its own”. After an assessment to identify the best way I learn, my result me understand what employers require from me to become a more competent employee and also make me understand what my preferred learning style will be so that I can request from my employer from regular meetings the best way to relate to me and if an employer how best I want my employees to relate with me.
Some of the learning styles can be used are the Kholb’s learning style and the Honey & Mumford learning styles. These styles will help me understand my habits and strategies and the easiest way to learn new things (knowledge and skills) and helping me manage my emotional quotient while learning.
These learning styles helped me look within to understand my key motivating factors and what learning style I prefer. The questionnaire also helped me understand that I am a mix of all the learning styles, I am visual, auditory and kinaesthetic learner.  In understanding my readiness for employment, these factors will always be relevant to understand the environment I find myself and factor these styles into how I want to work.
In conclusion, learning processes can breakdown problems and it chooses the best way to resolve any conflict that may have arisen between employers and employees. This is the reason it is an important tool for both employees and employers.
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Source Moodle UWTSD Kholb’s Learning style
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Source UWTSD Moodle Honey & Mumford learning style.

Johari Window Model
According to (Saxena, 2015),“JOHARI WINDOW is a revolutionary theory which provides useful insights for improving interpersonal communication through self-awareness and understanding”. The model helps managers to understand the importance of soft skills available in the organisation so as to help employees build an enabling environment for collaboration and learning new things, this will help achieve organisational goals in the long run.
This model helps strengthen employee/employer’s relationship and this in the long run builds an effective working environment. The Johari model is also useful for personal development and improving communication. It is useful because before readiness for employment, there are some key factors that are already understood by me and these I have already highlighted sing my SWOT analysis and these key things about me will help me sync with the team I find myself working with and I will use some of these factors alongside with what I will now understand from my colleagues’ feedback to become a better member of the team.
       Johari Window
	                         Known to self
	Not Known to self

	Known to others
	Strengths
	My enthusiasm to working and being collaborative

	Not known to others
	Weaknesses
	Future plans yet to be identified.



As listed in the above Johari window for my self-evaluation, the window helps me understand my motive and importance to the organisation. It is similar to my SWOT analysis except with the blind spot which is unknown to me and my colleagues in the organisation. This spot will help me research more to understand what lies beneath that spot to help me have a greater depth of what is required of me in my readiness to be employed or be self-employed. Building trust with colleagues is a good way in effective working and this is one of the key objective of the Johari window. When trust is built with other employees, it becomes easier to listen to feedback and accept the feedbacks whether positive to negative feedbacks and work on the negatives in other to become better at carrying out your tasks and further this feeds into the objectives of the organisation.


Personal Development Plan
“The primary objective of a personal development plan is to improve the capacity of individuals to understand what and how they are learning, and to review, plan and take responsibility for their own learning.” (Bryson, 2011). With this description I will have to show full readiness for my career. The personal development plan will help me look into the future in other to identify what I have ready and what more I need to do to achieve the planned career. At this stage in showing my readiness for work, I have my education already sorted out and will soon be actively searching for a job. 
I have attached below my personal development plan showing my goals with timelines and how I intend to achieve these goals I have set. I have previously mentioned the relationship between my SMART objectives and my personal development plan. I will list below some of development plans;
· Goals – my main goal is to become a chartered accountant in the next 2 to 3 years and also to be a professional accountant. I intend to do this by finishing my course and pursuing a follow up course in accounting, finish in flying colours and proceed to taking professional exams(ACCA) association of chartered certified accountant. I will also pursue my training in being a disc jockey(DJ) and become a professional dj and set up my business specialising in afrobeats karaoke. I will continually improve my skills and knowledge in people’s management so as to enable grow to become a finance manager in the future.
· Skills and knowledge to be learned – some of the skills and knowledge I need to learn are; understanding people and how to deal with conflicts in the workplace, as I aspire to become a finance manager, these are some of the things that I will need to understand and handle them objectively. I will also have to build my numeracy skills, my communication skills and also my interpersonal skills. These skills will be useful in both being an employee and self-employed.

I have listed below some of my personal development plan.


Personal Development Plan
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 

Example: become a Student Affairs Officer; learn computer graphics 




	
Finish my course in October 2019 and decide on the next course I want to study.

Continue my dj training to become confident and ready to play by December 2019.
	
In the next one year I should ether be studying accountancy & finance in a university and hoping to finish by October 2021.

Whilst studying find a job in the finance department and start getting my training.

Start my professional examination by March 2020.
	By 2023 be a chartered certified accountant, I will have my ACCA certificate.

By 2022 December, should be a finance manager and be managing budgets and people.

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	I will focus on understanding basic accounting principles by regularly self-studying. This I aim to start by September 2019 in other to get myself prepared for my course in the future.

Always take notes and ask questions when in doubt. This will be a continuous training process for me.

Keep practicing on the dj mixer in order to get used to how it works.
	Improving my numeracy skills and excel skills because these skills are very important in the finance sector.

I will also work on my commutation and interpersonal skills and any other finance related skills.
	By 2012 to 2022 December, I will be looking into work related trainings to manage others as I should be in senior management at this point. 

I will also improve my strategic decision making skill as well as conflict resolution.

	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	Continuously carry out my training as a dj.

Book into short courses to help make me keep abreast on any financial issues that may have changed.
	Apply to schools that have my course of study and work towards going admissions with them.

I will continually apply for jobs in the sector I want to work.
	After starting my exams, I will keep booking for exams so that I become qualified.

As opening an afrobeat karaoke is my main target, I will research from other club owners what they do in terms of running their business.


Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding

	
Continuous regular trainings.
Attending seminars and reading articles
	More trainings and reading for my exams and watching youtube videos to keep abreast of my dj training.
	Attending professional career development organised by the ACCA and attend seminars.

	Section 5 -  Time Schedule 
 
What is my time schedule?  

	6 months to 1 year
	1 year to 2 years
	2 to 3 years.

	

When will I start? 
 

	Now
	Now to 6months
	From 2020

	

When do I expect to finish?
 

	2020
	2021
	2022

	Section 6 - Completion 
 
When have I completed each 
step? 
 

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date



Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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