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Task: Students will produce a 4,000 portfolio of evidence which demonstrates an understanding of the skills and knowledge which contribute toward working effectively, their readiness for employment, an understanding of personal strength and areas for further development, as well as establishing their employment goals, and develop a personal action plan/development plan.
Introduction
In order to improve it is important to see where improvement lies. Therefore, I will be analysing how the skills and knowledge I possess have resulted in great productivity as well as highlighting areas in which I thrive and need development. For this, creating a development plan and establishing employment goals will allow me to mentally register this information. This all relates to employment and how self aware in all capacities is vital to succeed as you are able to differentiate between areas which require development and non – development. 
Working Effectively
Through experience over the years I have equipped skills and knowledge which allow me to work effectively. I currently work in the sales department so have the responsibility of trying to increase sales whenever available and sell products to consumers. In order to work effectively, it is important to adapt to the environment and situation, therefore, whenever I have worked in a new environment I always find it important to observe so that I am able to gather an outlook on how to act accordingly. Each workplace has its own atmosphere in which it prospers the best. This is the reason why I find it important to understand the behavior of those around so that I am able to create strategies to maximise productivity without interfering in the work habits of others.
In my workplace, I have observed that teamwork is the way forward and that each person has been allocated departments in which they thrive best. I mainly work with creating new concepts and ideas to gravitate consumers towards our products and applying that in practical terms.  To work effectively I like to utilise my communication skills and try to extract information from consumers themselves as to what they prefer so that I can implement that into the ideas brainstormed by the team. Communication skills are key as only then you have a better understanding of what is needed and so fill that void in whatever field that may be. Another skill, which I have found over the years always helps is time management. When working on a concept I make sure to set a deadline so that my work is completed by then and does not interfere with any other work which can often result in problems and argumentative behaviour further on.
Naturally, in every field there is competition and so was the case for the sales department, However, I knew that in order to be selected it was important for me to be very apparent with what made me stand out and a  better candidate than someone else.  Therefore, I have always made it a point to highlight in CV applications, interviews, etc points that are not so generic but individual and based off of experience. For example; I am able to talk about every other aspect of a retail store as I myself have owned a store so can think from a broader perspective and am not limited to just my department. This shows to employers that I am able to make decisions that will take into account all departments resulting in maximum profit. 
In my opinion the most important aspect to working effectively is self-aware. Knowing what works for you and what doesn’t. It’s important to find learning styles or management tools that can help you in this as then you are able to elevate your daily potential. Once, I figured out the management tools or learning styles that positively impacted my learning I started to greatly implement them in my work life. This resulted in me being able to take on work load which was best suited for me.
Learning Styles 
There are different learning styles that help aid people in being able to identify the manner in which they learn best. The learning style I personally find most useful is that of Honey & Mumford. The Honey & Mumford learning styles were based upon the work of Kolb.  Honey & Mumford identified four different learning styles; Activist, Theorist, Pragmatist and Reflector. These learning approaches were what most individuals adopted so they recommended that in order to increase your personal learning it would be beneficial to identify your learning style and apply it.
Each learning style has different attributes;
	Activist –
 prefer brain storming and have an open-minded approach to learning. They join in group discussions and competitions.


	Theorist – 
prefer to understand the underlying theory and require modes to engage in the learning process.


	Pragmatist –
 prefer to put abstract concepts into actions as they find on their own abstract concepts can be of limited use.


	Reflector – 
prefer to learn by observing and thinking about the events occurred, also by gathering different perspectives to come to an all rounded conclusion.



The learning styles that best suite me would be the ‘Pragmatist’. I find that the manner in which I work resonates most with this style. Pragmatists are keen on trying out ideas to see if they work in practice which is similar to my-self. I find that it is important to put concepts into practice in order to see just how effective they are and whether or not they will reap any benefit. The Honey & Mumford learning styles have allowed me to identify the way in which I learn best and through this I have seeked opportunities that best allow me to work in this manner. This learning style specifically works well with my current work and has helped me excel greatly. I have contributed in more group discussions which has allowed an array of perspectives to influence my decisions but also, I have become more open to taking risks and simply trying out ideas in practical terms.
Another learning style which determines a person’s preferred learning cycle using the three main sensory receivers is called the Visual-Auditory-Kinesthetic (VAK) learning style. This differs from the learning styles identified by Honey & Mumford learning in the sense that they are not based on characteristics but sensory receivers.
The visual learning style involves learning through seeing and reading for example; the use of pictures, diagrams, handouts, etc. The auditory learning style involves learning through listening and speaking for example; discussions, spoken words, etc, Lastly, the kinesthetic learning style involves learning through touching therefore practical work. This learning style in regards to my work and my-self is rather vague. This is because all three sensory receivers are required for conducting my work therefore, I can’t simply state an individual receiver.
Although, the VAK learning style is much simpler to understand in comparison to the Honey & Mumford learning style I do not find it particularly helpful as I find that I do not have a single style or preference as naturally all three sensory receivers are used to receive information and so there is overlapping between these styles and no on individual style is dominant for me.
Personal Strength & Areas for Further Development
To work effectively it is important to be able to identify strengths and weaknesses so that they can be utilised in a manner which yields the greatest rewards. To identify such strengths and weaknesses management tools can be used such as SWOT analysis, a strategic planning technique which helps you to identify Strengths, Weaknesses, Opportunities and Threats. 
I can use the SWOT analysis to identify my strengths, weaknesses, opportunities and threats and from this it will be clear to me which skills I must develop in order to work more effectively and maximise my productivity. In addition to this, present development will aid in future development as by working on areas of improvement now I will reduce the threats in the future and open up new and more opportunities for me in the future. 
	Strengths
· I have years of experience in an array of occupations so can adapt to the required environment.
· Able to transform abstract ideas into practice helping others gain a better perspective into the impacts of the idea.
· Leadership skills; can lead a group of people effectively making sure unity is always present.
· Management skills; allocating work in accordance to team members strengths and weaknesses so that work produced is always of high quality.





	Weaknesses
· Grammar which has not been quite mastered.
· Taking too many risks which may impose to be harmful as it is always trial and error.
· Creating documents online; I much prefer creating written documents as it is less time consuming but online documents are convenient as they are readable by everyone.

	Opportunities 
· Being bilingual so can communicate with consumers of different cultural backgrounds.
· Able to take up posts which require a great number of experience.




	Threats
· The increasing demands of employers; they are looking for employees who are more advanced in technology.
· The competitiveness in the field but also between employees.




Looking at the SWOT analysis I am able to conclude my personal strengths and areas for further development. It is apparent that a great strength of mine would be my years of experience working in different occupations. This has given me a great deal of knowledge in terms of working with others and how but most importantly when to utilise different strategies. In addition to this, my leadership skills go hand in hand with this strength of mine as it is a great deal of experience that has taught me how to lead effectively. I have understood that each individual team member is different and so should be dealt with in a manner that is best suited for them where they do not feel intimated. Also, having to lead means that management should be second nature to you and therefore, management is very vital for my work as I constantly have to work with many people who I am responsible for. 
With strength, I can also clearly see my weakness through this SWOT table and where further development lies. According to the SWOT table, an area which needs much improvement would be technology. Nowadays, employers are looking to employ those who are able to meet to the technological demands of work as everything is slowly but surely becoming online and so not having that knowledge is most definitely a strong weakness but also a major threat. However, I am now able to improve this area of development. I am looking to improve this area of development through taking class’ which will help breakdown the different software’s that are commonly used but also will help increase my speed in using online resources. Through consistent attendance I will be learn how to operate these systems with much ease eliminating this weakness.
Johari Window is another example of a tool that can be used to illustrate to others self-awareness but also assess and improve a groups’ relationship with other groups. The Johari Window represents an array of information which includes; feelings, emotions, skills, experiences, perspective, etc, about a person. Below is the Johari Window and is sectioned into four sections.
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The Open Area represents what is known by the person about themselves and also known to others. People are aware of my leadership skills as I have been a part of multiple teams and given the responsibility to lead.
The Blind Area is unknown to the person about their selves but known to others. I am unable to state what is unknown to me but known to somebody as I am not in their position.
The Hidden Area is what the person knows about themselves that others do not know. I would say that I can hide my uncertainty in regards to certain decisions or choices made as I try my best to always maintain confidence within all team members and not allow uncertainty to increase their nervousness.
The Unknown Area is unknown to the person about themselves and is also unknown to others.
The Johari Window is as another great tool to use for self awareness and to work effectively. It allows people to identify how to proceed with problems or even choices which better suits not only them but suits the people they are working with, decreasing any differences between team members.
SMART Objectives
Setting goals and objectives are needed to flourish in the future as you have something to work for and aim for which will help carve the path for the future. Most times goals can be rather vague and not specific in terms of what it is that we are trying to achieve. I have had many goals which have been too vague and generalised making them difficult to achieve. Therefore, a SMART goal/objective helps to create a achievable clear goal where it is apparent what you want to achieve, how you want to achieve it, by when and how much of it you would like to achieve. This makes it much easier for people to achieve their goals as they have a clear vision of what they want without having to question anything.
Specific, Measurable, Achievable, Realistic, Time bound; is what SMART represents and is an excellent way to create clear objectives for development.
It is also an excellent way to create objectives in regards to work to help work effectively. I have used the SMART tool to create achievable objectives. The ‘S’ standing for specific helped me to create a goal that was individual to me giving it much more value. The ‘M’ standing for measurable made me identify whether the goals were measurable because then it would be easier to see when the goal would be reached. The ‘A’ standing for achievable helped in creating reachable targets that were not too high and nor too easy. The ‘R’ standing for realistic made me re-assess the goals that I had to make sure they weren’t overly ambitious taking into account all circumstances. The ‘T’ standing for time bound increased my productivity as it resulted in me giving myself allotted times to complete tasks, which made me complete more tasks daily.



An example of my SMART Objectives;
	Specific
	To learn how to use online software’s specific to my work in order to create documents.

	Measurable 
	It can be measurable through the amount I have learned every week and how I have performed.

	Achievable 
	It is achievable as I will be receiving professional guidance through attending classes to learn how to operate the different online programs.

	Realistic 
	It is realistic, as I will be learning over a stretched period of time and not rushing myself.

	Time bound
	My classes will last for a total of 2 months, therefore, I will have enough time to learn the programs.



Employment Goals
I have many goals that I have set through the assistance of such management tools, as mentioned above. I find it important to set goals not only individually but also as a team as motivation is then always present because there is something to work for and achieve. Similarly, I am always setting myself employment goals because there is something to work for everyday resulting in persistent determination. Currently, I have a couple of employment goals that I am working towards. The first goal as mentioned earlier is to improve my technological skills. This is because my work consists of dealing with questionnaires, graphs, statistics and other data which is processed online. Therefore, working towards polishing my technological skills will not only increase the speed at which I complete these tasks but also increase my productivity because by completing tasks quicker I can complete more tasks. This skill will help me work effectively and showcase my determination to improve myself along the way with every new change.
Another employment goal that I am working on is to be able to say no, and not take on board than I can deliver. Even though, using such techniques help me in being able to take on board more tasks and fulfill them to the standards I have promised it is essential to not overwork myself. Taking on board many tasks eventually will lead to exhaustion and tiredness which will not help me in being productive. Therefore, a goal of mine is to be more self – aware with what I can and can’t do because it will benefit me in the long run and how efficiently I complete tasks.
Personal Development Plan
A personal development plan is a great way to establish aims, identify strengths and weaknesses as well as areas for improvement. It is essentially used for self-reflection to think about development in what area you wish most commonly; academic and professional work life. Planning like this helps us to identify skills and abilities that we have developed and need to develop. This helps individuals in terms of employability and plan for their future but also become a well rounded skill full person appealing to employers.
I find that personal development planning is rather similar to the SMART objectives management tool in the sense that they both breakdown goals into an understandable manner where creating and achieving goals is clearer.
	What do I want or want to learn?
	What do I have to do?
	What support & resources will I need?
	How will I measure success?
	Target date for review?

	Achieve high marks in my essays.
	Attend my classes regularly in order to understand content better.
	I will need to use online resources provided by my tutor on topics. Also, will require additional resources such as books for extensive reading.
	By seeing if there is an increasing difference in my marks over a period of time.
	My target date to review this would be by the end of my current academic year.

	I want to learn how to use online software’s efficiently.
	I will attend a short course in which I will be taught how exactly to use the various online programs those relevant to my work life.
	I will need a professional in this field who will be able to breakdown the process of using online software’s so that concept is easier for me to grasp.
	I will measure this by checking whether the time it takes me to use online software’s has decreased or not. If it has decreased this means that I have understood how to properly use online programs and can operate them with much more ease.
	My target date to review this would be after a month of attending the course to see how well I have improved. 

	To improve my organizational skills.
	Use a planner to organize different deadlines.
	I will need a planner/diary to organise different deadline, events and work to do. With this I must write deadlines but also write them in order of importance.
	By seeing whether any work is done by its deadline.
	I will try this for a month.



Above are my aims and how I intend on achieving them. These aims of mine are my weaknesses which through management tools I have been able to identify. By creating aims that focus on them it helps me to direct all of my energy towards that and work towards them. The only way we can flourish in our own respected fields is by having the ability to identify what is lacking and needed which we then have to fulfill. This is also what has helped me create a sustainable career because at every step of the way I have been able to realise what I must contribute but do not have. The pool of labour is very large and it’s important to be able to stand out amongst many other talented individuals therefore, it’s also important to be able to identify your strengths. Through personal development planning you are also able to identify these strengths and maybe those strengths are what that may aid in the development of your weaknesses to something better. For example; I am a determined individual, this is my strength and this is what will aid me in improving my weaknesses as my determination will push me to overcome them. This brings about another point that strengths and weaknesses are intertwined and should be looked at as a whole. 
Conclusion
In conclusion, I have had many experiences over the years in different occupations and have constantly tried to improve myself along the way. With changes constantly emerging its vital as an employee to be aware of what employers look for because it is only then as an employee you are able to improve accordingly. As for myself, I have definitely faced obstacles along the way and still am but it is being able to identify them and do something about it. Therefore, using management tools such as SMART Objectives or SWOT analysis allows me to be able to recognise how to tackle those obstacles for example; since I am having trouble with online documents I am taking a short course which will help me to learn how to operate these programs. Creating such goals will always create motivation and the willingness to work. Through this portfolio of evidence, my readiness of employment is apparent as it is rather clear how I am willing to work on my weaknesses time and time again in order to satisfy employers but also improve as an employer myself. I have understood the importance of self awareness and its impacts later on being able to work efficiently. 
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