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Career Development Whose responsibility? Both Employer and employee. This ensures that the employer has the quality of staff required and that the employee develops full potential. 
 
Your own position and the skills you need to complete the course and those you need to make yourself employable. Knowing yourself (identifying your learning style through the VARK; 
 
Questionnaire and the Johari Window). 
identifying Skills NOW: 
 
Employers have a duty to give their staff members chances to advance their education, training, and experience. This can be accomplished through mentorship, job rotations, training programs, and other measures that assist employees' professional development. Employers can raise the quality of their workforce and increase employee satisfaction and retention by making investments in their employees' development. 
Employees are also expected to take charge of their professional growth. This entails deciding on their professional aspirations, actively pursuing them, and looking for possibilities for development. Employees can boost their worth to their employer, as well as their personal job satisfaction and career prospects, by taking the initiative and showing a dedication to their professional growth [1]. 
In the end, a collaborative career development strategy is advantageous to both the business and the individual. Employers can find and keep top talent, and workers may acquire the skills and information necessary to succeed in their careers. 
 
The VARK model is a popular technique for determining various learning preferences. The approach divides students into four categories: 
 
1. Visual learners - people who learn better from photos, pictures, and other visual aids. 
2. Auditory learners - these individuals learn best through lectures, dialogues, and listening. 3. Readers and writers who learn best through reading and writing, including taking notes and doing research, are called "readers and writers." 
4. Kinesthetic learners prefer to learn by doing, moving, and engaging in physical activities. 
 
Finding your preferred methods of studying will help you create study habits that will enhance your learning outcomes. For instance, diagrams and films may be helpful for visual learners, while breaks and physical activity might be incorporated into a study schedule to help kinesthetic learners [2]. 
 
Assessing the abilities, you need to finish your degree and become employable is as vital to figuring out your preferred learning style. In order to determine the skills and qualities that are in demand, this may entail examining job descriptions and industry criteria. Then, to improve your employability and promote your career, you can concentrate on enhancing these skills through training programs, internships, and other possibilities, internships, and other opportunities to enhance your employability and advance your career. 
 
 
SWOT analysis of a social worker's strengths and weaknesses. 
 
Strengths:  
· Strong verbal and written communication skills;  
· empathy and compassion;  
· problem-solving and critical thinking abilities;  
· capacity to function well under pressure; 
· versatility and adaptability in a range of settings;  
· thorough understanding of social work ethics and principles;  
· strong organizational and time management abilities. 
 
weaknesses: 
· Insufficient experience in some areas of social work 
· Difficulty establishing and upholding boundaries with clients; 
· Propensity to take on excessive responsibility or become emotionally invested in cases; 
· Inability to effectively handle conflict or confrontation; 
· Poor self-care practices that can lead to burnout 
· Difficulty managing stress and self-regulating emotions in difficult situations 
· Limited knowledge or experience with certain populations. 
 
 
 
 
 
 
 
 
Assessment
(
Strength, weakness, 
opportunity and 
threat)
Goal Setting
(
Short and long term
)
Action plan
Evaluation

Here is an example of a Personal Development Plan (PDP) for a social worker: 
 
Assessment: 
· Strengths: Empathy and compassion, strong communication skills, ability to build rapport with clients, knowledge of social work principles and ethics 
· Weaknesses: Limited experience working with certain populations or cultural groups, difficulty with self-care practices and managing stress, tendency to take on too much responsibility 
· Opportunities: Professional development workshops and conferences, mentorship from experienced social workers, continuing education courses 
· Threats: High workload and limited resources, burnout and compassion fatigue, changing political or social policies that impact the field of social work 
 
Goal setting: 
· Short-term goal: Attend a cultural competency training workshop within the next three months 
· Long-term goal: Complete a master's degree in social work within the next five years 
 
Action plan: 
· Research available cultural competency training opportunities and select one that aligns with career goals 
· Attend the workshop and actively participate in discussions and activities 
· Seek out mentorship from experienced social workers who have worked with the populations or cultural groups in which the social worker has limited experience 
· Develop a self-care plan that includes regular exercise, mindfulness practices, and setting healthy boundaries with clients 
· Research available master's degree programs in social work and select one that aligns with career goals 
· Apply for the program and develop a study schedule that balances work and school responsibilities 
· Seek out scholarships or financial aid opportunities to help pay for tuition and fees 
 
Evaluation: 
· Regularly assess progress towards attending the cultural competency training workshop and adjust the action plan as needed 
· Seek feedback from mentors and colleagues to identify areas for improvement in working with different populations or cultural groups 
· Monitor progress towards the long-term goal of completing a master's degree in social work and adjust the action plan as necessary [3] 
 
Conclusion 
In conclusion, both the employee and the employer share responsibility for the social worker's professional development. In order to achieve their personal and professional objectives, social workers need to actively recognize their strengths, shortcomings, and areas for improvement. They also need to develop goals that are both attainable and practical. They must also create an action plan and routinely assess their results, making changes as necessary. Employers also have a duty to offer social workers chances for career advancement, such as mentoring, training, and continuing education programs. Together, social workers and their employers can make sure that they have the abilities and know-how required to deliver excellent services to their clients and succeed in their professions. 
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Job application form 
 
 
Application for [job title] - HOUSEKEEPING 
Your details 
 
Name: JUSTINA KUFFOUR 
 
Education and training 
Please give details: 
 
	• 
	June 2022 to April 2023 – University of Wales Trinity Saint David 

	• 
	1999 to 2002 – Adabie Educational Complex 

	• 
 
 
 
 
 
 
 
 
 
 
	1992 to 1997 – Bomso M/A Junior High School 


Qualifications 
Please give details: 
 
As a highly experienced housekeeper with over 10 years of working in various companies. I possess excellent attention to detail, time management skills, and knowledge of cleaning procedures. I am passionate about creating a clean and comfortable environment for guests and maintaining high standards of hygiene. 
 
 
 
 
 
 
 
	 
 


Employment history 
Your current or most recent employer 
 
Name of employer: Bidvest Noonan Company 
 
Job title: Housekeeping 
 
Length of time with employer: 6 years 
 
Reason for leaving: Redundancy 
 
Duties:  
 
	• 
	Cleaning and Sanitizing bathrooms, kitchens and living spaces. 

	• 
	Vacuuming, sweeping, mopping and dusting floors and furniture. 

	• 
	Changing and laundering liners and towels. 

	• 
 
 
 
 
 
 
 
 
 
	Taking out trash and recyclables and ensuring that waste disposal areas are kept clean and organised. 


 
Previous employers 
Please tell us about other jobs you have done and about the skills you used or learned in those jobs. 
 
	1. Atlas Cleaning Company (2012-2016) 
· Maintained cleanliness and tidiness of various residential and commercial properties. 
· Operated cleaning equipment, restored supplies, and communicated with clients to ensure their satisfaction. 
2. Bidvest Noonan Company (2016-2022). • Prepared and cleaned hotel rooms according to company’s standards. 
· Managed inventory and restocked supplies while working management to ensure guest satisfaction. 
 
 
 
 
 
 
 
 
 
 


Supporting statement 
Please tell us why you applied for this job and why you think you are the best person for the job. 
 
As a hospitality industry professional with years of experience, I am passionate about creating clean and welcoming environments. My strong work ethic, attention to detail, and very good communication skills make me the ideal candidate for the job. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Right to work in the UK 
Do you need a work permit to work in the UK? Yes / No 
References 
Please give the names and contact details of 2 people who we can ask to give you a reference. We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.  
Declaration 
I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal. 
 
Name: Justina Kuffour 
 
Signature: 
 
Date: 22/03/2023 
 
 
 

INTERVIEW QUESTIONS 
 
 
Start with something that will relax the interviewee: 
1 Can you tell me something about yourself/your career so far? 
 2. What do you consider to be your greatest accomplishments and why   3. Can you describe an area of weakness and say what you have done to         improve it?  
4. Can you give me an example of how you have handled/ or how you would            handle a challenging situation or conflict in the workplace? 
5. How do you see yourself in five years’ time? 
 
6. Is there a question you would like to ask me? 
