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INTRODUCTION
The purpose of this report is to establish how this course workplace skills has helped me to develop my career plan and made me more employable. So far what I have achieved in my life was decided by my parents, my husband then after more of what life continues led me to! I did not plan or set goal for myself. As you read on you will come to know and understand how I have evolved as a person and how this module Professional career development has helped me to grow and plan a career path and strigae to accomplish goals. Now I am in a stage of my life, I think I can set goals and achieve them, with less hindrance to stop my plans. I think with life ups and downs I have acquired knowledge and confidence to handle whatever obstacle comes on the way to overcome and stay focus on the mission. To recall so far what has happened and what direction life is leading. Using a lifeline, I will demonstrate a clear picture.

MY LIFELINE
                                                                                                                      (Diagram- Author)
[image: ]

My lifeline shows the achievement or what I have done in my personal life. Some of the events impacted very positive and some events has ended with negative effect. Not much of professional development. Which leads to my present stage of life, where I want to concentrate more on professional development. 

REFLECTION
Gibbs reflecting cycle- Showing the structure of learning from experience. Examining what people experience, breaking that encounter into 6 different stages of learning and reflecting, things that went well or did not go well. Reflecting on matters, can help to learn and understand situation to get better results, if one must participate in the same or similar event/situation again. 
[image: intercultproject Intercultural encounters often provide opportunities for  reflection. A helpful resou… | Reflective teaching, Reflective practice,  Reflective essay]
Using Gibbs learning reflecting model, I can improve myself and reflect on the interview role play. Evaluate how I can improve possible reiteration.

ROLE PLAY: INTERVIEW
I had first-hand experience of the Role play, being interviewed in a realistic professional manner. I comprehend I still have long way to go to be more confident and knowledgeable of professional skills. I will use the knowledge of many different tools that I have acquired during this module, to enhance my professional skills in the world of work.                       After reflecting using Gibbs 6 stage cycle I must pay attention in those key areas to develop more.
Description: Online face to face, Job interview 
Feelings: Nervous, not confident, keeping eye contact, not mumbling, answering correct manner, voice tone, keep answers short and precise.
Evaluation: Good eye contact, equipment worked, tone good confident to answer, asked questions at the end, long answers, repeating, not used many academic words.
Analysis: Not good enough to get the job, not outstanding applicant, interviewer felt I am not confident, I am nervous. Needed to relax more, wondering answers were good enough for the purpose. Did I answer the key points? Was I able to make them believe the ability and skills I have? Wonder how the interview thought of me, was it obvious my tenseness did I smile enough. I need to relax more and practise talking in professional manner.
Conclusion: Needed to be for focus on my skills and what I can offer them. Not repeat use different words to describe my skills and ability. Smile more. Be more confidence in appearance and posture. Practise relaxing in tense situation. Understand the question take a few seconds to replay.
Action plan: Do more research, practise interview questions, find and learn academic words to demonstrate my attributes. Give example of relevant experience. 

MY CAREER PLANS
Almost done with this course which will be most up to date academic qualification. I would like to plan and give myself goals to develop professionally. Most of my life I worked with children in school, because of Covid-19 Pandemic I had to change my career, to stay at working. Presently working as a customer service assistant at a catering company. The job requires good communication skills, problem solving skills. I had to learn to operate the computers, machines and how to update company websites as and when we make changes to our prices or products, keep customers informed of all changes.                                    This Module identified what Employers look in an employee, having these traits will make me more employable to any organisation.
· Loyalty- Honesty can’t be taught, key attribute, I must prove myself trustworthy and committed to the organisation.
· Dependability- commitment to follow deadlines, completing tasks consistently.
· Eagerness to learn- actively look for opportunity to learn more, prove my dedication to better myself.
· Problem-solving skills- brainstorming, pinpoint and recognize obstacles/ problems and find effective solution to resolve issues.
· Positivity Determination- persistence, being equipped to overcome challenges to accomplish goals.
· Enquiring – critical thinking abilities.
I already demonstrated to the organisation lot of my traits and attribute. I have been loyal, persistence, adaptive, portrait relabel team worker and very dependable
employee. During the most difficult time of the Pandemic, I went out of my way to work and was available to do extra hours to keep the business open and running smoothly. I have better chance of getting promotion in my present job. which now I really enjoy doing as I am more confident doing it. I have made lot of beneficial changes to the company sense I started working with them.

SELF-MOTIVATION
Ability to take own initiative to exhibit goals. Push yourself to complete task because you want to achieve and not someone else asked you to. To stay focus and persistent on the target, during difficulties, not give up is self-motivation. 
I was married off early age, had the urges to study, I wanted to be a Nurse. Unfortunately, due to my personal circumstance never had the chance. My elder daughter has graduated, youngest at primary school. I work over 25 hours a week, I am hands on mum with lot of family responsibility. Even after all these years my thirst to study has not faded, knowing lot of holdbacks and interfere, I motivated myself to register for this course. My lecturer must feel the keenness I have to learning during our lessons, I have 100% attendance and always participating, asking question in all my classes. I recall on the second session lecturer Anita said, “can I have someone else answering and asking questions, not Rupia” my own true example of self-motivation. I like setting good example to work colleagues and family members. I get inspired by little things and encourage others to do better. Value time don’t let opportunity slip due to laziness. 

VAK LEARNING STYLES
Every individual learns different way. Some can be Visual, need of seeing things to absorb and learn. Some can be Auditory who need to hear and absorb information to learn. There are others who need to do something with the things in order to learn they have Kinaesthetic learning style. Usually, a person would predominantly learn using one style.              Reflecting on my early age I was more of a Visual learner; I was fast with sharp memory. After doing the VAK quiz, I realized that over the years my learning style has change from Visual to Auditorily style, it is correct as now days even something I cannot see but hear I can create an image or scenario and using my own judgement and experience I still learn and remember. I also intend to practise whatever I learned in my personal and professional life. Studying this course is more of auditory learning style. When I started my new job early Pandemic Covid-19, all I was told verbally and pointed out the key points what I needed to do and maintain. Sometimes I needed to take instruction from my new boss on the phone. Most of the time I would hear something and emphasise to complete the task. I pose prodigious creative skills.

PERSONAL DEVELOPMENT 

Self-awareness, a process of internal ideals and values. Ability to know how my own action impact on others around me. I am self-perfectionist who believe always room for improvement. Reflecting on my action and words, what makes me happy, sad, angary, helps me stay in control of my emotions and behaviour. Self-awareness is for me being a better human. There are many tools and methods, like Swot and Johari windows. Johari windows a self-awareness tool, which high lights the key points of an individual’s personality and habits. It shows how well you know yourself internally and what others think of you. Can make aware of self-worth. 
	
	Known to self
	Not known to self

	Known to others
	Education, ability to do the job, qualification, skills. Personality. I am very cheerful, friendly. I am very loyal. I am passionate about my role in the company. I have close understanding with company directors. My family.
	what some colleagues think of me, if they will support me if things go wrong.

	Not known to others
	What I fear, my thoughts about them, what I like or dislike about them. I would speak out even if there is chance of losing the job. I know they underestimate me sometime; How I plan to take over the business in the future(ha-ha).
	If I am going stay there when my personal situation changes, how long I intend to work there. What my future holds in the company. As things are changing at home how long I can adjust the work timetable l to stay in the firm.


(Diagram-Author)
SWOT- Strength, Weaknesses, Opportunities, and Threats, a tool which can be for an individual or business. By analysing these four aspects, you can reduce chances of failure, better understanding of what you are lacking, eliminating hazards, craft striges to progress. To know my Strength and Weakness in more detailed I will do my personal SWOT analysis. Which will clarify the areas I need to concentrate and revise.  

	STRENGTH
	WEAKNESS
	OPPERTUNITY
	THREATS

	Very easily can adapt to situation, great team worker, punctual, good communication skills, ability to follow instruction, work independently
	Lack in academic skills, not confident to presentations, lack on research skills. Slow on writing and IT skills, too quickly trust people
	Study while working, chance of promotion, opportunity to take partial partnership within the company
	Always putting others before myself, give too much priority to commitment and overlook own well-being. Also, weakness can become threats.


[bookmark: _Hlk80465101](Diagram-Author)


Swot results: Evaluate the areas l need to develop to be more employable. Research and design striges to eliminate the threats. Transform weakness to strength. Some of the way I can help myself is to take computer class, watch educational YouTube video on IT, computer key functions, how to use different tools which make easier to be more organise and save time. Do lot of writing using computers to learn to type faster. Read books to be more confident making decision professional way. Learn to say no and put myself first where l can. Need to organise myself, find time to do my hobbies for my own happiness, which can strengthen within. 
[bookmark: _Hlk80464854]





PERSONAL DEVELOPMENT PLAN

	NAME

	Rupia Hussain 
	Target Job 
	Manager



	TIME PERIOD
	From: August 2021
	To: March 2021



What Skills do I need to achieve my goal?
	Skills




Leadership skills, 
Negotiation and persuasion skills, Commercial awareness,
The ability to work under pressure, Organisational skills


	How will I get them?



Practise at work, may be do a short leadership course. Read books, magazine, Do research, Work at busy time.
	What resources or support will I need?

Time off work, to attend course, 
Buy books, borrow from library. Be available for busy periods. Technology equipment, 
	What can prevent me from achieving my goals: 

Work commitment, personal responsibility,
Financing, Covid-19, 
Health condition. 
	How long should it take 


6-12 months,
Review mid-terms to see progress. 


(Diagram-Author)





CONCLUSION
I am going to be SMART and set myself Specific Measurable Achievable Realistic Timely targets. SMART is a tool which can assess to calculate methods and provide clear direction to achieve my goals. Realistically thinking for myself way forward would be to work up within the place I am working at present, great opportunity of promotion. I already made my place in the customer service. I have bonded well with rest of the team members. I already showed my critical and creativity by making positive changes in company which are going well. I have displayed well orderly routine and managed working under chaotic times. Managerial role would be my ideal specific and measurable goal within my time set of 6-12months. Enjoying the job, is another reason of motivation and focus, which will increase the chance of achieving my professional goal.
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