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The purpose of this portfolio is an overview of my self-assessment review and to highlight my learning style preference. To demonstrate an understanding of the skills and knowledge which contribute towards working effectively. My understanding of SWOT analysis and other goal setting methods for further development, as well as creating my career goals and develop an action plan. 

[bookmark: _Toc28527224]My Lifeline Journey

To explore one’s life is to draw a visual diagram, where we were to where we are now. Pinpointing events that has taken place and to re-evaluate possible future plans. 
In figure 1 below, illustrates my lifeline journey. In 1980 the year I grace my presence to the world. I believe I had a harmonious but firm upbringing. As I can recall at primary school, I was an introvert child with a small circle of friends. However, at the age of 10 the transition stage from primary school to secondary school had an overwhelming impact on me. Researchers suggest, new school system and social changes such as older pupils involve a sense of stress and apprehension (Rice et al., 2011). Receiving support from my form tutor, I slowly but surely adapted to the school settings. Along the way I began to lose interest in my academics and resulted to poor grades when I left school. I felt a sense of dissatisfaction, thus I decided to enroll on a course GNVQ level 2 in Travel and Tourism at the community college. As it was a two-year course, I had a keen interest in the tourism industry. I achieved a Level 2; this became the driving force to a career in the travel industry. At 19 years old I had my first full time employment for a UK based tour operator specialist in Cyprus and Greece as a reservation clerk. After 2 years as a reservation clerk, I felt the need to advance within the organization. I joined the sales department providing administrative support to the business manager. This enabled me to use my reservation knowledge to assist the after sales queries. Within seven years of being part of a thriving team, the company went into administration. It was of immense shock and loss to me. After three weeks of being unemployed, I was approached by another tour operator to be part of the team in a similar role, as a after salesclerk. Within a year, I became demotivated my morale was low and upon reflection a new challenge was needed. I applied and accepted the position as a sales support executive for an innovative cruise line based in London. As part of prestigious organization, it came with its benefits and opportunities which was a privilege. Importantly, the various responsibilities of my role at times was overwhelming. However, I was the ‘go to’ person within the sales department. In 2010 met my partner, later in 2015 gave birth to a beautiful baby girl. Nearing the end of my maternity leave entitlement, I approached my employer to request for a part time position, this was declined owing to the business relocating to Southampton. 
I seized the opportunity to take a career break to raise my daughter, she has given me positive experiences and mental strength owing to unexpected challenges, becoming a lone parent. In 2017, my self-esteem was at an all-time low the feeling of mental deconditioning, the process of changes following a period of inactivity (Gillis & MacDonald, 2005). I was then recommended by a family member a life coach. After 6 months of strategies and mental de-cluttering, the conclusion was to seek a new challenge that will enhance my core skills set, reconnect with people and to build on my confidence. In February 2019, I enrolled on this course, Certificate of Higher Education in Skills for the Workplace (Level 4) at University of Wales Trinity Saint David, London Campus. As this would be a great prospect, to equip me with the right tools to enhance my transferable skills in preparation for my next chosen path, and this is where I am today. Below is my lifeline journey given.
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[bookmark: _Hlk24962772]Figure 1: Lifeline of Natasha Coeur de Lion (created by me)
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· [bookmark: _Toc28527226][bookmark: _Hlk24964459]Self-Motivation

Self-motivation is the force within that keeps pushing us to go on, in times of adversity. Our inner determination to achieve, produce, develop and keep striving forward. According to Nevid (2012), he refers motivation factors the ‘whys’ of behaviors that gives us perseverance to continue. With self-motivation, it is an opportunity to learn and grow, irrespective of the situation. An inner tool for reaching our full potential, accomplishing our dreams, and succeeding.
In Figure 2 below, I completed a self-motivation quiz. The results came back 42, which meant I was doing OK on self-motivation. Yet, I can achieve more. By increasing the motivation elements in all areas of my life. 
The key factors to increase further levels of self-motivation are:
1. Self-confidence and self-efficacy require a highly self-assured attitude, to build on resilience for when I encounter setbacks.
2. Positive thinking is fundamental when things are not going as planned, and the forces of negativity is at a high. By displaying a positive outlook and visualizing success helps to bridge the gap of wanting something and going for it.
3. Focus and complex goals is a commitment that will determine a clear sense of direction towards a specific goal. To accomplish the highest peak of performance attained when goals are hard to achieve, (Locke & Latham, 1991). Goal setting will be a pivotal part of my personal/professional development strategy. 
4. Inspiring environment is to surround myself with positive and uplifting people, to remind me of my goals and support me with my internal motivation. 
[image: ]
Figure 2: Self-Motivation Quiz - Goal Setting inspired by MindTool.com (conducted 09.11.2019)
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How we learn differs from one individual to another. Moreover, when learning something new there are individuals who prefer to learn by listening to information, or prefer to read about an idea to learn, or perhaps visual demonstration. Learning style is an essential tool to helping team members to discover their potential and a powerful way to increase productivity. Professionals are entering workplace with skills set, robust personalities, aptitudes, abilities and learning styles (Mcpherson & Willis, 2010). 
There are three established models of learning style, the right style applied will have a positive impact in the workplace and generate opportunities for career progression. 
1. Kolb’s Experiential Learning Theory. Developed by David Kolb in 1984 his theory promoted the learner’s internal intellect thought process. The fulfilment of ideas that can be applied in a range of situations. In other words, new concepts come with new experiences. Kolb’s Experiential Learning Theory increase learning effectiveness, for this to take place repeat performance is essential to learn from experience.  There are four stages of learning cycle that the novice learner will touch base on.

[image: Image result for david kolb learning styles pdf]
Figure 3: The Experiential Learning Cycle (Kolb,1984).

The Experiential Learning Cycle refers to the process of an idea, information or experience and transforming the wealth of source into knowledge, how learners respond and act upon it. A learning curve is from experience, it begins with the confidence that learning and developing from experience is conceivable (Peterson & Kolb, 2017).

2. Honey and Mumford’s Learning Style (1992). The concept was upon the works of David Kolb, The Experiential Learning Cycle, and identified that different individuals have distinctive learning preference: Activist, Theorist, Pragmatist and Reflector. Research led by Honey and Mumford suggest, in order to shine in one’s own learning is to understand personal learning style and to pursue opportunities to learn using that style.
[image: Image result for honey and mumford learning styles]
Figure 4: Honey and Mumford’s Learning Style, (1992) 
	
Below are the main characteristics, influence by each of the four learning preferences.
Activists Learn from experience, open-minded approach to learning, involving themselves fully, less time thinking and taking time to think things through. 
Reflectors are cautious and careful. Learn from observing, they collect detailed data before arriving with a decision or appropriate conclusion, and in group discussions they prefer others to contribute before pointing their point across. 
Theorist are extremely logical and systematic, requires understanding the theory behind the action, both qualitative and quantitative data is needed in order to absorb in the learning process. 
Pragmatists are relatively active however, prefer to engage in already articulated ideas, experimenters, the excitement of trying out new theories and methods in the real world to see if it works. 

3. VA(R)K learning style, this model was constructed in the 1990’s by Fleming and Mills (1992). The basic idea demonstrates the way information is absorbed from individual to individual, this is determined by the preferred means of processing such information/data. 

The four modes of learning, as follows below: 
V some learn through visual, includes maps, charts, diagrams, symbols, hierarchies and flow charts.
A some learn through auditory, includes team meetings, group discussions, using mobiles or landline and speaking out loud or to oneself to make sense of information being processed. 
R some learn through reading, writing a required attribute for employers by various modes input and output. Includes, PowerPoint, reports, manuals, internet, diaries and list. 
K some learn through kinesthetic actively touching, experiments, experience of doing something, this style of learning is based on ‘reality’. 

· [bookmark: _Toc28527228]My Learning Style preference 

All things considered, having explored the three significant models of learning style. I resonate with and my preference of learning is using VA(R)K model. I touch on all four modes of learning as it enables me to retain vital information. An example, my first full-time employment as a reservation clerk, the main specification was to grasp and adapt quickly to the in-house booking system. As the new employee I shadowed an experienced colleague. I was given a manual of the in-house computerized booking system prompted by diagrams of the booking process (visual).
 My colleague took a call for a potential booking, I attentively listened to the conversation and took useful notes for guidelines (auditory, reading, writing). After a few days of continuous shadowing I was more than ready and willing to demonstrate my learning methods (kinesthetic). After a week of shadowing and note taking. I took my first reservation booking; my motivation was at the apex the more I took calls the more comfortable I became. 
The two modes of learning that has immense emphasis in the way I learn, is Auditory and Kinesthetic (A/K).  To interpret the absorb information can either be of two ways. Speaking it aloud to have a clearer understanding, or a team member is unclear of what has been presented I would repeat it verbally so the information I have taken in is processed accurately, the demonstration aspect comes into force to truly grasp the concept. Another key thing to remember, the importance of feedback in all forms of learning style theories. Feedback measures the real experience/performance against the ideal to highlight ‘errors’ that requires reflection before attempting to move forward in our personal development or professional career. 
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To reach my optimum in all areas of life, applying management theories to oneself provides a useful set of tools for self-analysis and self-awareness. This inner source will enable me to recognize myself as an individual with great potential and optimism to succeed. 

· [bookmark: _Toc28527230]My Personal SWOT Analysis

The SWOT analysis was first pioneered as a business means in the 1960s. The concept involves looking at the core strengths, weaknesses of an evolving business and its external opportunities and threats (Hall et al., 2008).
A career SWOT analysis has the same effectiveness, for progression. An insight on personal strengths and weaknesses, what challenges can be forecast, and what opportunities are available present and future (Martin, 2019).
Figure 5 Below, is my career SWOT analysis. 
	Strengths
· Great communication skills
· Excellent time management and organizational skills
· Team collaboration 
· Good problem solver
· Working under pressure
	Weaknesses
· Mis-interpreted when information is not delivered clearly and when feeling anxious 
· Unforeseen travel disruption, procrastinating and not finishing things off
· Dismissive to team ideas, not delegating effectively and unsupportive
· Overwhelmed with critical views and no real logical outcomes. 
· Affect the quality of my work, mental fatigue and stress related illness

	

Opportunities
· Allow information to process then communicate effectively, speak to a trusted colleague to give advice how best to verbally approach a given situation.  
· Wake up half an hour early – check travel updates in advance or plan alternative routes, have a clear to do list – prioritizing important task first and if required delegate to ensure other task/deadline is met.
· Improve communication ensuring all teams are fully kept informed, increase diverse creativity, and team roles match their specific skills set 
· Become an attentive listener – ask appropriate questions to kick start the thinking process, be committed and accountable with my decisions
· Adapting easily to unforeseen changes within the working environment, increase in salary, rise in team performance as well as productivity, becoming highly disciplined and focused.  
	

Threats 
· Lack of team unity, unclear messaging that causes wasted time and resources, as well as overlooked at career progression.
· Can affect future career promotions due to lack of time keeping, team productivity, missed deadlines and will cost employer time and money.
· Low team relationship – this can be caused by mixing work life (coworkers) into my personal life, micromanaging - a team member not being work productive and minimal team meetings 
· Can cause division between management and employees – for example working conditions or morale. Financial burden to the organization and not recruiting the right people. 
· Over worked – taking too much on, health being affected – not eating right or not taking breaks, flawed decision being made and
losing connection with
family/friends. 


[bookmark: _Hlk26281583]Figure 5: SWOT Analysis (created by me)


· [bookmark: _Toc28527231]S.M.A.R.T Goal Setting

To set a clear and reachable goal. A goal should be Specific, Measurable, Achievable, Realistic and Time-based that will give me a greater chance to achieve them. Goals need to be correctly constructed to be reliable and be a benchmark by which the results can be evaluated (Greenbank, 2001).
Below, illustrates a goal that I wish to implement. 
Specific goal
Voluntary work in a school administration office, to gain experience with the in-house school management software (SIMS).
Measurable 
Maintain records and management information, including the input of pupil’s data. To become proficient in using (SIMS)
Achievable and Realistic 
By speaking to my daughter headteacher to seek voluntary opportunities in the school, I am open to other areas within the school setting, for example assisting in school trips or in class reading. 
Submitting my CV and covering letter to local primary schools in my area – to showcase my extensive experience in a busy office environment, as well as skills set – methodical, pro-active, keen eye for detail, be able to plan, organize and priorities to meet deadlines. 
Consistent communication with schools, will give me a better chance in getting a voluntary position. 
Time-based
Within six months from January 2020, to start the discussion with my daughter headteacher and update my CV for circulation.  


· [bookmark: _Toc28527232]Johari Window Model

The Johari Window, formulated by American psychologists Joseph Luft and Harry Ingham, and first published in the Western Training Laboratory in Group Development 1955, with further expansion by Joseph Luft. The model is a method for discovering and cultivating self-awareness, personal development, refining communication, interpersonal relationships and understanding the culture of the team. Moreover, to assess group relationship with another group.
There are four window quadrants, each signifies information about an individual feelings or inner ambitions.  Known or unknown by the individual, and if the information is known or unknown by others. In figure 6 below, further explains each quadrant. 
[bookmark: _GoBack]
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Figure 6: Johari Window (image source taken from Lecture PowerPoint and created by author)
In career and personal development, the model is highly significant as it influences, as well as the emphasis on soft skills, empathy, team collaboration and behavior. 
Quadrant one, Open Self for everyone to see my strengths, weaknesses and my day to day skills as well as verbal communication.
Quadrant two, Blind Self also known as “Blind Spots”, skills that I have but not aware of them, or skills that I felt were valuable and was not told how poor I am at them. 
Quadrant three, Hidden Self as known “Mask” my demeanor would be totally different with friends and family, compared to my professional life. I do keep the two behaviors world apart from others.  
Quadrant four, Unknown Self. I will continuously be evolving all the time, developing new attributes, strengths and skills, without feedback and reflection how would I know that I possess hidden abilities that has not been identified that requires encouragements, opportunity, confidence or training, blocked feeling being re-surfaced. The unknown self is a mysterious state that require deeper understanding. 
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I will be providing a summary on my self-motivation, learning styles and personal development around the Gibb’s reflective cycle. Touching on three of the six areas of the cycle Description, Feelings, Evaluation, Analysis, Conclusion and Action Plan. 
Feelings towards self-motivation initially was low, prior to starting this course. Doubting my university abilities. However, owing to the wealth of knowledge and experience from lecturers. I continue to keep persevering even when I felt like giving up. Where possible take up opportunities that will elevate me and find my power voice. 
Evaluation. Having established my learning style as Auditory/Kinesthetic (AK) reinforces that I learn best in a practical environment, to demonstrate my abilities. The downside, If I am bombarded with too much information at one time an overwhelming feeling comes over me. To grasp the concept some form of action is needed, to start the thinking process. 
Analysis on personal development, is what I need to do to improve myself and my prospects in life. By utilizing the various goal setting methods will enable me to explore my full potential, employability and the capacity to realize my goals. 







[bookmark: _Toc28527234]My Awareness and Expectations of the World
of Employment

· [bookmark: _Toc28527235]Skills and Knowledge for working effectively 

There are some careers that require awareness in our professional development to retain our position. It is a good habit to ensure that we are up to date with what is happening in that field, there is a high increase of webinars to make it easier to learn at the comfort of our desk. By not paying attention to our professional development can have detrimental effect on our creditability and potentially can put the organization at risk. 

Employers require from prospective employees the ability to plan, implement, manage and oversee. Rather than to demonstrate transferable skills.  According to Target Jobs UK, they have highlighted key skills needed for advancement.  

1/Communication Skills, the ability to communicate effectively with superiors, team members and colleagues is vital, in any industry. We are very reliant on technology/digital is it of importance how to effectively relay and receive messages in person as well as phone and email. 
2/ Teamwork Skills is collaborating with individuals to achieve a common goal and business objectives, as well as the ability to manage and delegate to others and take on responsibilities. 
3/ Negotiation and Persuasion Skills, is to set out what you want to achieve, have a mutual understanding where the other person is coming from so you both get what need, and feel positive it. 
4/ Problem Solving, the ability to display a logical approach to problem solving and resolving issues and look at problems from different angles. 
5/ Leadership skills are to motivate and direct team members to work with integrity, assigning and delegating task appropriately and leading by example. 
6/Organizational skills to have the ability to be focused and disciplined on different task, ensuring that time is managed effectively and efficiently, so the chosen outcome is completed. 
7/ Confidence is creating the right balance within the work domain, not to mention confidence in your team and the organization. 
8/Commercial awareness is knowing how a business or industry works, and how it competes in the marketplace, thus commercial instinct is developed. 
9/Working under pressure, how to keep levelheaded in time of crisis, and not becoming to overwhelmed. 
10/Motivation, working life presents challenges, during those times employers need to see fighting spirit and find a way through it, with a cheerful attitude. 

There are two methods employers will use, to find the right people for the job role:
Recruitment process, identifying the best qualified applicants. 
Selection process, predicting which applicant will make the most appropriate contribution to the organization. 
The recruitment and selection process should to be efficient, in term of minimal cost in resources. Effective identification is fitted for the suitable candidate, for example face to face interview and lastly, fairness is integral to ensure decisions are made on merit alone. 
Key stages of recruitment and selection process (Armstrong, 2011).
Defining requirements 
Planning the recruitment campaign
Attracting candidates by remunerations package or perks 
Selecting candidates from face to face interview or psychometric test
Recruitment policy, important things to remember (just a few to mention) 
Equality and Diversity / Equal Opportunities in recruitment 
Monitoring Equal Opportunities, Equality and Diversity in recruitment 
Job description is professionally written and informative of the scope, duties, tasks, responsibilities and working conditions connected to the job.
Recruitment interviews, can take form as competency base question, assessment centre or work sampling.  
References, a document that states that an individual worked at the stated company
Qualifications, 
Offer of Employment

Person Specification plays an important role in the recruitment and selection process, as a form of guideline. Allows for comparison between applicants, thus eliminate unsuitable candidates and provides structure for the interview. 

It is vital, that unlawful discrimination is not being conducted in the recruitment and selection process. Discrimination is the unfair treatment of an individual because of a particular protected characteristic. The Equality Act 2010 is the legislation that protects individuals from such unequal treatment. The nine protected characteristics of Equality Act 2010 are, age, disability, gender reassignment, race, sex, sexual orientation, marriage/civil partnership, religion/belief, pregnancy and maternity.
Organizations need to ensure they conform under this act, so all employees are treated in fairness and respected, irrespective of differences. Promoting equality and diversity in the workplace means coming together and striving for success.




[bookmark: _Toc28527236]My Career Prospects and Objectives

My career path is yet to be determined. However, as I reflected upon my career journey with a life coach and the help from this course has enabled me to evaluate my next move. Within the next six months to be in employment, as a school administrator or a similar role for an innovative organization. By spending time in the workforce and familiarizing the responsibilities of the different roles. Moreover, observing others. I would then seize the opportunity to progress into mid leadership/management level. Begin to build on improving skills set, gaining experience or revert to academics to get certified in that specific field to secure that position. 
My aspirations are my purpose, to live and work in a successful environment, that encourages me to grow mentally, physically and emotionally. Furthermore, would give me a work life balance not only in sustaining a living cost but also to gain the initial work experience, and skills to reach the ultimate career goal (Ashe-Edmonds, 2017). 


[bookmark: _Toc28527237]My Personal Development and Action Plan

A ‘guidance only’ plan of where I want to be in the next three to four years. 

	Development Plan

	 
	Short Term in the next three to six months
	Mid Term in the next six months to two years
	Long Term in the next two to four years

	My Goals
	Part time work experience as an administrator for organization, ideally in a school setting
	Courses in a specific field within my job role
  

	Level 5/6 course in a specific field 

Advance in mid leadership/management position

	Skills and knowledge to be learned
	To refine on existing skills and knowledge in:
Confidence Communication skills, Teamworking, 
Organizational skills
Decision making and Problem-solving skills,
Leadership skills

	 I believe I will be in part time employment, learning responsibilities not just in my role but others to exercise my willingness to progress. 

research on the right courses that would enable me to elevate a higher level of thinking, within my job role


	Express creativity and new concepts on projects, 

Organize social events – leadership skill

Join workshop to develop effective communication at management level.  

	Resources needed
	Free time, laptop for internet access
	Family support for childcare, internet, University Prospectus in East London
	Funding, childcare, Internet, mentor 


Figure 7: Personal Development Plan (created by me)


	Action Plan

	
	Short term in the next three to six months
	Mid term in the next six months to two years
	Long term in the next two to four years

	Criteria / Goals 
	Part time work experience as an administrator for organization, ideally in a school setting
	Courses in a specific field within my job role

	Level 5/6 course in a specific field 

Advance in mid leadership/management position

	How am I going to take the next steps
	Contact the Volunteer Network Centre for voluntary opportunities

Register with an organization ‘Workplace’ offer free training and work experience in my local area

Speak to headteacher at my daughter school, work experience in the school office

Visit or contact local schools in my area, seek work experience
	Observe and start the conversation with colleagues how they achieved their position in the organization.

Take on extra responsibilities and assist with challenging projects.

	Decide on course, maximize on my potential to become a team leader or management.

Be part of a work social community – planning and implement events. 

Sign up with ‘Meetup’- networking groups in communication, public speaking and confident building  

	Time Schedule and completion
	In the next four months to secure part time work experience. 

December 2019, registered with ‘workplace’

 
January/February 2020, given my details for voluntary interest in local schools in my area and spoken to volunteer network centre.


	November 2020
collated University prospectus, in preparation for 2021 intake 

	Autumn 2020, join ‘Meetup’ networking group and seek a mentor for career guidance

By 2022/2023 – certified qualification in a specific field within my job role. 




Figure 8: Action Plan (created by me)




[bookmark: _Toc28527238]Conclusion

From reviewing my professional development plan. I have fostered a clearer understanding of learning opportunities through my personal SWOT analysis. Furthermore, my learning style preference will enable me to have greater awareness of my capabilities and to set specific goals, or criteria’s that is attainable through motivation. Importantly, to prosper in either personal or career development feedback is needed to promote growth and leadership. 
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surprised by my creativity. | figure it is my
lucky day, and caution myself not to get used
to the feeling.

Itend to do the minimum amount of work
necessary to keep my boss and my team
satisfied.

Itend to worry about why | won't reach my.
goals, and | often focus on why something
probably won't work

I create a vivid and powerful vision of my
future success before embarking on a new
goal.
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