







Portfolio of work





















	Programme:
	Certificate in Higher Education Skills for the Workplace

	Module:
	Professional and Career development

	Module code:
	BMSW4005

	Lecturer name:
	Masud Ibrahim

	Student name:
	Laura Monica Lojewski

	Student Number:
	2128409















Table of content


1. Introduction
2. SWOT Analysis and Personal Development Plan (PDP) 
3. Reflection on the impact of learning style theories in my workplace 
4. Assessment of personal learning of concepts on PCD 
5. Conclusion 

























Introduction 
For some people, professional training begins in childhood or immediately after learning the basics in primary school, or later in adolescence, with the emergence of the desire to work in a certain field. Looking back, I now realize that I instinctively created a personal plan that created a career that I improved over time. 
1. I will explain in the following how I started to have a clear perception of my skills, what I can achieve, and how well I managed to develop these skills, 
2. Make an analysis of the weak points, the strong ones and the opportunities that I took advantage of even with the threats that appeared along the way,
3.  I will explain how my ability to learn and acquire new knowledge developed my skills and affected my work. The development of my professional career is a continuous process that is part of my life and in this report, I will evaluate accordingly for the most part, 
4. I will report the conclusion of the portfolio at the end.

	SWOT Analysis and Personal Development Plan (PDP)
Professional development means improving your skills, sometimes by discovering an opportunity, sometimes by sustained efforts and a lot of work.
The personal development plan extends over a relatively short period of time, 3 years, based on the fact that over time I acquired skills at the workplace, namely in IT, administration, accounting and as an assistant manager. I have recently chosen to work in a stable company based in the same city that has as its policy the promotion of employees, more precisely employees have priority in new jobs within the company. In a city where jobs are drastically decreasing, in hard times like those of previous years and which continue to be even harder, I choose to work in a place that gives me the certainty that it will not close soon. This company operates in the E-com field with groceries, drinks and others.
The skills acquired at the workplace in recent years, with the related training and with the knowledge and professional training done a long time ago, combined with the university studies started, will be an asset to get the desired job that will make my life much easier.
At the same time, I am working to improve my skills in speaking fluent English. 
“Self‐awareness represents the capacity of becoming the object of one’s own attention. In this state one actively identifies, processes, and stores information about the self” (Alain Morin, 2011). 
The tools used to improve my self-awareness are SWOT analysis and continuous learning as the market is constantly changing.
	“In the nature of things, you will of course continue to learn from everything that happens to you, every day. This is why it is called ‘lifelong learning’.” (2011 - 2023 SkillsYouNeed.com)
Using the SWOT analysis, respectively of weak points, strong skills, opportunities, and threats, I have a clearer picture of the field that needs to be improved.

SWOT
	Strengths
Technology skills/Microsoft tools
Administration skills
Work under pressure ability
Communication and Collaboration  
Attention of detail
	Weaknesses
Emotive
Impatient
Perfectionist 
Language 


	Opportunities
Training
Location
Contract  
Big salary
	Threats
Competitors in workplace
Continuous change of company policy 
People’s behavior


	
The priority from the weak points will be emotionality and the improvement of the English language so that the recruitment process in which I will participate will be successful.

 Reflection on the impact of learning style theories in my workplace
According to the information on Linkedin, the number of online grocery jobs is increasing, E-commerce occupies the 1st place, and from my research, I have the right skills for most jobs: order fulfillment, retail, order picking, or warehouse operations. 
“A special edition of the LinkedIn Emerging Jobs report that more closely represents the rapidly-changing world we’re living in as a result of COVID-19” shows the upward trend of the e-com job market. “To keep pace with the spike in online shopping during the pandemic, companies onboarded thousands of E-commerce workers – from Package Handlers through to Supply Chain Specialists – to help get products into the hands of customers. Hiring for these roles grew by 143% between 2019 and 2020.” (LinkedIn Corporation, 2023)
For the future, I focused on Supply Chain Specialists for which the only skill I lack is management but suitable would be jobs like Supply Chain Associate, Warehouse Team Leader, Online Specialist, and Supply Chain Assistant.
Over time, I participated in different recruitment processes specific to each job, but now I have learned how a professional CV should look, it is the personal brand that shows my ”professional history, academic background, and key skills” (Indeed, 2023), where are the strengths that make an employer select my CV, and the importance of a cover letter. It is a document that convinces an employer about my skills, and work experience, shows who I am as a person, and if I am suitable to be given a chance in the selection process. The goal is to have an interview.
According to the Oxford Dictionary, the recruitment process is "The action of finding new people to join an organization or support a cause" and “Locating, identifying, and attracting capable applicants” (Robbins and Coulter, 2012).
Recruitment is part of the extensive Selection process, which according to the Oxford Dictionary is:
· “The action or fact of carefully choosing someone or something as being the best or most suitable”,
and also Robbins and Coulter (2012) are stating that the selection 
· “Screening job applicants to ensure that the most appropriate candidates are hired”
A few months ago, I participated in a recruitment process after submitting my CV and was hired by the company I mentioned above, but on a trial period in which I had to adapt to all the requirements and understand the way in which I could make the performance. I can say with certainty that I would not have managed to pass this period if I had not learned to analyse my skills, weaknesses, and strengths. Being a person who has gone through life, with experience and achievements both professionally and personally, I have principles that I cannot easily pass over. The learned theory had a strong impact on the decisions made lately regarding the workplace, how can I understand the behavior of a manager or a leading team, why I feel that their demands are exaggerated, and why the required performance is difficult to achieve.
Thus, knowing what are the attributes of a team leader, I changed him from an enemy to a colleague with whom I openly discussed all problems and I was satisfied with his help and advice. In order to achieve the desired goal, I used my skills, from the analysis of the work and the work style of my colleagues, I realized what "Work smart, don't work hard" means, a saying said by a former team leader that I didn't understand at the time.
It is not enough to learn new things, I have to apply them, which I found out recently.
It is certain that I improved at work, my performance increased above the desired level and I completed the trial period with congratulations and with obtaining the final contract.
The opportunity to study this course already has had effects on my life, the learning process results in "the professional manner in which you have settled into the business" as my team leader said. 

Assessment of personal learning of concepts in Professional Career Development

“Learning is a relatively lasting change in behavior that is the result of experience.”(Kolb, 1984) 
 “The process of learning and improving your skills so that you can do your job better and progress to better jobs” Cambridge Dictionary

In theory, there are 4 steps to follow in career development. 
· Self-analysis results in the identification of skills, goals, weak and strong points, and threats that affect the person.
· Research involves the use of resources to discover the job that is of interest, an example would be Linkedin but also the circles of people who enter the sphere of career interest.
· Choosing a job that matches your skills or finding an opportunity related to the desired career is an important step, and the specific work environment influences decision-making.
· The last step in the career development process is the action, the preparation for the interview for the workplace, or for applying to the university. This involves practicing the interview, composing the right CV, and writing the cover letter. 

Therefore, my learning styles are reading, listening, and reflective and they have helped to create and develop me as a person self-aware of the skills and goals followed and part of them achieved.
In my opinion, personal career interests are closely related to any other interests. My value in front of my family is now linked to how I act and what results I get. I was able to influence my decision to continue the courses on my son who at one point did not want to study anymore, and now he is an eminent student. I value a lot the esteem and self-respect gained by studying and improving my skills and I want to get back to the level I had some time ago in the country I came from here in England. I still remember the advice of my former colleagues, to do everything to get my university degree. 

Now I'm at the point where I'm learning the requirements for a job I want, namely management. As long as the skills are transferable, I can choose as a backup plan a database administrator position within the company or in the ideal case to work at home with my son in the administration of the company he founded and which we strive to we will make it functional soon.
What would the ideal job look like for me? To work on the computer in the accounting of my company's activity, which is a well-established field of activity, accessible to people with medium and high income, in a big city. And I think it will be possible in a few years, after finishing the courses and obtaining the diploma in BA Leadership and Management.
When I hold the diploma, then I will be able to talk about Continuous Professional Development because there is a big difference between a job and a specific profession. Only the profession makes a career and can develop continuously.” CPD stands for Continuing Professional Development and is the term used to describe the learning activities professionals engage in to develop and enhance their abilities. CPD is a holistic approach towards the enhancement of personal skills and proficiency throughout a professional’s career.” (CPD, 2020)

Conclusion
The work portfolio helped me take a look back at what I have achieved, my work experience, training, and skills, at the future plan related to a better, easier, and better-paid job. And the goal will be reached if I strengthen my weak points and complete my studies, as provided in the personal development plan.
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