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Introduction
The purpose of the report is to demonstrate my understanding of working effectively towards my career development, reflecting on a role play, and discussing some topics that will help my personal development. These topics include Lifeline, Self-Motivation, Learning Styles, Johari Window, Swot Analysis, and Employment Goals.

Personal Development Plan 
This sets out our, personal goals, knowledge and skills needed for educational and career progression. It is an ongoing process that requires making use of the skills we possess, improving ourselves, and keeping track of our work. (reed.co.uk)

Lifeline
This is a technique that represents the highs and lows of one’s life which have impacted their career and life spanning across several years. (Free Learning from Open University). In my life I have had some positive and negative experiences which I will be highlighting in chronological order.
At the age of 16, I obtained five O-Level passes.
At 21, I had my first job as a customer assistant with a utility’s organisation, which was my first major achievement in the job market.
Four years later at the age of 25 I had my first child which was a very proud and happy moment in my life, but soon after I realised that I was unable to further any studies because of family commitment.
Between the ages of 30 to 40, I was able to strike a balance between family and work and held down a full-time job, also juggling with school runs and childcare provision for my children.
I suffered a family loss of my parents between the ages of 40 to 45, but I also had the pleasure of seeing my children become adults, and I began contemplating ways to improve my life, by taking short courses on workplace skills, and eventually in February 2021, I enrolled at the university of Wales Trinity St David for Certificate in Skills for the Workplace.

Roleplay (Kolb’s Learning Cycle)
Concrete Experience
The purpose of the role play was to give me the experience of a job interview. I was paired up with one of my classmates, Narciss, and we each took turns in playing the role of an employee and an employer. First, I assumed the role of an employer, conducting interview for the role of a customer services assistant. At the start of the interview, I welcomed the interviewee, with a smile and a handshake to make him feel at ease. I maintained a calm atmosphere by sitting upright and made eye contact before asking five questions which included soft, open-ended, and hard questions. The interview style was friendly, and conversation flowed smoothly.
Next, it was my turn to be interviewed for the post of a primary school reception teacher. I was slightly nervous initially, but soon relaxed as I was welcomed in a professional manner by my interviewer in a calm atmosphere. Both myself and my interviewer were smartly dressed and maintained good body language such as smiling, making eye contact, and sitting upright. My interviewer asked me questions which required me to demonstrate some of the skills and knowledge I possess as a teacher. I highlighted a few of these with examples, such as being a team player, communicator, honest, understanding, and self-driven. He gave occasional nods throughout my answers, which raised my confidence. I had the opportunity to ask one important question and got a good response from the interviewer after which the session ended.
Reflective Observation
The interview prepared me for job search. It is also about having good body language, confidence, and skills about the job. Looking back on the session, I realised that to have a successful job interview requires active participation from both the interviewer and interviewee, professionalism, a relaxed atmosphere, and a flow of conversation between both parties.
Abstract Conceptualisation
In the end, I learned that from potential recruits, employers expect interpersonal skills such as honesty, respect, intelligence, and communication. Possessing the right skills and knowledge associated with the job, exploiting my strengths, and making room for improvements is very essential during an interview. I was able to ask questions about the job and gave a brief insight into my future career development. 
Active Experimentation 
After this experiment, I plan to apply everything that I have learnt in looking for a job, including preparing a good CV. I will improve in areas of weaknesses, by taking up training courses, maintaining good body language in future job role or interviews, so I can give of my best to any employer when an opportunity arises. This exercise has taught me how to prepare for the recruitment and selection process associated with job search. (McLeod S. 2017).

Self-Motivation
This is the force that has inspired me to go further in my career. It is made up of factors which are very essential to build self-motivation. These factors include, being confident to taking up challenges, setting goals and overcoming setbacks. Another factor is being optimistic about carrying out present and future tasks and ask for assistance if needed. Self-motivation involves focusing on strong goals which can help to define my career path and avoid wasting time. A motivational environment helps to produce role models acting as mentors to give support internally and externally. (mindtools.com). For example, a supervisor can offer support with workplace training and act as a referee to colleagues.
All these factors are helping to build my career path. I have worked alongside my manager who is a good role model and mentor, self-driven, organisational, a good team player, inspirational, hardworking, and reliable. Due to her positive influence, I have become self-confident, resilient, a good communicator, constructive with criticism and learn from my mistakes. Self-motivation encourages panning and developing strategies for the future.

Learning Styles
A learning style is a method in which an individual adapts to their preferred way of learning. According to studies, everyone has a predominant style, which helps their thinking, processing, and interpretation of information. 
Some learning styles which are useful to individuals include, Kolb’s (1984), Honey and Mumford (1986), and VAK. The most common style is VAK which stands for (Visual, Auditory, Kinaesthetic) and involves the use of the human senses. (VAK learning styles model).
Visual Learners observe by looking at objects, pictures, and diagrams to help their learning, while Auditory learners are more accustomed to listening. For example, listening to audios, speeches, and sounds. Kinaesthetic Learners respond to learning through physical and practical experiences like touching and feeling. The VAK model of learning is unique and has helped to identify that I am a visual learner.  

Johari Window
This a framework created by academics Joseph Luft and Harrington Ingham, by merging their first names. This tool helps an individual to become self-aware of their inner qualities and helps them to make perceptions about others. (Communication Theory).  
It is made up of four sections: Open area which consists of information that may be known to the individual and others. For example, a person’s behaviour and skills can be highlighted by others and provide them with feedback to enhance their development.
Blind Spot is made up of facts that are unknown to an individual but known by others. Information   disclosed to the individual may come as a surprise because they lack awareness. A blind spot helps to deliver positive feedback.
Hidden Area 
This area has information that is only known by the individual. It may be very confidential and personal information, which an individual may not disclose unless they feel comfortable. Examples include failures and secrets. Solution to hidden facts by an individual is to forward it to the open area where help can be given.
Unknown Area 
This comprises of information which is known to neither the individual nor others. There could be past happenings, or talents lying dormant in a person that they are unaware of. For example, a person’s creativity could be highlighted as soon as it is displayed. (Communication Theory)

Swot Analysis
SWOT analysis (Strength, Weakness, Opportunity, Threat (Investopedia), enables a person or an organisation to assess and make improvements or adjustments. In my case, it is very essential to do a Personal SWOT to help me to develop a successful career path. My strengths are being a good communicator, a team player, honest, reliable, driven, and a good timekeeper. Studies from SWOT Analysis have shown that some strengths in character can be used to correct some weaknesses. For example, I possess a lack of confidence, shyness and inadequate I.T skills. Using strengths like communication skills can help to combat shyness. Opportunities like applying for a new job or enrolling on a course or a new hobby can be of advantage on your career progression. 	Comment by Glenna Orehdola Woode (2021288): 
Threats that can be encountered personally, include an inability to compete with new skills, and technology. This could result in redundancy, unemployment, competition from other members of staff for higher positions and new recruits can put you at a disadvantage. According to studies, it has emerged that making use of some opportunities can offset some threats. For example, enrolling on a higher-level course that matches a job description helps competitiveness in the job market. Volunteering work can add value to employability and help obtain good references in a CV.

Employment Goals
Employment goals are targets set to attain jobs skills for career growth, and the things you need to do to achieve this. An example of this would be moving on from a Healthcare assistant to fully qualified nurse would imply studying for a degree in Health and Social. It also gives you the incentive to have a better lifestyle, job satisfaction and increase knowledge. It is very important to set a long- and short-term goal. My short-term goal is working as a nursery assistant in early years, but my long term is to become a primary school teacher in two years. A very useful tool to help me achieve this is SMART goals. (business.chron.com) SMART Goals (Specific, Measurable, Achievable Relevant, and Timebound) this is an applicable tool for helping to attain desired goals. (careeronestop).
Specific goals should include what needs to be done, who takes accountability and what action is needed to accomplish this goal. Measurable goals track progress and determine the quantity of   a workload before completion. For example, accepting to complete a month’s work in two weeks is inappropriate and unproductive.
Achievable goals are tasks or objectives that should be realistic to execute or complete. It is important to ensure that tasks are not burdensome, otherwise you will fall back with deadlines and goals will be unaccomplished.
Relevant goals need to be of importance to what you are trying to achieve, for example embarking on a project should be beneficial to and for your goal setting.
Time bound goals need to have a reasonable time frame for the starting, implementation and completion of any tasks. Not having enough time or going over time can ruin potential achievements. (Indeed, editorial team, 2021)
 
Action plan 
 I am working towards my long-term goal which is a career in teaching. I am about to complete the Certificate for Skills in The Workplace (Level 4), which will provide me with foundation skills. I will be researching the modules and requirements of the teaching programme from the University of Greenwich, at the end of this course. My next step would be to enrol for a BA Hons in Educational Studies at the University in June 2022.  

Conclusion
This module has provided me with the knowledge and training that is necessary for my future career development. Some of the tools such as the Johari Window, SWOT Analysis, SMART goals and others have taught me to discover my strengths and weaknesses, and how to make improvements. Practical exercises like role-play have increased my knowledge and expectation of the workplace, which I was ignorant of initially. My confidence has also grown in doing this module. 
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Appendices A
Interview Questions for Role play

Could you please tell me about your professional achievements?

Could you tell me about your transferable skills that you can bring to the organisation?

Please tell me about a scenario in which you have used your experience to deliver good customer service.

What do you identify as your main strengths and weaknesses?

What do you hope to achieve in the next five years?


Appendices B
Job application form

[bookmark: _kpr05n82n26c]
Application for [job title] Reception class Teacher 
[bookmark: _zidixfu2h1to]Your details 

Name: Glenna Orehdola Woode

[bookmark: _obvz8px9oj35]Education and training
Please give details:

	West African Exams Council GCSE O-LEVELS (1990)
  Subjects             Grades
  Maths                  Pass
  Economics           Pass
  Business Studies  Merit
  Geography           Merit
  English                Merit

 
Paediatric First Aider (St John Ambulance)

Food Hygiene Certificate Level (The CPD Certification Service)

Fire Marshall certificate (British safety council)












[bookmark: _qhulv5cexz75]

Qualifications
Please give details:

	Certificate of Higher Education in Skills for the workplace Level 4 

	2021(university of Wales Trinity St David)

	NVQ Level 3 in Childcare 2015

	NCFE Level 2 Supporting Schools 2013

	Cache Level 2 in play work 2012 

	NVQ Level 2 in Childcare 2012


[bookmark: _97j1ykgd1f2u]Employment history
[bookmark: _itppkk92vaqm]Your current or most recent employer

Name of employer: Bright Star Nursery

Job title: Nursery Assistant

Length of time with employer: 10 years

Reason for leaving: To pursue a career in School 

Duties: 

	Assisting children between the ages 0-5

Recognising and meeting the needs of children

Implementing Health and safety

Planning and setting out educational activities for children

Maintaining staff ratios

Working as part of at team

Liaising with parents and carers

Completing daily reports

Promoting inclusion and diversity




[bookmark: _81dqi68kkna8]Previous employers
Please tell us about other jobs you have done and about the skills you used or learned in those jobs.

	Worked at Morrisons 2000 to 2010 in customer service

Worked in a team, providing support to customer and colleagues

Use my initiative to problem solve

Paying attention to detail

Showing empathy, respect, and patience

Being able to communicate

Tolerance for diversity


	Temping as a Nanny, Protocol Recruitment Agency (1995 - 1999)

	Worked as a hotel housekeeper The Cumberland Hotel (1991 to 1995)

Cleaning and presentation of Guests rooms and public areas

Delivering good customer service to guests

Communicating with the team


	

	

	


[bookmark: _2hk78iv0b9mh]Supporting statement
Please tell us why you applied for this job and why you think you are the best person for the job.

	I applied for this job because I want to further my career in Primary School education using my skills and I hope to advance them by embarking on a higher course in teaching. 

I am seif-motivated to focus on my target and will do everything I can to overcome challenges. Some of the skills which I possess will help my selection and I hope that my extensive work experience will enable me to deliver the best service to the organisation.


[bookmark: _ojwn8qfpdqo4]
[bookmark: _l4j9qclj5v1t]Right to work in the UK
Do you need a work permit to work in the UK? yes / No
[bookmark: _t2k2hyav6xgs]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

Paula Roberts
Nursery Manager
Bright Star Nursery
25 Harrow Road
London 
W8 4RF

Neal Peters
Employment SUPPORT officer
The Link Agency
117 Albany Road 
London 
N2 6BH
[bookmark: _w5ptqqnrjpr0][bookmark: _fimrf6f4wc5k]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: Glenna Woode

Signature: GWoode

Date: 2nd January 2022
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