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When an individual goes through a process where he/she attempts to undertake various measures for inducing the development of those skills that are essential for his/her chosen career objectives or pathways then this process is called as professional career development. Employment is the state of an individual that indicates that the individual is involved in some sort of profession that requires certain skills.In this portfolio I am going to use Johari Window model to evaluate my skill of communicating with others so that I can identify the existing issues of my communication and rectify them for more effectively communicating with others. In this portfolio I will present discussion about the learning style that I follow for learning various knowledge and skills. This portfolio will also show the SWOT analysis of mine with the purpose of conducting the assessment of my skills and abilities for the professional sector. In this portfolio I will also show the evaluation of the potentials I have for my preferred future job role. I will also identify the skills that I want to develop for my professional development using SMART objectives method. Inclusion of my professional development plan will also be made in this portfolio. 
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The ethical and moral values or principles that a person implements in different aspects of his daily life are known as that person’s personal values (Hamza, 2014). Personal principles are the standards by which a person shapes his/her attitude and conducts (Jensen, 2015). Like other people, I also have my own personal values. One of my personal values is honesty. Whatever I do in life, I always try to ensure that I am doing it maintaining all the ethical principles and no one will get harmed due to my conducts. I give my best efforts to keep my commitments in every aspect of my life. That is the indication that I have the personal value of honesty. Positivity is another personal value of mine. This is so because I always view various aspects of life through the lenses of positivity and I always expect good from life and do not focus on negative aspects. Positivity helps me to persist during the periods of struggle to eventually achieve my goals. Both honesty and positivity are inspired by my religion because from my very childhood I have been receiving messages of my religion that provide great emphasis on honesty and positivity. 
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Interacting and communicating with others is essential for all the individuals involved in any kind of profession because a person who is employed requires communicating with his/her managers, colleagues and clients (Betsworth, 2013). Johari Window is a useful tool for assessing the level of communication skill and even to improve the skill of communication and interaction.For evaluating and understanding communication skill of an individual, Johari Window makes use of four different quadrants namely as open, blind, hidden and unknown quadrants (Brown, 2015). Open quadrant of Johari Window is the representation of such information about an individual that are known by others and that individual. Blind quadrant holds the information about an individual that are only known by others but not the individual (Ferguson, 2012). Opposite of blind quadrant is hidden quadrant that holds information about an individual that are only known by the individual but not by others (Ferguson, 2012).There may be other information about an individual that are neither known by the individual nor by others and such information fall in the category of unknown quadrant. 

[image: ]
Figure: Johari Window.
Source: (Goolsby, 2017)

As per the model of Johari Window, those skills and attributes of mine about which I and other people are aware belong to the open quadrant. I am a quick learner because I take relatively less time to learn any new skill and obtain any new knowledge. I am very much aware about this attribute of mine and other people like my colleagues, my manager, my family members also know about this attribute of mine (Betsworth, 2013). That is why this information about myself belongs to open quadrant according to Johari Window. I am also honest and sincere about the roles and duties of my job and I always try to provide optimal efforts for ensuring proper completion of my job tasks. I know this information about myself and my colleagues and manager also know this. So, this information about me also falls under pen quadrant (Brown, 2015). In my workplace the HR department regularly appraise my performance along with other employees’ performance and according to the results of performance appraisal my manager provides regular feedback to me to draw my attention to the issues I have that are related to my job performance so that I can correct them to ensure better performance.This has facilitated the expansion of my open quadrant into the blind quadrant and as a result I have come to know those information about myself that I did not know before.Two months ago my manager informed me that I have tendency to procrastinate sometimes and that is why I fail to properly finish some of my tasks on time even though I am sincere about my job. I did not notice this aspect of my personality before and after my manager has informed me about that I have rectified the habit of procrastination through regularly taking prompt action to complete all of my tasks. So, the expansion of my open quadrant into the blind quadrant helped me to improve my work performance.The facilitation of the expansion of my open quadrant into the hidden quadrant took place when I shared with my colleagues that I am the kind of person who is willing to help others (Gottfredson, 2010). After knowing that my colleagues sometimes ask for my help in different aspects of their job duties and I also willingly render my help according to my capability. As a result of that my relationship with my colleagues has strengthened further and I am now capable of communicating with them in a better manner. 
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Learning is causing change through new experiences. As supported by Goolsby (2017), when a person obtains new experiences in life that cause changes to some degree in that person’s life is called learning. Learning is a necessary process for the purpose of inducing effective improvement in one’s skills and knowledge in order to ensure better performance in workplace. According to Gray (2013), learning is the process of obtaining skills and expertise in different fields through obtaining knowledge.

Significance of Being Aware about Learning Style:
It is of great important for each individual to identify his/her learning style and the significance of being aware about learning style is given below:
· To identify the ways an individual learn better so that effective strategies compatible with the identified ways can be developed to foster effective learning. 
· To induce faster learning. 
· To cause improvements in critical thinking ability.
· To improve the ability to grasp various lessons effectively. 

Learning style:
The significance of identifying learning style is briefly pointed out above. There are some learning styles that can be followed in order to learn new lessons. Two effective learning styles are Honey and Mumford learning style and VAK learning style. Brief discussion of these learning styles is provided below:
Honey and Mumford Style of Learning: 
Honey and Mumford have proposed that a person can learn in four different ways and those ways are Activists, Theorists, Pragmatists, and Reflectors.
Activist- If a person is activist in terms of learning then that person is most likely to learn by conducting the activities in reality that he intends to learn (Yena, 2014). An Activist always looks for gaining new experience to induce learning and that is why he is willing to take the risk of uncertain consequences.
Theorist- A theorist wants to apply established models in real life situation and does not have any intention to take risk of uncertain consequences (Pappas, 2013). A theorist is a rational and logical thinker and is interested to learn through following existing models.
Pragmatist- A pragmatist learns through conducting experiments by applying different methods and procedures in day to day activities. A pragmatist carries out trial and error process to find out the solution on his own.
Reflector- A reflector is interested to learn through observation. A reflector takes into consideration the facts and data to understand a situation for learning purpose. 




VAK Style of Learning:
VAK style of learning promotes that a learner may be any of the three kinds:
Visual-Visual learners receive visual information for learning.In order to learn, visual learners like to implement use of visual representation of knowledge in the form of graphs, tables, figures, charts etc.
Auditory- In case of the auditory learners learning takes place through listening. Auditory learners talk to themselves, listen to other individuals and listen to recorded audio messages for learning (Krumboltz, 2014).
Kinesthetic-Kinesthetic learners prefer physical experience for learning. Physical experiences such as touching, holding, feeling etc are the primary mediums through which learning takes place for the kinesthetic learners. 

My Learning Style:
The learning style that I prefer most is the VAK style of learning because I believe that for effective learning to take place any one experience or combination of visual, auditory and kinesthetic experience is required. 
My VAK learning style quiz questionnaire with my answers and result of the quiz are provided below:
The criteria for marks of this quiz are:
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Questionnaire with my answers:
[image: C:\Users\frcs\Desktop\Inver Brass\Rubel UK\29.08.18\learning style quiz.PNG]

The result of my VAK learning style quiz:
[image: C:\Users\frcs\Desktop\Inver Brass\Rubel UK\29.08.18\learning style quiz result.PNG]

The result of my VAK learning style quiz expresses that I am a visual learner because I have scored most in the visual section of the quiz which is 34 and on the contrary I have scored 20 in auditory section and 12 in kinesthetic section. So, according to the result of my VAK learning style quiz the best way I will effectively learn is studying those learning materials that have visual illustrations of knowledge and information like graphs, charts, tables, figures, images etc. Such visual illustrations will help me to grasp and retain knowledge better than knowledge delivered through auditory and kinesthetic inputs. 

Reflection on Learning Style:
	
	Visual
	Auditory
	Kinesthetic
	Reflection

	Leadership 
	Through watching visual presentation on leadership theories.
	
	
	If I regularly watch visual presentation on my computer about leadership theories that present the gist of leadership skills concisely through short visual messages and imagery illustration then I will develop leadership skills (Mitchell, 2015).

	Ethics
	By viewing concise messages on benefits of ethics with imagery illustration. 
	
	
	I will be motivated to maintain proper ethical standards in my workplace if I regularly view concise messages on benefits of ethics along with imagery illustration. 

	Team Building
	
	Audio tapes on team building strategies. 
	
	I will be able to develop proper team building abilities only if I listen to audio tapes on team building strategies delivered by team building experts (Roberts, 2013). 

	Conflict Resolver
	
	
	By trying to resolve conflicts using physical abilities. 
	I can become an efficient conflict resolver if I start to resolve conflicts by applying physical aspects such as touching on the shoulders of the excited people who have got involved in conflict to calm them down. I can also try to feel the feeling of the conflicted parties and mediate amongst them through generating optimal solution based on their feelings that I have understood by actively trying to feel it. This way I will develop practical conflict resolving skills.

	Numerical Skills
	By looking at graphical representation of numerical models and calculations. 
	
	
	I can look at graphs of financial analysis to understand the change in financial aspects due to change in numerical values of different metrics. I can also observe graphical and tabular presentation of different numerical data set and their interpretation to develop my numerical skill more appropriately. 

	Time Management 
	By viewing presentations on time management strategies. 
	
	
	I can become more capable of effectively managing my time if I attempt to learn effective time management strategies by regularly viewing PowerPoint presentations on time management strategies. 

	Communication
	
	
	By actively communicating with others using my body language, gesture, tone of voice, facial expression etc. 
	I can develop the important skill of communication through maintaining active communication with others by trying to utilize my body language, tone of voice, gesture, facial expression etc in a positive manner.  

	Motivator
	By watching videos on motivation theories. 
	
	
	I can watch videos on YouTube about motivation theories for the purpose of developing my knowledge on motivation in order to become an effective motivator (Super, 2012). 

	Negotiator
	
	By listening to the lectures of expert negotiators. 
	
	I should find voice lectures of expert negotiators online regarding the development of negotiation skills. Such audio clips of lectures by expert negotiators will help me to know the strategies of negotiations and my negotiation skill will get developed in turn. 

	Written Skills
	By reading materials that have graphical and imagery illustrations of step by step instructions to improve writing skill. 
	
	
	By studying the reading materials on writing skill that include graphical and imagery illustrations of step by step instruction to improve writing skill I will be able to grasp complex and lengthy information about writing skill very quickly through concise graphical and imagery illustration of writing skill improvement techniques. Thus my writing skill will improve effectively and efficiently.





[bookmark: _Toc523396973][bookmark: _Toc523397090]SWOT Analysis

Below I am providing my SWOT analysis:
	Strengths
	Weaknesses

	I am good at:
· I have ability to properly interact with my colleagues.
· My concentration level is high and this aspect helps me to effectively perform my job tasks. 
· I am a hard working student and I always look for relevant knowledge to improve my job skills. 
	I need to improve:
· I need to learn to more effectively manage my time. 
· I need to gain more knowledge about team building and leading junior employees properly.
· I should work more intensely to eliminate occasional habit of procrastination. 

	· 
	· 

	
· I am a dedicated and consistent performer in my workplace.
· I have effective interpersonal skill. 
	· 




	Opportunities
	Threats

	Available opportunities to me:
· I have the opportunity to learn more about my job duties from my manager since I have good relationship with him as a loyal employee of The London Clinic.
· I am currently studying Skills for the Workplace course at UWTSD and I can properly implement the knowledge that I will gain from this course to ensure better performance in my workplace in future. 
	Threats that can hamper my career:
· My habit of procrastination may seriously hamper my job performance by significantly decreasing my efficiency at my workplace. 
· If I fail to improve my time management skill then I will fall behind than most of my colleagues in terms of properly completing all the required activities that I am assigned with. 

	Ways of turning strengths into opportunities:
· I have ability to properly interact with my colleagues and with the help of this strength I can obtain help and support from my colleagues to achieve more success at my workplace. 
· By applying my high level of concentration I effectively perform my job duties and if I continue to do this then soon I will get promoted to higher position in The London Clinic. 
· As a student I am hungry for knowledge and I am hard working. This personal attribute will help me to achieve more relevant knowledge about my required job skills and eventually by applying those knowledge I will be able to improve my performance at my workplace. 
	· My age plays a vital role in my personal development plan
· My finances will definitely hamper my goal of becoming my own boss of a restaurant.




I have provided my SWOT analysis in details. My ability to properly interact with my colleagues and put concentration on job duties is of satisfactory level and that is why I have been able to maintain peaceful coexistence with my colleagues at my workplace and effectively perform my job duties (Goolsby, 2017). I have habit of occasional procrastination and lack of effective time management skill. As a result sometimes I take longer time to complete my tasks than necessary and cannot always ensure completion of tasks as per deadline. I am behind compared to some of my colleagues in terms of relevant degrees and trainings. This may cause me trouble to get promoted to higher position soon. My efficiency at workplace may get hampered due to my lack of time management skill and habit of procrastination (Jensen, 2015). 
I have been working at The London Clinic for over 15 years and that is why I am considered as a loyal employee by the management of this clinic. As a result I have developed good personal relationship with my manager. I can make use of this opportunity for obtaining some very important knowledge from the manager of my organization. Such knowledge will help me to advance further in my professional career. Moreover, currently I am enrolled in the Skills for the Workplace course of UWTSD and by taking this course I have been attaining some valuable knowledge regarding required workplace skills. I can make use of this opportunity to improve those skills that I have not properly developed yet to ensure more professional career development. 
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Currently I work at The London Clinic and here I have been working for many years. Currently I work as a Radiology Receptionist at The London Clinic. Different types of duties I perform as a Radiology Receptionist like answering calls of the patients and their family members, cash payment processing through the issuance of receipts, processing and placing orders for foods, regularly communicating with the kitchen to process food orders, printing menus for available food items etc. But my primary duty is to look after the dietary products for patients and other staffs of the clinic I work for. So, I have expertise and job experience on food and beverage sector although I work for a clinic. That is why my objective is to achieve the role of Restaurant Manager and this is my chosen future career pathway. The rationale behind choosing this career pathway is that, I have vast job experience in food and beverage sector and restaurants belong to hospitality industry and they mainly deal with food and beverage (Brown, 2015). So, my job experience in food and beverage sector will come into play for making me competent to become a restaurant manager (Yena, 2014). A restaurant manager also requires managing staffs, budgets, business objectives, effective customers relationship, maintenance of hygiene and quality of foods, beverages and restaurant environment etc. Some of these skills I already possess that I have gained over the years by performing my job tasks in food and beverage sector. I am also aware about other managerial skills since I always observe how my manager performs different managerial tasks. The rest of the skills that I do not have yet can be developed by successfully completing the Skills for the Workplace course at UWTSD and by taking some additional courses. 
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As an employed professional I have some definite career objectives that I am presenting below in the form of specific, measurable, attainable, realistic and time bound manner:
 (
Name: Ragea Brown
)SMART Objectives:

	Skill
	Specific Objective 
	Measures 
	Attainable?
	Realistic?
	Time

	Formulation of business objectives for ensuring profitability.
	I want have the skill of formulating effective periodical business objectives for restaurant in order to ensure higher sales and maximized profitability. 
	Currently I have roughly 10% skill for setting effective business objectives periodically but my target is to improve this skill to 90%. 
	I have found huge number of reading materials online that have covered the subject of formulation of business objectives for restaurant. I can obtain my targeted skill by properly studying these materials and that is why this objective is attainable. 
	It is a must have skill for a restaurant manager. My aim is to become a restaurant manager and this makes this objective realistic. 
	My target date for the achievement of this objective is the year 2020. 

	Management of orders.
	The skill I desire to develop is effective order management skill so that I will be able to effectively decide when I need place orders for various ingredients to the suppliers by checking the existing stock limits, the size of orders that will fulfill restaurant’s requirements and minimize cost and ensure on time arrival of ordered ingredients. 
	I have 40% expertise regarding order management and I want to make it 95%. 
	I have good personal relationship with the manager of my clinic. He is an expert of order management and I will request him to teach me the mechanisms of effective order management. He already has generated his interest to help me to improve my employability skills so he will honor this request and thus this objective of mine is attainable. 
	As a restaurant manager I will have to manage orders effectively and that is why this objective is realistic for me. 
	At the end of the year 2020, I want to achieve this objective of skilled in effective order management. 

	Customer relationship management skill.
	I want to have very high level of proficiency in customer relationship management by having ability to effectively communicate with the customers, handling their queries and complaints properly and providing them with high quality food items and overall effective service experience. 
	Currently I have some degree of customer relationship management skill which is equivalent to 30%. I want to raise this skill at least to 85%. 
	I am doing Skills for the Workplace course at UWTSD and this course will provide me with valuable knowledge about customer relationship management. Moreover, there are some good books on customer relationship management based on practical lessons on this field and I will study those books. This way I will be able to develop effective customer relationship management skill. So this objective is attainable. 
	Customer relationship management skill is compatible with the job responsibility of a restaurant manager because it is mandatory for a restaurant manager to maintain effective relationship with customers. So this objective is realistic. 
	I will achieve this objective by end of  2020. 



I have set the above career objectives to become a restaurant manager. I have the target to achieve these goals within the stated time period. 
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Individuals who are employed require developing their skills and knowledge for the purpose of obtaining better position in the sector he/she is working or to get promoted to higher job positions (Betsworth, 2013). For developing skills and knowledge an employed individual needs to prepare a professional development plan or action plan through which the individual will specify certain skills and knowledge that he/she wants to develop, the activities that must be performed for achieving those skills and knowledge, target date for achieving them and resources and support required to achieve them (Pappas, 2013). My professional development plan or action plan is given below:

Professional Development Plan/Action Plan

	Start and completion date
	Skill and knowledge that I will develop
	The measures I need to take to achieve the skill/knowledge
	Resources and support I need for achieving the skill/knowledge
	Success criteria
	Provider

	Start: 2018
Complete: 2019. 
	Skill to prepare forecast for predicting sales revenuein a given period.
	I will have to take short online courses on forecasting technique for learning to forecast sales revenue for any given period. 
	I need properly functioning computer that is connected to internet and has either at least a headphone or sound boxes to acquire audio and visual access to the materials of short courses on forecasting technique. 
	I am completely capable of making forecasts of sales revenue for any given period. 
	Any institution or online platform that offers online short courses on forecasting technique. 

	Start: 2019
Complete:  2019
	Knowledge and ability for maintaining and interpretingfinancial records.
	For achieving this knowledge and ability I will study at least three books that include lessons of maintenance and interpretation of financial record for an organizational setting. 
	I will require at least three books that have substantially covered the topic of maintenance and interpretation of financial records and I will also need money for buying those books. 
	I have developed sufficient knowledge about financial records and I have developed the ability to properly maintain financial records and interpret them. 
	The writers who have written the books and the publishing houses that have published and brought the books into the market. 

	Start: 2019
Complete: 2020
	Administrative skill to properly operate and govern a restaurant. 
	By participating in training modules that will be held on the development of administrative and organizational governance skill. 
	I need support of the trainers who will provide training for developing my administrative and governance skill.
	Fully developed capability to effectively administer and govern a restaurant.  
	The training institution where I will go to receive training for developing my administrative and governance skill.  

	Start: 2019
Complete: 2020
	Ability to successfully conduct marketing campaigns of restaurant to the potential customers. 
	By taking short courses on marketing and reading journals on effective marketing strategies. 
	I will require support from the instructors who will teach me about marketing in the short courses for gaining effective knowledge on marketing. I will also require computer and internet connection to get access to journals on effective marketing strategies and  
	I have developed substantial knowledge on marketing strategies that I can properly utilize to formulate effective marketing strategies for conducting marketing activities of restaurant to potential customers. 
	The institution where I will take short courses on marketing and the authors who have written the journals on effective marketing strategies. 




In the table above I have presented my Professional Development Plan/Action Plan that will help me to gain the skills and knowledge I require to have in order to become a restaurant manager. Dates are on assumption 
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Ethical values and principles are important considerations for the individuals who are employed in any kind of profession because without having ethical values and principles an individual will not be able to achieve success in professional life. I have presented my ethical values and principles.I have presented my learning style and as evidence I also have provided the quiz I took to reveal my learning style and the result of the quiz. My SWOT analysis has revealed opportunities and threats for my professional career. I have discussed my potential job role. I have provided my objectives that I have set for my career and I also have developed an action plan for achieving certain skills and knowledge to become employable as a restaurant manager.  
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