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Executive Summary:
This report takes a first look overall personal and professional skill development with an advanced follow-up discussed.   To become a successful employee how to prepare one by using the different learning styles and make a personal GO MAD followed by SMART is presented here.  Find out learning barriers, difficulties, weakness and suggested how to overcome them. 
Further research identified the interview method, receiving CV, Cover letter and interview questionaries’ for select and recruit a candidate. This report evaluates many theories and used it for both employer and employee.     

This Report ends up with some recommendation. Some should be take immediate initiate and some will be long terms which takes time to complete. All this process to make ready for competitive market and the reflection employer demand.
Terms of Reference:
This Report on Professional career development skills was requested by the Professional career development skills lecturer Shehla Khan   on February, 2018 to be submitted on 28th March 2018. 

The report discusses of my learning journey through personal development and will be focused on how employers would go about selecting and recruiting an appropriate candidate for a job as an employer.
Procedure: 
To comply this report, it has been read and research a number of textbook, journals and websites and followed the Tutors lectures and home works. I used this source because I thought this is the reliable and appropriate sources and I got the information what I'm looking for. 
Introduction: 

In today’s, 21st Century for a chosen career path competition is so much high and a degree is not enough to get employment. These days employers of the market required a lot of skills to employee the individual. The personal and professional improvements can be gained by learning.  The Self-development is a technic through which a person increases their skills, character, attitude, value of life, understanding their dreams and objectives and also attain their various goals of their life (Cassidy, 2006.) 
This assignment is based on how we can make ourselves ready for the competitive market. In the first part of this assignment, the personal and professional development plan is presented. Here, learning style questionnaires a personal SWOT and a GO MAD will be described and Identify the barriers of my learning and development and how do I overcome them.
The second part of the assignment will be reflecting on a recruitment process, job interview methods, CV and a formal cover letter is presented. How one can have prepared himself for the job market is the main theme of second part. 
Findings
ASSIGNMENT PART-1
The purpose of the assignment is to identify my personal and professional skills by using the following methods which will help me to assess the development I need to achieve the goal. I have a good personal and professional skills and knowledge to support the achievement of strategies direction.  

Every organisation wants to employ some employee who has some personal skills. These are, 
· Positive attitude.

· Communication.

· Self-management.

· Willingness to learn.

· Co-cooperativeness.

· Flexibility.

· Problem-solving.
Professional skills are required for every job. Beyond the abilities and knowledge needed for each specific profession, professionals in almost every discipline need a particular set of qualities, these includes, 

· Leadership.

· Negotiation.

· Time management.

·  Problem-solving.

· Critical Thinking

· Teamwork.

· IT skills.

· Decision-making.
TASK 1-
My personal career goal is to become a retail banker; hence, my plan is to develop my personal and professional skills. In this case, going through the different learning styles for developing my skills'. For me the VARK model and Peter Honey and Alan Mumford learning style is appropriate. This learning styles questionnaire will help me to find out what self-development I needs and from where to start.

The VARK learning styles is a way to help a person to understand his own learning styles (VARK, 2015). This learning styles breaking into four different group they are, Visual, Read/Write, Aural and Kinaesthetic. If you follow the questionnaire used by VARK you will get four strategies.  
After taking out the exercise, I got the following scores -
· Read/Write Study strategies 40%

· Aural Study strategies 36%

· Visual Study strategies 15%

· Kinaesthetic Study strategies 9%
Read/Write study strategies preference text-based learning which is Reports, Journal, Text book, Web sites, dictionaries notes etc. The individual who used this method is usually making list of things accordingly. Some people learn from seeing Maps, Graphs, Movies, Video, PowerPoint. They find out the relationship of different things from visual effect. Learner who have this strategy, they love to learn from group talking, classroom lecture, audio, web chat and discuss about the matter through. This type of people wants to short things by speaking first. The kinaesthetic learner is like to use all of the senses - taste, touch, sight, smell and hearing. This type of learning has been best used during laboratory classes, taking field trips and being able to hear the real-life examples from presenters of information. Barman, A., Jaafar, R., and Rahim, A. (2011) 
Peter Honey and Alan Mumford Learning Styles Questionnaire-
This is an internationally proven tool designed by Peter Honey and Alan Mumford.

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the results depends on how honest you can be. There are no right or wrong answers.

If you agree more than you disagree with a statement put a tick by it.

If you disagree more than you agree put a cross by it.

Be sure to mark each item with either a tick or cross.
	
	1) I have strong beliefs about what is right and wrong, good and bad.

	
	2) I often act without considering the possible consequences

	
	3) I tend to solve problems using a step-by-step approach

	
	4) I believe that formal procedures and policies restrict people

	
	5) I have a reputation for saying what I think, simply and directly

	
	6) I often find that actions based on feelings are as sound as those based on careful thought and analysis

	
	7) I like the sort of work where I have time for thorough preparation and implementation

	
	8) I regularly question people about their basic assumptions

	
	9) What matters most is whether something works in practice

	
	10) I actively seek out new experiences

	
	11) When I hear about a new idea or approach I immediately start working out how to apply it in practice

	
	12) I am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.

	
	13) I take pride in doing a thorough job

	
	14) I get on best with logical, analytical people and less well with spontaneous, "irrational"

	
	15) I take care over the interpretation of data available to me and avoid jumping to conclusions

	
	16) I like to reach a decision carefully after weighing up many alternatives

	
	17) I'm attracted more to novel, unusual ideas than to practical ones

	
	18) I don't like disorganised things and prefer to fit things into a coherent pattern

	
	19) I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done
	

	
	20) I like to relate my actions to a general principle
	

	
	21) In discussions I like to get straight to the point
	

	
	22) 1 tend to have distant, rather formal relationships with people at work
	

	 
	23) I thrive on the challenge of tackling something new and different

	 
	24) I enjoy fun-loving, spontaneous people

	
	25) I pay meticulous attention to detail before coming to a conclusion

	 
	26) I find it difficult to produce ideas on impulse

	 
	27) I believe in coming to the point immediately

	 
	28) I am careful not to jump to conclusions too quickly

	 
	29) I prefer to have as many resources of information as possible - the more data to think 
over the better

	 
	30) Flippant people who don't take things seriously enough usually irritate me

	 
	31) I listen to other people's points of view before putting my own forward

	
	32) I tend to be open about how I'm feeling

	
	33) In discussions I enjoy watching the manoeuvrings of the other participants

	
	34) I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 
in advance

	
	35) I tend to be attracted to techniques such as network analysis, flow charts, branching 
programs, contingency planning, etc.

	
	36) It worries me if I have to rush out a piece of work to meet a tight deadline

	
	37) I tend to judge people's ideas on their practical merits

	
	38) Quiet, thoughtful people tend to make me feel uneasy

	
	39) I often get irritated by people who want to rush things

	
	40) 
It is more important to enjoy the present moment than to think about the past or future

	
	41) I think that decisions based on a thorough analysis of all the information are sounder 
than those based on intuition

	
	42) I tend to be a perfectionist

	
	43) In discussions I usually produce lots of spontaneous ideas 

	
	44) In meetings I put forward practical realistic ideas

	
	45) More often than not, rules are there to be broken

	
	46) I prefer to stand back from a situation

	
	47) I can often see inconsistencies and weaknesses in other people's arguments 

	
	48) On balance I talk more than I listen

	
	49) I can often see better, more practical ways to get things done 

	
	50) I think written reports should be short and to the point

	
	51) I believe that rational, logical thinking should win the day

	
	52) I tend to discuss specific things with people rather than engaging in social discussion

	
	53) I like people who approach things realistically rather than theoretically

	54) 
	55) In discussions I get impatient with irrelevancies and digressions

	
	56) If I have a report to write I tend to produce lots of drafts before settling on the final version

	
	57) 1 am keen to try things out to see if they work in practice

	
	58) I am keen to reach answers via a logical approach

	
	59) I enjoy being the one that talks a lot

	
	60)  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

	
	61) I like to ponder many alternatives before making up my mind

	
	62) In discussions with people I often find I am the most dispassionate and objective

	
	63) In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking

	
	64) I like to be able to relate current actions to a longer term bigger picture

	
	65)  When things go wrong I am happy to shrug it off and "put it down to experience"

	
	66) I tend to reject wild, spontaneous ideas as being impractical

	
	67) It's best to think carefully before taking action

	
	68)  On balance I do the listening rather than the talking

	
	69)  I tend to be tough on people who find it difficult to adopt a logical approach

	
	70)  Most times I believe the end justifies the means

	
	70. I don't mind hurting people's feelings so long as the job gets done

	
	71. I find the formality of having specific objectives and plans stifling

	
	72. I'm usually one of the people who puts life into a party

	
	73. I do whatever is expedient to get the job done

	
	74. I quickly get bored with methodical, detailed work

	
	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events

	
	76. I'm always interested to find out what people think

	
	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 

	
	78. I steer clear of subjective or ambiguous topics

	
	79.
I enjoy the drama and excitement of a crisis situation 

	
	80. People often find me insensitive to their feelings


After taking out the exercise I found that I'm an Activist. As the test stated this type of person prefer act first then consider the consequence later.  As I realize that learning should be better through interaction. Hence, I have found my learning style strategies, I have learned the skills that is required for the improvements of the personal and the professional ground. 

The next thing is to identify my Strengths, Weakness, Opportunities and Threats using SWOT analysis. This will lead me to focus on my strength and how to develop them. On the other hand, it will minimize my weakness and threats and create opportunities for achieving my goal.
TASK 2-



SWOT Analysis -
	Strength
	Weaknesses

	· Team work

· Time management

· Stress management

· Reliable

· Honest

· Hard-working

· Problem-solving

· Work experience
	· Interpersonal communication

· IT Skills

· Limited Education 

· Language skill

· Writing skill

· Presentation Skill

· Marketing

· Critical thinking

	Opportunities
	Threats

	· Social development

· Online marketing

· Career development

· Future opportunities

· Developing my personal skill

· Promotion
	· Conflict with family life

· Fitting the company for age

· Limited funding


The SWOT analysis is done and the weakness and the threats has been identified. Planning is very important now for development the weakness and threats to opportunities. 

Now, I'm going to demonstrate the GO MAD thinking framework by applying the method of SMART for set up my personal and professional goal. 

TASK 3-


GO MAD thinking framework -

After carrying out of the evaluation of my personal and professional skills and figuring out the productive outcomes it has been measures the impact of it on achievement of my strategic goal.  Here I find some barrier what is exist on my way which need to improve. The barriers are, 

· Lack of Communication skill

· Poor presentation skill

· Lack of IT skill

· Unsupportive environment

· Language barrier

· Fear

· Time

· Conflict

· Lack of money
To overcome the above barriers, I have planned to take the following steps-
· I'm going to attend different public speaking seminars so that I can learn about interacting with the people.  

· Keep with active plan. Set a SMART goal and break it to smaller steps to make it realistic. 

· Seek advice and support form superiors, teachers and colleagues. They will share their knowledge and ideas which will build up my knowledge.

· There's is a saying that “Practice makes a man perfect” so I need to keep practising. 

· Make a progress chart about the goal and set priorities.

· Sometimes when discourage need to close the eyes and remind it how important is achieve the goal.
· As the famous book by Susan Jeffer is titled, Feel the fear and do it anyway. Self-belief and self-awareness can remove the fear.

To improve my personal and professional skill and overcome from all the barriers, here I'm presenting one PDP for me.
Personal Development Plan (PDP)-
	Development Objectives
	Specific action
	Barriers and  how they will be removed
	Support required
	How I will know when I have achieved the goal

	Presentation skill
	Practise, exercise, attend other presentation, planning and define the objectives. 
	Communication is the main barrier for me. Self-belief, confidence, good gesture and keep meet with audience can remove my barriers. 
	Need support from the Teacher, colleague, environment and family.
	By the end of academic year and progress will monitored throughout periodical calendar.


The key purpose of the plan will be to accomplish the knowledge and ability that will match the market requirements (Fry, 2009). My current performance level is average and need to be improve.  Therefore, more time during class and outside the class will have to be spent on activities that improve the amount of knowledge. The personal improvement plan is very important in enabling the developmental changes that are necessary for the achievement of set goals. 
ASSIGNMENT PART 2
I have mentioned above that I want to be a retail banker. This career is suitable for school leavers, because- there is no degree need to become a retail banker.  A high school diploma or GED plus one to two years of customer service and sales experience are generally all banks requirements. After then Banks will arrange some job training and workshop. 
Retail banker act in a customer service role, they assist the customer to open a new account, moving money, dealing with clients complain etc. Providing financial advice, payments, withdrawn and local business contract are the main duty for a retail banker. Banking career can provides high levels of responsibility, good promotional prospects and impressive financial rewards for the most successful employees. 

For the above reason, Banking career has always been chosen by many people.
Task 1- 



Recruitment Process
The recruitment process itself has a number of elements to it. When a staff is required for a organisation it is important to analyse what is the job descriptions and what personal specification needed to fulfil the post. After define the specific vacant post the organisation advertised for the said post through Multimedia, Websites, Local newspaper etc.
The first step for any job to be selected, is preparing a CV and cover letter which is the first communication with the organization. In the next stage a CV and a cover letter will be presented -
Cover Letter
Dated : …/…./……
HSBC Bank Plc,

56 Queen street,

Cardiff,

CF10 2PX.

Dear Hiring Manager,

I'm writing to apply for the Bank teller position at HSBC Bank Plc, which I saw your Job posting advertisement on www.wizbii.com. This is saying that an experienced Bank teller with a very good customer service and a good numeric skill is required. With over 10 years of customer service experience as a Bank teller, I'm pleased to say that I’m the person who you’re looking to fit the post perfectly. 

Although my CV goes into further details, I can tell you that my previous experienced reflect the needs of your Job description. You mentioned that you need a skilled bank teller who has the capability to work directly without supervision. 

In the above circumstances, I look forward to discussing this position with you in more detailed. I will be glad to answer you any questions you have about my previous experience. I hope, I can become a trusted and valuable asset for your organization. And through this letter, I hereby, drop my CV for your kind consideration.
Yours sincerely,

ABC
Cardiff
Home: …………………………………..
Cell: ………………………………………….
Emai:abc@yahoo.com
Curriculum Vitae (CV)
ABC
Cardiff
Home: ……………………………….. | Cell: …………………………………….
Emai:abc@yahoo.com

Professional summery :
Well-rounded Banking Customer Service with experience a highly focused on client satisfaction. Able to deal with impatient customers by moving their request forward and explaining the process as it moves along. Adept with local banking practices and state and federal banking rules.
Core Qualifications:
· Ability to work within the tough deadlines and pressure

· Outstanding knowledge of MS Office suite applications

· Pleasant and professional approach

· Good communication skill

· Works well as part of a team

· Strong numerical and leadership skills
Education:
High School Diploma
ABC School, 

Cardiff
2009

Work Experience:
Customer Service Representative
XY Bank,

London
January 2004- December 2014

· Manage 20+ Customer transactions per hour with full customer 
satisfaction. 

· Respond to customer account inquires on time, 100+ account weekly.

·  Balance ATM teller, Cash dispenser, Teller cash recyclers most often 
totally more than 75,000.
TASK 2- 



Interview Questions
The most challenging part of the candidates to face the interview board. The interviewer try to find out the candidates ability, experiences, qualities, interest and knowledge about the organisation. Here is some example,

General Question:
· Tell us something about yourself? 

· What attracts you to a career in banking? 

· Why should this bank hire you? 
Experience Related Questions
· Describe your previous work experience and how it is relevant to the role?

· What do you think this position requires, and how well do you match those requirements? 

· What have your achievements been to date?
Industry Related Questions
· What differentiates our firm? 

· What do you think caused the financial crisis? 

· What challenges are you looking for in retail banking position?

Working Style Related Questions
· How do you check your work for accuracy? 

· Describe a typical work week for head of retail banking position? 

HR Questions
· Tell me everything you know about our business model. 

· Did the salary we offer attract you to this retail banking job? 

Competency questions
· Tell me about a time when you have dealt with a difficult situation/a difficult customer at work.

· What’s the most important thing affecting this bank now? 

· How many pigs are there in China? 

Conclusion: The career in the retail banking is quite promising. In banks the work is almost independent. Even officers have not to interfere in the work of their subordinates.  One can find thrill even in the most dull and uninteresting work. If Galileo can be thrilled by looking at the stars why not a bank employee by finding a mistake in the entries. Banking is a fulfilling career choice for individuals who want to help the public and himself.  
Recommendation:
To combine personal plan with career goal the recommendation is that identify yourself and set your goal according to your ability.  Recognize yourself what you’re born to and never underestimated your dream, it is the foundation of one personal development plan. Reassessing the plan, it will help to understand the present situation to meet the plan ahead. Don’t take negative criticism on the wrong way, accept it and learn from it. Stay updated, set deadline. Once accomplished the target job, set another. To be a professional it should be meet the deadline always. Be positive and have the fun at the end of the day.
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I have eight years of retail banking experience in a renowned bank. I'm good in customer service and also team work. I have basics IT skill and very good capability of data entry. 





To achieve my goal I have to do all the relevant course and degree within the time limit. I can do some volunteer works as a customer service desk on a bank. I can attend workshop and seminar organized by the retail banker. 





My wife who can help and support me to getting more time for study. One of my friend who already working with a bank and the local bank manager who can employ me as a customer service desk.





To change the career path for better prospect and service the people. And also it will change my personal and social lifestyle. 





My goal is to become a retail banker. This career can be started with a minimum qualification in customer service desk. Now I'm studying Skills for the workplace degree which can help me to gain the management degree within five years. And it is possible to me to become a good banker.





My plan is after completing this degree course I'm going to look for a appropriate management degree what is suitable for achieving my goal.  
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