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INTRODUCTION
This portfolio of evidence will demonstrate the constructive knowledge learnt in relation to my own personal understanding of myself and how to work effectively in a work place environment. You will see or read about the models used that guided me on this quest. By completing a series of these personal reflective model’s, you should be able to ascertain the readiness to enter the workforce and be able to see gaps in your knowledge that may require further development. I also aimed to show what skills I gained in my work life and after a long absence of employment the effects it had on my confidence. You will also see the steps taken in this foundation course to reclaim that confidence and develop more skills suitable for today’s work place. Being able to reflect on your actions is a very important step in making suitable changes for the future. Highlighting the areas for improvement can be seen as a brave step, as you are having to come to terms with your limitations and although you may be willing to make those necessary changes you may find the process difficult. Staying on track and having an end goal in mind may be all the motivation you need.

LOOKING BACK, LOOKING FORWARD
Writing has never been my strong point but from day one of this course it was advisable to start a journal mapping out our university and personal journey, putting down thoughts and feelings of any event that take place in our lives. Doing this on a regular basis you should be able to reflect on your life in a positive manner which could help clarify questions you may have about your life and what direction you could take to improve upon it. 
Open University (2017) Lifeline chart helps you plot on a graph all the significate events in your life. In doing this I was able to see that, although I did not have a great start and my life has had several ups and downs which gives me pause to reflect and see how my actions contributes to some of the highs and lows.

Your Lifeline
[image: Image result for open.edu lifeline]
www.open.edu/openlearncreate
This example helps to understand that the aim would be to start from the left-hand side with zero being the time you were born and plot along in stages of ten, for example, 10 years old, 20 years old, 30 years old and so on, highlighting when you had highs and lows during your life. The idea of the lifeline is to not just reflect on your past but to look at your present and make noticeable positive changes to improve your future. Since studying at university, it has made me reflect on where I was and where I need to be. 
GIBBS REFLECTIVE CYCLE
Gibbs’ (1999) Reflective Cycle was created to help people learn from an experience and measure how well or how not so well it went and how best to cope if you find yourself in the same situation again. Working through each of the points in a systematic way you will be able to help build up a whole story of an event to which you can support someone in looking at it in a reflective way, aiding them to make changes to their behaviour and trying to guarantee a productive outcome.
[image: Image result for reflective model]

The cycle has six main steps which can assist you in making changes:
1) Description – here you describe the situation.
2) Feelings – you need to ascertain how you feel about the situation.
3) Evaluation – here you think about the situation and reflect as to whether it was a good or bad experience.
4) Analysis - at this stage you decide what you have learnt from this whole situation.
5) Conclusion – you need to step back and review and assess what you could have done differently.
6) Action plan – here you make a firm promise to yourself to react the same way if it was a positive outcome or try a different approach if it was a negative experience.

PAST WORK EXPERIENCE
My past work experience was limited. I started out as a secretary for seven chartered surveyors, whilst there I performed very well, was highly efficient and proficient, well organised and self-motivated. I liaised with junior and senior management along with working extremely well with high calibre clients with the ability to retain confidentiality. One of my other duties was as the relief receptionist, where I acquired conflict resolutions skills from irate callers. I left that job to tour parts of the United States of America and on my return worked as a freelance journalist for the local gay and lesbian newspaper. It was there I exhibit competence for writing book reviews and theatre write ups. I left there and became an assistant manager for a book club and develop interviewing skills along with frequent contact with authors. The last job I had was with Royal mail, where I was a sorter then progressed to be a machine coder. I really did not enjoy this job but stayed because of the money and by the time my second child came along I elected to take redundancy and dedicated myself as a full- time mum. Being out of the workforce for over fourteen years gave me the ability to become a high functioning mother, who advocated for both her children as they both presented with two different types of learning difficulties. I was someone who never missed an appointment, I managed the house, kids and extended family in a very efficient and accomplished manner. 
MAKING A CHANGE
However, signing up to university I felt strongly that the skills needed to complete a degree and to progress into employment was deeply lacking. It was not clear, in my mind, that most of what I did daily for the family could be applied sufficiently to studying and working, I just had a sense of not being good enough with the skill I got. As an adult learner I felt that I received a lot of encouragement, not just from lecturers but from my children, extended family and friends as I believe it was seen as a new challenge or adventure, a new beginning so the comments were extremely positive, jovial and palpable. This positive state is keeping me going through the course, knowing support is close by. This is such a contrast for when children start a new school, the excitement last for such a short time because we, clearly, just expect them to be in school learning, it is just a process that happens to all children.
The benefits of being at university is in the methods deployed in teaching to improve personal and employment skills and enabling me to become more desirable for the workforce. Ideally, the long-term career goal would be to work in a management role within health and social care. A trip to see the career’s advisers resulted in the recommendation to finish the degree but to also read more about ‘how to improve your skills’ and to attend mentoring courses which will build my confidence.

DEVELOPING LEARNING SKILLS
Learning techniques are very important in establishing how best we learn. The majority of personal development tools to assist us in learning more about ourselves is based in the pseudoscientific approach of neuro-linguistic programming which was created by Bandler (1970), and the aim was to look at people’s behavioural patterns that came about from their responses to experiences from daily life. Bandler was able to observe and came up with strategies to help improve our communication with ourselves. The aim is to re-programme our thinking patterns to make us more effective in getting desired results.

LEARNING STYLES
Knowing your learning style will maximise the benefits for how we naturally process the information being transmitted. An important source of understanding how best you can learn, come from Honey and Mumford’s (1986) learning style questionnaire. Here they devised eighty tick box questions that on completion would indicate what type of learning styles best suits you. My results would suggest I bounce equally between the Reflector (reviewer) who tends to observe and make decisions on information received around me and the other learning style was Theorists (concluder) which tended to be people who has a logical approach to events or situation and like to maintain a rational order of doing things. The other two were Activists (doers) a trait that are people who response to situations without much thought then deals with the aftermath later, and the last one is the Pragmatists who are keen to search and come up with new ideas and theories and see those said ideas work in little to no time. On looking at these four principle characteristics, it helps me to better understand what works for me but also gives me the ability to study the other styles and learn to apply those traits to me with the view of being a more desirable job candidate. It is viewed that if you fall into the activist and pragmatist styles you are most likely an extrovert, whereas you will be seen to be more of an introvert if your learning style results exhibits those of the reflector or theorist. Regardless of where you fit, it would be most beneficial if you could demonstrate skills and knowledge in all four categories as this would make you a more rounded and adaptable worker for perspective employers. Having a mixture of these traits could indicate your ability of getting along with most personality types, therefore having the ability to work effectively with others. 
Another self-assessment questionnaire completed was the (VAK) learning styles, visual, auditory and kinaesthetic, again answering responsive systems you will be able to determine the style that best suits you. My results relayed that as a visual learner my preference would always be someone who needs written directions or instructions in order to carry out a task sufficiently. Although this eliminates both auditory who prefers oral instructions and kinaesthetic who functions best by having a hands-on experience, I feel that I can demonstrate all of these strengths in various situations. Alternatively, another stage of getting ready for working effectively can be achieved by looking at personal development planning (PDP) with using tools like SMART Objective, SWOT Analysis or Johari Window. Although these are used most effectively for business, we can however apply the general principle to individual personal needs. This can aide us in setting clear directions on how best to plan our next step. 
If we apply Doran’s (1981), SMART objectives to my life, we can see how this can factor a positive outcome.
Specific – I will complete y university level 4 higher education certificate.
Measurable – By completing assignments and showing up for class this will help me with my understanding of the topic.
Achievable – Maintaining the above will give me the necessary outcome.
Realistic – Taking into consideration my personal commitments this will be realistic.
Time Bound – I will achieve the qualification by February 2020.
By following this, it helps me organise, in a logical way and keeps me focus and motivated. However, a disadvantage of this system is people’s viewpoints and goals can change unexpectedly due to a variety of reasons, such as a health crisis or a personal emergency within the family leaving them in an emotional state. Or perhaps priorities change because you no longer feel that studying is for you, leaving you discouraged.
Humphrey’s SWOT Analysis (2005) looks at identifying our internal strengths and weaknesses but also looks at the external forces relating to opportunities and threats. If we apply these to our current situation, we can look more closely at each which could benefit us. Again, this can be utilised by companies large and small, but equally be applied to ones’ personal life where you could evaluate your strengths, improve the areas around your weaknesses, maximise your opportunities and eliminate any threats that could derail your plans.
STRENGTH					WEAKNESSES
Organisational skills			presentation skills
Non verbal communication		verbal communication
Transferable skills				most employability skills
Positivity	

OPPORTUNITY				THREATS
University education			negative words
Job prospects				people with higher 
							qualifications
Disadvantages of conducting a swot analysis on yourself is having the ability to be total honesty in each category, as it would be easy to overlook a strength for a weakness or seeing a weakness as a possible threat. Not everyone can recognise an opportunity particularly if you need to pay for a short course or a degree but having financial issues. It is also possible for a person to have an issue that could be both a strength and a weakness and being unsure where to place it. 
Johari Window created by Luft (1955) is still used today to assist us in taking a deeper look at ourselves, but with the help of other people. Being comfortable to reveal more about yourself opens us up to experience new and challenging obstacles with confidence. Divulging more about yourself can enable us to adapt better to our surroundings, the opinion of others can influence us in a positive way, how we assimilate the information being received will dictate how well we can build trust and in a working environment this can work well for teamworking. If we look at the window, we can see each quadrant represents a different condition.
[image: Johari Window]
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The open area quadrant is information I know and other people around me know, such as my name. The blind area quadrant represents information I don’t know but others know about me, like observing me playing with my hair when giving a talk, but due to me being nervous I am totally unaware of this. The hidden area quadrant is known by myself and unknown by other people such as my love for ornithology and finally the last quadrant is the unknown area and this is unknown to both myself and others such as ‘I did not know that I could drive a speed boat’, until I did and no one else knew this information beforehand. Each quadrant has advantages, all of which is designed to enhance qualities but just like positive aspects there are negatives that could work against the system as people could take offense to others having an opinion about them, particularly when looking at the blind quadrant. Personally, I can see the benefit of completing the Johari window as other people’s feedback on me will only enhance the skills needed in being job ready.
Buzan (2006), Mind Mapping is another tool to help you plan and organise your life. The concept is simply used to aide you with a visual representation of the information you have in your head but can now put on paper or computer to help see things more clearly, hence making you more productive as you have the option of ticking off the tasks as you complete it. This method allows you to organise and understand information you have in a more efficient way, as it lets you 

[image: theory of mind maps]Mind Mapping Buzan, T (2006) 
see what information links up. To start you need a central word or phrase then you build outwards linking words to the original word, you keep with the technique until you feel you have enough information. One of the benefits of this style is it increases your creative skills and helps you sort through your thoughts and ideas. Personally, I like the look of this mind map and I can see how I could benefit from this exercise. However, a disadvantage with this method is it will not suit people who needs to be in control of things or think logically, the less creative you are the harder this style becomes. Also, if someone else creates a mind map you may find it extremely difficult to understand the process as some maps can be very large and very busy.
CURRICULUM VITAE (CV)
Curriculum Vitae (cv) is a requirement when applying for jobs, it is here where candidates focus on incorporating precise and relevant information outlining their skills and competences. A degree of confidentiality is in place when recruiters sort through and make a selection of the ideal candidates on paper or computer. If you are fortunate to be selected for the interview process, this would be the opportunity to prepare yourself with interview techniques and construct questions about the organisation for the interviewers.


EVELYN BELFON
8 Darfield, Bayham Street, Camden Town London, NW1 0BN
07769647554  evelyn.belfon@yahoo.co.uk
Profile
A reliable and conscientious Administrative Assistant who is motivated in achieving a high standard of work. An excellent team player who works effectively with others on all levels. Enthusiastic personality who possess a positive attitude in any working environment. Now seeking an organisation where I can develop and learn new skills to enhance my career.
SKILLS AND COMPETENCES
· Excellent communication and interpersonal skills
· Strong organisational skills; able to multi-task effectively and work well under pressure
· Adaptable and flexible to diverse environments
· Professional and highly personable
· Pays attention to detail
· Ability to learn and implement new skills
WORK HISTORY
Mount Pleasant, London							 9 years
Code Machine Operator: Typing post codes for national and international addresses. Hand sorting all forms of mail for dispatch. Worked to a tight deadline. Liaised regularly with colleagues and mangers to achieve targets.

The Women’s Press, London						3 years
Assistant Manager: Organised the quarterly magazine mail-outs, received and dispatched all national and international telephone orders. Maintained good customer service and attended all book launches.

The Pink Paper, London							1 year
Freelance Journalist: Wrote book reviews and attended and wrote up on local plays and poetry events. Input listings on internal database.

Daniel Smith/Duchy of Cornwall, London				3 years
Office Junior: Performed secretarial duties for 7 building surveyors. Reception relief and maintained a busy switchboard. Prepared lunch for board meetings.


QUALIFICATONS AND TRAINING
CCCT London								2018-2018
· Information, Advice and Guidance
Working Men’s College, London					2007-2008
· Sage 1, 2 and Payroll
Ashford College, Kent							2006-2006
· Bookkeeping
Westminster College, London					1985-1986
· RSA typing, stage 1 and 2
VOLUNTEERING ROLE						2017-2018
West Euston Partnership Charity
· Volunteer Receptionist one day a week
INTERESTS AND OTHER INFORMATION
Enjoy watching thrillers and action movies. Love spending time with my children and reading.
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RECRUITMENT
Once you have worked through the preparations of gaining skills to make you more employable, you need to establish a functioning curriculum vitae (CV) and covering letter with the hopes of securing an interview. To get to that stage, perspective employers will need to work through the recruitment process, where they try to select the right person for the job in hand. The importance of recruitment relies on the Human Resources team along with managers, whereby they set out to be unbiased against potential candidates. However, that does not always go to plan and they sometimes discriminate against a person’s race, religion, disability, gender or sexuality, so therefore in an unconscious their biases will be exposed. Black minority ethnic (BME) tend to be the most discriminated against, they are constantly overlooked for jobs. Progression for BME’s in their chosen careers is not at the same rate as their white counterparts. Often times, the recruitment team would have a tendency to employ people who look more like them and this practice can be seen as discriminatory. What is needed in recruitment is diversity, offering everyone, regardless of race, a chance for a descent career. It has also been noted that the Asian community are also being overlooked even when their qualifications is far better that their white counterpart. This situation has gone on, mostly, unchallenged for a while but fortunately people are becoming more aware of this and demanding government make a quicker change. If you can prove that you were overlooked for a job based on your race, you could in theory, refer matters to the race relations as their Act (1976) stipulates that it is unlawful to mistreat a person on the grounds of their race, colour or nationality as this form of discrimination could result in court proceedings. Equally, a person could be discriminated against because of their sex. The Sex Discrimination Act (1976) is there to protect both male and female from any form of mistreatment. In today’s society I believe this Act needs to be reviewed and updated to allow for the new genders in our society, such as those people to call themselves, binary, non-binary, genderqueer or agender.


CONCLUSION
In conclusion I can see the benefits of preparing oneself with the necessary employability skills needed to become an effective employee. The assignment demonstrates how best to achieve my desired goals. The lifeline chart showed me the reasons to plot on the graph my highs and lows which gives you a snapshot of how you feel about your life now, whereas Gibbs reflective cycle aides me in seeing how I can view an experience and help myself through the process of understanding how I can contribute to logical reasoning and resolve an issue which in turn gives me the tools to either repeat the method if it was positive or make changes to my behaviour if it was a negative experience. When reflecting on my work experience and all the skills I acquired during my time of employment, I was able to see, in a positive light, how successful I was as an employee, taking on various duties and accountabilities for my actions. The driving force as to why I chose to study for a degree is my vision of securing a management position working in health and social care. The more I look into studying the more I understand the learning models. They are designed as a self-help tool that guides you along a path of success but only if you are prepared to do the work to get it, so by creating a personal development plan and following it will be a great impetus to continue, making me mentally strong to strive no matter what obstacles are put in my way, be it outside threats or internal weaknesses. Completing a mind mapping exercise would be a great visual tool in helping me see the steps necessary in producing a cv and covering letter that reflects all the skills learnt. Finally, the more information I can comprehend about my learning abilities the more beneficial it would be in assisting me in choosing employment that best suit my personality. 
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