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Professional career development is the process of managing work, learning, leisure, and changes in life so that an individual can achieve his/her preferred career goals. In order to control one’s professional life one needs to keep checking his/her skills and competencies on regular intervals, know his/her goals properly, consider activities like job shadowing, utilising learning opportunities efficiently and think broadly about their career options (Brinkert, 2018). In this portfolio I will be reflecting on my abilities and skills and develop a career development plan for future.  I will clearly describe my expectations and understanding of the ‘employment world’ in the first section. In the following section I will talk about my career aspirations and ambitions and in the final section of this assignment I will create a personal development plan which would help me achieve my career objectives. 
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Employment can be defined as a contract based relationship between 2 parties. The employment relationship simply depends on profitability, one of the parties (corporations, SMEs etc.) aims to make profit by being productive in different ways, this party is known as the employer and the other party uses its skills and ability to deliver meaningful work so that the employer can make profits. Employees always get paid for their work. Since the concept of employability is closely associated with the business world, intense competition is an unavoidable feature of the world of employment (Collet et al., 2015). In order for the employees to survive this intense competition, continuous skill and knowledge development is necessary. 
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Employability skills are some of the transferable skills that individuals are required to possess in order to get employed. Having some technical and subject-based knowledge is not enough in this modern world as employers expect people to have some additional skills which would enable to perform their duties in the best possible manner. Some of the most important employability skills are, 
Communication Skill: communication is a two-way procedure, the Primary objective of communication is to convey one’s messages clearly and concisely to others and to listen to and understand other individuals. Communication can be of three types, verbal, non-verbal and listening. Verbal communication includes all those forms of communication that use words, such as face to face conversation, writing letters, emails, blogs, reports etc. nonverbal communication on the other hand doesn’t use words and it includes communication through body language, voice tone, emojis etc. Listening is all about the ability to interpret messages delivered by others and taking necessary actions on them (Messum et al., 2016). 
Problem Solving & decision making Skills: employees must possess the skill of working efficiently with others, identifying & defining problems and solving them by making decisions in relation to the best possible course of action. In order to do that efficiently employees must be able to break down problems into small parts, identify the core factors and solve them by applying their knowledge and experience. 
Emotional Intelligence: EI is a combination of various factors; those are self-awareness, self control, expressing ability and the ability to handle inter-personal relationships. EI is not about understanding one’s self only; it is about understanding others as well. Without having this skill employees cannot work in collaboration or mange the career hurdles.  
Conflict Resolution: disagreements and conflicts are quite common in team atmosphere; however employees must know how to resolve disagreements efficiently through effective communication, showing respect to others and controlling one’s own behaviours (Wolff, and Booth, 2017). 
Self-Motivation Skill: self motivation is the ability of generating new ideas, turning those ideas into reality, and demonstrating strong drive for work. Self motivated individual don’t require other people to influence and motivate them, such people never give up and face challenges efficiently. 
Ability to Manage Pressure and Deadlines: stress and pressure is quite natural in modern day work places. Employees must have the strength and ability to manage stress and deliver work at the right time. 
Team-work Skill: every individual possesses unique set of skills; thus companies form cross-functional teams (which involves employees from different professional background) to achieve complicated business goals. Employees therefore needs to know how to work with others within a group and respect others views and opinions. 
Organisational Skill: people should be methodical so that they can plan and monitor their activities and achieve targets in a systematic manner. 
Fast Learning Skill: the business world is subject to constant changes; therefore it is essential that employees keep developing knowledge in new areas. Fast and constant learning skill plays an important role in both personal and professional development (Abas, and Imam, 2016). 
Valuing Differences and Diversity: each individual is different and unique in nature; employees must be considerate about these differences. It has been observed that diversified workforces are more productive than others.  
Negotiation, influencing and Persuasion Skill: as mentioned earlier organisations deal with wide range of conflicts on a daily basis. However the negotiation and persuasion skills of the employees help them reach mutually agreeable decisions. 
Knowledge of Technology: knowledge and understanding of technology are necessary now days as companies are increasingly leaning towards data-driven business process, internet-communication, digital marketing and so on. 
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ROTA: ROTA can be described as ‘a round of duties’ that an employee performs in a rotational process with others. Effective ROTA scheduling empowers employees to enhance their productivity and deliver extra-ordinary services. However companies in this case must maintain a good level of staffing and they must make sure that each of their employees has certain important skills so that they can complement or replace (for a limited span of time) others (Lefebvre, 2017). 
Good Conducts: each organisation has different culture, values, ethics and atmosphere, however in order for all of them to create a harmonious workplace environment, setting a standard for workplace behaviour is necessary (Dubin, 2017). Both employees and employers are expected to respect team culture, demonstrate positive attitude, respect others’ values, be responsible, accountable & punctual, have suitable appearance, and be helpful to others. 
Employment Rules: employers in the UK and various other countries are bound to comply with certain rules; these rules make sure that employees are not being exploited by the employer in any way. The most important employment rules are the Equality Act (2010), Health & Safety at Work (1974), dismissal and redundancy related laws, employment contract related regulations, Minimum Wage Act (1998) etc. According to the equality act the employers must consider each employee to be equal to others; employers cannot discriminate against employees on the ground of race, age, gender, sexual orientation, disability and do on. The HASAWA act makes it mandatory for organisations to protect employees’ health within their premises under all circumstances and compels them to consider employee welfare issues sincerely.  These rules compel employers to act as responsible agents. 
Good Practices: there are certain factors that must be present in work places; those are effective communication, mutual respect and functional partnership. Communication is extremely important in modern business world as it helps employees share relevant information, solidify relationships, encourages team building and foster innovation.  On the other hand partnership and collaboration facilitates skill and knowledge sharing, increases the overall productivity of the firm, and it cultivates the ‘sense of community’ which is an essential element of modern organisational culture (Travers et al., 2015). Finally mutual respect is extremely important as it reduces work stress, makes it easier for employees to resolve work-place conflicts, and enhances the organisational communication system.  
[bookmark: _2et92p0]Demonstrate readiness for employability and personal advancement through an understanding of personal strengths and areas for further development.
In this section I will develop my portfolio which will help me present information about my skills, beliefs, qualification, training, experiences and education in a systematic manner. Preparing a portfolio enables an individual to become more efficient as an interviewee, it allows an individual to indentify her/his own skills gained through wide range of experiences, and understand how his/her career interests get influenced by those life experiences. This process helps the individual to answer the questions of the employer in relation to his/her qualifications (Stettina and Hörz, 2015). A portfolio is also a clear evidence of the communication, organisational and various other tangible career skills of the candidate. 
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The above map provides information about all significant events of my life. The first event that I can remember is my 10th birthday party which I celebrated with my family and close friends. I was blessed with a good family, my parents and brothers were loving and caring, and they extremely supportive of me. I never really have experienced a financial crisis, however I left school when I was just 14 and decided to start my career as a fashion designer when I was 16 which can definitely be considered as an achievement. It was my passion to get involved with something that made sense to me (pull factor). I got married in my early 20s and during that phase I faced several problems in my personal life. Due to various reasons my marriage didn’t go well and I faced another set-back in my life, I got divorced when I was 25 (push factor). This incident broke me mentally and emotionally. When I think of all these incidents, I find them to be similar in certain ways. Even though I have a logical and analytical mind, I love making decisions depending on my feelings and emotions. I feel that I have made some impulsive decisions in my life because of this factor (Dunning et al., 2018). However, life doesn’t stop anywhere, after all these incidents I decided to focus on my career. I started my personal business when I was 30 and this is the most significant achievement in my life. After two years I got admitted to this university which changed my life positively. I consider this even as one of my achievements. Since my academic life was short I decided to enhance my knowledge base as far as possible. Besides, I am a business minded person and I own a business, therefore I think this course will definitely benefit my career.  I chose this University as I had a positive perception of this institution based on some positive word of mouth. This place is also close to my home. Currently I am living my life happily and I aim to develop my business further. Some people wonder why am I getting involved in academic activities at this point of my life; however I always believe that it is better late than never. After this discussion I can say that every low point in my life has made me feel bad and disorganised, however I am a fun-loving person and I know how to find meaning in life. My logical nature enables me to think about an incident logically and move forward in life under all circumstances. This nature of mine will also keep me from giving up in future and face challenges boldly in both my personal and professional life. 
[bookmark: _3dy6vkm]Personal SWOT Analysis
	Strengths
· I have a strong personality and I have the ability to express opinions boldly. 
· I feel I am emotionally intelligent as I know how to manage emotional set-backs. 
· I have a willingness to learn new ideas, skills and approaches. 
· I am a disciplined and organised person and I take care of my health as well. 
· I am logical, analytical, and rational.
· I can communicate concisely and clearly. 
· I am respectful towards others. 
	Weaknesses
· I find it difficult to manage excessive work pressure and I prefer jobs that offer me time to get prepared.
· I am extremely detail oriented that limits my ability of making quick decisions. 
· Sometimes I become impulsive in terms of decision making. 
· I feel uneasy with strangers. 
· I can’t stick to long-term plans as believe in enjoying the present.
· I am not a patient listener. 
· I lack leadership skill. 

	Opportunities
· I can use my previous job experience to develop my business.
· The flexible academic environment of this university allows me to manage my business along with my studies. 
· I have strong financial support which I can rely on.
	Threats
· The most important feature of the modern business sector is competition which I need to deal with.
· Business procedures and technologies are changing rapidly and they require us to develop new skills every day. 
· Leadership Skill and public speaking skills are necessary to motivate employees and others which I lack. 
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It is greatly important to enhance self-awareness as well personal development in order to ensure a suitable future. The Johari's window is a suitable tool which helps in creating and improving understanding of self and others which in turn improves the skill of communication with others. This model generally consists of four quadrants or windows signifying the personal feelings, emotions, motivations and other information. The windows also represent whether the feelings, information, etc. are known to self or others also. The open box or window signifies that the personal information is known to self as well as others. The blind box or window represents personal information not known to self but known to others. The hidden box reflects the information not known to others but known to self. The last window that is the unknown box represents information which is neither known to self nor to others. 
I utilised this tool in order to enhance my perception about myself and the others. I tried communicating with my family members, tutors, peers, friends and relatives in order to conduct this analysis. From the results obtained I have been able to segregate the personal information with respect to the open box and the blind box. Till now I have not observed any information falling under the hidden box and the unknown box. On the basis of my feelings, emotions, skills, etc. falling in the open box I am of the perception that I am able to understand, I can accept changes and other things and I am calm, caring, helpful, friendly. I have complexities and I am an introvert. I like being independent and also gain knowledge about whatever crosses my interest. I am logical, loving, mature, organized, patient, responsive, shy and quiet. According to the information falling in the blind box I am cheerful, clever, intelligent, dignified, modest, observant, sympathetic, reflective, warm, wise and trustworthy. After gaining knowledge about the above things it became clear to me in what manner I have to plan my personal and professional development plan. It is greatly important to have suitable level of self awareness in order to appropriately plan for future profession. The qualities and information which I have gathered from this Johari's window analysis have assisted me in understanding in what manner I am portraying myself in front of others. This tool assisted me in evaluating whether I have been able to create a positive impact on my acquaintances or not. On the basis of the self-awareness which I have gained in this analysis I will continue with my overall training and development.
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Honey and Mumford learning style questionnaires are a kind of tool used for analysing the leaning style of an individual. Gaining of suitable and useful knowledge is a crucial step towards personal and professional development. In order to gain knowledge it is important to understand self-learning style. The Honey and Mumford questionnaires help to give a rough idea about which learning style will be suitable for gaining knowledge and continuing with development. So far four kinds of learning styles have been identified by this model. They are activist, theorist, pragmatist and reflector. After answering the questionnaires and taking the test I observed that my learning style is that of a pragmatist. I learn best with the help of practical activities. Taking up of practical activities provide an effective opportunity of revising the things which I have learnt. I mostly prefer individual as well as group activities involving coaching, work experience and practical. I am keen towards trying out new ideas, activities and concepts through practical orientations. I generally like to act quickly, deadlines and other tight schedules make me anxious. I like being decisive instead of being impulsive. I prefer being logical and think carefully about the situations before jumping on to any conclusion. Usually I am able to maintaining patience but with delays and long discussions make me impatient. Being pragmatist I view any problem as a challenge and seek out better and unique ways of dealing with the problems. As my learning style is pragmatists then I can infer that practical applications will be the best way of refining my extent of knowledge and development. Understanding about my learning style has greatly helped me in finding out the suitable ways which I can implement and incorporate in my professional and personal development plan. I am inclined towards defined and properly explained concepts and abstracts. Therefore I will take up approaches which will help in enhancing my knowledge about new ideas and learning in a detailed and clear manner.
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In this section I will be evaluating my abilities, skills and personalities traits properly so that I can identify my skill gaps and develop an effective career development plan for future. 
Description
As mentioned earlier I quit studies very early, when I was just 14. Even though I didn’t have any financial crisis in my family and my family members were extremely supportive of me, I impulsively decided to start my career when I was just 16. I worked as a fashion designer and that job provided me with several employability skills such as communication skills, creativity, sense of accountability and so on. I got married in my early 20s which was again an impulsive decision and experienced several hurdles in my personal life. By the time I was 25, I got divorced which was a major setback in my life. However I started refocusing on my career after this life event and initiated my own business at the age of 30. I even considered carrying on my academic activities and got admitted to this university when I was 32. 
Feelings
I always believe in expressing my feeling clearly and I also emphasise the aspect of emotions as long as decision making is concerned. However I felt bad after leaving my school and I also was upset when my marriage didn’t work. I totally lost motivation at that point of time. Later I realised that I was quite impatient while making decisions and even though I believed in logical thinking, I made some impulsive decisions. I also regret my decision of starting my career so early; I should have spent more time on developing some academic and employability skills. However I believe that looking back (too much) to the past doesn’t make any difference, therefore now I am trying to utilise each opportunity I have in life and overcome my weaknesses as far as possible. 
 Evaluation
My life events and experiences so far have several positive impacts on me, for example, by starting my career early I have developed a professional mindset. I developed several skills, for example communication skill, problem solving skill, and organisation skill. Working in an organisation taught me how to be respectful towards others. All of these skills will help me in future. However I have certain shortcomings too, I cannot make quick decisions as I am extremely detail oriented. I also find it difficult to manage excessive work pressure and meet deadlines. I prefer working alone as I am a little thoughtful. Moreover I have a tendency to make impulsive decisions in my life which has affected my career negatively (Goupil, and Kouider, 2019). I need to work on these aspects sincerely. 
Analysis
After all these events I learned that it is quite natural for individuals to make mistakes, even a analytical and logical person make wrong decisions, however the most important thing is staying motivated in life. Self-motivation is a driving force which compels us to initiate new things, facing challenges boldly, setting goals for future, and work hard to achieve those goals (Snow et al., 2019). Self-motivation comes from sources, self-efficacy and confidence, positive thinking, motivating environment and focus. Self-efficacy and confidence make us believe that we can achieve certain goals which I need to work on. Positive thinking is one kind of mind-set that makes us expect favourable outcomes. I have developed this over the past years and currently I am expecting to grow my business as far as possible (Sale, and Jones, 2018). Focusing skill is an ability that prevents distractions and currently I am totally focused on my career. Motivating environment consists of those people that keep reminding us our goals and help us with our internal motivation. I am lucky enough to have a supportive and caring family. 
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Conclusion
Based on this entire discussion I can say that I need to work on my self-confidence, relevant academic skills, team-work skill, and self motivation skill. I am quite clear about what I want to do; therefore currently I need to focus on skill development. I also need to make sure that I choose career options that suit my personality. Currently I am working on my own business along with this course. The flexible atmosphere of this university helps me manage both my business and studies properly. This will help me learn how to work under pressure and I will develop some core business skills. However I would love to get involved with several business related training courses in future to develop my skills and knowledge further. The self-employed status gives me confidence and since I don’t have much family responsibility I can now keep my focus on my career.  
Action Plan
· Taking part in team activities which will help me develop leadership skills.
· Setting specific goals for myself so that I can measure my success
· Setting some easily achievable goals for myself which will enhance my level of motivation. 
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By carrying out different analysis like personal SWOT, Johari's Window analysis, Honey and Mumford learning style analysis, reflective analysis (Gibb's reflective cycle), etc. I have been able to identify certain areas where I need to work for my further development. The areas where I have to work upon for continuous development and refinement are, communication skills, listening skills, critical thinking skills, decision making skills, analytical skills and leadership skills. On the basis of these areas I have formulated an action plan keeping in mind the framework of SMART objectives. 
	Areas to be developed or refined
	Actions required to be taken
	Resources required
	Support required
	Measurement of the progress made
	Specific target

	Communication skills
	· Taking up short duration courses for further improvement of speaking and presentation skills
· Following online video tutorial to improve gestures and body language during the presentations
· Communicating and interacting more with others for dealing with shyness and refining my accent
	· Online videos
· Materials and instructions  provided by mentors
	· Support from peers, friends, relatives and family members
· Support from tutors and mentors
	· Feedback from mentors and others
· Maintaining performance log 
	Two months

	Listening skills
	· Participating in discussions and actively listening to what other people are saying
· Attending seminars and workshops
· Listening to online videos, tutorials, interviews, etc.
· Listening and making notes and then tallying the contents
	· Information regarding seminars and workshops
· Online videos
· Offline videos

	· Support from mentors and peers
· Support from professionals
	· Feedback from friends, relatives and family members
· Suggestions from mentors and professionals 
	Two months

	Critical thinking skills
	· Utilising reflective skills
· Implementing observing skills
· Gaining knowledge using personal learning style
· Brooding over the matter 
	· Suitable knowledge about the topic or situation
	· Support from peers and mentors
	· Feedbacks received from peers and mentors
	Three months

	Decision making skills
	· Implementing observation skills
· Using suitable patience level
· Application of appropriate knowledge
· Finding out and assessing the source of the situation
· Taking part in decision making sessions
	· Suitable knowledge about the topic or situation
	· Support from peers and mentors
	· Feedbacks received from peers and mentors
	Three months

	Analytical skills
	· Implementing observation skills
· Using suitable patience level
· Application of appropriate knowledge
· Utilising reflective skills

	· Suitable knowledge about the topic or situation
	· Support from peers
· Support from professionals
	· Maintaining performance logs
· Feedbacks from others
	Four months

	Leadership skills
	· Taking active participation in team works
· Taking up the role of leading groups and situations
	· Case studies
· Suggestions and advices 
	· Support from peers
· Support from mentors and professionals
	· Maintaining performance log
· Feedbacks from peers and mentors
	Five months


[bookmark: _3rdcrjn]Conclusion
From this assignment the importance of creating self-awareness and understanding can be observed in an effective manner. It is important to have knowledge about personal strengths and weakness and other information in order to continue with better personal and professional development. Different effective tools are there which can help min carrying out proper self analysis. On the basis of appropriate self analysis the foundation of continuous self-development can be conducted.  
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