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Procedure
A series of resources such as different websites and sections of books has been used to show what skills are necessary for the workforce, what the employer expects from employees, and how they recruit new employees. This report is also a review of the researcher to show they understand how to develop themselves and they did this by researching more into the hard and soft skills required for the career they would like to pursue. 


























Introduction

This report will talk about the importance of professional career development skills needed for those looking to develop themselves, talking about myself personally and the skills needed to show potential employers my employability.
This report shall include a reflection on my personal development and my research on the recruiting process involved looking at job identification to interview.






















Findings
Part 1
There are many strengths and weaknesses that I acquire which I believe will either help me pursue the job I would like or may be a boundary for me. A strength that I believe I have is that I have good leadership skills and I understand many people do not have this advantage due to personal reasons such as social anxiety and confidence issues. However, there are many benefits to this skill such as being able to maximise the efficiency of a team and lead the team to achieve the team goal by various acts such as boosting the team morale and showing delegation and empowerment, which I believe, are factors I possess. Another strength I believe I acquire is good organisational skills. This is very important as it increases the efficiency of a workplace by saving valuable time and using it on productive activities instead of wasting it. This does result in reducing stress as well which I believe is important as the less stress you have, the more efficiently you can work for your employer and hence serve your customers better as well. 
Another strength I attain which I believe is necessary for the workplace is adaptability and critical thinking, which I think others, fail to exhibit. Adaptability is critical, not as a means of being able to be flexible but it also shows how open an employee is to operating in new environments and experiencing situations outside their comfort zone. Critical thinking also leads into adaptability because when an employee is placed in a new environment, they have to be able to think on their feet and critical thinking is all about being rational and judging a situation well enough to conclude. 
Nevertheless, I also possess weaknesses, which I aim to develop in the near future. One weakness is that I lack empathy, which I believe is necessary in some aspects of the workforce as it strengthens the relationship between employees, employers and customers. This is important as this stronger relationship can heighten the success of the workplace as well as it will be a stronger workforce. To develop this weakness into a strength I will have to put aside my viewpoint for a while first, then validate the other person’s perspective, evaluate my own attitude, listen to the person carefully and ask them what they would like instead of jumping to conclusions.
Another weakness of mine is that I do not have the best verbal communication. I believe this is my biggest weakness I will need to develop, as verbal communication is key at work since it allows companies to be efficient and productive. This is because employees feel more secure when they are communicated to effectively with the employers. To improve this weakness I will have to read a larger variety of sources to improve my vocabulary and help express my ideas and views more efficiently to my associates. I also think I should prepare myself in advance for any situations where I may be asked several questions for example like a presentation or an interview so that I remain on the topic of which I am talking about. To further develop my verbal communication skills, I need to ensure I socialise with as many people as possible, use techniques such as mind mapping, and attend workshops to help as well.  
Moreover, another weakness, which may affect which jobs I pursue, is that I do not like doing tasks, which I know will take a large amount of time, as I like to save as much of my time as possible. To avoid this weakness, I need to plan my timing more effectively so that I am balancing my work effectively which I believe I will be able to do as I am quite organised. 
There are many opportunities to my strengths, as I believe many jobs require good leadership skills, as not many people can be good leaders. I feel this opens more doors for me. With new technology nowadays as well, I can improve all my weaknesses with the help of online resources such as YouTube videos on how to improve my verbal communication.   
Currently the threats I face at work are that related to time management. Due to not having the best time management skills, I lack motivation to work all the time and this affects how I work for the rest of the day as I work for myself.
My verbal communication skills could also lead me to receiving negative responses from my customers anonymously, which I believe, would affect my drive to work even more that is why this needs developing hugely.
My goal is to pursue a career related with computer software engineering as for a long time I have had a passion for the science behind it and I have always thoroughly enjoyed science and maths related topics. In order to achieve this I will have to do more research on courses related to computer software engineering and start programming. I will also have to build software and join a computer software course.  I believe my strength that will help me achieve this goal is that I have been passionate about this subject area for many years of my life, which will give me a bigger motive to pursue this, as compared to others who are two minded about this career. However my weakness is that I haven’t received the same amount of education as potential competitors have received and I feel as if this will be a big drawback, however to make sure it isn’t I will have to independently study more and do more research. I also believe if I get others involved who are educated in this field; it will help me a lot.
However, I do have many limitations of achieving this goal. A huge limitation is that I am a single parent of four and look after my disabled mother and therefore my family will always be my first priority over my career goal. Therefore balancing this whilst working for the family is quite tiring and difficult and does add to me losing determination and drive. 
In order to overcome this barrier, I will have to attempt to make my education and independent learning a big priority as well and learn how to balance everything by planning more efficiently by making timetables. 
There are many learning and development options available to improve my personal weaknesses such as getting involved with the local community by volunteering more, which would improve my verbal communication skills.
I believe my friends and family will also be able to support me in to making sure I develop my weaknesses further.  The type of support they give can differ from financial support from an employer or career development loan through to providing feedback and ideas on your professional development. I also believe attending local events or lectures related to the job I would like to pursue, can help me develop my socialising skills. 
I would monitor my development by checking every month with my family, friends and colleagues to honestly review my characteristics and to also see how much closer I am getting to achieving my goals. I will self-assess to see how much progress I have made in achieving the employability skills needed for the job I would like to pursue.
Part 2
There are three main stages of the recruiting process. These include planning, recruitment and employee section.  
The planning phase is when an employer decides how many employees they are looking for and the various skills that will be required from the candidates. The employer then compares their needs to the expected number of candidates that will apply for the job.
Recruitment is the process of identifying a number of applicants who are willing to apply for a particular job or training programme.  There are many stages to the recruitment process. First to recruit the right people, a job description is gave. A job description is the process of identifying what the job will entail and employers use this to show what they expect from employees. It also determines how the employee will be assessed for the job. This makes the employee’s job easier as they know what will be expected of them beforehand. There are also various ways for employers to see if the potential employee has what it takes to obtain the job. These ways include interviews, questionnaires, discussions and diaries of those doing similar jobs. Through this process, employers also need to consider the work environment and whether a candidate is going to be a good fit to the job. A major part of the job description is research. This includes reviewing the job responsibilities of current employees, researching job descriptions for similar jobs of possible competitors, and analysing any new responsibilities that will need to be accomplished by the candidate. However, a job analysis must be undertook first and along with the data from the workforce, a job description and specifications can then be made for the employee.  
If recruitment for a manager for John Lewis for example were taking place, its job description would be as follows. 
A manager will be our employee who is responsible for planning, directing and overseeing the operations and the success of our workforce. The manager shall be in charge of making sure every other employee is working to the highest of standards and everything is running as smoothly as possible. They will have to boost the morale of the employees and make sure all the employees are motivated enough to be working in their sector or John Lewis. They will provide effective performance feedback through processes of employee recognition and with disciplinary action, with the assistance of Human Resources, when necessary. They will be in charge of making sure our products are in on time and informing the owner of that specific store of all the profits and losses. They will also be in charge of all the employee’s schedules, including job rotations, holidays and assignments gave. They make business decisions that are financially responsible, accountable, justifiable, and defensible in accordance with John Lewis policies and procedures. We require 3 years of experience in the retail department and any sort of experience in the leadership department. Basic mandatory GCSE’s in English Language and Maths will be required to communicate efficiently with the rest of the stores staff and our customers. 
During the recruitment process, a CV will also be required from all candidates to display their skills and what they can offer the employer. 
After being recruited, the employer will go through the process of assessing the employee, for example using a series of interviews or a work placement under observation. I believe if this was for a manger for John Lewis, they would undergo an interview first and be compared to with their competitors. 





	

 










Conclusion is approxtely 10% of word count alongside introduction and will be continues 
Conclusion (average of 10% of word count)

In conclusion, I believe I have many strengths, which can help me achieve my goals, but I also have weaknesses. However, I am happy that I know where and how I need to develop these drawbacks after analysing where I have gone wrong in the past. 
I will assess myself frequently to make sure I have improved on all the hard and soft skills necessary for me to pursue a career related to computer software engineering. 
I believe I know the recruitment process behind employers, which will help me prepare myself for any future interviews and hope to do more work placements to show the employers I have a huge passion for this subject.





The end.
They will be going on to the next part of the process after times. For instance using an observation by the employer 
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