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1.0 [bookmark: _Toc55654060]Introduction

In this report, I will aim to identify the key skills and knowledge obtained whilst studying a Higher Education Course in Professional Career Development. The course content is predominately based on the cohort’s knowledge and application towards “Learning Skills in the Workplace”. It is generally accepted that the modern and innovative employers are interested in both your prior and latest accomplishments, your previous and more recent qualifications, and a good stand out  Curriculum Vitae, which should give a clear indication of you as a person, your experiences and academic qualifications (Cottrell, 2015).  During this report, I will also aim to identify personal and relevant SMART goals, alongside a critically conducted SWOT analysis, and then aim to discuss the different learning styles considered to be most appropriate to the individual. This report will also aim to examine the importance of emotional intelligence and development of self-awareness for the individual (Goleman, 1999). Throughout this report, one of the central aims is to focus on developing new skills, which will serve to enhance any potential career prospects and achieve employee career satisfaction, especially in consideration of the current and continued effects of the Covid 19 pandemic upon the economy and the workplace. As such, it is therefore important to discuss the importance of the wider societal influences, leadership, teamwork, and effective communication between both employers and employees, all of which is often considered vitally important in influencing the success of any professional environment.  Within such a hypothesis and context outlined above, it may be considered appropriate to acknowledge the foresight of Henry Ford, who, over 100 years ago, is accredited as stating, that :-  "The only thing worse than training your employees and having them leave, is not training them and having them stay" (Ford Motor Company, 1981).






2.0 Self Awareness
By attempting to develop a level of self-awareness, those concerned must critically, and also compassionately, undertake a process of self-examination, reflecting on any covert or overt strengths and weakness, and how, in turn, learn how to cope with and manage the emotions attached to this, and then apply them positively within their given environment or context.  In addition to this, undertaking a process of self-awareness can often serve to develop intrinsic personal qualities, and assist those in the achievement of desirable personal goals, in both employment and the wider societal setting. Self-Awareness Theory suggests that thoughts alone do not define the individual, and that in fact, these are two distinct entities, reaffirming the concept that the individual is often in control of their actions, and is therefore separate to any of their cognitive behaviours (Duval & Wicklund 1972).   By reflecting on, and analysing my own self-awareness, it is evident that it is not only the individuals thinking which is important.  In addition to this, those concerned must learn how to develop and apply a level of personal understanding, as it is considered that the more you know about yourself, the more likely you will be well equipped to make those important decisions in life.  As a result of this, it may be suggested that a continued personal reflection of this process will provide those involved with an enhanced level of emotional competency required to enable them to find the perfect job.  Subsequently, I have now developed an awareness, understanding, and belief, that a growing number of contemporary and progressive employers are looking to employ people who have their own unique skills set, which includes emotional intelligence and self-awareness (Goleman, 1999).







[bookmark: _Toc55654062]2.1 Conclusion
During this module, and as a mature student studying a “Professional Career Development Diploma”, I have recently undertaken a process of self-examination and self-awareness. This module has demonstrated that I am constantly developing and exploring the acquisition of new skills and theories, learning how to apply them, and focusing my attention on the areas that I can improve upon and reflect on.  Self-awareness, in this context, is a tool which is designed to assist in improving the individuals learning skills, both in their professional and personal life. Although it will take time to accept, develop and implement this range of different techniques, it will, according to the theory, enable the individual to progress and reap its rewards (Kolb, 1984).            
[bookmark: _Toc55654063]
3.0 Learning Styles
[bookmark: _Toc55654064]3.1 VARK Learning Styles Questionnaire
During this module, different styles of learning were discussed and examined.  Each member of the class was invited to complete the “VARK Learning Styles Questionnaire”.  The aim of this exercise was to discover how everyone has their own personal learning style, and whether they are Visual Learners, Auditory Learners, Reading/Writing Learners or Kinaesthetic Learners.  The results of this questionnaire identified, to the class, the most appropriate learning style that could be applied to the individuals’ profile. Whether a student is an auditory learner, or a kinaesthetic learner, the data gleaned from this exercise will help the student to apply their learning preference when moving forward with their studies, and hopefully, enhance their potential for career opportunities or professional development.  (VARK - A Guide to Learning Styles 2020)
[bookmark: _Toc55654065]3.2 Myers Briggs Personality Test
In addition to this, the group also completed the “Myers Briggs Personality Test”.  (Myers Briggs Psychological Test, 2020). The primary aim of this test is to “know your personality”, so that the individual can learn how to become a better communicator, and then assist them in identifying what jobs, or distinctive roles, within the employment setting, are most suited to them. On completion of this questionnaire, the results were then discussed in the classroom. For example, some people scored higher on the extrovert section, and lower in the introvert section.  This finding would tend to indicate that this person is more of an extrovert, enjoys large groups, tends to act first, often before thinking, and, overall, enjoys being the centre of attention.  In conjunction with this, as when analysing the data from the responses of an introvert person, such findings would tend to indicate the total opposite to those described earlier.  Moving on from this, the group then completed the sensing/intuitive, thinking/feeling and judging/perceptive sections of the test, and then, collectively analysed the results. The purpose of this test was to gain an overall and valuable insight into the individuals within the group, and what career paths would suit them best, and how, as individuals, they may be guided to fulfil their overall potential in employment and in life.


[bookmark: _Toc55654066]3.3 Conclusion
Kolb, (1984) suggests that education should be carried out in a way that offers every learner an induvial way of learning that suits them best, and that learners should always be encouraged to explore their own strengths and weaknesses, and, wherever practical or possible, learn and develop through experiential learning
Having completed both  the “VARK Learning Style Questionnaire”, (Appendix A, Table 7.1), and “Myers, Briggs, Personality Profile Test” (Appendix B),  I was able to identify my preferred learning styles, and was also able to identify my personality traits.  My findings, were as follows: -
My preferred learning styles results indicated that I am a kinaesthetic/auditory learner, which means that I prefer to learn by listening, making notes, by following clear and concise instructions, and by listening to recordings. In addition to this, my personal findings indicate that I need to be fully engaged in activities in order to grasp the concept, and, as such, prefer to do things on a “hands on “ basis. 
My personality profile, concluded, that I am more of an extrovert, rather than an introvert, and also showed that I scored highly on being a sensitive, feeling and perceptive person, which, I believe, would actually correlate to my own personal assessment of my self-awareness, beliefs and values. The data provided from these activities also tends to indicate that I like to be the centre of attention, enjoy having the facts in front of me, and prefer to live in the here and now. In addition to this, these exercises indicated that I have developed a bias towards making my decision on how I feel, rather than making logical ones, and I prefer to stay open about my decision making rather than judging them. (Quora, 2020)
Having this information , and benefitting from its findings, I can now identify which jobs are clearly suited to my profile, and this, will in turn, help me determine my suitability for future career opportunities, and avoid either applying for a job that is not a match for my characteristics and values, or even, at worst, being unhappy in a role that does not necessarily correlate with my profile.
	


[bookmark: _Toc55654067]4.0 Employment Skills
[bookmark: _Hlk55066852]Within this module, the importance of employability skills was discussed and evaluated, and focused how the individual can apply them to their own aspirations and professional career plan.  In addition to this, consideration was also given to some of the most important skills that employers look for whilst interviewing a prospective candidate, and how these skills and attributes may be acquired to enhance the individuals chances of retention and future employability (Zezza 2020). The skillsets identified, and generally agreed upon, within the group, and by academics alike, was in the development and application of soft skills, hard skills, and transferable skills.  Soft skills are a variety of many different attributes and are generally accepted as being a set of skills or traits that cannot be formally taught, such as resilience, emotional intelligence and problem solving (Watson and Burr 2018). These soft skills are now highly desired by the contemporary and more innovative employers in their pursuance of added organisational value from their prospective or current employees.  In conjunction with this, hard skills are often viewed as being a specific skillset that is acquired through training, university, apprenticeship schemes etc, and are generally particular to the demands or requirements of the organisational setting. Subsequently, the accumulation and application of a range transferable skills, which is often an eclectic mix of both soft and hard skills, are usually considered to be the skills that have been obtained and refined from settings such as formal and informal education,  previous employment, career breaks and voluntary work.  
[bookmark: _Toc55654068]

4.1 Conclusion
Throughout this module, I have gained an understanding of the skills that may be needed or valued by employers and for future employment. For example, technology, and its applications, are continually advancing, and there is a growing need to prioritise the ever-changing workplace by training and re-training employees, thus enabling individuals to keep pace with the demands required for their future employment.  In addition to this, I have also learned that employers are now looking for candidates that not only have good academic qualifications, but also a skill set of intrinsic and personal non formal qualifications or qualities to add value to the organisational key performance indicators. 
Further to this, I have now gained a degree of  appreciation of some of my personal strengths, which includes my ability to adapt in today’s modern workplace and society, a greater awareness of my broad spectrum of emotional intelligence, and a stoic resilience to be able to overcome obstacles, and thereby minimising the effects of difficult situations either arising or escalating in the workplace. I have also recognised and reflected on my perceived weaknesses and identified and utilised the established strategic tools on how to address them and how to eliminate them.  By enrolling on this Course, I have embraced the opportunity to enhance my employment skills, and, as such, anticipate that this will lead towards both better career prospects and the increased potential for future employment.   The framework required for desirable employees, and for employment, is forever changing, and individuals either in or entering the workplace are no longer solely judged by formal qualifications alone.  Amongst the new criteria required in a progressive workplace, the individuals must also grasp the concept that they are now being judged, retained and employed on how they communicate with others, how they can adapt to and resolve difficult situations, and on how resilient they are within the organisation. (Goleman, 1999).






[bookmark: _Toc55654069]5.0 Personal Development Plan
[bookmark: _Hlk55631792]During the module, we concentrated our attentions onto the theory and development of a SWOT analysis, which is a well-established business strategy and technique used to determine and define the Strengths, Weaknesses, Opportunities, and Threats, within any individual, group, or organisational setting (PDF, History of swot analysis, 2020) . Following on from this, we were then given the opportunity to complete our own “SWOT” analysis, and focussed on identifying our own strengths and weakness, and critically evaluate how this could be applied to our potential or prospective professional career pathway.  In addition to this, we then progressed onto a SMART analysis, where it was our intention to identify our SMART goals, and what employability skills were specific to our potential employment aspirations.
[bookmark: _Toc55654070]5.1 SWOT Analysis
The table below is indicative of my personal SWOT analysis: -
	Strengths
	Weaknesses

	Experience in working in a professional environment.
Emotional Intelligence
Resilience
Adaptability/transferable skills
Strong work ethic

	Lack of professional qualifications.
Need to update digital technology skills.
Sometimes tend to lack attention to detail.

	Opportunities
	Threats

	Professional Development Career Course 2020/21
Enhance digital skills/competency
Awareness, appreciation, and application of the employability skills required by employers in the post COVID-19/Brexit eras.


	Covid 19
High unemployment rate, thereby increasing the applicant ratio.
Ability to keep pace with the rapid advancements in technology.


[bookmark: _Toc55654071]5.2 GAP Analysis

Following on from the above SWOT analysis, I was then able to complete my GAP Analysis Study.  It is evident, to me, that in order to attain the management position that I aspire to, and in order to narrow or bridge my personal employability skills gap, I must now seek to enhance some of my hard skills, such as obtaining a nationally recognised formal qualification, and by addressing any shortcomings on my digital technology skills, and then, critically review and draw attention to my valuable range of inherent and newly acquired transferable skills. This, I believe, can be accomplished by gaining my HE Certificate in Employment Skills. 
Personal GAP Analysis Process Table: -
	
	
	
	
	
	
	

	Jobs
	Job 
Requirement

	Skills
Required
	GAP
Identified
	Who can
Help?
	Training
	Start & Finish Dates

	Management
Position
	HE Cert
	Management
Skills
	No
Professional
Qualification
	Further
Training.
	UWTSD
	Sept 20/Sept 21

	
	
	
	
	
	
	



5.3 SMART Analysis
SMART is an acronym, made from adopting the initial letter from Specific, Measurable, Achievable, Realistic, and Time Orientated. A SMART analysis is a well-documented and established strategic tool that is commonly used in business management, and in other contexts, to assist in the identification and formulation of a range of desirable outcomes or objectives required to enable the successful future planning of both organisational and individual goals. After successfully completing our SWOT analysis, we then advanced onto conducting a SMART analysis. By completing the SMART analysis grid, (Appendix C, Table 7.3), it is anticipated that any future reference to this will then enable me to identify and reflect on where I am now, in terms of my career development, and what I need to do in order to accomplish my goals, and, ultimately, improve both my employability skills and my employment specific aspirations (ResearchGate. 2020).



5.4 Conclusion
The purpose of this report is to identify, and then reflect upon the desired competencies that I require to improve my career prospects, and, additionally, what skills and knowledge I have obtained during my time studying this module. At the time of writing, (November 2020),  and in consideration of the impact, and the effect of the Covid pandemic, coupled with the imminent Brexit trade deal, it is generally accepted that these are both unprecedented and uncertain times for many in society and employment. In respect of this, and the dynamic rate of change in the employment sector arising from the pandemic and Brexit, it may be proposed that employability skills, in all forms, will now be a crucial and valuable asset to employers and employees alike in moving forward.
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7.1 Appendix A -VARK Learning Questionnaire
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7.2 Appendix B– Myers, Briggs Personality Test
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7.3 Appendix C – SMART Goals
	SMART GOALS

	


   Specific





  Measurable




  
 Achievable





Realistic






Time-oriented
	
I intend to gain this qualification. Gaining this qualification will provide me with the professional qualification that I do not have in my HARD skills. It will help me to be more confident and achieve my goal, which is to secure a management role, and fulfil my career potential.

	
	
I have a significant amount of time to complete each module. Therefore, I have set aside a time limit for each report, which will
enable me to successfully submit all six reports within the time limitations and deadlines that have been given.

	
	
Gaining this qualification is achievable.  Although I will find the studying and research, very challenging, it will help me realise what I can achieve, and provide a positive reaffirmation of my capabilities for future employment. This is also a source of intrinsic motivation for me.

	
	
Gaining this qualification and aspiring for a position reflective of my achievements and success is a realistic goal. I have allocated time slots to complete my research.  I have identified that this goal is indeed realistic, and I am 100% committed to complete the course, and achieve this qualification.


	
	
This is a modular based course, and the assignments, and the deadlines, are in alignment with this. I need to complete all six of the modules/reports, and each one has its own time constraints. Therefore, I have prioritised my work schedule and set time aside, away from my family commitments, to fully concentrate and commit to the task in hand, allowing me to complete each module on time.
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a guide to learning styles
The VARK Questionnaire — Scoring Chart

Use the following scoring chart to find the VARK category that each of your answers corresponds to.
Circle the letters that correspond to your answers.
e.g. If you answered b and c for question 3, circle V and R in the question 3 row:

Question a category | b category c category d category
3 K ) (r) A
Scoring Chart
Question | a category b category c category d category
1 3 A R v
2 &) A R K
S g ENO)
4 @ A Vv R
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Calculating Your Scores
Count the number of each of the VARK letters you have circled to get your score for each category:
Total number of Vs circled = I
Total number of As circled = i 0
Total number of Rs circled = 3
Total number of Ks circled = il

Fill in the questionnaire online at http://vark-learn.com/the-vark-questionnaire/ to find out your VARK

learning preference.

This document must not be published on the Internet — instead please suggest people download the
latest version from the vark-learn.com website.

©2019 VARK-Learn Limited http://vark-learn.com
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a guide to learning styles
The VARK Questionnaire (Version 8.01)

How Do | Learn Best?

Choose the answer which best explains your preference and circle the letter(s) next to it.
Please circle more than one if a single answer does not match your perception. Leave blank any question
that does not apply.

1

A
(5%

1

| need to find the way to a shop that a friend has recommended. | would:

a.
b.
(8
d.

find out where the shop is in relation to somewhere | know.
ask my friend to tell me the directions.

write down the street directions | need to remember.

use a map.

A website has a video showing how to make a special graph or chart. There is a person speaking, some
lists and words describing what to do and some diagrams. | would learn most from:

a.
b.
;4
d.

seeing the diagrams.
listening.

reading the words.
watching the actions.

I want to find out more about a tour that | am going on. | would:

a.
b.
c.
d.

look at details about the highlights and activities on the tour.

use a map and see where the places are.

read about the tour on the itinerary.

talk with the person who planned the tour or others who are going on the tour.

When choosing a career or area of study, these are important for me:

a.
b.
(]
d.

Applying my knowledge in real situations.
Communicating with others through discussion.
Working with designs, maps or charts.

Using words well in written communications.

When | am learning I:

a.
b.
c.
d.

like to talk things through.

see patterns in things.

use examples and applications.
read books, articles and handouts.

.

| want to save more money and to decide between a range of options. | would:

a.
b.
C:
d.

consider examples of each option using my financial information.
read a print brochure that describes the options in detail.

use graphs showing different options for different time periods.
talk with an expert about the options.

1 want to learn how to play a new board game or card game. | would:

a.
b.
c:
d.

watch others play the game before joining in.

listen to somebody explaining it and ask questions.

use the diagrams that explain the various stages, moves and strategies in the game.
read the instructions.

©2019 VARK-Learn Limited http://vark-learn.com
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8. | have a problem with my heart. | would prefer that the doctor:

a.
b.

& ey

gave me something to read to explain what was wrong.
used a plastic model to show me what was wrong.
described what was wrong.

showed me a diagram of what was wrong.

9. lwantto learn to do something new on a computer. | would:
a a. read the written instructions that came with the program.
b. talk with people who know about the program.
6 c. start using it and learn by trial and error.
@ d. follow the diagrams in a book.
10. When learning from the Internet | like:
a. videos showing how to do or make things.
a b. interesting design and visual features. o
c. interesting written descriptions, lists and explanations.
d. audio channels where I can listen to podcasts or interviews.
11. | want to learn about a new project. | would ask for:
a. diagrams to show the project stages with charts of benefits and costs.
b. a written report describing the main features of the project.
C c. an opportunity to discuss the project.
d. examples where the project has been used successfully.
12. | want to learn how to take better photos. | would:
a. ask questions and talk about the camera and its features.
a b. use the written instructions about what to do.
c. use diagrams showing the camera and what each part does.
d. use examples of good and poor photos showing how to improve them.

13. | prefer a presenter or a teacher who uses:

a. demonstrations, models or practical sessions.
a b. question and answer, talk, group discussion, or guest speakers.
c. handouts, books, or readings.
d. diagrams, charts, maps or graphs.
“14. | have finished a competition or test and | would like some feedback. | would like to have feedback:

G a. using examples from what | have done.
b. using a written description of my results.

@ c. from somebody who talks it through with me.
d. using graphs showing what | achieved.

15.  Iwant to find out about a house or an apartment. Before visiting it | would want:

a. toview a video of the property.
b. a discussion with the owner.
c. a printed description of the rooms and features.
d. a plan showing the rooms and a map of the area.
16. I want to assemble a wooden table that came in parts (kitset). | would learn best from:
a. diagrams showing each stage of the assembly.

b.
) a

©2019 VARK-Learn Limited

advice from someone who has done it before.
written instructions that came with the parts for the table.
watching a video of a person assembling a similar table.

http://vark-learn.com
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Myers Briggs personality profiling test

Instructions on how to complete the test

«For each of the following 20 prompts choose a. or b.

«Record your answers on the score sheet directly below question
«The score sheet runs horizontally along the row before going down
+Choose the answer that you think most accurately describes you
«Even if you agree with both answers, check one you ‘agree with more.
«Answer as you really are, not you want to be.

«Make choices for the majority of your life situations.

«Having strong interests should not be used to cloud the results.
«Think of situations in which you are free to be yourself.

eThere are no right or wrong answers.

sAnswer honestly.
Questions
1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one b

2.a. interpret literally or b. look for meaning and possibilities @]
3iay logi‘cal, thinking, questioning or b. empathetic, feeling, accommodating (3
4. a. organized, orderly or b. flexible, adaptable b
5. a. more outgoing, think out loud or b. more reserved, think to yourself a
6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical (A
7. a. candid, straight forward, frank or b. tactful, kind, encouraging G
8. a. plan, schedule or b. unplanned, spontaneous
9. a. seek many tasks, public activities, interaction with others Cl
b. seek private, solitary activities with quiet to concentrate a
a

10. a. standard, usual, conventional or b. different, novel, unique

(8)
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11.
12.
135
14.
15.
16.
17,
18.
19.

20.

Put your answers in the score sheet grid below

a.

a.

a.

a.

a.

. tough-minded, just or b. tender-hearted, merciful

. regulated, structured or b. easy-going, “live” and “let live”

preparation, plan ahead or b. go with the flow, adapt as you go

active, initiate or b. reflective, deliberate

. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate

facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical

matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate

control, govern or b. latitude, freedom

. external, communicative, express yourself or b. internal, reticent, keep to yourself

. focus on here-and-now or b. look to the future, global perspective, “big picture”
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