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Introduction
My name is Raihan Miah. I am 25 years old. I am currently studying at the University of Wales Trinity Saint David, London Campus. The course that I am studying is skills for the workplace level 4, the reason why I chose to do this course is I feel it is a good course for me to do and one that will get me a suitable job and enhance my skill levels. I chose this university because of the location and I felt it was the ideal place for me to study. Previously I was working in retail and studied at the college of Haringey, Enfield and North East London, doing IT. I also worked as a waiter in an Indian restaurant. There have been a lot of ups and downs in my education life. Personally, I’ve had so many setbacks. I finally came down with a conclusion that I will need to brush aside everything that happened before and move on and try to get a career.  I am a firm believer that anything is possible in life, all you need is dedication and you can achieve anything. My future is to get a job in IT or even in business. My target is also to earn enough money, so I can clear out my family’s debt and stabilize them financially. 
This is an important time of my career so far, by obtaining the opportunity to do this course, I can know focus on developing myself. After finishing my first year, I intend on doing the level 5 and 6 and hopefully getting the degree. Getting a job isn’t going to be easy, it is one of the most challenging things now. I know that the job that I want to be getting, I would need experience, luckily, I have gained a lot of customer service skills by working as a waiter and in retail. I also done some voluntary work at an estate agent which was a good experience. In 5 years’, time, I hope to see myself working in an IT industry having gained all my qualifications. 
Self-Motivation
Being self-motivated can be tricky but it is something I thrive on. I always look for things to keep me going and have a positive attitude. I always try to follow people that are inspiring, whether it’s watching YouTube videos or even reading books. I’ve done a self-motivation quiz and calculated my score. I found out that I am doing OK on self-motivation. I am not failing. Self-motivation is a tool that will only help me reach my goals. It’ll give me an added motivation to help with achieve my ambitions. I often take into sports and look at certain sports stars past or present to give me encouragement. Even famous entrepreneurs, like Richard Branson, Bill gates and Steve Jobs. A lot of them didn’t have any formal qualifications but have become successful in their own ways just by inventing certain technological items. They backed themselves and had the confidence to achieve their goals. Dweck (2000) Self-confidence is something very different in the incremental system.
Learning styles
According to Honey and Mumford (1992) improve your learning skills and processes. My learning style is that I am a visual learner. I am a person that likes to see things and take in anything that will benefit me. I being a visual learner is the best way for me to learn and help me with my skills and knowledge. I always try and watch what other people do and say whether it’s in class, work or even things in general. I even watch YouTube videos on people that are inspirational and did so much in life. Example will be people like: Martin Luther King, Malcom X and even sports stars such as Muhammed Ali etc. I will also improve some of my skills that I have by being a visual learner. Communication: my communication skills will improve by taking part in group activities and try and see how people in my group operate and speak so I can take some for my benefit.
An example will be when I had to do a group presentation in my first term of university, I looked at all my group members and tried to gain any key points which I used when presenting my topic. The table below is when I did a worksheet based on reflecting on your learning style.
Personal Development Planning 
There are certain tools which I will need to use for my future. These tools will help identify the key aspects of myself and the things that I will need to consider for me to know the areas which will benefit me.
SWOT Analysis/Strengths, Weaknesses, Opportunities and Threats.
According to Investopedia (2018) SWOT analysis is a context used to evaluate and identify a company’s strengths, weaknesses, opportunities and threats.
Strengths: My Strengths is I have good communication skills, I am a team worker and I have good organisational skills.
Good communication skills: I am very good at communication. Whether being in writing or speaking. In work, communication is very important. I will be constantly talking and engaging with a lot of people whether they’re colleagues and or customers. Communication also consists of writing and sending messages. All these elements I am very good at. I know in work I’ll be using various types of communication tools. Example will be, emailing, Skype and social media. Also, there will be times where I will have meetings, and this will be the time where I will use my communication skills in the appropriate manner. An example where I used my skills is when I did a presentation in my first term in university. I presented my topic and spoke in a clear manner where the audience understood everything that I said.
Team worker: I am a good team worker. I really enjoy working in groups/teams, it is something I really enjoy on doing. Working in teams gives me the chance and opportunity to look and identify what my fellow team members do and speak. This is very good for me as it helps me development my team work skills, me as a individual like working in teams because it allows me to show share my ideas and what I can offer. At the same time, it gives a chance to help others which I’m very good at doing. An example where I worked as a team is when I did a group presentation in university. All the members in my group has their own topic to present and we worked as a team to discover and know what topics everyone will present. The presentation we did was about opening a business and my topic was to present and talk about the marketing analysis, marketing strategy and the business risks.
Organisational skills: I am much organised. I like to keep things in certain places where I can find them easily. At work, being organised is very important. You’ll have to make sure all your documents are placed in the correct places. I myself make sure that any work I do whether it’s in paper or in the computer. Organisational skills also consist of planning your time and making sure everything is done in the correct manner. Organisational skills also implement on meeting deadlines and can help you provide evidence to the employee in a job interview. An example of my organisational skills will be when I so my assignments for university. I save all the word documents in a folder and name them to make sure that I know where I can find it next time when I want to do the work.
Weaknesses: My Weaknesses is that I am not a leader and adaptable.
Leader: I am not a leader but more of a follower and is someone that likes to shadow people and learn from them. leadership skills aren’t something which is installed onto me, it is a skill that I never thought of developing.
Adaptable: Having to adapt to new things is something which I must work on. Going into work, I will know it is going to be a whole new environment that I will need to settle down into asap. There is no let up when it comes to work, so I must be on point.
Opportunities: The opportunities are that when I go into work, I will be able to enhance my skills and knowledge. Working for a good company will only be beneficial for me. Also, know that I am currently studying in university, I can gain a qualification that will help me get a job in the future.
Threats: This could be the obstacles and the competitors I must overcome. If I am going to start up my own business I will need to look at all the key areas which a challenge could be. Most importantly my rivals. They will do everything in their power to make sure my business doesn’t flourish and always stay one step ahead of me. This is where I will need to be clever and take things delicately.
Management Tools
Being a leader isn’t my thing. I’m a person that likes following others and learning from them. Although being a leader doesn’t necessarily mean you are the boss and everyone must follow your instructions, a leader can also be someone who listens to others, being patient and give everyone a chance to share their ideas. Working in groups, the role that I like to take is a team worker. I am a team worker because I like to listen to others, erasing any conflicts within the team, also making sure that the team is going smoothly and having a good atmosphere. 
Entrepreneurial Characteristics
The characteristics that I have which matches an entrepreneur is that I am passionate, motivated and a hard worker. All these characteristics that I’ve mentioned are important aspects of being an entrepreneur. I am a person that is always seeking to learn new things and come up with ideas and solutions to anything regardless of what it can be. I am striving to become an entrepreneur. I am always looking to develop my skills and techniques. Being an entrepreneur means you will have some originality and you’ll be different to others and that is something which I plan on doing in the future. 
The 7 ‘Ps’ of Marketing
Going into management or becoming an entrepreneur, I will need to consider of how I am going to overcome the 7’Ps’. These include Product, price, place, promotion, people, process and physical environment. 
Product: First, I will need to come up with a product which I think will have a big impact in the society. I will need to invent something very fascinating which the public will be very intrigued of discovering. 
Price: What will be the value of my product? What will be the price range? It is something I would need to consider and make sure that it is suitable.
Place: I will need to think of the location where my product can be accessible. Is it going to be in a certain area or city? 
Promotion: How I am going to promote my product so that the public will know about it. In terms of marketing and advertising, I will need to make sure that my product is promoted correctly whether it’s using social media, etc.
People: Who are going to be my target audience/group? That will depend on the type of product I am going to invent. Is it going to be for certain people or for anyone no matter where they’re from? 
Process: How long will my product will take for it to flourish, it is something which is important and will need addressing.
Physical environment: It is important to think about the resources you will need to run the business. Examples will be materials, the services, land, climate, water, physical plants and all other facilities.
PEST Factors
Political: Politically you will need think before starting up a business. Political factors can be very tricky to overcome so making wise decisions is key on moving forward. This is also to do with the government interfering with the economy. Trade restrictions, tax policy and etc will come into play so these are important aspects to look out for.
Economic: The economic factors will be the economic growth, interests’ rate, exchange rates and the inflation rates. They are major factors is to how a business wants to operate and making decisions. An example can be with the exchange rates which will affect the value and costs of your goods, also the supplier and the cost of the imported goods.
Social: These factors include the cultural aspects, population growth rate, age distribution etc. With that the management team of the business may have to think about changing the managerial strategies and try and adapt to the social trends which has been caused and affected.
Technological: This is to do with the change of technological rates. This could be a hurdle in which to overcome the entry and the technological changes would affect the costs, quality and lead to innovation.
Mission statement/business plan.
Having a mission statement/business plan is key of when how you would go about implementing your ideas and putting it altogether to create a plan. Obviously, it is where I will need to think about all the key aspects that goes and effects if starting a business, Location, target audience, financial aspects, marketing and advertising. My mission statement will consist of my goals and ambitions. The purpose of my company and what kind of product and service it will provide. Also, the geographical region of operation. I will need to make a bold statement is to how my product will be unique and how it would make a difference to the economy. 
SMART Objectives
Specific: 
Who: If my business consists of more than just me then who will I need and want in my business for me to reach my goals. 
What: I must be very clear on what I want to achieve. 
When: I must set a time frame of when and how my business will be in process and ready to start up. 
Where: The location of where I would want my business to be in. 
Which: Which obstacles and barriers I may have to overcome for me to set a realistic target for my business.
Why: What is the reason for me to start my business and why. 
Measurable: 
If my project is going to take a while to complete, then I will need to set targets by considering doing specific tasks to achieve and complete. 
Achievable:
This all focuses on how important my goal is to me and what I can do to make it achievable. This could be that I must find a way of developing new skills and changing of my attitude. This is a goal where my motivation will rise. How am I going to achieve my goal and do I have the correct tools and skills for it?
Relevant:
This focuses on the broader business goals. An example will be if the target is to introduce a new product then it should be something which is in alignment with the objectives of the business.
Time Bound:
I will need to set a target date for the introduction of my product. I will need to be very specific is to how long it will take to unveil. Would it take weeks or months so setting a date is important?
Johari Window
Johari window is a tool which used for understanding and training. It was created by Joseph Luft and Harrington Ingham. According to the Self-awareness 2013, Johari window tools is one of the few tools that stress on soft tools such as behaviour. For my understanding, I can use the tools philosophy and use it for my own beneficial reasons. I mentioned that I am a team player and the Johari window tool is a ideal structure for me to look at and develop on. This tool reflects on self-awareness which gives me the opportunity to work on my skills so that I will be more enough.
Career Planning
I have a many goals and ambitions to fulfil and achieve. This will require planning and taking the right steps for me to achieve this. I will need to think about key aspects like family, location, travel and finance.

Gaining my qualification i.e. degree
Financial aspect





Job plans

Skills and knowledge
Career planning.




Ambitions

Family consideration







Career planning is a long procedure that takes so much thought process. My goal is to complete my course in university and get the degree and move onto work. for me to achieve this, I will need to work very hard, do many researches as possible to gain more knowledge and skills.
Professional Developer Planner
The table below consists my development plan and what steps I will need to take to achieve this.
	What do I want/need to learn
	What will I do to achieve this
	What resources and support will I need
	What will my success criteria be
	Target dates for review and completion

	What I want is to complete my level 4 course and move onto the level 5 and 6 to complete my degree
	I will need to work harder and make sure I pass my level 4 course in order do the full degree
	The resources I will need is the internet, books etc for me to research and gain information
	Achieving the qualification and getting a job.
	My target date for completion is August 2020. By then I would of completed my full qualification



Understanding and expectations of world of employment
The world of employment is where I life will truly begin. It will be the time where I will face many challenges for me to be a successful person. Here is a list of what I have that employees look and vice versa.
· Honesty and integrity
· Trustworthy
· Able to listen to others
· Able to integrate quickly
I can listen to others by staying focused when they are talking. I feel I am a very good listener and can pick up ideas and use it for my skills and knowledge.
I am trustworthy, and I can finish off work in any given time scale.
· Able to present ideas, verbally and in writing.
· Work safely
· Demonstrate good time management
· Plan and manage
· Demonstrate attention to detail.
I presented ideas verbally and in writing by doing a presentation in university for my course. I was able to explain clearly what my topic was about. It is important that I meet the needs of the employer and make sure I have all the bases covered. 
The Process and key stages of recruitment
With recruitment, the things that I will need to consider are: equality and diversity, recruitment authorisation, job descriptions and advertising vacancies. 
The key stages of recruitment will include:
· The summary: summarising the situation
· Defining the role: explaining in detail what the role is about and what are the requirements
· Attracting the person: advertising the job description in the nest possible manner, i.e making it eye catching for the public.
· Selecting the best possible candidate: making the right decision on selecting the best person suited for the job.
These are the key steps that get taken when it comes to recruitment. I will need to prepare myself in the best possible manner for me to meet the requirements.
Specifications and considerations
In the world of work, there will be many people fighting to get jobs no matter what. It is important that the employees and companies don’t overlook anyone regardless of their age, race, status and religious beliefs. Setting appropriate standards of attainment and ability is important. It is important to see the qualities of what the person has and not judge them by their looks, etc. 
Employment Legislation 
When I start working, it is important that I know all the rules and regulations regarding the workplace. These will include:
· Health and safety
· Data protection
Knowing the health and safety rules is essential in case there is an emergency. Data protection is also important, not allowing information and documents fall into the wrong hands which could be a disaster. 
Career ambitions and aspirations
Once I have achieved all the qualifications, skills and knowledge. My goal will be to get into a office based work. I want to be earning a lot of money which will be enough to take care of my family and help erase all the financial difficulties like debt. Once I have obtained all the skills, I may become an entrepreneur and start up my own business. I haven’t really thought about on what I would do, but I will give it a thought and try to gather some ideas. 





Personal Development Plan
Below is my development plan on how I will enable to achieve my ambitions:
Reflect 
Action
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Reviewing 
Personal development plan
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Vision 










Appendix
The Self-Motivation Quiz
Top of Form
	Question
	Not
at all
	Rarely
	Some
times
	Often
	Very
Often

	1
	I'm unsure of my ability to achieve the goals I set for myself. 
	
	
	
	
	

	2
	When working on my goals, I put in maximum effort and work even harder if I've suffered a setback. 
	
	
	
	
	

	3
	I set goals and objectives to achieve my vision for my life. 
	
	
	
	
	

	4
	I think positively about setting goals and making sure my needs are met. 
	
	
	
	
	

	5
	I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time, I allow myself to take a coffee break. 
	
	
	
	
	

	6
	I believe that if I work hard and apply my abilities and talents, I will be successful. 
	
	
	
	
	

	7
	I worry about deadlines and getting things done, which causes stress and anxiety. 
	
	
	
	
	

	8
	When an unexpected event threatens or jeopardizes my goal, I can tend to walk away, set a different goal, and move in a new direction. 
	
	
	
	
	

	9
	My biggest reward after completing something is the satisfaction of knowing I've done a good job. 
	
	
	
	
	

	10
	I tend to do the minimum amount of work necessary to keep my boss and my team satisfied. 
	
	
	
	
	

	11
	I tend to worry about why I won't reach my goals, and I often focus on why something probably won't work. 
	
	
	
	
	

	12
	I create a vivid and powerful vision of my future success before embarking on a new goal. 
	
	
	
	
	

		
	 Total = 
	0





Bottom of Form
Score Interpretation
	Score
	Comment

	44-60
	Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are!

	28-43
	You're doing OK on self-motivation. You're certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life. Read the relevant sections below, and work on them to strengthen your self-motivation.

	12-27
	You allow your personal doubts and fears to keep you from succeeding. You've probably had a few incomplete goals in the past, so you may have convinced yourself that you aren't self-motivated - and then you've made that come true. Break this harmful pattern now and start believing in yourself again. The tools and tips below will help you get back your motivation. 



Discussion
My score for the questionnaire is between 28-43. According to the table, I an doing ok with self-motivation but I can achieve more. I will need to try and rectify all the key aspects of motivation of my life, this will only improve me as a person and at the same time and I can be a role model for many people that are seeking motivation.
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