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[bookmark: _Toc523482109]Introduction
This portfolio will present evidence of the skills I have and the skills I have acquired while studying Professional Career Development. I propose to demonstrate knowledge and understanding of my personal strengths, abilities and achievements and determine the skills I believe need further development in preparation for employment. In doing so I will reflect on my academic goals and ongoing learning progress, additionally I aim to establish my employment goals and develop a personal action plan for the next five years.
I chose to study “skills for the workplace” at this time in my life since the opportunity arose. I was influenced for the reason that my life needed direction. I didn’t know where I was going or what I wanted to do. This course (skills for the workplace) is not a course I would have selected if given a choice, academically I did not believe I was capable and lacked confidence (even though I had in the past studied psychology and computer science), then skills for the workplace was presented to me. I had previously considered working for myself and this was a good place to start. I didn’t choose the University of Wales Trinity St David, still, I am happy with it because it is a small organisation and the tutors are through and supportive.
[bookmark: _Toc523482110]Strategies for personal reflection and career development planning
The lifeline exercise allows the individual on reflection to pinpoint major accomplishments made throughout their life, rising at the high points and sinking at the low points.  Although simple and straight forward I found this exercise especially difficult as it made me mine deep in my memory bank and reflect honestly on my achievements or lack of. It was a painful but also an eye-opening experience. 






[bookmark: _Toc523482111]Lifeline Exercise

[image: https://screenshotscdn.firefoxusercontent.com/images/3fbe13ae-a39c-4da9-aa26-7175e5bc9ac8.png]
   Source: www.open.edu/openlearn


[bookmark: _Toc523482112]How motivated are you?

	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 = 
	37






Source: https://www.mindtools.com

On completion of the “How motivated are you” quiz I scored a total of 37. The result I attained indicated I was doing reasonably well on self-motivation but could achieve more. I felt pleased however I wanted to become more motivated. To increase my motivation, I considered why I occasionally felt demotivated. My realisation, was that I am a procrastinator. Using a mind management model “The Chimp Paradox” (Peters, 2011) helped aid my understanding why I procrastinate and how I can change that. According to Prof. Steve Peters author of “The Chimp Paradox, the model helps to explain the struggles that take place within the mind and shows how to apply this understanding to any area of life, systematically increasing confidence, happiness, health and success.
The model sees the brain as being divided up into three teams. The three try to work together however often get into conflict and struggle against each other for control. Team one is you the human, a conscious thinking analytical being capable of working with facts and truth and makes judgements using logical thinking.   Team two is the Chimp, an emotional brain that thinks and acts independently from us without our permission, it cannot be labelled as good or bad we must remember it is just a Chimp. The Chimp works with feelings and expressions and then links the two together using emotional thinking. The Chimp can be our best friend or worst enemy. Team three is the computer a brain that is at the disposal of the human and the chimp to input information for reference. The computer brain can act as a memory bank and also as a programmed thinking and acting machine that automatically takes over if the Chimp or Human is asleep, and if they allow it, it will run ahead of both Chimp and Human with preformed beliefs and decisions that it can act with (Peters, 2011).
[bookmark: _Toc523482113]Chimp Paradox Mind Management 


[image: ]
Source: https://chimpmanagement.com/the-chimp-model

[bookmark: _Toc523482114]Learning Styles
According to critics knowing your learning style does not improve one’s learning. However, knowing your learning style can be beneficial if learners take into consideration how and when they learn and reflect on how best to utilize it (Fleming & Baume, 2006).
The mode of study or learning that I prefer for the best educational outcome is what some call “The Reading and Writing Learner”.  According to Neil Fleming the reading and writing learner learns best by taking notes and reading script. It is also said that they prefer to read aloud which I find extremely helpful because the words are better retained. Reading and writing learners are said to enjoy reading and writing in all kinds of forms. Their preference is information given to them in writing and they benefit from clear points or ideas. Other styles of learning according to Neil Fleming and David Baume’s learning instrument VARK (Acronym for: visual, oral, read/write, kinesthetic) include Environmental Learners; whom learn best in their desired environment which may be noise in opposition to silence. Some prefer a quiet and stable setting while others prefer a more musical environment. These learners benefit from movement, temperature, and lighting. I favour this learning style in a quite environment, when I need to concentrate or occasionally with mellow music playing in the background to ease stress and tension. Visual learners learn through observation, show them and they will understand. They tend to have difficulty following verbal instructions. Visual learners benefit from diagrams, charts, pictures, films, written directions, handouts, worksheets, text illustrations and PowerPoint presentations. I like to use this method of learning for activities such as ensuing a new recipe or assembling a piece of furniture, following a diagram or having written directions is ideal as appose to hearing instructions. Auditory learners learn better through hearing things, they speak slowly and are natural listeners. They have issues with understanding body language and facial expressions. Auditory learners benefit from dialogue and recordings, group collaboration, lectures and review directions. This type of learning helps me when I want to memorise something, by being able to listen to a recording over and again. Kinesthetic Learners process information best when they can manipulate or touch the material. They learn by doing and solving real life problems. They enjoy activities and use their senses to engage in learning. They like hands on approaches to things and learn through trial and error. They tend to be the slowest talkers of all and are slow in making decision. Kinesthetic learners benefit from: role playing, demonstrations, games and computer applications. I benefit from kinesthetic learning when I play a new computer game or learn a sport that needs hand eye coordination for example: table tennis (Fleming & Baume, 2006).
[bookmark: _Hlk523262321]In contrast we have the Honey and Mumford model. According to Honey and Mumford individuals needed to use one of four learning styles in order to complete activities. These four styles include Activists, Reflectors, Theorists, and Pragmatists.   Honey and Mumford’s model is easy for me to identify with. I have used all four learning styles either singularly or together at one time or another.
On occasion I adopt the approach of the Activist I like to jump straight in feet first, doing something without having to think about it. Then there are instances when I am a Reflector. I would rather observe, think, and collect as much information or data before doing anything. My Pragmatic self turns on when I do not want to waste time or would rather get something done quickly. However, above all I am a Theorist. I like to learn methodically to try and reach a deeper understanding (Rumson, 2015). 
Both Fleming & Baume and Honey and Mumford model types group scholars into learner style categories.
[bookmark: _Toc523482115]Neuro-linguistic programming (VAK):
[image: http://obscuresurrealism.files.wordpress.com/2010/02/vak.jpg]
Source: https://www.ijip.in/Archive/v5i1/18.01.009.20170501.pdf










[bookmark: _Toc523482116]Honey & Mumford (1986):

[image: File:Honey-and-Mumford .jpg]
Source: http://www.click4it.org
[bookmark: _Toc523482117]Occupational goal 
My ultimate intention is to work for myself. However, I am still in the process of deciding between three ideas, which occupation I want to undertake. While I am deciding I aim to find a job that involves one or more of the areas that I enjoy or have tremendous interests in to gain required experience and insight.  
For some people starting their own business is a frightening prospect but I personally find it exciting, challenging, and it is all I can see myself doing. I want the business to be linked to at least one of my interests. My interests lie in health (natural remedies and products), Sales, interior design, and growing produce and plants. Rather than have a physical shop my preference is an online distribution channel for customers to obtain products from, keeping my overhead costs to a minimum.
I decided to do the exercise below to gage how suited I am to become a self-employed person. Giving each a score between 1 and 5, where 1 is ‘strongly disagree’ and 5 is ‘strongly agree’.
I answered 4 or 5 to most of the questions in the exercise which suggest I might have some of the personal qualities entailed to set up and run a small business (Morgan, 2017).
1. I really enjoy seeing the outcome of my actions.	4 
2. I tend to prefer to be in control of my own situations.		5 
3. I do not like someone else telling me what to do.		4
4. I intend to have a mentor, someone who can help me when I am not sure what to do	5
5. I am comfortable when I know what I am doing.	5
6. My friends would describe me as ‘conservative,’ as someone who does not really enjoy taking risks. 3
7. I really love working on something pioneering.	4
8. When I start an activity, I put all my effort and everything I have into that project.	4
9. It is more important for me to earn a lot of money as quickly as I can than to see my achievements in other ways.	3
10. I respond well to a challenge,	3
11. I am excited by being the first to do something.	4
12. I am extremely persistent and determined in what I do.	4
13. I do not care if others tell me I will not succeed.		4
14. Life is all about passion, rather than being rational.		3
15. I have an idea for a business which I know others will really love.	3
16. I love the idea of others coming to me for a service.		4
17. I know that others will put as much effort into helping me with my innovation as I do.	3
18. I think that setting up and running a small business is easy.	3
19. When I have had ideas for activities in the past, I have been able to motivate others to follow me.	4
20. I do not wait for permission to do what I want to do: I just think we should get on and do it.	4
21. I have done an undergraduate business degree, so I am pretty sure I know what running a business is about.	3

Source: The Business Student's Guide to Study and Employability
[bookmark: _Toc523482118]Planning for the future
A good place to start can be to develop a personal action plan or personal development plan (PDP). Having a PDP is beneficial to me in several ways. First, having a tangible goal, one I can see at a glance gives me a clear focus. Second, by using the right tools or instruments I can be clear on the length of time it will take to reach each goal. Third I can see what clearly needs to happen next in each stage of my plan (Cottrell, 2015).

[bookmark: _Toc523482119]Personal Development Plan

	What are my goals?

	What needs to
happen first?

	When do I want
to achieve this?

	What obstacles
might get in my
way?

	How can I improve
my chances of
meeting my goal?

	Where can I go
for support?

	Review:
How am
I doing?


	To work for myself in one of my chosen areas below
	
	
	
	
	
	

	To work as an Interior Designer

	Take an interior Design Course
Or
Work as a design assistant
	I would like to take a course by October 2018
	Not having the skills knowledge or experience needed for the course

Being unable to get on a course or not getting work as an assistant
	Keep looking for suitable courses

Research and work on skills needed
	British Institute of Interior Design
Or Creative Choices
Careers advisors
	

	To work as a Natural Herbalist
	Look for a natural herbalist course

Search out and read relevant books
	I would like to find a course by October 2018


	Not having the correct qualifications

Having to travel abroad to attend a course
	Find out the steps I need to take and take one step at a time
	Look on Google
Websites
Careers advisors
Workshops
	

	Make and sell my own natural products
	Decide what product to make first
	I would like to have my first product made tried and tested by the end of 2018
	Expensive Equipment or product legislations
	Choose something simple but in demand
	Websites
Books
Magazines
Workshops
	

	Increase my subject specialist knowledge 

	Reading relevant material
	ongoing
	Not making the effort
	Have materials at hand
	Library books
Internet sites
You tube
TED
	







[bookmark: _Toc523482120]SMART Tasks
Good goals are SMART goals. The acronym stands for:
Specific: What is it I precisely want to complete?
Measurable: How will I know if I have completed or not?
Achievable: Am I likely to achieve or complete this goal?
Realistic/Relevant: In my allocated timescale do I have sufficient resources available?
Time-based: By when should I have completed?
Making use of the SMART model helped to add structure to my goals. Using the model has taught me to be more specific with my goals and activities, (for example instead of saying I would like to go to France on a holiday I will now say I would like to go to Boulogne-sur-Mer in France on a holiday). I now try to make measurable goals, I think more creatively about how to achieve my goals, sometimes through further breaking goals down into smaller actions. My goals are relevant, keep on track and look attainable rather than a pipe dream. Most importantly I have established that goal setting is an ongoing process of action, evaluation and revision (Morgan, 2017).

	[bookmark: _Hlk522648001]skill or ability area
	specific task 

	measures 

	achievable  

	realistic 

	timings 
(start/finish dates)
	comments/actions 


	
	The task is to make a decision on a course.
	According to college/course calendar
	yes
	yes
	Feb 2019
	Thoroughly look at all my options

	
	Look for a job in one of my areas of interest
	December 2018
	
	
	Dec 2018
	Gain more knowledge and experience in the chosen area

	
	Make a natural skin moisturiser
	September 2018
	
	yes
	Complete by June 2019
	Work on branding product

	
	
	
	
	
	
	

	This management tool was developed by alan chapman consultancy and you may use it personally or within your organisation provided copyright and www.businessballs.com is acknowledged.  Publication in any form or use in provision of business services to a third party is not allowed without permission from alan chapman.  Support and advice on using this system is available from alan chapman via email advice@alanchapman.com. Free online training and systems (and explanation of task delegation and other theories) are at www.businessballs.com. © alan chapman 2002.



	Specific - Measurable - Achievable - Realistic - Time-bound
Source: www.businessballs.com
[bookmark: _Toc523482121]Personal strengths and areas for further development
In preparation for self-employment in any one of my chosen fields I will need to further develop my presentation skills. Presentation may play a large part in obtaining clients as an Interior designer: I will need to confidently sell myself and convince the client of my ability when presenting my portfolio. As a natural herbalist presentation skill can be valuable when showing clients alternative herbs that can be used for variable ailments in various ways. Good communication is vital for giving clear diagnosis to prevent misunderstandings. When marketing my own products, I ought to be able to convince businesses/individuals to stock my goods and demonstrate why they should purchase from me. 
Being proactive is neither a strength or a weakness but an area that I would like to continually work on, considering my options and weighing alternatives in order to achieve my goals. I aim to constantly be proactive. Mindful of anticipating, predicting and eliminating problems before they happen. Time management and good listening skills are two positively useful personal strengths I have. I will continue to develop and strengthen my people management skills.

	Personal Strengths
	Areas for further Development

	Creativity
Time management
Listening skills
Communication
Team working skills
	Presentation skills
Problem solving
Networking
Analytical skills




[bookmark: _Toc523482122]What employers expect from their staff
Primarily employers want employees that have good transferable skills. If an employee is an analytical thinker, enthusiastic, has passion and drive, they add a lot of value not only to the company but also to the team around them. Many if not all jobs will involve some level of team-working requiring workers to communicate and work with others to complete tasks. An employee with exceptional self-confidence can be certain to deliver excellent work or service. Employees who exhibit high levels of integrity are a great reflection on management in an establishment.  I often think one should pick a unique selling point (USP) that relates to them and market themselves to employers as if their name were a brand.
The ability to influence others is an all-encompassing quality to have for those in managerial positions Key leader traits include: drive  (a broad term which includes achievements, motivation, ambition, energy, tenacity, and initiative); leadership motivation honesty and integrity; self-confidence (which is associated with emotional stability); cognitive ability; and knowledge of the business (Kirkpatick & Locke, 1991). Employers want people who are good at solving problems, such as those that can turn a bad situation into a good one (Leonard, 2018). Employees with these qualities can be the greatest asset to a company (Altman, 2017).  As a future employer these are the qualities I will be looking for.
[bookmark: _Toc523482123]Skills needed for working effectively as a competent employee
[bookmark: _GoBack]To gain any one of my working goals I understand I need to have certain skills and knowledge to work effectively on my own and in the workplace. At the top of the list for working efficiently is communication, writing, speech and body language (personal appearance and hygiene). Weak communication skills, bad personal hygiene and appearance can cancel any chances an individual may have before they begin. The ability to learn new skills and teach them to others gather and analyse information put it together and apply it to a significant skill. Skills and abilities can all be learnt if one has the right mindset and attitude non-is beyond anyone’s reach (Trought, 2012). I believe I have the main key qualities sought in an employee. Just to name a few I am honest and trustworthy (I have worked in positions where I am responsible for opening and closing and setting alarms in an establishment), I am able to integrate and have good listening skills (I proved this when I worked as a medical receptionist in a doctor’s surgery). When it comes to problem solving in the workplace I like to seek new solutions as well as working with proven methods. I am capable of and have the ability to communicate appropriately, network, be proactive, have good negotiation skills, be able to make informed decisions, have group and team working skills, have problem solving and analytical skills. I believe understanding my weaknesses and being able to accept constructive criticism is fundamental to my further development.
[bookmark: _Toc523482124]Examining the options ahead
By the end of my first year at university I hope to successfully complete the course I am on or go on to take another course and obtain a degree in my chosen field of interest, otherwise gain enough knowledge by working full or part time or training paid or unpaid to start my own business. That business may be here in the UK or even abroad in the Caribbean. 
[bookmark: _Toc523482125]Push and Pull Factors
Some of the pull factors for myself moving abroad and starting a business are: the sunny weather, smaller communities, new beginning, and opportunities for a new venture, a simple life, fresh natural produce. The push factors are: possibly limited options for choice of business due to the consistent hot weather, political stability, deciding on the right business for the economy, unseen or unknown problems. 
[bookmark: _Toc523482126]Conclusion 
Putting this portfolio together has been extremely beneficial to me. The time line brings to my attention that for every action or decision one makes there will always be consequences, some good some not so good. Often the choices we make in our lives are ones we took for granted, these things may possibly be highlighted in an individual’s time line. I am now able to recognise my preferred learning style, be aware of what motivates me and have gained an understanding (using the chimp paradox) how to keep myself motivated to achieve what I want in life. I understand what employers look for in their staff which is useful to me for future recruitment. In my book being a good employee is all about having good work ethics which means having morals, being consciences, industrious and hard working. Reflecting on my findings has been an eye opener providing insight into past failures and accomplishments and throwing light on projected future success.  It appears the process of personal development is an ongoing practise even for the rest of our lives.
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