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1.0 Introduction

Employability skills and the relevant knowledge are important to excel in a workplace environment. These skills may from range good communication skills, organizational skills planning and management skills, teamwork, reliability, commitment, flexibility, problem solving skills, willingness to learn to technology (Mansour & Dean, 2016). Just as these skills are required by employers in most sectors, they are important for the personal development of my professional career. With this background in mind, this report will give a portfolio of evidence showing an understanding of the necessary skills and knowledge which contributes towards working effectively in a workplace environment. 

This report will show my level of readiness based on the skills I have acquired and the knowledge I have gained. In achieving this, this portfolio will assess my areas of strength and weakness to see which of the relevant employability skills needs to be improved on. Furthermore, I will establish a personal development plan for the skills I need to gain and how I intend to gain those skills. All the analysis here will be based on my personal evaluation and recommendations from relevant materials that have written on personal evaluation ad employability skills. 

My name is Sara Kawka. I am 29 years old and I am from Poland. I decided to come to the United Kingdom to change my life. I have interest in helping people making things better. This made me to love the transport sector because it involves meeting people and helping them get to their various destination through various means.   The United Kingdom has a vibrant and diverse transport sector with the opportunities for foreigners and people from different nationalities to work. The openness of this sector gave me the opportunity to work there in different capacities, and I have been working there over the years now.  For example, I worked as a customer service assistant in the airport and within a short period of time I was made a supervisor. This was because of my zeal and passion and the effort I put in the job, and also because I love working around people. I have always desired to advance my career in this field to become a manager at the Airport or other transport sector someday.

I choose to study this course because I believe it will give me the foundation to gain the necessary employment and academic skills that is needed in such work environment.  Skills such as communication skills, teamwork, use of technology, organizational skills, among others are the relevant skills I hope to gain at the end of this course.  I also have plans to further my education after this course because I believe that the more skills I gain, the better chances I will have to go higher in my career. Also, I choose to study this course in the University of Wales because I believe that it will help me to begin my education in the United Kingdom. Also, because I was told that it has the relevant course and modules that will help me building my career and developing the right employability skills for the future. 

2.0 Self-Evaluation Review- My Self-Motivation and Learning Styles 

2.1 Self-Motivation
Self-motivation can be defined as the force that makes one to keep pushing to do something. This could be an internal drive that pushes one to achieve a goal and keep moving forward. 
Self-Motivation helps one to learn and grow irrespective of their circumstance. It can be regarded as an important tool for reaching one’s goal in life, dreams or aspiration. When one does not have the self-motivation to act, he or she might not reach his goal. So, it is important to always have self-motivation.  (MindTools, 2019)

There are different ways of assessing whether one is self-motivated. This is by asking certain personal questions and answering them honestly, such as what is my ability to achieve goals I set for myself; how much effort do I put into achieving those goals; do I  think positively about my goals and ensure they are met;  do I use rewards and consequences to keep me focused in achieving my goals. These are just a few questions one can ask to evaluate one’s self about how self-motivated one is. (MindTools, 2019)


When examining the concept of self-motivation, there some factor that are necessary to be considered. They are: 
2.1.1 Self-confidence and Self-efficacy
When considering Self-motivation, one must have a high level of self-assurance and confidence that he or she can achieve that task that has been set. When one has self confidence in oneself, he has the believe that he can succeed and that in itself can inspire the person to actually succeed in achieving his or her set goals. For self-efficacy, it is the belief in our ability to succeed and our ability to achieve the goals that we set for ourselves. 
My personal evaluation
I am self-motivated to achieve my task. One of the factors is my self-confidence. I always believe in myself. And when I don’t have the knowledge or the capacity to achieve certain task, I have the self-confidence and courage to ask for help. This is because I believe that my inability to a achieve task should not prevent me from achieving it. I have shown this in my professional career and in my personal life on various occasions. One of such situations was when I wanted to apply to the university to study. I was self-motivated to study in the United Kingdom and so I gathered the courage to apply to this university to acquire the knowledge and skills that will assist me in getting to the top of my desired field.

2.1.2 Positive Thinking, and Positive Thinking About the Future: Having a positive mindset and thinking positively is an important factor for self-motivation. It is a can-do attitude to things even when things don’t go as planned. Positive mindset helps one think about an attractive future. To apply the power of positive thinking to have self-motivation, it has been said that one should do the following: Take control of your thoughts and write your goals for the day, replace negative thoughts with positive thoughts in achieving them; have a mental picture of what your intend to achieve; have a positive statement and repeat it to yourself throughout the day and practice positive thinking throughout. (MindTools, 2019)

My personal evaluation
I always keep a positive mindset in accomplishing my goals. I do not allow negative thoughts to cross my mind even when I know that I may not be able to accomplish them. I have a can-do attitude to my task, and my positive mindset helps me to pull through easily when things are difficult.  I have seen this display itself both in my personal life and my professional life. 

2.1.3. Strong Goals and Focus: Setting strong goals and focussing on achieving them is an important factor of self-motivation. A goal helps to give one a clear sense of direction of which self-confidence comes from. A goal is like a promise to oneself, and one must fulfil such promise by accomplishing our goals.  According Locke’s goal setting theory, goals should have the following important characteristics: They should be clear and precise; They should be challenging and at the same time, easy achievable; We should be committed to our goals and ensure that it is one that is attainable; There should be a regularity of feedback for our goals and lastly if our goals are complex we should ensure that we do not over commit ourselves to accomplishing them. 

Also, it is important for our goals to have time frame when they should be achieved and also prioritizing them by establishing a schedule for them in order to help us succeed. 

My personal evaluation
I am one that like to set goals for myself and give a time frame to achieve them. For instance, I have always desired to come to the United Kingdom to study and have a better life. I gave myself a specific time and I put all my energy towards ensuring that I achieve it.

2.1.4 Motivating Environment: Staying motivated has a lot do with an environment that is motivated. Sometimes our surroundings can take our motivation away from us. This can be the thoughts of peoples that surrounds us while working in professional environment or when trying to achieve a task in a team. It is important to always try to stay in a motivated environment and be around people that will motivate us and challenge us to accomplish our goals. This is important in order for one to stay motivated. Some of the ways to stay motivated are: looking for team work opportunities as working in a tea can make us accountable to others with a sense to accomplish a task; Requesting for specific targets from your employer/boss and measuring your level of success in accomplishing them; Ask for task that can be easily achieved as sometimes quick wins can be a good way to stay motivated; Try not to work oneself too much. (MindTools, 2019)

My personal evaluation
According to myself evaluation, since I like to stay motivated, I like to surround myself with people that always challenge me and want to make me better. I easily remove myself from any environment that makes me lazy to achieve my goals or which put negative vibes in me. My current place of work is an example. Sometimes we work in a team, especially during holiday periods when passengers are much. The co-workers that come to support us are energetic and self-motivated people and their motivation helps me to accomplish my target for that day because they are also self-motivated. 

2.2 Learning Styles

Understanding our learning styles is an academic or work environment is very important and can determine our success.  Cameron (2007, p 49) noted that good grades comes from knowing what and how to learn. Different people have different learning styles and how they understand things Mullins and Christy (2016 p.160). These are some learning styles summarized by an article done published by the Victoria State Department of Education and Training (2007) as follows: 

(a) Visual Learners: These are people who learn from observation. They usually depend on signs and visuals to understand things. These types of learners have a difficulty understanding verbal instructions. Visual learners find easy to understand through diagrams, charts pictures, films and written directions. They also benefit from handout, worksheet, PowerPoint and text illustrations. 

(b) Auditory Learners: These categories of learners, learn and understand things by listening. They usually have the tendency to be good listeners. While their greatest strength is listening but tend to have difficulty reading body language and facial expression. Auditory learners find it easy to understand things through dialogues and recording, group collaboration and review directions.

(c) Kinesthetics Learners: These types of learners understand things and process their information by things they can touch. They have a hand-on approach to doing things and prefer to do trial and error.  They tend to understand things better by doing and solving real life problems. When they engage in an activity, they tend to use all their senses to engage in the press of learning it. Kinesthetics Learners turn out to be slow decision makers. They learn best from practical situations such as role playing, activities, demonstrations, games computer application etc. 



2.2.1. Personal Evaluation of My Learning Style- Kinesthetics Learner
From my personal evaluation and observation, I have discovered that I am a Kinesthetics learner. I find it easy to understand things by practically engaging in them. I found out that in such situations it is easy for me to apply myself. I discovered this learning style while I was working at the airport. While there, I was made the team leader in the central search area after a very short time without any experience. This was because I find it easy to learn quickly form real life situations and also because I have the interest and passion to work in an airport environment. 

This experience brought out my team leadership skills. For instance, my position as a team leader presented me with difficult situations which I handled very well. There were instances where some of the staff in my team did not turn up for their shifts or where some of them came back late from their break. In those circumstances, I had to cover for them and ensure that I manage the workload effectively.

On the other hand, just as Kinesthetics learners turn out to be slow decision makers, I am also a slow decision maker in some situations. I realized that I think too much about a particular thing before I make my decision, and this can result to me being slow in making my decision. 

3.0 My Personal Development Planning: Evaluation of My Strengths and Weakness
An understanding and development of my skills and knowledge for the development of my career is necessary. This is even more important because of the type of industry I want to build my career in. A personal evaluation of my strength and weakness in relation to my skills will help me to know the skills I have developed overtime and those that I need to work on in order to contribute towards working effectively in my desired place of work. To assist me in achieving this and also setting up a development plan, I will use different evaluation and planning tools such as SWOT analysis, SMART objectives, Johari window among others. 

3.1	SWOT Analysis
SWOT analysis can be used for personal development. According to an article by the UK Charity Commission, SWOT analysis helps in identifying one’s strengths, reduce weakness, exploit opportunities and spot the possible threats 

S- Strengths
I have a good number of recognizable strengths that have assisted me in my career over the years and I have been recognized and appreciated in my workplace for that. They are: 
(a) Communication Skills: One of my greatest strength is my ability to communicate effectively with people. This skill has assisted me in my career so far. I have become better at because I always interact with people. This has improved because of the nature of my job as a customer service assistant. 

(b) Leadership Skills: I have realised that I have good leadership skills. I am self-motivated, trustworthy, creative, responsible and I always try to have positive attitude towards things. Also, I am an easy-going person, open to receiving feedback (whether negative or positive) and easy to approach because I love to help and serve people. This skill was one of the relevant skills that made me get the supervisor role at the airport in my former employment.

(c) Understanding: I have discovered overtime that I have good understanding of people and situations easily. This is because I try to look beyond myself and try to understand things from other people’s point of view. This ability has helped me personally and also in my career in different ways. For example, it has helped me in avoiding conflicts, resolving disputes and made it easy for me to work in team of people with different ideas about things.

(d) Honesty: I am an honest, straightforward, sincere and truthful person. I like to be honest and show integrity to people in every situation I find myself, whether I am been watched or not. This is because I do not like when people are unfair, lie or cheat other people.

(e) Confidence and Self-Motivation: One of my greatest strengths is confidence and self- motivation. I am a confident person and I am not easily discouraged. I like to stand up to things and face them no matter the situation. Sometimes when things are not going right, I easily motivate myself and continue with my task. These qualities have always helped me in my job and academics, especially when I feel stressed.



W- Weakness
In as much as I have my area of strengths, I also have my area of weakness. However, my weaknesses are not as much as my strengths. They are:
(a) Organization and Management Skills: I have realized over time that I do not have good organization and management skills. I do not have the ability to co-ordinate and plan things properly. There are times where I even write out the things I want to do and how I want to achieve them, but in the end, they turn out disorganized and I feel disappointed. 

(b) Time Management: This is one of my biggest weakness. This is also linked to the fact that I like to do so many things at the same time that I end up not putting the relevant task first and least relevant task last. This has affected me personally.  I look forward to improving this. I realized that most employers, including where I currently work, value employees who can effectively manage their time. 

(c) Punctuality: Being punctual in everything is very important. I realized that I struggle at being punctual to work or events. And most times It affect the relationships with people. This has also affected my personal life. `

(d) Being too Critical: My ability to assess situations and give honest opinions about it sometimes has makes me too critical. From my personal evaluation, I have realized that this is not good because I may end up discouraging someone about an idea or a suggestion. 

O- Opportunities
There are opportunities in the career path. And those who are self-confident and have good team leadership skills are always in demand. I believe that with such strength, I can take advantage of the opportunities in higher positions in my desired industry after my education with my degree.

T- Threat
One of my biggest threat is actually one of my strength, which is my self-confidence and leadership skills. I always try to fill in the gap for my colleagues at work and sometimes this could make me overwork myself, all because I want the team to succeed. This is a threat because it could affect my work balance and it can affect my health.
3.2 	Johari Window
This is a self-evaluation and assessment tool that helps one to properly understand ourselves better. It can used for personal development and improving communication. It has four windows of assessment. They are the open area, blind area, hidden area and unknown area.

Self-evaluation 
From my personal evaluation over the years I have realized that my open area are my communication skills, my dedication to work, leadership ability, my ability to understand things easily through practical examples and my love for people. For my blind area, I may not be able to say much but I have been told by my colleagues at work that I know how to resolve issues in a calm manner. This is an attribute of me that I never observed, but I have been told.

For the hidden area, I prefer to keep my personal life away from my colleagues and just focus on work by bringing up ideas and suggestion to resolve issues. I do not discuss about my family or relationships. 


I strive always in my routine at work or my personal life to ensure that I grow my open area and improve on it because it brings out the best in me. On the other hand, I try to reduce the hidden area so that people can trust me and also, so that I can get feedback on area I am doing well and those that I need to improve on. This is important for me because it will help to develop me personally and also in my career.

4.0 Review of your understanding and expectations of the world of employment
The employment world is a very competitive environment. Employers are always looking for job applicants with the right employability skills to match the job description. They are in search of persons who can add value to the organization. They achieve this through recruitment and selection process. Employers usually use different selection methods in employing the right candidate. These could be any one or more of the following: interviews, Test (such as numeracy personality ability), job assessment centres, job simulation and work sampling and references. 

In terms of sourcing the right candidate, employers also use different platforms to get qualified applicants for the jobs they have. Examples of such medium are: Job Centre plus, Social media platforms, advertisement 

In the employment world, it is important for employers to take into the consideration issues and policies that deal with equality and diversity, equal opportunities, qualification and Laws like the Bribery Act, the equality Act and other laws that relate to employment. These are important so that the employer or the organization does not operate an organization is discriminatory or corrupt.

On the other hand, job applicants are looking for the right job that matches their interest. They also are looking for jobs that have reasonable wages and a job that can give a good work-life balance. Employees also have to be ready by ensuring that they acquire the necessary employability skills in order to get employed in their desired industry or job.

5.0 Career ambitions and Aspirations
As I earlier noted, my career ambitions an aspiration is to work as a manager at the airport. I have good leadership skills; I am a great team player and I also like managing people. I like working at the airport because there are usually so many people In such environment. Such places give one the opportunity to meet and interact with different people from diverse part of the world. 

I believe that this degree will help give me the necessary skills and knowledge in getting this desired job.
6.0 My Personal Development Plan- Achieving my Ambitions
 A Personal Development Plan (PDP) helps one to spot the necessary key areas of learning and development activity. This plan is important as it that will enable one know whether to either acquire new or develop his or her existing skills and behavioural attributes. The essence may be for the purpose of enhancing performance in your current role; to address any future changes in your current role and address a career aspiration towards a future role as in this case. (Cottrell, 2015)

Since I desire to work as a manager in the airport or the transport sector, there some employability skills that I need to have and also improve on such as time management and organization skills, written communication. These are skills that are usually required even in my current position as a sales customer representative. As it stands, the experience I am gaining in my current place of work will be needed for the position of being a manager. I will also put my eyes on top companies’ in the transport sector so see if the requirement for such position is changing so that I can adjust as well.  In the Long term, I hope to have  my own transport services company.
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