	
	
	



	
	
	






CERTIFICATE FOR SKILLS FOR WORKPLACE LEVEL 4 
PROFFESIONAL CAREER DEVELOPMENT ASSESSMENT C1
Reflective Report Module BMSW4005


Date: 5th March   2021


1.Executive Summary 


The purpose of this report is to reflect on what I have learnt from my lessons during the course module of professional career development. The report will discuss all aspects of what I have learnt and use references to support my work. Within the report I will reflect on all the knowledge I have gained and how I will apply them in my future development plan. 
The areas I will be covering in this assignment are; 
The Johari’s window, The Kolb’s learning style, SWAT analysis, SWOT, VARK learning styles and Honey and Mumford learning styles. I will discuss each on their theories and how I can relate and apply theses skills in my professional career. 
From my research I have found out that I can relate to all the theories above, I feel as though I am very confident and looking from Johari’s window aspect I am in stage one the open self to others where they can analyse me. I can relate to Kolb’s theory because I am a person who learns better from doing and from experience. I also believe if I have a SMART and SWOT goal I am able to achieve higher. 
Furthermore to add to what I have learnt, I also believe that developing yourself in your career you are required to learn about different styles of learning so you can find yourself. Therefore in this research you will read that I have related it a lot to myself and how I can implement them. 











2.Terms of Reference 


This report has been requested by my lecturer Melanie Squire for the course Certificate skills for workplace the module on professional career development assessment C1 to be submitted via Turnitin on Moodle  on 5th march 2021 



3.Procedure

I have compiled this report using the online library,  looking at journals and academic books. I have also used online sources that was available to me.  
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5.Introduction 

Employability’s skills can determine where you fit in the society. Without a specific skill or knowledge you will not be able go up the hierarchy ladder. 
To maintain a professional development effectively you have to make sure your time management is excellent. As a professional being on time is an essential skill to have as it is prioritising your own goals and skills.  Covey (1989) characterised three different types of time management theory, where he build on each of his theory. Covey (1989) goes on to say The first generation is implied as those who prioritise their time by taking notes and having a check list to show their organisational skills,  then organise calendars and appointments and thirdly the third generations are those who reflect on daily plans to accomplish goals and values. 
Also having a good communication and listening skills is very important its been stated that if you have a good listening skill it can lead to having good relation with colleagues and be a asset to the company. Therefor when your communication skill is good you are most likely to have a higher chance to achieve better in the organisation (Zambas 2019).
Which also leads good leadership skills, Justin Bariso (The Mini-Guide to Effective Leadership in the Workplace) defines leadership as being a influencer who influences the effort of others so they can reach the same goal. furthermore this then leads to having a holistic approach to workforce by multitasking. A good leadership should lead with integrity, practice self-discipline, keep calm under pressure and believe in yourself
The aim of this report is to reflect and review my learning journey through my personal development and how I can apply the skills that I have learnt  in my work place and through university lectures.

 6.0 Main Findings 
During my time in the lessons I have learnt that learning is a lifelong process where it doesn’t stop and there are many different ways to develop yourself and build yourself awareness. Lindeman (1926)  goes on to say that our whole life is a learning process and that we are a living textbook.

6.1 What did I learn
One particular lesson caught my attention was the Johari window theory. Which was discovered by joseph Luft and Harry Ingham in 1955 (Oliver, S. and Duncan, S. 2019). It’s a simple psychological tool and useful tool for understanding and training. 
[bookmark: _Hlk65404717]The Johari window theory was originally modelled to encourage self-awareness and communication about behaviour. It was not designed to investigate ourselves but somewhat to explain that there are four stages of self-awareness which are (Oliver, S. and Duncan, S. 2019)
[image: Johari window - Wikipedia]






Step1
The open self where we tell people things we know about our self for example age, gender likes and dislikes. It states that the more open we are and confident we are the higher chance of us  getting a higher position in the workforce. 							
Step 2
The Blind Self where people know about you more than you do of yourself for example, from your actions they can tell if are a good listener or a good communicator and if you are not a good communicator you are more like to ignore your own faults. 
Step 3  
The hidden self, in this stage you share some information but you choose  to be full disclosure or you decide to share some of your information and keep some under closer. In this stage you may take time to trust someone or take a while to build a relation before you discuss your personal information. 
Step 4 
The last stage is the unknown self, in this stage Johari Window states that there are information about ourselves we do not know about or others do not know about us. We find these information about one it self through social events or being a close relation to someone. In this stage people may think we are very enigmatic and may be looked as being lonely (Devito 2007).
I believe looking through the Johari window it will help build our-self professionally through our personal development and through employability skills 
I also learnt about the Kolb (2005) experiential learning cycle, where we understand the different learning styles and how Kolbs (2005) theory impact on how we select certain information and make that our focus. Here is a diagram to show Kolbs (2005) learning style, it is divided into four learning styles which are:
[image: What Are KOLB's Learning Styles And What Do They Mean? - Skillshub.com]









Concrete learning where the learner is revealed to something new for example; when I was given the task to write a reflection on my own experience returning to education It was all very new and hard for me. 
The second stage is reflective observation. From my understanding Based on my experience at university writing assessments was very new. However when I handed in draft copies of my assignments to my lecturer and she gave me feedback I was able to reflect on the feedback and apply it to my work. In this stage the learner is reflecting on what they learnt and applying it.
Abstract conceptualisation this is where the learner then takes what they have learnt during the reflect stage and applies it in the real world. Similar to my experience from my feedback from the lecturer I am now able to apply my knowledge in my assignments. 
The finale stage is active experimentation where the learner based from experience then applies it in the workplace. 
By actively knowing Klobs (2005) theory this has improved my skills by learning through experience and enhancing my skills through feedback and criticism from my lecture, I believe I am well learning through my own personal experience. 
Similar to Klobs (2005) the SMART goal was developed by George Doran (1981. Pg32) he argued to identify yourself with SMART management goals and objectives. A copy of my SMART goals is under the section 6.5, however here is a breakdown of the SMART goal;
Specific- Target area of improvement.
Measurable-  what is the progress. 
Achievable- who will do it.
Realistic- how much you do and what you will achieve.
Time- how long it will take to achieve you goals. 
In relation to the SMART goal the SWOT Analysis an instrument designed to implement the SMART goals using the SWOT analysis through Strengths, Weakness, Opportunities and Threats. I have stated my SWOT analysis in section 6.6. SWOT Analysis prepares the substructure for strategic decisions on a individual (Chermack and Kasshanna, 2007,p387).
6.2 What challenges did I face and What learning and development strategies did I employ to over come 

The challenges I found was essay writing and critical thinking within my work. To overcome this I would ask my lecturer for feedback and comment which then helped me to be motivated and thrive to do my best to complete my assignments. B.F. Skinner (1938) suggested that pupils performance was better when they had positive reinforcement. Which led to me think the more positive feedback I got the more motivated I was in the learning. The learning strategies I employed to overcome my situation was having my SMART goal to motivate me. 

6.3 How can I apply this learning to my career development today 

If I take my SMART goals as my motivation and implement the SWOT analysis on my strength and weaknesses I can achieve good organisation skills and better myself with my personal development.
6.4 What follow-up research did I take

The research I undertook was using online journals the library and asking my lecturer for advice. I read some article and had some peer interaction and gathered ideas. I look into all aspects of learning which helped me complete this report. 

6.5 Smart goal 

My smart goal is in the table below.
	Specific 
	Achieve a Distinction level 4 certificate for skills for the workplace so can progress to level 5 

	Measurable 
	Achieve the level 4 certificate I will ensure my grades exceed 50% past mark so can get accepted onto level 5 for next year 

	Achievable 
	I will ensure I will prioritise attending all my lectures take notes complete all my assessments and have a schedule in place where I will only study and the challenge I may face is not hanging out with friends and family but will learn to say no 

	Realistic 
	I am motivated to succeed and achieve my goals. If any point I am struggling will ask my lecturer for guidance and have peer interactions also will contact Beth to assist me in developing my academic skills And ask questions on things I do not understand 

	Time-Bound 
	Achieve level 4 certificate in 12 months by the end of the course January 2022



My smart goal will be to achieve a distinction on level 4 for skills for a workplace certificate level 4 professional career development and achieve this by the end of the course by January 2021. 

6.6 SWOT analysis 
Here is a table to show my SWOT analysis. 

	Strengths 

Good listener 
Good at time management 
Good motivator 
Passion to talk about myself
	Weaknesses 

Critical thinking 
Over thinker 
Focus
Distractions
Poor judgment 
Undermine myself

	Opportunities 

Achieve level four
Go and experience level 5 
Better job opportunities
Networking 
	Threats 

Laziness 
My current Job 
Management between family and work.





6.7 Critical analysis on learning style questionnaires 




Different types of learning styles helped me develop my understanding of myself as a learner are:
Vark learning cycle 
This learning style is designed to show different ways on how we process information through visual, auditory, read and kinesthetic model of learning. It’s somewhat a method of how we gather, process, interpret, organise and think. Students can benefit from this method as they will know what learning style suit them best which would lead them to increase their knowledge Marcy, V. (2001).
My analysis on myself based from the VARK learning style questionnaire I have come to a conclusion from my results that I have a multi model learning method, this mean I can apply different learning process during my studies and any learning programme. 
Honey & mumford’s learning style 
Honey and Mumford learning styles was inspired Kolb’s learning theory,  where it includes four different type of learning styles which are; 
Activist who learn from doing, Theorist this type of learner need results and tables for their answer, Pragmatist is a person who have to put their learning in to practice and last of all the last style is reflector who learns from watching from the sideliners. When I undertook the questioner I found myself to be pragmatist who has to put all the learning process in to practice. 
Overall I was very surprised because according to the answers from my questionnaire I seem to be all type of learner. However I am very proud of this as I can put all my learning styles to practice. I think I am very good at this as I like to observe and learn from doing like and activist. Therefore If I were to put any of these styles into practice I would like to learn the process before putting it into practice this is my strength. My weakness would be that I like to go ahead of myself and try to put everything in practice together. 

6.8 Employability skills relevant to achieve my smart goal how I will acquire these

My SMART goal is to achieve level four and go into achieve level five, in order for me to do this I will have to make sure that my communication skills, researching and learning skills and critical analysis on report writing is to a good standard. To overcome this I will have to make sure I listen to feedback and interact with other. I will also make sure I am researching to the best of my ability and have a breakdown of how to be critical.

6.9 Personal Development Plan (PDP)

My personal development plan would be to complete this whole year of university and if I am successful then I would like to pursue my education higher and do a level 5. 
I am able to manage my work adequately and give myself time to read and reflect on my work. If I was to plan and organise from work to work then I believe I will be able to reach my desirable achievement. 
From pursuing my higher education I would like to be in an excellent status for employability organisation from my knowledge , understanding and skills that I take forward. 
I believe I am very confident in communication, listening and giving  my vocal opinion. Even through the challenges I might face balancing home life and my personal life might be a little difficult however having a strong mind and being motivated and create and SMART goal will determine my final goal. 





( PDP Table for myself )
	Development 
Objectives
	Specific actions
	Barriers and how they will be removed
	Support required
	How will I know when I have achieved the objective

	LEARN NEW THINGS
	 Attend lessons
Take notes 

	Concentrate and be focus 
	Modelling new skills. 
	When I am confident to apply them.

	EARN THE CERTIFICATE OF LEVEL 4
	Apply skills 
Learn new skills 
	Have a smart goal. 
	Feedback from lecturer 
	When I have finished my course. 

	Communication skills 
	Interact  with other and open up
	Group or through presentations. 
	Identify the subject knowledge and be confident. 
	By able to express my views and have critical feedback.






7. Conclusions

In conclusion I have critically analysed and reflected on my learning needs. By completing this assignment I was able to reflect on my own personal goals so I am able to apply this in the future employment with good learning outcomes. Also going forward taking my learning styles and skills with VAK, Coveys (1989) 7 habits and Honey and Mumford’s learning process, I believe I am able to reflect and develop myself for qualifying for level  four and pursuing to level five. 
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