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2. EXECUTIVE SUMMARY
In this assessment report I will be addressing key topics which I have understanding of the skills and knowledge after doing the module Professional Career Development lectures. The main topic covered was the following; Self reflection, professional career development and employability skills. Within these main topics there where different range of findings, which was explained and practice in dept in the lectures. These finding covers Johari Windows, SMART GOALS, SWOT & Conversion Strategies, Employability skills, Learning styles Questionnaires and Personal Development Planning (D.P.D), gave me a good instinct into the way how businesses and individuals take into these skills and knowledge into account. I will be covering these findings in depth at my main findings section of this report. I will furthermore explain how all this have help me get a good understanding of what skills is needed in the workplace, also how I can strengthen these skills to help when applying for a future career when passing this course at the end of April 2023.
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4. TERMS OF REFERENCE 


This report was requested by my lecturer Melanie Squire as part of module title: Professional Career Development component 1 Reflective Report Assessment. The submission date: 17th  June 2021  by 3pm via Turn it in online.


5. PROCEDURES
I have used online information, lecture notes and website for this report.



6. INTRODUCTION 

Self-Reflection

What is Self-Reflection and why it is important?

This is the key to self- awareness, by doing this we are allowing our natural thoughts, feelings, emotions and actions take control. The importance of self-reflection can’t be undermined, but it can be unhealthy when it becomes obsessive. Rather it should let you to personal growth, positivity and happiness.  

Self-reflection is a skill, ability to be aware of oneself. This is a particular kind of awareness that is applied oneself in four level:

1. Physical
2. Mental
3. Emotional
4. Spiritual 
When engage in self-reflection, each person is developing themselves what is called the inner- witness. This skill helps  to look at oneself, even your own thoughts and emotions.

Professional Career Development 

What is Professional career development and why it is important?

Professional career development is improving individual or employee through learning courses or training programme to advance their knowledge or understanding of improve their career or to gain further education for future career prospects. There are many ways individual or employee can work on their professional development by taking classes on relevant topics, going to workshops or training themselves with new skills. Professional development can also be to keep up to date with new technology or new practice to current ways.

Professional career development is important because it can make individual better by receiving more opportunities for their career plan. Also by have this in your CV tells the employer that you have a good knowledge and a good levels of skills in your field. This benefits both the individual and the company, with your expertise the company thrives in growth and with your recognition you will be rewarded in salary or promotion.

Employability Skills

What is Employability skills and why it is important?

 There are many ways of referring to Employability skills, such as employment skills, soft skills, foundation skills etc. Employability skills are not always on the job description, but is also important as any other skills, it can attract you to more employers. The main benefit of having this skill over weigh other skills and when applying for a job, you have the advance over others because of the skill the employer looks out for regardless of qualification and experience..

Overall employability skills are more sought after in certain companies, you can prepare yourself for new jobs or interview when searching which skills companies are looking for. There are so many employability skills different companies needs and individual person have. 





Here are some list of employability skills to start with:

· Communication 
· Teamwork
· Problem-solving
· Technology 
· Leadership 
· Time management 

7. Main Findings

Here I will be talking about few findings relating to the main topic used during the lectures and how it applied/helped to my development career.

7.1 Johari Window

The Johari window model is used to improve self-awareness and personal development with individuals when they are in a group, this method is used to achieve the task of understanding and enhancing communication between individuals in a group. This model was developed by American psychologist Joseph Luft and Harry Ingham in 1956. 

The model is based on two ideas – trust can be gained by giving information about yourself to others and learning yourself from their feedbacks. The model has four window panels, two panels represent yourself and the other two part unknown to self but to others, this information is then transfers from one panel to the other and this result in mutual trust which is gained by socialising and the feedback through others in the group.










Here is a diagram explain the Johari window model in depth:
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When doing this experiment in groups at the lecture class my findings to myself was known, but when it came to others this was very unknown. The reason for this is because I’m very closed to sharing information about myself to others, similarly the same result as me with  others in the group.

7.2 SWOT and Conversion strategies 

SWOT (Strengths, Weaknesses, Opportunities, and Threats) analysis is a framework that is used to evaluate a companies competitive position and to develop planning. This framework can also be used internally or externally and individually, also current or future. 


It is designed for realistic, fact-based, data. It looks at the strengths,  weaknesses, opportunities and threats within the companies or individual.
It tackles the problems and tries to improve it using this model.

This model also helps individual to improve themselves in personal or career matter, by addressing this models you can assess what need to be developed to gain and what threats are stopping you.

Researcher Albert Mehrabian has found that only 8% of feelings and attitude take place then words used to speak (communicate), 32% is the image and the 60% is the body language. 

This is used in most organisations when interviewing employees, they used this model to recruit candidates to employ to work in the organisation.

I have used this model in our lecture class and was surprised with the result 
My strengths are; I’m a good communicator, hardworking, wiling to learn, creative and good at team working. My weaknesses are; less confident, anxious, lack in presentation and the uses of new technology. My opportunities are; willing to learn new skills, group working and do level 5 and 6 when passes level 4.

7.3 SMART GOALS
The meaning of SMART stands for Specific, Measurable, Achievable, Relevant and Time bound. Many individual write there SMART goal to determine there aim to achieve their goal and this model is used to answer the questions needed.

My Smart Goal during the lecture classes was to achieve Merit at level 4 of Skills for the workplace by April 2023.

To do this I would need to attend all lectures, completed my assessment by  deadline date, get help and advised when needed.

      7.4  Personal Development plan 

What is PDP it’s a process of creating a action plan on the awareness, reflection, goal set and planning for development within a career or individual future plan, education or relation.  This is used in workplace or when studying, this model give guides and allows to determine the aims finds strengths and weaknesses and finds needs for improvement.

A table is draw highlighting the objectives, Action to be taken, the resources needed and a timeline to achieve this goal.

Below is a table of my own PDP which was done during lecture classes highlight these points.

1.

	Objective
	Action
	Resources
	Timeline

	Time management
	· Attend lectures in campus and online
· Plan ahead
· Research
· Complete assessment on time
	· Lectures
· Laptop
· Use team group
· Support from lecturers
· Library 
· Academic support
	· Attend lectures until April 2023
· Complete assessment by 17th June 2022
· Academic support for help



2.

	Objective
	Action
	Resources
	Timeline

	Report writing
	· Read reports
· View online report drafts
· Complete assessment 
· Research
· Contact Academic support
· Arrange one to one support
	· Laptop
· Library
· Time management 
· Personal support
· Lecturer
· Academic support
	· Send draft copy
· One to one sessions
· Book online support with Mel
· Complete assessment by 17th June 2022.




8. Conclusion

My conclusion on this report after the lectures, group experience, working on the main topics and the findings, I have understood and and knowledges that when it come to Professional Career Development individual or companies will need certain skills to carry out certain tasks within the job description. There is also others skills individual already have within themselves some show it and others lack in it, this is when higher education is need to build myself and and others with knowledge and understanding around this field. This gives extra qualifications which will helps myself and others when looking for job prospect and good look into ones CV. When it comes to businesses and employees there employers will have a good understanding when employing it candidate on its skills and knowledge and understanding it’s required for the business to employ from it selected candidates.
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