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Introduction
In this reflective portfolio of evidence the main purpose is to review the progress I made as a student throughout this term, studying Professional Career Development module.
By doing this I will identify skills and knowledge that will help me to work effectively, which skills are my strengths and which skills are my weaknesses and I need to improve them. 
In this portfolio of evidence I will focus on my personal skills development and I will write theories that I have learned throughout the lectures, I will also do a SWOT analysis of my strengths and weaknesses, I will write about my employment goals and I will create a personal action plan. In this portfolio of evidence I will attach exercise and in-class works done during this term as supporting evidence, I will also attach a lifeline diagram and I will write about my SMART Goals.
[bookmark: _GoBack]Portfolio of evidence
At the first beginning at this term I have learned what a portfolio of evidence from a student perspective is. According to Paulson F.L, P.R. Paulson and C.A. Meyer a portfolio of evidence is collection of data that reveals the achievement, the experiences and the attributes from an individual and can become a useful tool in marketing students to university, organizations, and employers (Beishuizen, et.al. 2006).
Now I know that a portfolio of evidence should contain relevant education and certificates, relevant skills, any previous jobs that have some transferable experience, a photo, visible contact information, social media accounts such as LinkedIn if relevant, quantifiable achievements. So, the portfolio of evidence have the proof that I have gain, and can apply, skills, behaviors and knowledge that are set out in the standard apprenticeship (Kistler,2018). 



Lifeline
During this term I also learn about the Lifeline exercise and I found out the importance of producing a Lifeline. Doing this exercise made me reflect on my past experiences and events, happened during my lifetime. It also help me to gather knowledge that can help me with my future choices, and can help me start thinking at things that I want to establish or change in the future. This exercise remembered me when I graduate high school and start the university back in my country, I always wanted to have a degree in psychology and I was very proud, because back then except my father that had an MD in medicine, he passed away when I was very little, I was the only member in my family that went so far with studies, for me this was a huge achievement.
After a year I had to quit the university, my family took the decision to move in Italy, so I had to fallow them. I felt so bad that I had to drop my studies, for me; finishing the university it was very important, it was one of my main goals. During the time that I was living in Italy I never quit the idea of starting a university and obtaining a degree. This opportunity arrived when I took the decision to move in UK with work, in that period I was working like a sale assistant. Arriving in UK and started a new life made me realize that the dream of finishing the university and obtaining a degree can be achievable. 
This exercise is very important to me because I am planning to go forward with my studies and build up my career.  This Lifeline it’s showing some of my high and low points including the key events during my lifetime.
Linda’s Lifeline[image: C:\Users\home\Downloads\IMG_2286.jpg]Fig.1 Linda’s lifeline

Learning style
During this term I also learned about Learning styles. Alan Pritchard says that the Learning style is a certain way that a person learns. According to Jantan and Razali (as mentioned by Jelas, Salleh and Azman, 2010), psychologically, learning style is the method the student focus, and his way in processing and gathering the experience, knowledge or information. I found out that the most popular theory that psychologists and scientists developed, is the VARK model. Now I know that this model accept four types of learners which are visual, auditory, reading, writing and kinesthetic. I also know that each type of learning reacts best to a distinct teaching method. For example the learners that have a visual style, prefer to see and visualize the gained information, while the learners that have an auditory style, prefer to hear the information instead of reading it or seeing it on the display, for these learners to interact with the text is more important than seeing or hearing images, while kinesthetic learners, learn best by doing it (Nakano, 2016).
After I complete the Visual-Auditory-Kinesthetic test, I discovered that I have an auditory learning style which means that I prefer to hear things instead of reading. I also the questionnaire from Honey and Mumford which made me realize that I am the reflector type, I prefer to stay away  and see other people in action, I like to gather the information from both first hand as well as  from others, and I prefer to embrace a low profile by being slightly distant, tolerant and impassive. (Munford, 2000).
Studying this module made me realize that my time as a student is an important step in my professional career development. I know that spending time now in obtaining a good degree, in developing my skills and building a great personal profile, can make the difference in how far I will achieve the life that I want. 
See Appendix 1
SMART Goal Setting Process
During my last term at university, I have found out about SMART goals. I realize that goals are part of every state of a person life and give a sense of motivation, direction and inspiration. SMART is an abbreviation that represents Specific, Measurable, Achievable, Realistic and Timely. Setting goals for my own personal development it will be a useful way to grow intellectually and emotionally. Goal-setting can help me to be successful as a person in the ways that are important to me, can help me to clarify my life, reduce stress, and become the person that I am meant to be in far less time. I have consistently believed in working and arranging smart, however not all the time I manage to make a good plan that will help me on achieving my goals. Even if I figured out how to accomplish past goals on time, I don't believe that it was keenly smart, because I still feel that there is a better way of doing it. I believe that if I do my goals accurately they can bring me many benefits (Lawlor, Hornyak, 2012)
In this portfolio I will write four goals that I want to accomplish in future. The four goals will be one educational, one professional and two personal goals. The academic goal is to go forward with my studies to obtain the degree in Management and Leadership; this goal will start in October 2019 and finish in September 2021.
The professional goal is to get a job in management field after I finish the university (Start date: 2021). This goal requires hard work, patience, perseverance and commitment to acquire. I will appear professional on social media, upload my CV on job sites, contact recruiters about job vacancies, ask friends about job opportunities and make myself more employable by doing volunteering, some work experience and taking free online qualification. The personal two goals are to buy a house and build up a family (Start date: 2020, End date: 2024). For the house I already start to organize my finance, I will also start looking for house selling agencies where I will make booking for house viewings in certain areas. To conclude, goal setting is done in our everyday life. The moment one chooses to get out the bed and face the world, goals have been met.
See Appendix 2
Short term and long term goals
The Certificate of Higher Education and Skills for the Workplace is an extremely requesting course, and I needed to study so hard to accomplish my short term goal, which is completing my studies and get high marks in my assignments. I invest a lot of energy and time in reading articles and making research. Regarding my issue with time management I did a daily calendar  to guarantee that  I will not  be behind the time and by doing this I additionally improved my organisational skills. Also my team working skills have improved, due to the activities, assignments and gathering exercises that we had in class room. Developing skills that will help me to create and improve my implication in business it will be my long term goal due to the fact that I want to have my own business in future.   
My SWOT Analysis 
 I know that SWOT analysis is a technique that is been used to assess Strengths, Weaknesses, Opportunities, and Threats that are part from a business venture or in a project. The reason of SWOT analysis is to help us to recognize the importance of the internal and external factors that are crucial in achieving the goal. The internal factors are strengths and weaknesses and the external factors are opportunities and threats.  A SWOT analysis is a great method to identify an individual’s strengths, weaknesses, opportunities and threats.  (Cottrell, 2015).
For me is very important to reflect and to examine my strengths but is  also important to consider areas that I need to develop, to be able to identify what opportunities are available and where I might have problems in the future. To be of value I need to take an honest and critical view of myself by doing a SWOT   analysis. 
Strengths 
One of my greatest strength is being sociable. I feel that I am a very sociable person, and I like to be surrounded by people most of the time. I am a friendly person and I believe that people enjoy my company. The confident behavior, the fact that I am a reliable and honest person, drives to improve my weaknesses.  Hard working, able to take initiative, research skills, attention to detail and analytical skills, are also part of my strengths. When I am working in a team, I present my points but I also give the opportunity to others to expose theirs. I feel blessed to have some of this qualities, I don’t think I could have accomplish as much as I have if it wasn’t for some of these strengths (Martin, 2019).
Weaknesses  
I have a strong need to complete things and take them out of my list with outcome of getting them right away, therefore undermining the advantages of more careful consideration after some time.  I am occasionally late to work. I let constructive criticism from other people affect me emotionally, instead of hearing them out. Lack of spreadsheet and data base skills, as well as the fact that I don’t have no work experience related to academic studies, can be a weakness.   
Opportunities 
· To be able to work effectively 
· To earn more money
· To work aboard
· To get training in service of improving my leadership skills
Threats 
· Not having support at work
· People with better skills can do better than me 
· Not having professional training
· No experience in work field
· Etc.
Personal Development Plan (PDP)
Studding about Personal Development Plan made me realize that self-confidence is the critical factor in everything that I will achieve in future because, with the proper amount, I will try almost everything. Personal Development Plan is a method used to improve oneself through conscious actions and activities. Focusing in some personal development categories such as personal growth, personal skills and personal power can help improving the personal development on a person. The personal growth is built on education and skills. Our society tends to reward people who are above average. People who know more than average are usually paid more than average. I know that through my education and experience I can buildup my skill level and my ability to succeed in my future career (Grit, 2009).
I am a constantly learner, and I believe that development is a progressive process for everybody’s life. Making my PDP helped me a lot with my self-reflection, to understand what are the opportunities that I can work on, and how this will help me to succeed in my career. This self-evaluation give me a very clear perception about my possible development areas. Because I have started creating and using a PDP, now I can put more thought in to my development choices.  Now it serves me as a guide map for my career which I check on regularly, to make sure that I making progress.
See Appendix 3


Personal and Employability Skills 
Based on my acknowledgment, skills are fundamentally made with various segments like unit family, profession, training, and environment. Being able to acknowledge that personal strengths are related in making and assessing personal skills to an incredible advantage is a fundamental key. Individual skills are improved through time basically starting from the moment an individual start to understand the first steps of learning. Having individual skills is essential to my accomplishment in any activity, as they grant me to function admirably with colleagues, managers, friends, family, co-workers etc. I believe that studding this module made me understand that if my skills are strong, I can communicate ideas very clearly and furthermore I can listen well to other people as well. Because of so many jobs research that i have done when i was looking for a place to work, i realise  that many managers are looking for employees with powerful personal skills because they are fitter to bring positive results in the company.  I know that this people are capable of fulfilling time deadlines, working under pressure and they are progressively solid (Doyle, 2019).
I believe that during my academic year I created self-discipline, which is very important in effective learning. All through doing this course helped me to gain confidence in all my transferable skills, like communication, effective learning, information technology and teamwork. These skills have been created through both the placement and scholarly work.  I was convinced that my verbal communication was good but I was worried about my literacy skills that are blocked by my dyslexia. In my case dyslexia is about bad spelling, grammatical errors but also troubles with sorting out work. 
Time Management
Every moment of my everyday life is subservient to how I managed my time. If I use my time effectively, it will bring me good results and profitability in various levels. Time management is the most basic factor for me in accomplishing my objectives even because I am a person who needs to manage different task at my workplace and in my daily lifetime. These consolidate my goal of being an industrious student, reliable worker and an obedient girlfriend. To be able to deal with my time, I will first set out my needs and try to find out what are the best methods for me that will help me in achieving them. For me personally keeping a yearly planner is an important tool, it helps me with monitoring my time management and fills in as my agenda     (Wentz, 2012).

Problem Solving and Decision Making
I believe that my performance is massively impacted by great decision making skill and it is proportionate to good results. Because of this, when I am taking decisions, I reflect on some key factors that coincide on all type of levels that guarantee that the procedure is fruitful and helpful. To be a successful decision maker, I generally need to find and define the problem and what impact will have on me. I think that it is important for me to know what my chances of succeeding are and what choices of recuperation I possible have if I will fail. It is extremely fundamental to understand the grade of outcome and how much will affect my life. It doesn’t matter the problem that may emerge, rational thinking has consistently been part of my decision making. I discover very supporting the sound advice from other individuals and tutors or breaking down indistinguishable situations in the past. Being a characteristic risk taker additionally helps me taking the best decision” (Dobelli, 2014).
For instance in my last work, I was given a though decision while my manager was missing. I needed to decide between continuing cleaning an aria inside of a building that it was bad cleaned, or starting over. It worked out that beginning once again would just take a couple of hours longer than continuing from where others workers left it , and through some discussions with other colleagues I also  determinate  that continuing  from where was left had might still leave us open to complains and issues from customers sides. So I chose we should begin once again, invest the additional energy now and maintain a strategic distance from any future complaints, and my manager totally agreed with the choice when he came back to the workplace.
Organizational skills
I think that everybody needs to have organizational skills. I believe that these skills are very important for an individual to be able to accomplish daily tasks. The reason that I know this is because I have constantly practiced great organisational skills. I have learned these skills since I was child. I remember that my mother constantly used to tell me that these organizational skills are very important skills to have. That’s why now I actually need to have everything organized.  I use a calendar where I am planning every day of the week, it helps me a lot. It just makes everything easier for me. Even when I was in secondary school I used it to utilse this skills. I was very organise with all my paper because I wanted to keep everything simpler and easer when I was studying for my tests or assignments.  I know that if I keep things well organized, I will save time because instead of looking for things it will give me more time to focus and work on other important tasks. I remember one time I was at my workplace and my manager asked me a document from two years ago. Because I am an organized person I was able to find the document very quickly and give it to him (Heller, 2017).
Remaining organise in the workplace can save time and cash in a company. Organizational skills are very important when carry out various tasks. These skills are keeping a company running easily and effectively. Manager’s aim is to choose applicants who can work to achieve results consistently, even when unanticipated delays or issues emerge. I remember one time my manager came to me with a task that required a number of organizational skills. To complete the task successfully, I was required to be well prepared, to plan ahead, to remain focused and motivated, to set up great supporting network and to be able funding solutions on obstacles that may arise. Right off the bat, the project was separated into manageable tasks and given a set measure of time to finish .This task enabled me to better comprehend my strengths. This included, making exact understandings of data and avoiding waste of time. We need to continue with setting SMART goals for ourselves (Worth, 1998).
Leadership Skills
Leadership much of the time offers difficulties to a leader's skills. Methods are changed, amendment brings challenge, and paying little heed to how reasonable a leader is, they cannot prevent things from happening. The problems can decide the leader and can have a lot to do with how successful the leader can be. This skill remembered me when I start the university in my first term. I remember when I was studying the module Managing Enterprise in the 21st Century and the assignment task was a group presentation, the lecturer told us to form groups of minimum four people and to choose the leader of the group. My colleagues choose me to be the leader of the group. In doing this assignment I discovered that particular traits can lead to great leadership skills that can be utilized to turn into a successful leader. It has showed me that a great leader is one who has a direct relationship with the individuals who they are driving. The assignment task gave me great knowledge on my leadership skills and made realise that I have high leadership skills such as a team building by holding meetings with my colleagues and encourage the team to talk, spokesperson for the team by dealing with the lecturer on their behalf, motivator with the team by motivating them, by implementing them by giving rewards when a task was completed. But along with this assignment, I believe that I still need to have more experience as a leader to be able to become an effective leader.  
My Employment Goals
I believe that if I want to call my goals that are successful, first I have to accomplish them. I have set certain goals that I want to accomplish in my lifetime. A couple of these goals are close to home while others are professional. My professional goals in life are to buildup a business that fulfills me, get a great education, and find a job that will make me earn enough money to support myself and my own family. Most occupation fields require a decent education. My educational goal is to obtain a bachelor degree in management and leadership that would help me in pursuing a job in management field. At the same time, my career path is that one day I will become the key leader in a big company, or the head of a division or department within a larger business. I believe that I have the qualities and skills to create a successful career in management area. As far as I can remember, I recall continually wanting to organise everybody and give them certain jobs to do. I took the decision on reaching for a career as a manager because managing and leading others effectively was an old passion of mine. That is why I think that follow a career like this will provide me the chance to help improving various areas in a company such as marketing, sales, human resources, production or finance. This is an area that we encounter in our regular daily existence which includes purchasing, selling, marketing, discounting, and promoting of finished goods and additionally the sharing of ideas is also a type of business, so after all we all take part in business informally or formally in our everyday lives (Maund, Schriek and Tinkler, 2017).  
As I imagine my future career, I imagine myself owning a business. My future business will be a very trendy and popular clothing boutique and I will be the owner of the store called Boudoir. There will be around three employees working during the week and four during the weekends. One will be the cashier during the shift and will help putting back undesirable items where they belong, while the other two will help with assisting our customers. Boudoir will be a friendly, trendy and helpful boutique where I will treat my employees like a family and customers like friends. There will be one manager on duty to keep the boutique in control and to do all inventor paper works by the day's end. The goal of the boutique will be to increase sales and customers.





Conclusion 
In conclusion, studying this module and writing this portfolio of evidence has helped me to expand my way of learning in kind of critical thinking, it also helped to find out my own learning style, improved my professional and development plan, my creativity and gave me better writing skills. This intensive technique of learning which I have gained from this module, made me understood the skills and knowledge that are required to become an effective employee. By doing this portfolio of evidence I understood what my personal strengths are, and in what areas I need to work harder to be able to improve for further development. Now I know what employers are looking for in employees. It also helped me to create my employment objectives and to develop my personal action plan. 
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Appendix 1
Honey and Mumford: Learning Styles Questionnaire 
Questionnaire Scoring 
 
	
	2
	
	
	7
	
	
	1
	
	
	5
	

	
	4
	
	
	13
	
	
	3
	
	
	9
	

	
	6
	
	
	15
	
	
	8
	
	
	11
	

	
	10
	
	
	16
	
	
	12
	
	
	19
	

	
	17
	
	
	25
	
	
	14
	
	
	21
	

	
	23
	
	
	28
	
	
	18
	
	
	27
	

	
	24
	
	
	29
	
	
	20
	
	
	35
	

	
	32
	
	
	31
	
	
	22
	
	
	37
	

	
	34
	
	
	33
	
	
	26
	
	
	44
	

	
	38
	
	
	36
	
	
	30
	
	
	49
	

	
	40
	
	
	39
	
	
	42
	
	
	50
	

	
	43
	
	
	41
	
	
	47
	
	
	53
	

	
	45
	
	
	46
	
	
	51
	
	
	54
	

	
	48
	
	
	52
	
	
	57
	
	
	56
	

	
	58
	
	
	55
	
	
	61
	
	
	59
	

	
	64
	
	
	60
	
	
	63
	
	
	65
	

	
	71
	
	
	62
	
	
	68
	
	
	69
	

	
	72
	
	
	66
	
	
	75
	
	
	70
	

	
	74
	
	
	67
	
	
	77
	
	
	73
	

	
	79
	
	
	76
	
	
	78
	
	
	80
	


            6                           15                            9                           12
          Activist              Reflector             Theorist                      Pragmatist






Appendix 2

[image: C:\Users\home\Downloads\IMG_2509.jpg]








Appendix 3
Personal Development Plan September 2019
	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 

Example: become a Student Affairs Officer; learn computer graphics 




	
Obtain the Certificate in Higher Education and Skills for the workplace

Go forward with studies 

Go on holiday in Italy  


 
	
Get the BA in Management and leadership

Buy a house 

Obtain a better job

Make a makeup course 

Visits Mexico(Cancun)
 
Buy a new car

	
Start a family

Start a business

Purse a new career path 


	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	

Writing skills

Organisational skills

Report writing 
 
Time management skills 

	
Organisational skills

Research skills

Perseverance and motivation

Negotiation and persuasion 
	
Motivation 

Research 
 
Time management
 
Organisational skills



	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	
I will submit the assignments in time 

I will obtain the Certificate 
  
I will book and pay the vacation  
	
I will make sure to attend all the classes

I will start by saving money 
I will  apply for a mortgage 
 
I will gain experience in the field that I chosen to work  by doing volunteering work 

 
 



	
I already find the right person for me with whom I want to build my family

I will start by saving money 
 
I will resign my actual job  



	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 4 - Resources
 

What resources do I need? 
 
 
Example: free time; funding




	
Free time 

A study timetable

A good holyday deal
	
Certificate of level 4
 
Money 
	
 A man

 Idea of a business 



	Section 5 -  Time Schedule 
 
What is my time schedule?  

	2 weeks for certificate
1 month to go forward with the studies
1 week to go in vacation  
	2 years for BA
1 year for the house
2 years for a job
1 year for the makeup course 
	3 years for family
4 years for a business


	

When will I start? 
 

	
October for BA
7 September holidays  
	
2019 the BA
2020 buy the house
2021 get the better job
2020 the makeup course 
2020 Cancun
2020 the car
	
2022 the family

2022 business

2021 the career path


	

When do I expect to finish?
 

	
In 2019 the certificate
In 23 of September the holiday  
	
2021 the BA
2020 the house
2021 the job

	
The family- never
The business-never
The career path when i will go in pension 


	Section 6 - Completion 
 
When have I completed each 
step? 
 

	
Date: September 2019  The Certificate in Higher Education and Skills for the workplace 
 
Date: 22 September The Italy Holiday

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date

	□__________
      Date 
 
 □__________
      Date 
 
 □__________
      Date
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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.
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