



	We, as people, can be represented by our skills and sometimes this is what makes us human, having both strengths and weaknesses. The same principle is applying to the workplace. In order to practice a job, we need to have a proper skill set for that role. That’s why there are so many jobs and many opportunities, because we cannot have the same skills. For example, someone is a good architect but cannot communicate well meanwhile someone has communication skills but cannot be an architect. But all of us dreams to have the ‘perfect job’, something suitable for us. So, for all the people to have the same opportunities, they all must have general skills, applicable in every job. According to the Universities and Colleges Admissions Service, employers are more focused on the attitude of the employee and on the aptitudes and less on the formal qualifications. They also stated that almost half of the employers didn’t hire someone because they didn’t have the ‘right attitude’. In their opinion, the right attitude can be demonstrated by various things like positivity, punctuality, the ability to handle criticism and use it to develop themselves, flexibility, excellent communication skills and, most important, the ability to work well under pressure. It is demonstrated that an employee who comes to work happy and is positive all the time also has the best results, because he can have a clear head and is not stressed because he doesn’t want to be there. In my opinion, the punctuality in general is a proof of respect. It is important to be punctual at the workplace because this means professionalism and respect for the job, the employer and the colleagues. Also, the ability to handle criticism is essential because this means that a person wants to grow and to learn from mistakes. Flexibility is desired because the employers want to know that they can count on their employees and that they will be there when needed. If an employee is flexible with the work schedule this will also benefit him in special cases like children, doctor’s appointments and so on. Above all that, when an employee shows excellent communication skills is a dream for employers because they will appreciate when the employee will handle situations with grace and professionalism demonstrated by the way the employee express himself oral or by writing. All the people will face at some point a complex or stressful situation and in order to handle it well they must be able to adapt to the situation and maintain their calm during hard times. 
	One type of knowledge needed at the workplace is demonstrated by technical and basic skills. The general technical skills are translated by the knowledge to use a PC and to work with programs like Word, Excel, PowerPoint and Outlook, because the 21st century is defined by these. On the other hand, the basic skills are the ones that we use daily like reading and writing. To not be confused with communication skills because we can speak, read and write correctly but we might not be able to communicate. For example, if we only hear and do not put any effort to actively listen, we are not communicating. 
	The other type of knowledge that we need in order to work is the more ‘practical’ one. That means that we must pass through some studies or training in order to be able to work on a specific job. Some jobs require more preparation and knowledge than others. For example, you cannot become a lawyer if you didn’t study the law before, but you can work like a waiter because training will be provided at the workplace. 
	All the above can make a person ready to work for a specific job. Now I work as a driver for Europcar. The knowledge and the skills that I need to perform my job are:
· Driver licence – full and clean;
· Good level of English – speaking, reading and writing;
· Orientation in space;
· Time management;
· The ability to work under pressure;
· Attention to details;
· Flexibility.
When I started this job, I had all the skills because I have had previous experience in different types of jobs that were more stressful than the actual job. I didn’t have all these skills when I first started to work because I didn’t have where to learn them. I learned myself everything through exercises and by always looking for role models in other people. For example, I didn’t learn English in school because they only talk in Romanian, but I was always watching cartoon at TV and they were without subtitles. And by watching them all over again I started to learn English. Later, I discovered YouTube and even now I stay and watch tutorials about everything and I only watch in English. I developed my speaking and my writing when I moved to UK. 
I want to analyse myself because I want to be able to set a realistic goal and I want to plan everything in advance and work towards my goal. I want to know myself better and I will do that by doing a SWOT analysis and then I will complete two learning questionnaires – VARK and Honey & Mumford. After that, I will see how I set up a SMART goal that suits me the best and then I will make a Personal Development Plan to track my progress daily. 
The SWOT analysis is represented by Strength, Weakness, Opportunity and Threat. The analysis in meant to make a person or a business think deeply about what they are good about, what they can develop, what opportunities might appear so they can develop and what barriers they might have. It is usually made in a table to be easier to evaluate all the parts and to see in perspective. My SWOT analysis is represented as below:
	STRENGHTS

Orientation in space;
Time management;
The ability to work under pressure;
Attention to details;
Flexibility.


	WEAKNESSES

Introvert;
Not a computer literate;
Lack of technical skills;
Poor communication skills;
No studies.



	OPPORTUNITY

Better jobs;
University;
More money;
More time.


	THREATS

Big competition;
More qualified people;







	The VARK questionnaire was created in 1987 by Neil Fleming in New Zeeland with the purpose that each person can know what type of learner is so that he will focus on what is best for him. The acronym VARK means:
· Visual – the person who learn better by seeing charts and images;
· Aural – the person who can learn thing from discussions;
· Read/Write – the person who learns by doing a step-by-step list;
· Kinaesthetic – the person who need to practice in order to learn. 


My scores for this questionnaire are:
· Visual – 6;
· Aural – 6;
· Read/Write – 3;
· Kinaesthetic – 2. 
I think that my score reflects correct the type of learner that I am because I enjoy watching charts and images and, I learn a lot of things only by discussing with people. For example, I like to buy furniture from Ikea, and I enjoy learning how to build everything I need by looking at the images on the description. At the same time, I am an introvert and I don’t like talking too much with people but when I do I like to have meaningful conversations and I like to learn from them because as I previous mentioned, I try to find role models everywhere.
The Honey & Mumford questionnaire was created by Peter Honey and Alan Mumford. They wanted to see what learning preferences people might have and they found four: Activist, Reflector, Theorist and Pragmatist.  The Activist style is more suitable for open-minded people who prefer to experience things. The Reflector style is more adequate for people who like to take their time to assimilate all the information and they are only the observers. The Theorist type of learning is meant for logical thinkers, who are always seeking the reasons behind an action. Finally, the Pragmatist style is meant for those people who try the theories to see if they work and they avoid abstract things. 
My results for this questionnaire are:
· Activist – 10;
· Reflector – 11;
· Theorist – 15;
· Pragmatist – 14.
My opinion about these results is that they are accurate. I enjoy learning through images and to take things step by step and I want to see if my result is the same as the image. I also dislike the small talk and I want to have a few but very empowering and I want to be able to put in practice what someone has taught me. 
Based on my results, I think that the learning model made for me is the Conscious Competence Matrix. 
	Conscious Competence
	Conscious Incompetence

	Unconscious Competence
	Unconscious Incompetence


 

The example that I have for this style that will explain why is suitable for me is when I learned to drive. I practiced daily and from Unconscious Incompetence has become a Conscious Incompetence and then has become a Conscious Competence when I was practicing and trying to remember each step and each sign and now I drive for so long that it became an Unconscious Competence and I don’t have to think about what I’m doing because now it’s natural.
After I have analysed myself, I am proud to say that I learned think about me while I was reflecting about what to write about me, especially on the SWOT analysis, because I usually don’t think about this things and it was a good practice for me. I admit that I am an introvert and I didn’t finish my studies but through the years I have developed some strong skills that are helping me in my career. Naturally, after all these, I need to come up with a goal that can motivate me to grow but is achievable in the same time. 
According to the Corporate Finance Institute, SMART goals are useful if a company or a person wants to achieve something, but they seem to not succeed. The SMART goal offers the possibility to track the progress and to organise the steps needed to achieve it. SMART represents an acronym for:
· Specific – the goal must be clear;
· Measurable – to achieve the goal a person must make it step by step and track them;
· Achievable – the goal must be something suitable for the person or company that sets it;
· Realistic – the goal must be based on the time and resources available;
· Timely – the goal must have a start date and an end date.
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My goal is to be a professional driving instructor in 1 year, by studying and passing all my exams and by developing the skills that I need to have this job. My goal is smart because: 
· Is Specific - I want to be a professional driving instructor;
· Is Measurable - I will study 2 days per week and I will pass all my exams;
· Is Achievable - I have already 15 years of driving experience and I'm good at it and learning others will be a pleasure for me;
· Is Relevant - Is something that will help me develop as a person and help me express myself and communicate more;
· Is Timely - I will allow 1 year to achieve my goal.

The skills and knowledge that I need to be ready to work as professional driver instructor are:
· Excellent driving skills;
· Calm and patient; 
· Ability to teach others;
· Fast reaction to danger;
· Planification;
· Ability to work under pressure;
· Positivity;
· Great communication;
· Technical skills for cars.

The skills and knowledge that I don’t have, and I need to develop to achieve my goal are:
· The ability to teach others;
· The communication;
· The technical knowledge about cars. 
In order to achieve these, I must come up with a Personal Development Plan that will help me track my progress and complete my goal. 
Reed.com, a job-searching website, stated that the Personal Development Plan is a tool that can be used by anyone who is looking to progress in life or career. The model that is suitable for me is the Morgan P. 
	Skills
	Action needed
	Resources needed
	Date for action
	Date for review
	Aspirational Goal
	Met?

	The ability to teach others
	I need to start the driving instructor school and I need to practice with my friends and family and receive feedback from them.
	Driving instructor school;
Friends and family;
Online research about training;
Specialized books.
	Going to the school 3 days/week;
Practice every weekend.
	The final test from the driving instructor school.
	I need to develop the ability to train others to drive in about 20 hours per person and they need to pass the driver licence test.
	

	Communication
	Start doing online trainings;
Find a role model;
Read books and articles.

	YouTube;
Online research;
Books.
	Study every night.
	I will review every month if I can put in practice what I’ve learned.
	I need to be able to communicate and understand the needs of my students.
	

	Technical knowledge about cars
	Driving instructor school;
Self-learning.
	Driving instructor schools;
YouTube;
Online research;
Books.
	Go to school 3 times per week;
Study every night.
	The final test from the driving instructor school.
	I need to be aware of the technical parts of the cars because I need to identify correctly the issues that might appear and keep my students safe.
	




	I think that my goal is achievable and that my Personal Development Plan is well-structured. I need to keep being focused and use in my advantage the fact that I am flexible with my time and I can develop myself into the desired position. I will give this plan a try and see if it works in real life, because usually the plans that I put on the paper are not the same with what is happening in real life. I need to be able to eliminate all the barriers in order to achieve my goal and I will study very hard to challenge myself and become a driving instructor. Hopefully, I will learn how to teach others and I hope that I will enjoy that and that I will be able to have only successful students, who are satisfied with my training abilities. 
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