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[bookmark: _Toc29164303]Introduction
The individuals always seek better employment in renowned organizations in order to get the benefits that would help with the career development, and most importantly, will help them to earn better rewards that would ensure their sustainability along with some recognition in the society. However, companies also have some expectations from applicants, and this is why there are some skills that make the applicants be eligible for a job position in any organization. Usually these skills and knowledge come from past experiences whether it is from personal situations or from academic learning. This is why it is crucial for individuals to form a assessments in order to identify their strengths and weaknesses that can help them to develop plans for their career development so they gain the essential employability skills for the industry that they want to work within. This report is a reflection of my own learning throughout the years and my own capabilities as a skilled individual who can meet the job requirements for companies, and I have also explained my limitations as well as developed plans to improve my learning so that I can ensure my professional development for becoming eligible for any workplace.


[bookmark: _Toc29164304]Summary of my experiences during study and in the workplace

I have always been interested in learning from my childhood. As a kid growing up, I used to annoy people asking questions about almost anything that I find interesting or if I see something completely new. This behaviour never diminished, and I still am curious about anything I could learn. I have learned a lot from my personal life, but that’s just how I’ve learned from my surroundings. Apart from that, I have learned from my educational institutions as well. When I was at school and college, I wouldn’t say that I was the top in the class, but I was interested in learning. I’ve always spent most of the time in the library, even if my friends used to call me a geek for this. Textbook suggested in class were always helpful, but I tried to look beyond the learning materials. I have always been into researching on subjects that I found interesting. My keen interest in learning helped me a lot to learn about things like management, marketing, research methods, business environment and many other subjects that helped me to improve my knowledge.
The only thing that was holding me back from learning further during my teen years was not being able to work for an organization so I could use my learning in the workplace which in my opinion is the best way to learn. However, I did work for a small bakery shop in the town where I live and from there, I have learned a lot of things as well; specifically, the production factors, the management of staff and resources, the customer service, time management and a lot of things. The owner of the bakery shop who worked as the manager was extremely helpful when it comes to teaching these aspects. Apart from learning from the manager, I also did my observation on the store activities, which helped to learn about how business works and the ways of management, and that is how my career goal to become a top manager for a renowned organization formed.
So I have the goal to graduate from the university and through this course I would like to reflect on my learning so far, in order to identify possible gaps in learning. This way I would like to use this knowledge to plan my skill development that would help me with my career objective.




Positive experience


2017
Started working as a fulltime CCTV operator
Negative experience
1991
Came to the UK
1982
College Plateau Baccalaureate
1962
Birth
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The self-evaluation is the ability to assess own strengths and weaknesses of the individual so that the individual can understand how the strengths were obtained and why there are certain lacking in the learning which can essentially help the individual to develop necessary strategies to overcome their issues in order to increase their capabilities (Brown, 2013).
The self-evaluation review can be done in several ways (Bolton, 2005). The most common theory of self-evaluation is the Gibb’s reflective cycle.
The Gibb’s reflective cycle, as the name implies, include steps that allows individuals to go through these steps to reflect on what they have achieved and what they failed to manage within certain situation. The theory also helps individuals to understand the situation so they could identify the reasons behind the situation and feeling which occurred when they experienced it (Griffiths, 1992).This leads to individuals using this evaluation of their experience to develop a plan that would allow them to improve on their skills and knowledge in order to make them capable if they again face similar situation and they develop the skills and knowledge that they couldn’t obtained previously.
Using Gibb’s reflective cycle, I have explained my own learning experience throughout different periods of time.
Description
I have learned several courses during my college education, and I was able use some of these learnings in my workplace in the local town of Portugal. When I was involved with study, I was always keen on learning new things, but I did realize that I would not be able to learn better if I do not get opportunities to use my learning in practical experience, hence, part-time job was a solution for me since it allowed me to use my learning in workplace, even if it was by a small amount. I currently work as a CCTV operator for a security organization. But I gained most of my experiences when I was doing the part-time job at the local store which helped me build enough experience to work for the current job where I am working at. My main responsibility during my part-time job was to sit at the front desk of the store and communicate with customers as well as taking payments when they bought products from store. There were other staffs assigned to manage the store shelves. So, using my learning, I was able to maintain professionalism in the workplace by communicating effectively with customers as well as my peers. My learning of accounting helped me to easily manage payment from customers. I was also able to work effectively with my peers without engaging in any conflict which I did learn from academic courses that taught us about the value of the teamwork. In my workplace as well as in personal life, I developed the attitude of analysing a situation and then forming a quick solution to problem which is also relevant to the problem. This essentially developed my problem-solving capabilities. However, not always was I successful with my learning attempts at work. Sometimes, customers would react negatively, even though in those situations I normally try to act as a professional, and this situation mostly occurred due to my limited communication skill. I know the basics, but sometimes I do make mistakes when it comes to communicating with people. I have also been in situations at workplace to fail with my time management and organizing. Though it did not always happen, there were times when I did some mistakes and this affected my performance in workplace. All of these learning attempts that I had made in my workplace, using my educational learning, was to ensure that I can potentially build my career to become the part of an organization’s HR department or I can become a social worker in a relevant organization.
Feelings
Throughout my entire learning process so far in both personal and professional life, I have had mixed feelings. During my educational learning, I always felt interested to learn and eager to know what the next lecture would teach us. And this keen interest helped me not to stick with the course lectures, as I tried to seek information from books found in libraries, and these are the moments when I actually felt happy since library could kept me busy as there were plenty of source materials that can help me to learn more things beside the class. Group projects from class were fun experience which increased my knowledge on how to write reports, but sometimes personal life stuff did affect how I had felt during group projects as I sometimes had not been able to perform well in some of the group projects because other matters were creating stress for me. But I managed to cope with it and learn from projects and presentations anyway. However; I must admit that I always felt somewhat nervous whenever I tried to implement my learning in the practical situations, as I was always unsure of what the outcomes could be after I take actions based on what I had learned, but had little idea on how it would go in real scenario. But overall, experience was a lot smoother than I thought, and I mostly had no issue in using my learning within the part-time job at the store. Communication was a common aspect during my job, therefore, I never felt uncomfortable in communicating with other staffs or colleagues as we shared somewhat same feelings of nervousness, hence we tried our best to help each other. In fact; teamwork moments felt the best where I was confident about my performance in the team and I always had a teamwork attitude in workplace. But I realized that I wasn’t particularly good at communicating with customers since I would sometimes talk less and only answer what they want to inquire while not letting them know anything else related to our service, and all of these happened because I felt nervous to communicate. Though I was able to maintain my professionalism, I felt bad for not performing as much as I expected just because of how I was not very good at communicating with the customers. I also realized that there was another reason behind my lack of communication ability which was my lack of interest in keeping up with customer trends and doing some research on the market. I loved to study, but when it comes to my job, I had shown a lack of interest in observing and learning about customer needs which happened due to pressures in personal life or other matters which sometimes did make me feel bored and I did not feel interested to learn from the job sometimes, hence I really did not know how to answer customer inquiry and was only able to do my front desk job at a little efficiency. But I was still able to be professional at my job as much as possible and maintaining this attitude always gave me confidence which both influenced by personal and professional life as well.
Evaluation
So, from my understanding of my learning experience so far, I can see that my development of skills and knowledge was benefitted by some situations as well as affected negatively. My skill and knowledge development went a lot smoother during my educational periods, compared to the professional sector, as there are work related stresses at the workplace. However, in both scenario, tougher tasks always helped me to learn more about the tasks at hand and my limitations. Although I do realize now that most of the time these learning experiences were overwhelming for me sometimes, hence I felt stressed which affected my performance, mostly within my workplace. Confidence was the key to maintain my professionalism, but my initial confidence was somewhat of a lacklustre, hence I was unsure of how I could use my educational learning in practical experience, and I kept being sceptical about my performance until I actually was able to successfully use my learning in practical situations. I felt happier when I worked at group projects or involved in group tasks at workplace, but whenever my performance was affected was mostly because of how I failed to control my personal stress in affecting my emotions when I am participating in class activities or when I am working at the store.


Analysis
My evaluation on the overall situation is that I enjoy learning new things, but my doubts can hold my confidence back, even though my confidence gets really well if I discover that I can do a task well enough. It’s just my confidence does not come early and I let my doubts to affect my performance sometimes. Stress seems to be a huge issue that most of the time affects my performance and from my understanding I do not focus on things well enough when I become stressed. I tend to mix my personal feelings in practical situations, which negatively impacts the outcomes, which is the reason I sometimes did not perform effectively in group projects in class or was not focused to pay attention to what our customers mostly need which I could’ve learned simply by effectively communicating. I can be a good team player and can work really well with others due to my teamwork attitude, but I am not organized.
While there are several things that I am good at, I believe that my limitations are holding me back to develop my skills and knowledge, thus I lack employability if I don’t improve myself. If I could’ve managed to organize my personal stuff and only focused on my work when I’m at my workplace, then I wouldn’t have felt so stressed sometimes. This would’ve also been effective when I was involved in team projects from the class. Also, I should’ve shown more confidence to communicate with customers just like how I communicate with others normally, but I instead though way too much and not really communicated with the customers at all, apart from taking their payments and providing as little information as possible. Or I could’ve simply used the internet to get some ideas on what customers like or what they dislike, which would’ve given me a better idea of our customers’ needs and I would’ve been able to explain information to customers.
Action plan
I have planned to take some stress management courses to learn techniques to control my stress and be organized with my personal and professional life. To be more organized with work related things, I also plan to register myself to participate in a Leadership and Management course. Since I want to be trained in Human Resources or become a social worker, this course should also be useful for me to learn how management and organizing works. This should take few months until the course is complete. Stress management courses should be longer, but I would also need to practice as well. There are institutions that train people on developing communication skill, so I plan on joining one of these to develop my communication skill which should take a couple of months, but I would have to continuously apply my learning. Since I loved researching for source materials for learning during my college days, it should not be hard for me to do the same to research on customer needs over the internet or simply by observing the customers. These plans should help me to develop the necessary skills that I would be able to use to increase my employability.
[bookmark: _Toc29164306]Learning style
Personal development is the process that allows individuals to focus on filling the gaps in their learning and gain new skills while improving existing skills that would increase their employability and help them develop their career (Crooks, 1988). In order to commence the personal development, it is important to get the general idea of the strength, weakness, opportunity and threat that are there for the individuals to develop themselves which can be identified using the tool known as SWOT analysis (Cottrell, 2010). I have used it to conduct my own analysis in order to come up with my personal development plan for learning new skills and knowledge that would increase my employability skills.
	Strength
	Weakness

	Have interest to learn
Hard working
Can work easily with others in a team
Willingness to develop new skills
	Cannot work under pressure
Not focused
Prone to stress
Not organized
Not good at communicating with unknown people

	Opportunity
	Threat

	Participate in training programs to develop skills
Practice techniques to control stress especially when working at the job
	Lack of focus can affect the current job
Being stress means I would not be able to develop my career no matter where I work



So based on my SWOT analysis, I have also created a SMART objective to plan ahead my development strategy as a competent job seeker with enough skills and knowledge. The SMART objective is essentially a tool that consists of specific, measurable, achievable, relevant and time-bound that helps individuals to identify what exactly they want to achieve, what the purpose is and how the objectives can help them with their expected outcomes along with the exact time limit they expect the objectives to be completed. SMART objective is relevant when planning for development of the skills and knowledge. So it is considered as an important step to career development, therefore, I have used it as well so I could figure out what I would want to do now that I know my strengths and weaknesses.
	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	Stress management
	If I can apply relevant stress management techniques then I would be able to focus on my job more often and would be able to work under pressure
	Can be learned from organizations that offer the learning of such techniques and have necessary training programs for this
	Will help me to control the work pressure and would improve my performance
	By three months

	Leadership and management
	Will be able to organize tasks and time management as well as work as team leaders
	Can be learned from Leadership and Management course
	Will improve my organizing skill
	By three months

	Communication
	Will be able to communicate easily with others
	Can be developed from practicing and learning from communication skill development training offered by various organizations
	It will allow me to communicate with clients
	Continuous
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Any business organization whether its dealing with selling of products or services, rely on its workforce, since the workforce is the fuel of the operations that are conducted by the organization in a market. Workforce also has to include employees that have the necessary skills and knowledge that would be suitable for the type of organization and its operations. That is why employers of organizations always seek the most competent employees who would be able to handle the job responsibilities within the workplace. And that is where the employability skills play its role. The employability of the candidates is considered higher if the candidates seeking job in a organization have most of the expected skills and competencies compared to others and these are essentially known as the employability skills. Usually when employers look for candidates suitable for a specific position, they try to see if the candidate applying for the job has skills like teamwork, problem solving, time management, organizing, research skill, communication capabilities, ability to work under pressure, conflict management skill, computer literacy and many other traits that would likely meet the organizational requirements and will fulfil the role of the specified job in the job advertisement. These are the most common expectations that employers have when they look for hiring new employees and that is why it is crucial to develop such skills as these can make a candidate to have better chance for getting a job.
In order to be eligible for a job, it is necessary for individuals to set a goal related to the industry where they would want to work within. I have worked at a local store as a part-time employee but now I am working as a CCTV operation as full-time. But this does not mean that I don’t want to get better opportunities. I have a career ambition to reach better jobs and my aspiration includes becoming trained at HR or work as a social worker. In order to reach my goal, I have to work harder to get the necessary employability skills that are expected by employers working at HR or social services. So based on this fact, I have to develop plans to improve my skills and knowledge.
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In this report I have demonstrated my understanding on personal reflection and I have reflected on my experiences in order to become eligible for the position of career I have set the goal to reach. With the relevant assessment tools, I was able to find my strengths and weaknesses, as well as obtained the understanding of how I would want to approach to improve on my skill gaps in order to become a competent candidate in the job market. Therefore; based on the overall reflection and experience; I have formed a personal development plan that includes the skills that I want to achieve as well as my strategy to obtain such skills. The personal development plan that I formed has been explained Appendix section which will give a good idea of what I will be doing to improve my employability in the job sector. If I can improve these skills in the plan, then I would be able to reach my career goal without issues.
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	What are my goals
	What will I be doing to achieve the goals
	By when
	What could be the barriers?
	How can I manage the obstacles
	What support do I have to reach the goals
	Review of how am I doing

	Manage stress; both personally and professionally
	I would implement techniques that can help me to control my stress
	Three months
	Patience will be required and it would be hard for me as I easily get stressed and lose focus
	Following the guidelines of the trainer
	I have registered myself in a stress management program where our trainer provides necessary tips and strategies to control stress
	I am getting better, but I still have to practice a lot.

	Obtain leadership and management skill
	I would need to learn how to become an efficient manager
	Three months
	I would have to find time between my current job and study for the Leadership and Management course
	Consulting with my manager to get some time for participating in the class
	Regularly participating in the class of Leadership and Management course will help me to learn
	I have been so far able to participate in all lectures, but I am waiting to see how I would be doing in the tests

	Improved communication
	I would need to practice a lot
	Continuous
	Again, my stress could affect my attempt to practice communication skill development
	By attending training program offered by an organization
	I have registered myself in a training program for communication skill and the guidelines from trainer can help me to practice
	Apart from training, I have also learned some techniques from the internet and I am doing well so far when communicating with clients



Personal development plan
2

