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[bookmark: _Toc1660342835]Introduction. 

In this third task "Reflective portfolio" we will present you strategies for personal reflection. We will also give you more explanations about professional career development planning. After the end of this particular module we will gain many times more competence as employees and many times more confidence as effective employees. 
The learning outcomes of this module begin with:
Understanding of the knowledge and skills needed to work effectively.
Understanding personal areas and strengths for further development and demonstrating personal readiness and readiness for work.
We will be able to develop a personal action plan and set employment goals
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	STRENGTHS

· Enthusiasm
· Ability to pick up new skills easily
· Effective leadership skills 
· Great attention to detail


	WEAKNESSES 

· Ineffective written communication skills 
· Poor time-management skills 
· Difficulty following rather than leading



	OPPORTUNUTIES 
· Workplace offers resources to improve communication and time-management skills 
· May receive a pay raise in the next quarter
· A manager in related department is retiring soon  
	THREATS 
· A colleague may also be interested in the management position that will soon be available 
· The next performance review may not go well if time-management skills do not improve 
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My personality type: The tycoon. Based on the answers, a person falls into one of the 16 personality types. They are divided into 4 subcategories - analysts, diplomats, guards and researchers. What unites analysts is rational and logical thinking. Four types of personalities fall into this category. One of them is the architect. He is a man of great imagination who usually has a plan for everything. He loves knowledge and facts, radiates self-confidence, observes in detail and often comes up with original ideas. His weak point is social contacts. The architect does not like to be among many people and stands out of the spotlight. He often hurts others with his words because he does not understand the meaning of the so-called little white lies. Only 2% of the population belongs to this personality type.
The second type of analyst is logic. He is an inventor who has a boundless thirst for knowledge. He is not interested in routine activities in everyday life, he is looking for an intellectual challenge. His imagination is highly developed, so as soon as he opens his eyes, he has all sorts of ideas. He has difficulty understanding the emotional problems of others, which is an obstacle in his relationship. He is afraid of failure. About 3% of the world's population belongs to this personality type. 
The commander follows. People in this category are born leaders. With charisma and self-confidence, they make others respect and follow them. Their strong will makes each of their goals a reality. They are not hard-hearted, but in their quest for success they become ruthless. They rarely express their feelings openly because they consider it a sign of weakness. Sometimes they are arrogant and impatient. 3% of the population belongs to this type. 
The fourth type among analysts are negotiators. They love intellectual disputes, but not because they want to reach some higher truth, but simply because they give them pleasure. They know how to argue and break with their logic the arguments of the opponent. They often fall into the role of outsiders, but they like it. They may have problems in intimate relationships because they tend to criticize their partner or constantly correct her. In addition, they talk without considering the feelings of others.





[bookmark: _Toc903735832]Learning styles.

The biggest hurdle you need to overcome when mentoring others is to try to mentor them in a way that suits their learning style, not yours. The main thing here is the ability to be flexible. The challenge is to be able to teach about the same thing in many ways. One of the best ways to learn and improve this set is to engage people on your team in a dialogue about their preferred learning styles and encourage them to tell you what they find useful and what they do not. The other option is to look at their reactions when instructing them. 
According to Kolb, learning has two main dimensions, the first is perception and the second is information processing. The perception of the information by the students is based on the specific experience or unreal concept. People who perceive information through concrete experience use events and experiences from their daily lives to process the information given to them. In this case, they rely to the greatest extent on their feelings to understand the material being studied. The perception of information of the unreal concept is related to the use of logical and analytical reasoning in the study of educational material. According to Kolb, the processing of information is carried out by reflexive observation or by active testing. The use of reflexive observation is associated with the perception of information by the student by listening to or looking at ideas and situations from different perspectives. In active testing, the student immediately uses the new knowledge in a situation of practical applicability. Kolb defines that there are four styles of learning. One of them is divergent, it is related to the perception of information through concrete experience. It is believed that people who use this style of learning prefer educational approaches aimed at observing and reflecting on a particular opinion or situation from different points of view. Conductors prefer training information to be in a well-systematized and detailed form. These students are characterized by observing events and treating information from many different points of view, their specialty is to gather information and study it thoroughly before making their hypothesis. Another style of learning is assimilative, which is characterized by accuracy and logic in learning, and not to its applicability. Their thinking is organized sequentially, going through a series of steps before reaching any conclusion. They strictly adhere to the requirements that are specified and thus find a solution to a problem. The third style of learning is accommodative, these students prefer to solve complex problems, relying more on other people's experience than logic. They feel enthusiastic about any kind of recent activity to which they are fully delivered. They tend to get bored easily, so the moment they lose interest in one, they will start with another, they tend to act before thinking about the consequences. The last style of learning is convergent. Convergences are interested in how learning information could be put into practice. They use their own experience, not so much someone else's. They are offered activities in which they can link theories with practical situations. When they can observe how an activity is done, when they can do in practice what they need to learn.
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We will look at the steps you need to follow when looking for a suitable job. You will find some useful activities that will help you improve your chances of finding the right opportunity for you.
Job opportunities are conditions that describe the availability of job opportunities for job seekers. In general, this can also be interpreted as the number of workers who can or will actively contribute to the economy. Apart from that, we can describe it as a vacancy, namely the search for labor resources. Each professional subject usually has very specific competencies and abilities, so it may be a mistake to stop paying attention to the student's motivation for certain elements, which can later be surprisingly decisive. It is extremely important for the student to be able to find those competencies that motivate you, because high motivation to complete the task is a predictor of success and well-being.

The recruitment and selection process. We can define what is recruitment and selection. And we can explain the steps of recruitment and selection process. The content of the recruitment process depends on the company and the methods they use to find candidates for the vacancy they want to fill. However, most employers use the same process that follows when looking for and hiring new employees.
The process have five steps. Step 1- Planning and forecasting. Is the process of deciding what positions the company will need to take and how to fill them. It covers all future positions. Step 2- Recruiting. In the recruitment phase, the company tries to reach a certain group of candidates through job postings, testimonials, social networks and even advertisements. Step 3- Developing and using application forms. The selection of job candidates is a process in which the employer evaluates the information provided by them, collected during the recruitment phase. After assessing the qualifications, skills and qualities of the candidates, the company decides which candidate will be offered the vacancy. Step 4- Use of selection tools for screening. Cost, legal obligations, performance, person (job/organization fit). Step 5- Final selection. The recruitment and selection process is different for each company. It definitely depends on its size. In addition, his income can vary widely - from a few days to several months - and depends on many factors: the image of the employer, the method chosen to select candidates and the suitability of suitable candidates for the current labor market. However, the selection phases are always the same. On them you can find out what is next.
Recruitment. At the heart of any successful business is attracting people who have the desire and ambition to learn and grow. However, finding and retaining experienced and qualified staff is becoming increasingly difficult. Behind the process of selecting the right candidate are many reviewed CVs, interviews and analyzes and evaluation of the performance. A good strategic step is to determine the specific responsibilities that the new employee must take towards the needs of the business. Creating a good job posting is key to the selection process. It is extremely important to take into account the needs of the business and the department and to define the responsibilities and obligations for the position. The next step in the selection process is to create a plan outlining all possible ways in which companies will disseminate information about the open position. A good way to choose the candidates who will be interviewed later is to have a phone call. It is recommended that the live interview be conducted within a few working days after the telephone interview. Otherwise, the candidate may lose interest. After all the interviews have been conducted and the company has made its choice, it is time for the job offer. In case the candidate has distinguished himself from the others, you do not need to wait too long to make an offer. Although the candidate has accepted the offer, it is now up to the company to impress and incorporate it into the culture, the way it works and to create a full experience to preserve it. The hiring process can be divided into two stages - preparation of documentation and inclusion.
Have to be very careful with discrimination. Sex. Gender re-assignment. Race. Religion or belief. Age. Pregnancy. Disability. Marital or civil partnership status. Maternity leave. Sexual orientation. 
The contract of employment. Terms and conditions. The names of employer and employee. Date on which employment begins. Job description. Place of work. Hours of work. Payment details. Details of sick pay. Details of pension. Holiday entitlement. Details of disciplinary and grievance procedures. 
Policies. Health & safety. Equal opportunities. Bribery. Information technology. Disciplinary. Grievance.  


[bookmark: _Toc691962231]Alternatives for as after graduation.

Further education. Points and options for as to consider: Postgraduate study. Vocational qualifications. Or Professional qualifications. 
Finding employment. Internships, graduate jobs, volunteering. This is the way for as, helps finding a good job.  
If you want to be classed as a sole trader, and start working for yourself. You should become as a self-employer. 
If you want to relax, see more of the world. Or you want to learn new languages. To get more experience. To learn about different cultures. and to get opportunities to meet new people before entering the work cycle, to establish yourself in the work routine, you can take a year off.
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Achievements of this module are: we discussed points to consider when it comes time to look for work. we found new knowledge about future employment trends. we discussed the recruitment and selection process. we have gained knowledge about the process of creating a successful application. We built confidence when it came time for interviews. We performed well in mock interviews. Very important and we discussed career development. We researched the legal aspects related to employment.
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