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Section 1:
1.1 Personal Overview
Umar Shah
12 Paxton Terrace
Churchill Gardens
07498767375 
umar1shah@gmail.com
Objective
I am a hard working individual, who is always keen to learn new things and can work within a team or work as an individual. I am a highly motivated customer service oriented professional. I can work well under pressure and able to deliver the great results. I am very comfortable interacting with clients over the phone or in person and can deal with any queries or complaints and resolve it in a timely manner.
Education
11/2015- 03/2016	Air travel fares and ticketing + Computerised reservation system
			YMCA Institute. Delhi, India

11/2015- 03/2016	A+, N+ and MCSA networking training 
			Rooman Technologies, Delhi, India.

06/2012		HABC level 2 certificate in Door Supervision

05/2012-06/2012	Screening and bag searching training

09/2011 – 06/ 2012 	Level 2 Diploma in ICT Systems and Principles for IT Professionals
	Lambeth College, Vauxhall, London 

09/2008 –07/ 2009	Level 2 Business and administration diploma
			Westminster Kingsway College, Victoria, London	

09/2007- 06/2008 	BTEC Introductory Diploma IT @ work
			Westminster Kingsway College, Victoria, London

09/2007- 05/2008	ESOL 	English course level 1
			Westminster Kingsway College, Victoria, London

06/2007 – 02/2008	Intermediate English course
			UK School of English, Croydon, London

09/2007- 06/2008	ICT computing and intermediate English course							             Migrant Resource Centre, Victoria, London


Work experience
NCP Limited, Victoria, London – 06/ 2016 – To date
Mobile Customer Support  

Responsibilities: 
· Providing help and customer assistance on all locations within cluster.
· World class Customer Service.
· Detecting and troubleshooting the fault at the sites equipment weather it is software of hardware.
· Escalating the major issues to engineering team and assist them.
· Operating the NCP vehicle fleet accordingly.
· Training and assisting the staff within cluster.

Skills
Language: 
Computer: Microsoft Word, PowerPoint, Excel, Internet research 
Interests & Hobbies
I enjoy meeting new people as well as engaging in social activities. On a weekly basis I enjoy playing cricket, and also like to swim occasionally. 
Affiliations

1.2 Self-introduction 
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1.3 Key learning during preparing and delivering PowerPoint presentation
Every time I prepared and delivered PowerPoint presentation I have learnt something that helped me to make better a presentation. This time I also learnt something and the key points are listed here-
· The contents used in the presentation should be as simple as possible so that audience feels interested to participate in the presentation.
· It is better to mention before the presentation that the question-answer session will be arranged after the presentation is over that helps to deliver an interruption free presentation. 
· It is very important to use suitable contrast color that helps to focus the contents in the slide. 
· Animation and videos should be avoided rather suitable and interesting images can be used within the slides that make the presentation interesting to the audience.
· During presentation the back portion of the presenter never shown to the audience.
· During group presentation the serial of the presenter must be preplanned and time management should be very strict. 
· It is better to provide brief description of the contents during presentation that helps to cover all the contents in specific time.
Section 2: Skill Evaluation
2.1 Required level of skill for higher educational learning
The learning method of the educational institution get varied with the change of the level of education and in higher educational staged the skill and educations are more relevant with the real world practice. Burrus and Roberts (2017) claimed that the students are highly able to enhance their level of skill and ability more relevant with the employment ability. The students from higher education are highly focused on the educational learning issues; some of the key issues are as follows:

Adaptive thinking skill: the technological advancement is fast changing the business environment and companies are highly focused to improve the technological development in workplace. The higher educational studies are more focused for the technological development and make the individuals get able to realize the use of technologies more effectively and efficiently. 
Collaborative skill: it found that the success of the organization is depends on the team working ability of the individual as companies could not get able to achieve their target unless all members get aligned with same goals. The educational institute provide the application if different theoretical programs and ensure that the team effectiveness of the employees get enhanced. For, instance the Tuchman’s theory make the individuals to get better understanding about the team development process and Belbin’s theory developed 9 key roles that team members needs to follow to ensure all activities of the team get performed appropriately and accurately. 
Communication Skill: The communication skill plays a significant role in both for the educational environment and workplace (Marsh, 2012). Due to the wide spread of modern technologies the communication processes have improved very significantly and the process of the education has also increase. There are several processes applied to ensure the appropriate communication in educational institute like videos and other methods.
Problem solving skill: The problem solving ability is very important for the employees in workplace and the higher education programs are developed in a way that it make the individuals get able to achieve the ability for solving problem in workplace. In this process the educational instituted are more focused on the real life problem then the use of the theoretical processes. The key skills of the individuals get develop to gain able to resolve the issues in workplace and get confident.
Innovation and creativity: According to Rangaraju and Kennedy (2012), all employers want to recruit the employees who have high ability to produce innovative ideas in workplace. The educational places evaluate the ability of the individuals to develop innovative ideas in workplace.

Self – learning ability: finally the self-learning ability of the individuals are very much important to make them able to engage in workplace and perform all activities appropriately. The educational programs are developed in a way that the individuals get able find out different ways and get able to enhance the self learning ability. The self learning ability of the individuals makes the distinguished from other individuals in workplace.
2.2 Required Employability Skill
Communication: According to Corradini, Borthwick and Gallagher-Brett (2016), the communication process is very crucial in workplace as it greatly impact on the total performance level of the organization. The employees perform communication among themselves and with the management which enhance their performance level and make them able to perform all activities appropriately. Employees have to learn all the verbal and non-verbal skill of communication to perform all activities in workplace accurately.
Team Work: the success of the organization depends on performing all activities in a team. The employees of the organization get engaged in a team and perform in a way that the all activities performed according to the organizational rules and responsibilities and company get able to achieve the ultimate goal of the company.
Problem Solving: the employees need to gain the ability to resolve the problem in workplace to ensure the enhancement of the organizational performance. It is a significant ability of the employees in workplace to identify the root cause of the problem and take strategies in a way that the problem gets resolve quickly and the overall performance of the organization get enhanced.
Technology: The software’s has updated effectively and enhance the performance of the organizations (McQuaid, Green and Danson, 2013). The use of software speed all the activities of the workplace. The employees get trained to operate the software in workplace and ensure to perform it with error free. The technological skill of the employees makes them able to perform in a way that all organizational activities perform appropriately and company able to achieve its goal appropriately.
Initiative and enterprise: This is another key skill of the employees that make them able to perform all organizational activities perfectly. The individuals get able to perform all activities in a way that the overall performance of the organization gets enhanced.

2.3 Self-evaluation
As a student of higher education, self-evaluation is essential to find out my strengths and weaknesses those are helpful to focus those areas where I should work hard to develop my skills to get ready for professional life. So, as a part of self-evaluation my strengths and weaknesses regarding learning is listed below-
Strengths:
· I can learn quickly and have strong analytical ability.
· I can relate examples with my study contents and topic that help to understand the topic effectively.
· I am good at time management.
· I prefer visual learning system that I also use to make someone understand any topic.
Weaknesses:
· I feel more comfortable working by my own that is not good in team work.
· I am not good at managing teamwork.
· It is hard for me to learn anything fully theoretical.
· I try to dominate others when I work in a team.


2.3.1 Personality type
I have evaluated my personality type based on an online web based personality test where the personality is evaluated from some factors’ perspective as discussed here-
Mind: The outgoing and introvert mind-set of an individual is evaluated by this personality trait I this personality test. From this perspective I have found that I am an extroverted mentality where I like to share my ideas and opinion with other people and also gather knowledge from other people.  


Energy: How an individual drives and uses his mental energy is evaluated this personality trait. Based on the personality test it is found that my mental energy is more consumed by my instinct compared to observation.   
Nature: How an individual make his decision and cope up with his emotions is evaluated by this personality trait. From this perspective I am a rational thinker and give more importance on logics rather emotions.   
Tactics: This is another personality trait that describes how an individual approached towards his duties, decision-making activities and planning. Based on the personality test I have found that is am more prospective in terms of making decision and planning. 
Identity: The self-confidence of an individual regarding his decision and actions is evaluated by this personality trait. Here through the personality test it is found that I am confident enough about the decisions I make in academic and professional life. 
2.4 Compare and contrast the skills
I have compared my skills that I mentioned initially in the PowerPoint presentation with the self-evaluated skills found through tests. I have found some area where I need to improve my skills to better employability skills-
Decision making skill: I am fast decision maker and I feel confidence about my decision and my confidence is reflected through the personality tests as well but I am still fell confusion regarding making decision. So, I have to improve this skill more by taking decisions based on analysis and available information. 
Problem solving skill: I have found that in terms of solving any problem I feel confidence and that is also proved true in the personality test but it is important to improve the skills because I am high prospective person where I should maintain balance between logical issue and emotions.  








2.4.1 Learning from the exercise
The exercise is about comparing my personal through regarding my learning skills and personality I have with the tested personality. Through this exercise I have learnt few important things as listed here-
· It is better to make me up-to-date with digital age communication system that will be helpful in academic learning and professional learning and managing information.  
· Teamwork is more effective than individual effort and as a team player the learning skills can be developed more effectively sharing ideas and experiences with other in both academic and professional environment.
· Dominance attitude must be avoided rather it is effective to develop leadership skills to enhance the self-confidence. 

Section3: Action plan
Action plan is a kind of guide line that provides effective direction to achieve specific goals and objectives. To achieve my goal and develop my higher education learning and employability skills an action plan is developed below with short-term and long-term goals-
	
	Short-term time frame
	Long-term time frame

	My Goal: Accounts manager 
	· I want to take accounts related subjects.
	· I want to complete the undergraduate and post graduate degree.
· Then I want to complete some professional courses.

	Skills and knowledge to be learned 
	· I need to improve my analytical and observation skills
· Need to develop my decision making skills
	· Managerial skills need to develop
· Communication and leadership skills need to develop

	Process to acquire the skills
	· Take part in team activities where decision making skill can be developed
· Different real case analysis and discussion it within a team can help to improve analytical and observation skills
	· Through developing the leadership skills working in diversified team in class and in job field the over the years managerial skill can be developed.


	Resources
	Different case studies and time to spend with team for discussion and sharing ideas
	Non-credit courses to develop the leadership and communication skills.

	Time schedule
	Starts by this semester and ends by the middle of the new year.
	Starts by this semester and ends until complete the professional courses.






Section 4: Application
4.1 Look after the data
In this modern and technologically advanced world people are used to exchange digital data and most of the information are generated, processed and stored in computers. In academic and professional life the use of these digital data is huge. There are many threats to these data if they are not properly look after and ensured security.  So, keep backup these data is essential to avoid potential damage. Any data can be stored in three different places to ensure its security as discussed below-
First place: User’s PC: This is the first place where the personal, academic and professional data can be started. But in that case some rules should be followed like the data must be stored in different drivers except the system drive (c: drive) where the system software of the computer is installed.  Another important issue is install string and effective PC security software if it is frequently uses internet. 

Second place: External personal storage: This is another place where the user can store the data using external storage device like hard disk, here most important thing need to remember that we should not use flash drives like pen drive and memory card to store important information. If the first backup damages, user can restore the data on site quickly using this backup option.     
Third place: Cloud data storage system: This is the offsite data storage system and now it is widely using by commercial and personal users. The data is backed up automatically by preferred cloud service providers charging a certain amount yearly. In terms of damage of first or second backup system the data can be restored following certain procedures. 
4.2 The possible disasters for data damage
Data can be damaged in different way like physical damage of storage devices and damaged by hackers. In that cases the possible disasters of data damage is listed below-
· If backup is not prepared for the data that may cause huge financial loss in business organization. 
· Due to data damage the confidentiality can be breached that also make huge financial loss for a business organization where in terms of personal or academic data the breach of confidentiality can impact on student’s mentality that may cause bad academic performance.  



4.3 Threats of Cryptowall virus
Crytowall virus is a new threat for intern users specifically the PC users. This kind of virus actually attracts the files stored in different drives of a PC and takes control from its real user. Potential threats of Cryptowall virus is listed below-
· This virus encrypts files of the affected PC and takes control of the PC that is very dangerous for confidential data of a user. 
· If demand of the Cryptowall hacker is not fulfilled the files can be damaged or lost forever.
· As the hackers demand high amount of money from the affected PC user it is a huge financial loss if data had not backup. 

Section 5: Conclusion
The learning skills in higher level study is related to the employability skills since the educational system is designed to make the student ready for dealing with professional duties and responsibilities. In this exercise it is observed how to evaluate the existing skills of a higher study student to find out his/her problem areas and develop the skills he/she requires to be ready to achieve his both academic and professional goals. 




Section 6: Appendices:
Appendices 1: Actual questionnaire used for personality test

[image: ][image: ]






Appendices 2: Final results from the personality test
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WORK EXPERIENCE

NCP Limited. Victoria, London - 06/ 2016 - To date
Mobile Support Officer

Responsibilities:
Providing help and customer assistance on all locations
within cluster.

Detecting and troubleshooting the fault at the sites.
equipment weather it is software of hardware.

Escalating the major issues to engineering team and assist
them.

Operating the NCP vehicle fleet accordingly.
Training and assisting the staff within cluster.
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GOAL OF MY LIFE

* | am completing my graduation from University of Wales in BSc.
Cloud computing. | want to develop my career and for that |
want to start from the entry level. My ultimate goal is to be a
professional and one of the experienced specialist in this
particular field to serve in leading organizations. Starting from
entry level | want to gather experience to be an ethically

successful specialist in this industry.
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MY SKILLS AND ABILITIES

x Communication skill: | am very much interested and don't feel
hesitant to interact with new people and have capacity to easily be
familiar with them. | can understand people when talking and
communicate in different ways.

* Decision making skill: | am a fast decision maker and | think most
of the cases my decisions are effective and appropriate comparison.
| can make effective decisions under pressure and in critical
situations.

* Technological skill: | am interested about new technologies whether
that is good for communication or utiities. | can say that | am a tech
savvy person who loves to get up-to-date with latest technologies of
my interest.
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» Problem solving skill: | don't fear to face problems, But in
terms of solving problems | like to take assistance from
others and like to solve the problems through more
discussions and data analysis. But | like to follow
unconventional ways to solve problems as well.

« Team working skil: | am a team player and feel
comfortable to work within a team whether in academic

life or professional field.




image1.png
MY SKILLS AND ABILITIES

Problem solving skill: | dont fear to face problem but in
terms of solving problems | like to take assistance from
others and like to solve the problems through more
discussion and data analysis. But | like to follow

unconventional way to solve any problem.

Team working skill: | am a team player and feel
comfortable to work within a team whether in academic

life or professional field.
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MY SKILLS AND ABILITIES

Communication skill: 1 am very much interested and don't feel
hesitate to interact with new people and have capacity to easily
familiar with them. | can understand people when talking and
communicationin different ways.

Decision making skill: | am a fast decision maker and | think |
moOst of the cases my decisions are effective and appropriate
compared to others. | can take proper decision under pressure and
incritical situation.

Technological skill: | am pretty interested about new technologies
whether that is good for communication or utilities. | can say that |
am a tech savvy person who love to get up-to-date with latest
technologies of my interest.
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