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[bookmark: _Toc2039976506]Introduction

Throughout this journey as an undergraduate student studying Skills for the workplace at University of Wales Trinity Saint David I have acquired knowledge and understanding of the concepts and application of transferable skills in the workplace.  I took this course to help me qualify with a recognised certificate and to open doors that would otherwise be closed for me in my chosen career path within Business management.  The course has enabled me to learn more about the working environment and build skills specific to my chosen career.  The Professional Career Development module has taught me about self-awareness and how to evaluate myself. Assessing my skills, my personal strengths, and weaknesses, I have been able to create a Personal Development Plan (see appendix 1). 
In this report I will document tasks that I have completed in my class and explain the auditing process of my skills and competencies.  I will assess and reflect on 2 learning concepts using Driscoll’s Reflective Model (Driscoll, 1994).


[bookmark: _Toc1792025099]Portfolio Part 1 

[bookmark: _Toc848910802]1.	Identifying my own skills

[bookmark: _Int_NENgjsUJ][bookmark: _Int_lED0LrDq][bookmark: _Int_s0RLMkgr][bookmark: _Int_p868bH78][bookmark: _Int_69FnGG6J][bookmark: _Int_dsA1hgLb][bookmark: _Int_yuKbabZB]Self-awareness plays a key role in identifying our personality and what our strengths and weaknesses are.  It is having the clear perception of yourself, knowing what our beliefs, thoughts and emotions are. We may think we know ourselves but as I have come to know that sometimes others may know us better than ourselves (see appendix 2).  In his research, Morin, (2011) found that self-awareness is the ability to process and store information about yourself.  Being able to self-regulate and increase emotional intensity were just 2 of the components he researched.  The importance of self-awareness is that it enables us to reflect upon what we have done, thought or will do, which we can then manage according to our needs and likes and how or what we feel is the right thing to do.  These insights help us to make effective decisions for our career and life path.  

[bookmark: _Toc1711992601]1.1	Self-Awareness Tools

There are many tools used to learn more about us, some of which I completed for myself.
· [bookmark: _Int_V1izen8c]Personality Test - (See appendix 3) These tests can provide insights about ourselves, which we can use to choose a career path suited to the personality type we are.  The results for my test were quite accurate and therefore it confirmed many things I was aware about myself but also it has helped me to identify what kind of work organisation would suit me.
· [bookmark: _Int_oRxlkS7p]Learning Styles - This is the way in which we learn and process new information according to theory.  Knowing our learning style can help us to develop our skills.  The VARK model consists of four ways we learn (Flemming and Baume, 2006): 
VISUAL
KINESTHETIC
READING & WRITING
AUDITORY

Source: Author
· Personal SWOT analysis (see appendix 5)
· [bookmark: _Int_OQ1T78XO][bookmark: _Int_bmB6taJY]Johari Window - A person is recognised through four quadrants of one's conscious self or non-conscious self-e.g.
OPEN SELF
UNKNOWN SELF
HIDDEN SELF
BLIND SELF
Known to self
Unknown to self
Known to others
Unknown to others
Aim is to:
+ Expand the 'OPEN SELF'
- Reduce the 'UNKNOWN SELF'

Source: Author

[bookmark: _Toc2107040338]1.2	Advantage of using Self-awareness tools for professional career development

Learning style tools helps us understand how we process information so we can adjust the way we work to be effective; it also gives teachers a chance to put in a strategy to support students according to the way they learn best.  I completed a quiz which determines my learning style (see appendix 4).  The results were that I learnt 55% visually, 25% Auditorily, and 20% tactically.  Although I may not fully agree with the results, I can see how it can help me to adapt in the workplace, leading to productive learning and improved workplace relations. It has also helped shape how I move forward with my studies as well as in my career path.  
[bookmark: _Int_tLhlbzzM]Other styles of learning are the Kolb’s Learning Styles and Honey and Mumford’s Learning Styles, which looks at four approaches people take to learn new information – 1. Activist; 2. Theorist; 3. Pragmatist; 4. Reflector (Honey and Mumford, 1989).  In conclusion of taking this test, I am a reflector.  I used the information from this to create my Personal SWOT analysis (appendix 5), having this awareness of myself is an invaluable advantage as I can maximise my pursuit of my career goals.
[bookmark: _Int_F2H28aVQ][bookmark: _Int_lQnKUEDS][bookmark: _Int_HQb9ezaO]The aim of Johari’s Window is to expand the ‘open’ area and to reduce the area of ‘unknown self.’    If the information I desire for people to know about me is not known to them, how can they know me?  It is important especially for my development to let people understand more about me and the skills I possess.  This will help me gain access to support that I require, developing my understanding of how others perceive me and help me with my progression towards building my career.

[bookmark: _Toc1752707447]2.	Exploring Employment Opportunities

I have been able gather information about myself, my personality and my strengths and weaknesses as mentioned.  Finding out about what opportunities I can get once I complete my course has been useful as it has opened other doors for me.  The need for managers is always on-going and as businesses are growing online, new opportunities are arising.  Following these four steps will help me to find employment opportunities:
· Knowing yourself
· Keeping your options open
· Do your research
· Look for emerging trends
[bookmark: _Int_HOryGBPb]It's important not to limit ourselves to the one field of work, business management offers jobs in finance, banking and business administration and they are on different levels.  I can keep my options open and know that I can transfer my skills to other fields which gives me more opportunities. It is important to research jobs and the market, looking out for possible changes in the outlook for the future of these practices.  It gives us the ability to adapt to trends and not be caught off-guard.  Following these steps will make job search effective and I will be more likely to find what I am looking for.

[bookmark: _Toc991946294]2.1	Skill requirements 

[bookmark: _Int_gCs5mpXb][bookmark: _Int_4iVfw4IT]I have researched the skills that potential employers look for in candidates applying for managerial roles.  This is important as I can match my skills and if there are any skills that I am lacking, it gives me the opportunity to further my experience and upskill myself to be the right person.  These are some skills required for Administration Manager according to Resources for Employers (2022):
· Understanding of office management procedures
· Management experience
· Excellent organizational skills and multi-tasking abilities
· Analytical mind with problem solving skills
· Proficient in MS Office
· Familiar with facilities and financial principles
· BA in Business Admin or relative field
Further looking into job advertisements for this type of role I have found that the above skills are the fundamental skills required and then depending on the organisation they will require the additional skills that would help support the role.  Job role advertised for Sales office manager on Total Jobs looked for:
· Strong team management skills with the ability to influence, motivate and inspire the team
· Previous experience working for a manufacturing business preferable
· Proven track record in sales with a strong commercial background
· Ability to build and develop excellent customer relationships
· Good understanding of Microsoft Word / Excel and Sage line 50
In addition to this, other organisations may require specific software skills and to be exceptionally good with abiding with GDPR requirements.

[bookmark: _Toc1816485388]2.2	Preparing for the Mock interview

I have taken a job advert for Admin manager (see appendix 6) and prepared a cv and cover letter for my Task 2 mock interview (see appendix 7 and 8).  By researching websites to get additional information and support on how I can upskill myself to make the criteria list is very important.  It gives me a better chance of getting an interview in the real world.

[bookmark: _Toc1800409472]2.2	Comparison of my skills to the skills required for my chosen career

[image: ]
[bookmark: _Int_s28p00R1]I have created a Personal Development Plan (see appendix 1) so that I am able to keep track of my success, which will help me to step forward in reaching my goal.  Many organisations are investing in their employees by encouraging their reflective learning process so that they can deliver high-quality performance.  This process has been found to show positive reactions from employees, which amounts to expertise growth and improved job performance (Beausaert, Segers and Gijselaers, 2011).


[bookmark: _Toc123071909]Portfolio Part 2

[bookmark: _Toc1417705762]3.	How I prepared for an interview using Driscoll’s Model of Reflection

WHAT

One of the important learning concepts from this module was ‘How to prepare for an interview.’  This topic helped me to gain understanding of the steps I need to take before going to an interview through class tasks and using that knowledge to prepare for the Task 2 mock interview.  Preparation is important for securing the job once you secure the interview (Swain, 2021).  Things I did:
· Watched short videos of good and bad interviews.  Discussed why they were good or bad.  How or what they should have done if it was bad.
· I looked at several types of questions, such as probing, open/closed, leading, behavioural and hypothetical.  We looked at how the questions can be answered and why they are used.
· We spoke about the structure of how to answer questions using the STAR technique, I created some potential questions that may arise according to the criteria list from the job advert, and I practiced answering these using the STAR technique.
· I previewed my cv and cover letter I used to get the interview, looking at the skills and qualities I had listed and matching them with what the job specification responsibilities were.
· I noted down some ‘unique selling points’ about myself which could make me stand out.
· I prepared what I should wear for the job I was going for and researched the culture of the organisation.
SO WHAT

Avoiding bad body language and adopting positive ones during my interview would make it comfortable for the interviewer and would give a good impression.  This is important as research has shown that an opinion can be made by others based on our physical appearance, body language, attitude and mannerisms within less than a second (Dougherty, Turban and Callender, 1994).  Using the STAR technique shows proof and recollection of how I solved a problem or overcame a situation giving the interviewer a clear concise answer.  This portrays a picture in the minds, about my capabilities and whether I am the right fit for the job.
NOW WHAT

[bookmark: _Int_QjK8SIGj]This task has helped me to understand the importance of preparing beforehand and how it can affect my chance of getting the job against other candidates.  Reflecting on my past accomplishments and structuring my answers using the Star technique will help me to stop rambling and deliver a compelling answer.  Having prior knowledge about the organisation and communicating this will show that I have interest in the role and will give me more information for myself of whether this is the place I want to be in.  I can take what I have learnt from this and apply it in a real-life scenario interview preparation.  

[bookmark: _Toc1979965360]4.	How to develop your career

This is a broad concept combining all the learning concepts within the module.  This is important for me as I want to maximise my potential for growth in the future.  It has given me access to resources and tools I can use for my career development.
WHAT

· Setting regular goals
· Ask for feedback
· Attend workshops and training programs
· Use company resources such as learning opportunities and courses provided by employers
· Networking and finding information about the industry
SO WHAT

[bookmark: _Int_rBtn2xmL]Dik, Sargent and Steger (2008) found in their article that striving for career development, such as setting and assessing goals has great potential for career development practices.  In the short-term, setting small goals is likely to be achievable as it takes time to develop skills and gathering experience.  Speaking to colleagues and asking them about your strengths and focussing on skills that need improvement can help in reaching success for the future.  Many employers will aid your progress by providing professional courses and training to advance your career.   Google has its own careers website which provides free training for your career or business (grow. Google, 2022).
NOW WHAT

I can take the knowledge and information and use it to start to develop my career goals now.  Writing down my goals, checking my PDP, and updating it as I go along will help to evaluate my progress.  The University offers its own careers service which I can continue to utilise 12 months after I finish my programme.  I can get information and tips on what I can do next from professional advisors.  There is also a Digital skills site offering certificates for completing courses.  I can choose courses that will give me skills and knowledge for my chosen career path to complete.  

[bookmark: _Toc209343852]CONCLUSION

Having the knowledge on how to become self-aware and further self-evaluating has helped me to set goals for my future career goals.  I have learnt how and where to get advice regarding the planning of my career path, the steps I need to take to apply and get the job I want and become part of a work organisation. The tasks within this module have helped me to build this reflective portfolio, the process of self-reflecting especially when planning for future endeavours is one that can help identify my progression and setbacks.  I will use my Personal Development Plan and set tasks for myself so that I can tick off each objective as I reach them, or I can modify them if my intentions change.
I have further decided to continue with my education and progress onto the level 5 and 6 in Leadership and Management which I hope will help me to develop my skills.  Documenting my accomplishments will help me visualise my success as I continue to grow and boost my confidence.
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Appendix 1 – Personal Development Plan

	Personal Development Plan
Amina Begum
	 
	 
	 
	 
	 

	Specific Objective
	What needs to be done
	Measurement
	Achievability
	Realistic
	Time

	Short - term
	 
	 
	 
	 
	 

	1. Completing Level 4 certhe skills
	I still have my last term to complete
	Passing all 6 modules
	High
	yes
	December 2022

	2. Enhancing skills for using excel
	I need to self-enrol onto an online programme
	Completing assessment
	Medium
	yes
	December 2022

	3. Team working skills
	To improve on my skills when working with others 
	Getting feedback from group members when working on grp project
	High
	yes
	November 2022

	4. Practical experience using office applications
	Being more organised and fluent when using outlook and other software
	Completing reports/assignments without help
	High
	yes
	November 2022

	5. Research some HR qualifications
	Find info about what free courses available
	Create a database with course details
	medium
	yes
	December 2022

	Long-term
	 
	 
	 
	 
	 

	6. Having recent 1 year’s work experience within customer service and admin role
	Currently have worked for 6 months in a similar role and will continue to do so
	Will work till the end of my work contract
	High
	yes
	March 2023

	7. Enrol onto Level 5+6 Business
	Need to complete current level 4
	Start process of applying
	High
	yes
	December 2022





Appendix 2 – screenshot of insights report findings
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Appendix 3 – Personality test
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Your personality type is:
Advocate
INFJ-A
Mind
This trait determines how we interact with our environment.
49% EXTRAVERTED 					51% INTROVERTED
 
Energy
This trait shows where we direct our mental energy.
55% INTUITIVE 						45% OBSERVANT
 
Nature
This trait determines how we make decisions and cope with emotions.
43% THINKING 						57% FEELING
 
Tactics
This trait reflects our approach to work, planning and decision-making.
65% JUDGING 						35% PROSPECTING
 
Identity
This trait underpins all others, showing how confident we are in our abilities and decisions.
54% ASSERTIVE 							46% TURBULENT


Appendix 4 – Learning styles
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Appendix 5 – SWOT Analysis 
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Appendix 6 – Job ad
[image: ]
ADMINISTRATION MANAGER
GRANDWAYS INTERNATIONAL LTD
Birmingham
Full-time, Permanent
Qualifications
· Administration: 2 years (Preferred)
Full Job Description
Grandways International Ltd. is determined to globally source and supply fast moving consumer goods required by UK’s small and medium sized retail supermarkets. We are motivated to promote value added niche product segments such as certified suitable for vegetarians, vegans certified, fairtrade qualified, certified organic and halal certified products over everyday mass market products.
Job Description summary
Role: Administration Manager
To oversee the administrative operations of the business. Will be in charge of the departments day to day functions and report to the Director/GM.
Objective and Responsibilities:
· Our firm needs an Administrative Manager to take over administrative operations.
· We are looking for a highly organised and efficient professional with administrative experience.
· Supervising day-to-day operations of the administrative department and staff members.
· Acting as a first point of contact: dealing with correspondence and phone calls.
· Managing diaries and organising meetings and appointments.
· Developing, reviewing, and improving administrative systems, policies, and procedures.
· Coordinate efforts with suppliers, manufacturers, and internal departments.
· Search and source potential suppliers and vendors.
· Build and maintain long-term relationships with suppliers.
· Achieve specific financial objectives by communicating with administrative personnel and making adjustments to workflow as necessary.
· Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.
· Time Management.
· Maintains office services by organizing office operations and procedures, preparing payroll, controlling correspondence, designing filing systems, reviewing and approving supply requisitions, and assigning and monitoring clerical functions.
Qualification and Skills
· Degree in any discipline.
· Proven track record of on-boarding, training and motivating administrative employee.
· Excellent Verbal & Written Communication.
· Time management, leadership, and employee development skills.
· Documented computer skills
· Scheduling and Planning
· Attention to detail.
· Confidence
· Organizational skills.
· Administrative writing and reporting skills.
· Previous management experience preferred.
· Customer service skills.
· Teamwork
· Problem solving
· Ability to work under pressure
· Self-motivation
· Proactive
· Trustworthiness
· Dedication
· Dependability
Schedule:
· 8 hour shift
· Monday to Friday


Appendix 7 – cv
AMINA BEGUM
07857257794 |  amina_b23@hotmail.com

PROFESSIONAL SUMMARY
A mature and pleasant personality with a great attitude towards learning and working.  Focused professional with 5 years plus excellent customer service background and knowledge.  Can demonstrate exceptional communication and relationship building abilities to grow a business.  Disciplined leader and experienced in motivating a team to success.  Highly organised and hardworking admin operator, comfortable working in high pressure, deadline driven environments. 
SKILLS
	· Excellent organisational and time management 
· Ability to prioritise and handle multiple tasks
· Effective communicating abilities on all levels
· Ability to work within a team and on own initiative
· Experienced administration and I.T skills using Microsoft tools

	· Strong attention to detail and accuracy
· Self-motivated and task driven
· Polite and clear telephone manner, with experience in emailing and writing letters
· Dual language, fluent in English and Bengali and conversational Urdu.
· Managing projects and team motivating
· Adhering to GDPR


WORK EXPERIENCE
MARCH 2022 – PRESENT
ADMIN OPERATIONS / University of Wales, Birmingham
 First point of contact for the organisation, my daily duties include: 
· Meeting and greeting students and visitors. 
· Replying to emails and answering incoming calls from students, staff and external clients. 
· Organising and prioritising tasks for the efficient running of the department. 
· Helping students with their queries, staying consistent with discipline and rules. 
· Forming professional relations and working alongside a team of administrators and other departments. 
· Maintaining office supplies and the upkeeping of the reception and student common areas. 
· Planning and booking meeting rooms. 
· Filing, printing, photocopying and general admin work. 
· Fire Marshall duties.

OCTOBER 2009 – MARCH 2022
HOME MAKER
Took responsibility of taking care of my family, first caring for an elderly grandparent and then becoming a parent to 3 children.  I have learnt to multi-task and manage time quite efficiently and have used my time to enhance my communication and problem-solving skills.

JANUARY 2006 – OCTOBER 2009
TEAM LEADER SALES TEAM, CLARKS SHOES
Taking the role of second assistant to lead sales team in generating sales and providing excellent customer service.  I have proved to be a successful team member, leading my team to accomplish weekly targets and achieving positive results for the store.  I gained experience in monitoring staff performance and training.  Organising team members and delegating tasks for the general upkeeping of the store.  Strategizing plans to help drive sales and gaining product knowledge to give expert recommendations.

EDUCATION
JANUARY 2022 - PRESENT
CERTIFICATE OF HE, LEVEL 4, UNIVERSITY OF WALES, BIRMINGHAM CAMPUS
Skills for the workplace
SEPTEMBER 2001-2002
A LEVEL PSYCHOLOGY, SANDWELL COLLEGE
Passed full qualification
SEPTEMBER 1996-2001
GCSE, WOODGREEN HIGH SCHOOL
Gained 9 GCSE with grade a-c, including English, Maths, Foreign Language and Science.

ACTIVITIES
I have taken part in many charitable events and have voluntarily taken part in cleaning the local parks in the litter picking initiative.  I enjoy organising days out for my family, and spending quality time with them.    
REFERENCES
Available on request



Appendix 8 – cover letter
Amina Begum
267 Percy Road | Birmingham, B11 3LQ | 07857257794 | amina_b23@hotmail.com
21 October 2022
Hiring Manager
Grandways International Ltd
Birmingham
B35
Dear Hiring Manager:
As an experienced administrator at a well-established education facility, I have worked successfully for the reception and admin operations of the organisation.  In reviewing your advertisement for an Administration manager, it appears that I have experience and skills in line with your requirements.  
I am currently studying a level 4 qualification in order to complete an undergraduate degree in Leadership and Mangement which will contribute to my efforts of working within a management role.  My unique ability to adapt and to apply my comprehensive knowledge of customer service will be a great advantage for your office.  I have achieved excellent people skills and organising and managing daily tasks as an admin operator, which will provide a firm foundation for the role.
I am excited to contribute my talents to your team and have previous experience in leading and motivating a team and believe I will be an asset to your organisation.
I have enclosed my resume which has more in-depth details of my work history and accomplishments for you to review.  I would appreciate the opportunity for an interview at your earliest convenience to discuss the possibility of joining the team.  Thank you for your time and consideration.
Yours Sincerely
Amina Begum
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New blog post

personality

My career development
earning log

Through out the
duration of this module
you will be expected to
keep records of your key
learning points. Use this
space for your log
entries.

Attachments: [ff] personality test
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by Amina Begum

My results came out as Advocate INFJ-A

My career path for this type of personality would be working where | can help others and have connections with people. This is true of my personal
nature as | have always gravitated towards working to help others whether in a retail organisation or as a customer service advisor. These jobs | very
much enjoyed and felt purposeful which is very important for me.
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