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Introduction:

Managing with our learning and working away at creating ourselves by and by and professionally by creating or enhancing our abilities and capabilities to manage the difficulties in the market is called self-development learning. We have to clench hand complete a SWOT Analysis on ourselves to discover our qualities and shortcomings and furthermore to discover the dangers and openings in the market. At that point we have to set here and now and long haul objectives and targets and timetables to accomplish these objectives. Persistent checking and assessment is required and we have to roll out improvements in our advancement design contingent on the criticism. Self-guided learning includes picking the aptitudes we need to learn, approach to accomplish these abilities and capabilities and the time and place to take in these abilities. I trust that SWOT is the most ideal approach to begin with the advancement design. This is the technique, which I have distinguished for my learning and advancement. I will discover my shortcomings and after that I will anticipate these shortcomings. Preparing and training is a portion of the other appropriate strategies to create and distinguish our necessities. (anon, n.d)


Lifeline exercise:

 I have created a career lifeline so that I can see my ups and downs and so that I can understand where to focus to develop my career. 
My lifeline exercise are given below: 

Age, 
16- left college (L)- 1C
18-started working at MacDonald’s in Portugal (H)-5A
20-Moving to France and without job for 3 years (L)-2C
23-Move to Spain and started job as a waitress in a cafe restaurant (H)-6D
25-Got married (H)-7C
27- Resigned from job (L)-3B
28-Move in UK (H)-8D
29- Two year without job because of sickness (L)- 4C
32- Started working at KF, currently (H)-9C
33- Started Skills for the workplace course (H)-10C
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(anon, n.d)
Johari Window Model:

Johari Window model is one of the self-evaluation techniques that I have used here to reflect myself.  There are four parts in this model. The model is described below:  
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Arena: Open area relates the things that I know about myself and others know about me. I know that I am honest and able to take responsibility of any work. At my workplace, the manager also knows about my capabilities, therefore he gave me more responsibilities to take care of. I also know that I am very committed towards my work and my colleagues also know about it and they get influenced by my commitments and always try to give their best effort. 

Façade: Facades is the area, that includes the things is only known by me but unknown to others. I am a very short temper person. I get angry very easily. This is the thing that I hide from the people. Another important thing is my leadership skill, which I really want to show at my workplace. I have leaned these skills from the school by participating in event. But I never had a chance to how it to the people. That why, it falls under façade. 

Blind Spot: This is the area that is known to others but not to myself. I didn’t know that I have problem solving skills. But whenever conflict arises in my team, I am the person who solves those problems. By doing this, they and I have come to know that I have the problem solving skills. 

Unknown: There might have some skills and abilities that are unknown to others and me. For example: I think that I am creative but there is no real life experience of this and people don’t know anything about this. It could be just a belief of mine. 
(BAKER, 2012)

The Honey and Mumford's Learning Style

The Honey and Mumford's (1992) Learning Style recognizes and orders a person's learning style. There are four styles; a activist, reflector, scholar and logical thinker, with an aggregate of eighty inquiries in the test (Honey and Mumford, 1992). 

As indicated by the consequences of the Honey and Mumford learning style poll, I receive a high reflector mindset. I concur with most of the depiction of the reflector which I accept completely portrays me. A Reflector is a watchful individual who wants to take a rearward sitting arrangement in aggregate dialogs (Honey and Mumford, 1992). I jump at the chance to tune in to other individuals' perspectives previously I arrive at conclusions and take as much time as is needed before settling on any choices. Being less confident and tending to keep away from investment, I trust that I will function admirably and take in more effectively if set around a dissident, as one would have the capacity to urge me to handle circumstances through a more 'head on' approach. This would upgrade my support in aggregate exercises and exchanges. 

In concurrence with my VARK results, the Honey and Mumford test recommends that I am a decent audience, which is one of the qualities of a reflector. I completely concur with this since I have dependably been somebody that likes to tune in to everybody in the gathering mindfully. This gives me a chance to increase alternate points of view from various edges previously I arrive at conclusions. 

In any case, a conceivable shortcoming that I find in myself by being a reflector is that I invest a long energy when performing set assignments. For instance, amid my last task, it took me more than two months to finish it as I was harping excessively on the planning stage. I spent an excessively long time investigating data before I at long last started composing my task, which is because of my circumspection with respect to choosing how to compose it. 

In spite of the fact that I do demonstrate a mindful mindset, I don't completely concur with the depiction that a man with reflector conduct never likes to go out on a limb. I infrequently get a kick out of the chance to advance out of my 'customary range of familiarity' to encounter things that I have never experienced to widen my own particular information. For instance, I cleared out my home and recognizable surroundings in Spain to consider in the UK. I additionally get a kick out of the chance to take up exercises and side interests that I have never attempted.



VARK learning style:

VARK is also known as VAK. VAK stands for: 
· Visual learners: They are more prefer seeing and thinking things through pictures, handouts, visual aids like PowerPoint slides and so on.
· Auditory learners: They prefer learning by listening via lectures, tapes, discussions and so on.
· Kinesthetic learners: They prefer learning by experience; actually doing on a physical dimension. They also like to do experiment.

I prefer visual learning and I also falls under this sector. As I am student and I prefer things seeing. It becomes more affective to me when faculty show slides in the PowerPoint. That’s why, I consider myself as a visual learner. 
(anon, 2018)
SWOT analysis:

Strengths: There is some internal aspect, which is under my control. And I always use these aspects in planning of my carrier. Some of them are given below: 

1. Positive personal traits: This is one of the good strength of mine. I am honest towards my work and can take responsibilities for my action and I also admire the qualities of others. I have also some other positive traits, which always add value to my employability including patience, loyalty and courage. 

2. Knowledge and working skills: I have worked in many organization and gained many knowledge and experiences. Those knowledge and working skills are my greatest strengths. This is one of the internal skills of mine. 

3. A strong network: While working in different organization, I had a chance to deal with lots of customer who has different background. At the same I have created a bonding and a strong networking with them. 

4. Commitment and enthusiasm: I am committed myself towards work. I always make myself busy in work. I always give my full effort in any work. 

Weaknesses: There are some internal negative aspects that I need to improve. Some of them are given below: 

1. Lack in education and GPA: I didn’t get proper GPA from the educational institution. I have left college so early. Now I understand the need of good education and good result in life. So in order overcome this problem, I am taking different courses to improve my degree and results as well. 

2. Lack of goals: I didn’t have proper goal in life. I was always running after life with no goals. Now I am very determine to my carrier goals and developing plan to achieve specific goals. 

3. Lack of leadership and management skills: In my life, I didn’t have a chance to work as a leader. This is weakness for me because in order to become successful, a person should have these skills and should practice it. At the same time, I have also lacking of managing the people. These skills should be improved to go ahead in life. 

4. Weak in technical knowledge: I still don’t know how to use latest technology in work. But in this world, it’s very tough to find a workplace where latest technologies are not used.  

Opportunities: There are some external factors that are not under my control but still having good opportunities on that sector. Some of them are given below: 

1. Technological Knowledge: If I gain knowledge on latest technology, these will add more in my employability. Today every organization uses different technology to become the leader of the industry. So I have cover this side, it will obviously help me in future. 

2. More specific job goals: If the employers make the jobs more specific it will help me to understand the job more clearly and I can also set my goals more specifically. 

3. Advancement in my skill: I have completed some course on beauty and therapy. So advancement in my skill will also bring some opportunities for me as well. 

Threats:  There are some external factor that not in my control but I have to face them anyway. Some of the external threats are given below: 

1. Competition with college gradates: The college graduate student is a threat for me. Because they have good degree and good knowledge. They have even more GPA to complete with me. 

2. Competitors with superior skills:  There are so many candidates so has good skills in leadership and managing skills. Those people are my direct competitors of me, as I don’t have these skills. 

3. Not opportunities in my sector: There is very few opportunities in beauty and therapy. And some of the company asks for experience in this sector, which I don’t have. So it has become a threat for me.  
(Christie, n.d)



Understanding and expectations of the world of employment


Now I will discuss what I have understood and expectations of the world of employment. In my discussion I have focused on employer perspective and employee perspective to make a good conclusion of world employment. 
Employee wants to hire those people who have the following characteristics: 

· Understand their own path: Employer looking for those candidates who have clear goals in life. They don’t want to hire people randomly who doesn’t know the actual path of life. 

· Know what they want in their career: Employer wants to know what a candidate wants in their career. Because if they don’t know about the career, there is a high possibility that they will leave the job anytime. 

· Know the strengths: Every candidate has some strength, which makes him/her different from others. An employer always looks for that strength so that he/she can make deference.  If a person who his strength, he can work in that way to become successful in life. 

· Think independently: An employer wants to hire those people who can think independently and creatively so that they can help in the progress of the company. On the other hand, a creative employee thinks creatively to solve any problem. 

·  Proactive: Employer also looks for proactive person. Because they don’t wait for the command whenever they see a work they just do it. 

· Like to learn new things: Employer doesn’t like those candidates who don’t like to learn new things. So it is important for the candidate to show their interest in new things. 

Activities of recruiters: Recruiter plays a very important role in companies growth. Some of the activities are given below: 

· Understanding Company’s need: Recruiters always understand the companies need. They always hire the best candidate for the company and it helps the company growth. Because employee is an asset for the company. A recruiter has clear goals for the company and they also hire people who can achieve those goals. 

· Identify best candidates for the company:  Whenever a company feel that they need new candidates to achieve new goals, recruiters start their process to reach the best candidates through web searching, personal network and giving official website post. After identifying them, they search for the skills to match with the position. 

· Manage an interview process: After identifying candidates they make an interview process.  They basically set all the arrangement including interview location, interviewers and logistic support.

· Follow up with candidates:  The final and most important role of recruiters is following up with candidates. They have to mail every candidate about the interview and status of the application. 

Job Description: Nowadays, organizations are very clear about the job description in the job circular. The main purpose of job description is to let the candidates know about the job they are applying for. In the description, they write very specifically about the job responsibilities.  

Person Specification: The person specification is a written description of the skills, experience, knowledge, attributes and qualifications, which a candidate must have to perform job duties. The purpose of the person specification is to let the candidates about the skills that the organizing is looking for. It helps the organization to find out the right person of the right job.  

(Ryan, 2016)
 
Own potential in suitable job roles:

From the experience of my previous jobs, I think I have potentiality in the following job roles: 

KFC Restaurant manager:  I have potentiality to become a manager of KFC. From the beginning of my career, I always wanted to be a leader. I am currently continuing my study on skills for the workplace. And I have learned lots of skills form the course. Now I know how to manage people at the workplace, how to motivate them, oversee the operation of day-to-day including food and beverage supplies of the restaurant with mu managerial skills. I have also learned the food and safety regulations, which I can apply in the restaurant if I become the manager of KFC. I have also potentiality to handle financial data for the organization. I can also make the restaurant environment friendly, so that people love to visit the restaurant and have food. I also have the potentiality to handle the customer complain with my social service skills. I have communication skills to deal with the stuff and customer on regular basis. 

Hotel Manager: As I am currently working in a service industry company, I think I am capable of playing the role of hotel manager. I have communication skills, which I can apply here also to deal with customer. I can also use my problem solving skills to solve any problem if ever occurs in the hotel. I am very familiar with the food and safety regulation and currently I am also doing a course on skills for the workplace. These skills for the workplace improved my skills in many ways. With the help of these skills, I can manage the hotel inventory and use the last inventory to maximize profit for the company. I can also manage the hotel stuff by using my management skills and leadership skills. 
(anon, n.d)

CV for a Restaurant manager
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My short-term and long-term goals:

I have short term and long-term goals in my life. I have discussed the goals below by using SMART objectives:

· Specific: My goals in life are very specific. I have divided the goals according to my career development plan. One is short term and another one is long term. My short time goal is to be the manager of KFC restaurant. And my long-term goal is to be an entrepreneur and I want to start my own restaurant. 

· Measurable: I want to achieve my short-term goals at the end of year 2019. And I also achieve my long-term goal with in 2025. To achieve those goals, I am currently working at KFC as an employee and doing a workplace course. 

· Attainable: My goals are attainable. As I am working at KFC as an employee, I am not wishing to be owner of that restaurant. My short-term goal is to be a manager of the branch, which is attainable. And to achieve the goal I am showing good performance at my workplace and at the same time I am enhancing my employability skills by taking related courses. If I become a manager of restaurant, I will know inside and outside operations. So it not impossible for me to start a new business of my own.

· Realistic: I have realistic and meaningful goals. Because my goals are very specific and clear. Being a restaurant manager and start a new business is very specific and real.

· Time bound: I want to be a manager of KFC in the end of year 2019, which shows a minimum time to achieve my goal. And being an entrepreneur with in the year of 2025 is also possible of a manager of KFC. (anon, 2017)



Personal Development Plan

Personal development plan works as a proper guideline for everyone. With the help of this plan, I can achieve my short term and long-term goals. I have my created my own personal development plan, so that I can follow it and achieve my goals. There are some steps, which I need to follow. These are:

· My goals: I have my own short term and long-term goals. As I mentioned earlier that my short-term goal is to be a manager at KFC by the end of next year. After that, for my long-term goals, I need to work on myself. Because I want to be an entrepreneur by starting my own business. 

· My skills and knowledge: I have gather knowledge and experience by working at different organization and different position. That experience helps me to improve my employability skills including communication skills, leadership skills, managing skills and operational skills. And recently, I am focusing on skills for the course so that I can gather more skills and knowledge. This course is helping me to improve my employability skills. I will use these skills at my workplace to achieve short-term goals. 

· Next steps: I want to be an entrepreneur and start a new restaurant of my own. To achieve my long-term goal, I will use my skills at my workplace more efficiently. At the mean time, I will learn how to operate the business so that I can start my own business in future. 

· Resources: I will gather all the recourses, which will help me to achieve my goals. I will collect the certificate after completing skills for the workplace course. I will also try to learn more about new business. 

· Time schedule:  I want to achieve my short-term goal at the end of year 2019 and also want to achieve my long-term goal before the year 2025. To make it happen, I will always work timely and attend my courses daily. I will follow it so that I can achieve my both goals. (Lu, 2015)










Personal Development Plan: 

	Section 1- My goals
	Short term time frame

 
	Long term time frame 


	What are my overall goals that I want to accomplish in this time period?




	
-Become a manager of KFC.
	
 -Become an entrepreneur.
- Start a new restaurant 

	Section 2 - Skills and Knowledge to be Learned



	
· Managing people
· Learn leadership skills
· Finishing level 3 in health and safety. 
· Problem solving skills 
· Technological skills 
· Communication skills 
	
· How to operate a restaurant business.
· Costing 
· How to attract customer.
· Rules and regulation to maintain the safety. 
· Maintain the food quality.

	Section 3 - Next Steps


	· By practicing the skills at my workplace.
· By completing the course on skills for the workplace. 
· By attending some seminars. 
· By taking proper training. 
	· By observing my friends and family who are doing business in this industry.
· By doing research
· By completing my short-term goal. 

	Section 4 - Resources



	· Colleting the necessary certificates.
· Completing the recent course on ‘Skills at workplace.’
· Time to work as a manager 
	· Sufficient fund to start the business. 
· Support from my relatives.
· Knowledge on restaurant industry.
· People/stuff
· Place. 

	Section 5 -  Time Schedule


	· From now on I will start my preparation to become a manager at KFC. 
· By the end of year 2019, I am expecting to become the manager. 
	· I will start after becoming or experiencing the managerial role for 2 or 3 years. 
· With in year 2025, I am expecting to be an entrepreneur and start my business. 

	Section 6 - Completion


	□ 	
Date

□ 	
Date

□ 	
Date

	□ 	
Date

□ 	
Date

□ 	
Date
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Conclusion
For having a good career, professional development is very important. Various courses, internship, different seminars and many more help one to have a good career. It actually helps an employee at a workplace to succeed. All the knowledge, observations, trainings pull a person to become professional in his/her career life. There might arise problems in workplace. Those problems must be solved with some tack ticks. These tricks are basically based on what a person learns throughout his/her life. There is a competitive world out there. One must be up to date with all the latest information so that she/he can compete with the others to build a career in his/her preferred industry. Or sometimes, one needs to switch an industry and move to another. In that situation, she/he must prepare himself for the new industry by learning from the basic. An employee should learn things from their workplace and the trainings they undergo for working there. Learning all the goals of the company is also a part of career development. Managers also work on their development plan but beside this, they also look after their employee's development plan so that they can work properly and succeed. Because if the employees can become successful then it beneficial for the company too. If both the employees and managers work for professional career development, then it is great for the company as the company's success depends on its people's success. (anon, n.d)
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Madalena Mariama Embalo

AdAress.......ooceeeceeeeceeeeceeeeeeen.
Mobile: OXXXXXXXXXXXX
Email: sxxooooxxaxxxx@gmail.com

PERSONAL SUMMARY

A result driven, self-motivated and resourceful worker with a successful track record of building and
maintaining great teams or workers and of communicate effectively with all staff. Highly organised, energetic
and flexible with leadership qualities, which have been exercised through experience. | am an ambitious and
hard-working person and able to work effectively in a team and strife under pressure. Keen to find a
challenging position within a successful and dynamic organisation where | can continue to contributeto the
success of your company.

KEY SKILLS AND COMPETENCES

v" Having a proven ability to plan, organise and control activities.

v" Ability to work under pressure and achieve targets.

v"  Disciplined and strong/effective communicator at all levels.

v' Ability to manage available resources to maximise productivity and efficiency.

v" Having the ability to motivate people.

v'  Possessing a responsible attitude and always calm and resilient when under pressure.
WORK EXPERIENCE
KFC 2017 2017
to date

CustomerAssistant
Duties:

Handle cash transactions with customers using cash registers

Scan goods and collect payments

Issue receipts, refunds, change or tickets

Redeem stamps and coupons

Make sales referrals, cross-sell products and introduce new ones

Resolve customer complaints, guide them and provide relevant information

VVVVVYY

Sitting Prettie,London
2016 to 2017
Trainee

Training duties

» Daily duties include providing nail and hand services to customers and colleagues

» Performing manicures and pedicures, artificial nails, gel nails, hand massages, hot-oil
therapy, nail fills, nail repair, nail wraps and nail polishing.

» Pedicures and the application of acrylic toenails.
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Cafeteria Bar Daniel, Spain 2015
2016

Bartender

Duties:

Cleaned and stocked glassware assisted with beverage service and transported dishes to the kitchen.
Set up special events and private parties.

Quickly removed debris accumulated at the bar to maintain a clean service area.

Sliced and pitted fruit and filled ice bins with crushed or cubed ice.

Provided fast, friendly, professional service to all cruise guests and beverage servers.

Helped develop cruise and bar incentives to drive sales and promote the venue.

VVVVVYY

Hotel George V (Paris, France)
2013-2014
Receptionist

Duties:

Maintained the front desk and reception area in a neat and organized fashion.
Supplied key cards and building access to employees and visitors.

Posted open positions on company and social media websites.

Received and distributed faxes and mail in a timely manner.

Supported executives and handled extra projects as needed.

Periodically sat in on meetings to take notes

VVVVYVYY

De Barros Family (Madrid, Spain)
2011-2013
Child Minder/Babysitter

Duties:
» Observed and monitored children's play activities
» Kept records on individual children, including daily olservations and information about activities, meal:
served, and medications administered.
Instructed children in health and personal habits such as eating, resting, and toilet habits.
Read to children, and taught them simple paintings, drawings, handicrafts, and nursery rhymes.

» Organised and participated in recreational activities, such as kids’ games.

>
>

Pub-Carlos Premier (Madrid, Spin)

2009-2011

BarWaitress

Duties:

Received guests, took beverage orders from the restaurant servers or directly from guests.
Mixed drinks, cocktails and other bar beverages as ordered and in compliance with company standards
Checked identification of guests to verify age requirements for purchase of alcohol.

Collected payments for drinks served and balance all receipts.

Ensured that the assigned bar area is fully equipped with tools and products.

Served snacks or food items to guests seated at the bar where appropriate.

Demonstrated a thorough knowledge of food and beverage products, menus and promotions.

VVVVVVYVYYVY

Cafeteria- RestaurantBar Daniel(Madrid, Spain)
2006-2009
Waitress

Duties:
» Welcomed guests and make them feel comfortable.
» Learned menu items and be able to describe them appropriately to guests.
» Took beverage and food orders.
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Cleared dirty dishes from tables.

Delivered beverages and food in a timely manner.

Checked-in with guests to ensure that everything is going well.

Refilled beverages throughout meal serving sessions.

Delivered guest’s bills and thanked them for dining with us.

Worked and coordinated as a team with fellow waiters and waitresses to ensure delivery targets are

VVVVVYY

achieved.

Hotel GeorgeV (Paris, France)
2004-2006
Room Attendant

Duties:
» Cleaned guest rooms to standard as assigned.
» Worked closely with other departments to achieve maximum guest satisfaction.
» Maintained clean, safe, hazard-free work environment at all times.
» Understood emergency procedures for the entire Hotel.
» Answering guest requests as and when required.

EDUCATION

Level 4 in Skills for the work place—University of Wales Trinity Saint David-2017 to now
VTC/NVQ Level 3 in Beauty — Sitting Prettie Academy -2017-2018

VTCT Level 2 — Certificate in Nail Treatments - 2016-2017
Lycée Jean Jacque Rousseau (Baccalaureate) - 2002-2006
LANGUAGES

French, Portuguese, Spanish and English

REFERENCES

Available on request
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Portability

This career plan belongs to the Madalena Mariama Embalo. It provides the basis for
ongoing career discussions within current and future employment and professional
relationships.

Review Dates
Progress on the agreed course of action will be reviewed on 01/12/18.

This career plan will be reviewed on 01/03/19.
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