
CERTIFICATE OF HIGHER EDUCATION SKILLS FOR THE WORKPLACE.
Professional Career Development




















Table of contents

Introduction………………………………………………….. 2
Findings……………………………………………………….. 5
Appendices………………………………………………….. 6-13
Conclusion…………………………………………………… 14
References………………………………………………….. 15
























Introduction

In my report I shall be investing in my career journey.
My job position was a community support worker for the elderly, recently i’ve had to have a career break due to having my third child. My aim for studying the course is to invest in my continuous professional development by improving on my communication skill, gaining confidence and to achieve more qualifications.
This would enable me in the future to have a change in career. The journey starts for me by setting myself goals to increase chances of success in the future this will benefit me when I return back to work.
In this assignment I’m going to do two Learning styles and apply a Swot Analysis and a Go Mad framework for myself 
The Exercised learning of career development (2011) D.A Kolb 





















Findings
Swot Analysis
A swot Analysis is a simple framework that has a planning technique which is used to help you identify your strengths, weaknesses, opportunities and also the threats you can face.
In my career development my swot analysis I found before I had a career break was that my strengths were I like taking pride in my work carried out both physically and mentally, time keeping and aiming for achievements.
I found on the other hand my weaknesses to be a lack of confidence in myself, concentration and procrastinating, so to put my strengths  and weaknesses into account I can use the opportunities to not hold things off until last minute I will need to do them straight away, concentrate better focusing on one thing at a time and also for my lack of confidence recognise what skills I have acknowledging what I can do and learn to be assertive. Therefore I can use the opportunities to move forward and gain future progression for me to have a career change.
If I don’t abstain the strengths and weaknesses taking them into consideration when returning to work I will face many threats of other competition as I would loose my job due to having the lack of concentration and confidence this could cause an injury to myself and others at the workplace.
Improving learning of development potential of swot analysis 
See appendix 1
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Go Mad
Go Mad framework was developed was by Andy Gilbert in 1999. The Go Mad framework means you can improve performance and help you develop to engage in contributing to business success.
The Go Mad framework can increase sales, reduce costs, save time, improve performance and help you develop as a leader to engage others in contributing to business success.
Also the Go Mad results framework and solution focused thinking methodology enables people and teams to more easily solve problems and improve productivity. When organisations adopt and embed this methodology as a shared language. MAD stands for Monitor, Analyze, Detail. 

Go mad= Go make a difference 
See appendix 2
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Smart Objectives 

Smart Objectives can be used for both professional and personal planning. Help ensure that your objectives are more than just wishes by making sure they are SMART. 
Smart is a acronym, giving criteria to guide in a setting of objectives, for example in project management employee performance management and person development the letter S and M generally mean specific and measurable. Possibility the most common version has the remaining letters referring to achievable relevant and time bound.

S= Completing my course and confidence to get a better job.
M= Every week I will evaluate how I am getting along
A= I will make sure I hand my work in every week on time.
R= This objective is realistic, and I will try my hardest to do it.
T= It will take me 1 year to complete my course but I’m hoping I can find myself a job as soon as I’ve completed my course.

Personal management skills (chinn 2017)
Having personal management skills is important and will be effective in my personal life when I return back to work, as having skills can be very important for me to achieve success in my career journey. There are 5 skills that will benefit me they are communication, time management, organisation, problem solving and leadership. These skills will help deliver a better performance to achieve my goals.


Vark
Vark is a questionnaire that helps your learning by suggesting the strategies you should be using. The acronym Vark stands for visual, aural, read/write and kinaesthetic.
Neil Flemings created the Vark model which is one of the most popular representations. I under went a questionnaire which demonstrate I’m a aural learner which means I like to try new things but I get easily distracted. 
See appendix 3


Honey and Mumford
Honey and Mumford were developed in 1986 and were developed by Peter Honey and Alan Mumford based upon Kolb’s work.
There’s four learning styles which are Activist, Theorist, Pragmatist and Reflectors. I underwent a questionnaire and the results I found that I was a Reflector, I like to be tested, trying new things and like to be reserved on times. A Reflector likes to apply what they learn by deeply thinking and taking time to work towards something, they also like to stand back to observe experiences from many different perspectives. . I Fully agree with this learning style as I always like to keep busy and always like to keep occupied. I enjoy doing assignments but then worry if I’m actually doing them correct as my weakness as a reflector is confidence. 

See appendix appendix 4





Joharis Window
Joharis window is a technique that help people get a better understanding it was created by Joseph luften and harry ingham in 1955.
There are 4 types of quadrants of the Johari window which are
Open space which is known to you and others. 
The blind spot which is the private hidden information about you 
The hidden area is known to you and unknown to others
The unknown area unknown to yourself and others. 




















Appendices
swat Analysis   
Appendix 1                                                                                                  


Weaknesses
Procrastinating
Concentration
confidence

Strengths 
Hitting targets 
Taking pride of my work
Like to work with others 


SWOT 

                                            


Opportunities
Future progression
Career change
Bettering myself and my skills

Threats
Job loss
Injury
childcare
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Go mad
Appendix 2Possibilities and Priorities
Personal development plan
Use of imagination
Problem solving

Define goals
Achievement
Strength
Importance communication
Involve others
My tutors, friends, family and classmates at university
Personal responsibility
Completing all my work, assignments and attending my university classes
Reasons why
Completing my work on time to get a degree for a better future and for a better   Job
Been on a career break left me with no confidence to go to interviews etc

Self-belief
Confidence building















Vark Questionnaire
See appendix 3
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Honey and Mumford questionnaire 
See appendix 4 
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Personal development plan 
A personal delovment plan is a process that consists of defining wgat is important and what you want tp archieve, what strenghs you already have to help to archieve your goals and how you need to delop them and that is one of the most effective way to term my goals into reality. 


[image: ]




Conclusion 

On the whole to develop my personal goals for the future for me to have a career change I will have to give my very best and value my work as curiosity it essential because it would make the process of my developing skills more enjoyable. I will get in to the habit of setting myself targets in work and general life. I will also make a conscious effort to achieve better things. 
I will make sure I continue my course to my very best ability and also my best standard. 
I am astonished with finding out my weaknesses and threats and overwhelmed with having the opportunity to be able to turn them into strengths and opportunities. So there for I look forward to my future progression. 

Thankyou for taking time to read my assignment
























References 

Ommani, A (2011) Strengths, weaknesses, opportunities and threats (SWOT) analysis for farming system businesses management: Case of wheat farmers of Shadervan District, Shoushtar Township, Iran. Vol.5 [Online] Available; http://www.academicjournals.org/app/webroot/article/article1380639652_Ommani.pdf Accessed on 06/11/19 at 20.47

Anon (2018) Go MAD Thinking - 21 years and still going strong! Woodhouse Eaves, Leicestershire. [Online] Available; https://www.gomadthinking.com/contact/ Accessed on 06/11/19 at 21.20

Mogan p (2017) The business students guide to study and Employability. London. PP-85

Davidson GV. Matching learning styles with teaching styles: Is it a useful concept in instruction? Perform Instr 1990;29:36-8.
[Online] accessed; http://www.jdrr.org/article.asp?issn=2348-2915;year=2015;volume=2;issue=1;spage=10;epage=12;aulast=Saran#ft1 Accessed on 06/11/19 at 23.05

Bjerke M, Renger R. (2017) Evaluation and program planning. Vol 61. University of North Dakota, United States. [Online] Available;  https://www-sciencedirect-com.ezproxy.uwtsd.ac.uk/science/article/pii/S0149718916302580 Accessed on 07/11/19 at 20.46

Tjan, A. (February 2015) 5 Ways to Become More Self-Aware. 
 https://hbr.org/2015/02/5-ways-to-become-more-self-aware [Accessed 12/11/19] at 21.35

The ecologist (2001) London 

Pandy a, Saurabh (2017) developing the strategies based on the swot analysis. 


2

image4.png
Take Action &
Measure Resulls

Involve
Others

Personal
Responsibility

Self Belief

Possibilities
& Priorities

Reason Why

The Go MAD® Results Framework




image5.png
VARK

TYLES QUESTIONNAIRE

v dims o find out something about how you learn best. The follow up
o,V You 1ips on how 1o use your preferred style for maximum benefit. i
mower Which best explains your preference and circle the letter next to it.
" than one if  single answer does not match your perception. By the way.
there are no 'right* op Wrong' answersl No further information can be given as it may "
Prejudice your .

When you have completed the questionnaire,

use the marking guide to find your score for each
of the categories, Visual, Aural, Read/Wrire

This questionnaiy
materials will th,
Choose the
Please circle

and Kinaesthetic.
1. How many syllables are in your first name?

@ one

®)  two

g three
more than three

Vﬂmmmyndwmamnmum-nhym. They are
""Y"l!inchﬂullnmadunmfovlmm’\uum. They have a rental
car. You would:

@ draw a map on paper

() tell them the directions

write down the directions (without a map)
@ collect them from the hotel in my car

wamm%amwth'Ww'WA 4
would:

2.

IT—

(@) ook it up in the dictionary
) m?hclsordlnnvmindmddmthcmyltlcd«
sound it out in my mind #
mhrﬁmﬂmdmmmm:hmm

- received the «copy of a magazine with an itinerary for a
e KW wwmmm ne else. You would: B
them immediately ’





image6.png
VARK QUESTIONNAIRE SCORING CHART
the following scoring chart to find the VARK category that each of your answers
to. Circle the letters that correspond to your answers.
. If you answered b and c for question 4, circle R and V in the question 4 row
Question a category b category < category d category

A !»a LV K |

Scoring chart
Question a category b category ¢ category | d category |
1
2 v A R )
3 R v @ K
4 A R K
2 % v R
K R A
T A @ K |
8 v R A |
9 v 3 |
e
d v (S |
K A R v
A v
ér v ‘

Count the number of each of the VARK letters you have circled o get your score for each
VARK category

Total number of Vs circled= [ 2| !

Total number of A's circled = e
Total number of R's circled =

Total number of K's circled= [ 3 |
Yoursoorawillginmindlmionnfymmfmfarmufﬂudlffmmvf
learning 4

ie:

v - by Visual Study Strategies

A - by Aural Study Strategies

R -byRead/Write Study Strategies v 3
K - by Kinesthetic Study Strategies

Use the information sheets provided which give advice on how you may improve
Ynmahfﬁthﬁyfmbnglt:}w‘

s





image7.png
V/

/

Name:

This question
probably devel
others. Since you

ferences so tha
having a greater ur

an intemationally proven tool designed by Peter Honey and Alan

This is

There i no tim : \
the results depends on how honest you can be. There are no right or wrong '"‘ accuracy of

If you agree more than you disagree with a statement put a tick by 1t-YES
If you disagree more than you agree put a cross by it-NO
Be sure to mark each item with either a tick or cross.

BRE @ AENEL QRaRaE

Learning Styles Qllestionn K
Alre

ire is designed to find out your preferred le;
Flaped learing "habits" that help you beneit mm-), Overthe
are probably unaware of this, this uestionnairs s YOS you haye,
 you are in a beter position (0 select learning exenc!® YU Pinpoint yorr oM
derstanding of those that suit the style of ofhere” " <"°°% that suil yaus o 2Ming

e limit to this questionnaire. It will probably take you 10-15 m;

1. | have strong beliefs about what s right and wrong, good and bad.

. | often act without considering the possible consequences

| tend to solve problems using a step-by-step approach

. | believe that formal procedures and policies restrict people

.| have a reputation for saying what | think, simply and directly §

. | often find that actions based on feelings are as sound as those based on
thought and analysis y R

LI T ST

8. I regularly question people about their basic assumptions

9. What matters most is whether something works in |
o

10.1 actively seek out new experiences ¥

11. When | hear
Bl about a new idea or a
12.1 am keen discipline S
h.mmm .‘




image8.png




image9.png
Personal Development Plan

Development | Specific actions
objective |

Blockers and how | Support required
they will be removed

How I will know
when I have
the objective

o
v

2
(&% | | " ,’ "
e e 4 &
=5 B ik
,M/O < Qﬁ”m/%/( | ,&“UN\/N [ %AHWA;Q. -5
o< 7 N3 o <
3 | €% ~2x S 83 oD @
C X Lo | & &
& G \weres k.wnw
G s WP
, |
|
| e





image1.png




image2.png




image3.png
. “T . T

STRENGTHS OPPORTUNITIES





