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Introduction
[bookmark: _Int_MfN8VVr3][bookmark: _Int_0RSjvLbt][bookmark: _Int_PmctxqIz][bookmark: _Int_4oxuJI8E][bookmark: _Int_rQCildmP][bookmark: _Int_KCa4Of3L]The purpose of this report is to reflect on my experiences of how I audited my skills and competences using analysis tools learnt in the Professional Career Development module. How to Identify the skills required for a Business Support Manger Role will be discussed along with comparing my skills to the requirements of this career. The following self-analysis tools used will be discussed in the report: career motivation test (appendix 1), learning style's test (appendix 2), personality test (appendix 3). The purpose of a PDP and how to create one will be discussed. The aspects and benefits of learning styles will be discussed.


Portfolio Part 1
Self-Awareness and Improving Self Awareness
To establish what my skills are I have used self-awareness analytical tools. Eurich (2018) talks about how internal self-awareness helps you to recognise your personality traits, what type of environment you would be best suited to, how you would respond emotionally to certain situations and the impact on others. I used a career motivation test (appendix 1) and found the results to be very insightful as they have given me a clear vison to why I do certain things and how I learn. The results showed some accuracy regarding me being financially motivated. I am financially motivated so I can afford a certain type of lifestyle for me and my family, full fill basic needs with financial flexibility to spend on leisure activities too. The test results showed I am willing to better myself, I find this to be accurate. I am always inquisitive and looking for new ways of learning whether this to better myself in my work life or information regarding fitness, nutrition, cooking and emotional wellbeing. 
[bookmark: _Int_4PzfQcE0][bookmark: _Int_1oKDCT0Q][bookmark: _Int_98uptbWE][bookmark: _Int_Y2kKMhqW][bookmark: _Int_c8FYLtU1][bookmark: _Int_zQOTviH7]Interestingly the personality test (appendix 3) suggested a career as a Nutritionist, health, nutrition, and wellbeing are my passion. The personality test showed my weaknesses as being a perfectionist and due to this I am prone to burnout. I have taken this on board and understand not every piece of work or situation needs to be perfect. Tatman explains how employees are more likely to be successful with an organisation if their personality matches the types of personalities suitable for the job type, company beliefs and work environment (Tatman, 2022, p.49) “The personality-job fit theory suggests that the better an employee’s personality fits with an organization’s culture, job demands, and overall environment the more successful that employee will be in the job”. Personality tests can take the guess work out of career suitability, although they might not be 100% accurate, they give an insight into an individual's behaviours and preferences in certain situations.
The results from the learning style test (appendix 2) showed I am a visual learner at 45% with Tactile learning at 30% and Auditory learning at 25%. I agree with the results as I do find a combination of the learning styles works best for me and usually depends on what I am learning. The Visual learning aspect, I do like things to be explained in scenarios so I can visual how it would work. Also, I take in more when there are images, colour, and explanations on a screen at the same time someone is explaining anything as the spoken words are not fully retained. The Auditory aspect I have read and re-read assignments/instructions to be clear on what I need to do and make sure I am not missing anything. 



The skills identified for my chosen career 
I have identified the skills required for Business Support Management roles. The methods I used to identify these skills were investigating the job descriptions and person specifications (appendix 4) for these roles, looking at the National Careers Service (appendix 4) and Target Jobs. I found looking at the job description useful as it gives a clear breakdown of duties you will be expected to perform in the job role. The Person Specification gives a clear breakdown of the profile that will be ideal to do this job role and lists the expectations in the following categories: qualifications, experience, knowledge, skills, abilities, attributes attitudes and contra-indicators. This was particularly useful as skills, knowledge, experience I had gained in other areas could be matched up against the requirements for this role. (The Success Group, 2022) reports knowing your own skill set well and recognising employers that require candidates with these skills can assist you in getting the job role you want.
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I identified the following key skills for an office manager from my investigations:
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Comparison of Skills
Keeping in mind what I discovered about myself through the self-awareness tests such as what motivates me, what my own aspirations are regarding my career, my strengths and weaknesses and what type of work my personality is suited to, I will match these up alongside the requirement of the role.
[bookmark: _Int_eti65lt0]When matching up my skills with the requirements of the job in the Person Specification, in particular identifying the transferable skills I had and confidently using these to market myself to potential employers. Using these as a selling point, I can apply for job roles I might not be fully qualified for hence not ‘limiting’ myself to certain job roles. Transferable skills are highly valued by employers as it shows you have certain skills set that potentially would be an asset to the company.
I created a table (appendix 5) to analyse the skills I currently have alongside the requirements of the job role I want to apply for so a could identify gaps. Identifying the gaps in the skills I have, and need will highlight to me areas I need to improve on or work towards. (Christof and Stalder, 2017, p740) talk about how transferable skills can be used a variety of job roles, these skills are highly valuable to employers as they confirm you have certain behaviours, skills and strengthens that determine how well you approach and complete work tasks. 
Most of the skills required for this job roll. I have acquired during my extensive years of working in administration for example ‘Excellent communication, negotiation, and relationship-building skills.’ in my current job role, I communicate with colleagues and stakeholders on all levels, this communication is written and verbal. I also negotiate with venues and teachers to agree suitable dates for courses. One of the skills that stands out to me is ‘Adaptability,’ there has been occasions in my current role when staff members have left and between the remaining team, we have split the role to ensure the impact on service delivery was minimum. (Indeed 2022) reports Being aware the work environment can be subject to change and understanding that being adaptable hence using your skills or learning new skills to complete task differently/different tasks makes you a versatile asset for employers. 
[bookmark: _Int_EGcEIDjt]I have identified that I do not have any leadership experience, business management skills or a Business Management degree. From researching on National Careers Website, I have discovered that there are many possible routes to the management position within this role.  I will plan to use my Personal Development Plan to help me achieve the requirements through training, courses, and shadowing management staff also taking advice from a careers service on what my options are.



Portfolio Part 2

Concept 1 – Personal Development Plan

What
I had heard of the term ‘Personal Development Plan’ in my current job role, it was document that was updated when I had a yearly review, but not understanding the importance or process of it, it was not used in a beneficial way. In this module I was given guidance to help me to create a template for a Personal Development Plan. This is the process I looked at to help me create a PDP: 
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[bookmark: _Int_w6isp6XA]So What
I learnt a Personal Development Plan is a valuable tool to help you recognise your goals, look at where you are currently and identify a root to achieve your goals. It can also help to recognise if your current performance requires improvement through monitoring what you are doing and evaluating if you are achieving the required outcome. (CPD online college, 2021) emphasis on the importance of planning and how the lack of planning can end up in failure. I created a Personal Development Plan (appendix 7) and uploaded it to My Learning Log (appendix 6). Creating a personal development plan has given me a structured approach to tackling my short- and long-term goals. I know have a visible document with clearly planned tasks to achieve my goals, broken down and scheduled into smart goals. Smart goals are Specific, Measurable, Achievable, Relevant and Timebound.” Having SMART goals makes it easier for you to achieve them and updating your PDP when you have completed them.” (CPD Online, 2021). I learnt through this module exactly what a ‘Personal Development Plan’ is, how to create one and the benefits of having one. I have learnt that through the self-awareness process you can work out your strengths and weaknesses and the PDP is to plan to action the weaknesses.
Now What
 My overall experience of researching and creating a PDP has motivated me to tackle my requirements to improve my career prospects. I have already started to enquire about courses and training I have planned on the PDP, I have enquired about a minute taking course with my current employer and until one is available, I will start taking minutes at team meetings with the guidance of an experienced minute taker. I have followed guidance provided on the university website to complete my cv (appendix 8) and cover letter (appendix 9). I will be using this document regularly in future to keep my achievements updated and set targets when required. I will also use it to assess if I am going in the direction I need or want to go. I have a clear focus of what I need to do to improve my career prospects.


Concept 2-Learning Styles
What 
[bookmark: _Int_TWza3xdC][bookmark: _Int_7lz2KiAf][bookmark: _Int_jaF0vFah][bookmark: _Int_NyDLGBeY][bookmark: _Int_mxWYbZtV][bookmark: _Int_dJCV8i8o]In the self-awareness session in this module, I looked at the meaning of self-awareness and observing yourself to clearly understand yourself. Morin (2011) reports when you have a clear perception of yourself and certain traits such as strengths, weaknesses, beliefs, motivations etc with the assistance of tools to improve self-awareness you can plan to improv yourself. One of the self-awareness tools I looked at and completed was a learning styles test on Education Planner Org website by answering questions on my reactions and preferences in certain situations. I used the results to reflect and see if agreed with the outcome or recognised the learning behaviours that were recommended.
[bookmark: _Int_JTipCgCe]So What
I discovered there are many theories that suggest humans all learn differently and the common concept is individuals are predisposed to a certain way of absorbing, retaining and processing information. I learnt about the various aspects of learning styles such as Visual, Auditory and Tactile. I learnt in-depth how these aspects are termed but the basic explanation is as follow:
	Visual
	Auditory
	Tactile

	Reading or seeing pictures
	Hearing and listening
	Touch and doing



My results from the learning styles test were as follows: Auditory 25%, Visual 45%, Tactile: 30% suggested I am mainly a visual learner with aspects of auditory and tactile learning. With the result come some recommendations to assist my learning style (appendix 11) and research suggests adjusting your learning to the style that best suits you will enhance your learning. Moussa (2014) notes if the learning environment is adjusted to accommodate the learning style this would have a beneficial effect on the quality of learning. I agree with the results as I do find a combination of the learning styles works best for me and usually depends on what I am learning.
[bookmark: _Int_XSMe7MZg][bookmark: _Int_XMxLop3o][bookmark: _Int_dljbQBOf][bookmark: _Int_RFHS4LLN]The Visual learning aspect I find i do like things to be explained in scenarios so I can visual how it would work. Also, I take in more when there are images, colour, and explanations on a screen at the same time someone is explaining verbally as the spoken words are not fully retained alone. My note taking is on key points and terms I can go back to, and I do like to colour code my notes as the topic changes. I find I study best in a quiet place free from too many distractions. The Auditory aspect I have read and re-read assignments/instructions to be clear on what I need to do and make sure I am not missing anything. The Tactile aspect I recognised I have the need to take regular short breaks to refresh, shake my foot during studying and hold or tap a pencil. I also like to physically have a go at activities once I have had instructions to reinforce what I have learnt.
Now What
[bookmark: _Int_eHNnGoEE][bookmark: _Int_6NxiMBSy][bookmark: _Int_rcAvQDfQ][bookmark: _Int_wjwcm4aN][bookmark: _Int_5J0PkN1A]Moussa (2014) strongly emphasizes the awareness of the concept of learning styles and the implementation in learning could significantly maximise and support effective learning. I will incorporate the recommendations made in my academic and personal learning in future and use learning techniques that enhance my understanding especially the recommendations (appendix 11). I feel I am better prepared to continue my learning journey and will be using self-awareness techniques to evaluate myself.



Conclusion

[bookmark: _Int_659DiiUf][bookmark: _Int_slnlbVtb][bookmark: _Int_yVMpiiai][bookmark: _Int_6XWJIjHD][bookmark: _Int_hS0wZthV][bookmark: _Int_ROcEbNBV][bookmark: _Int_wcHnjXJL]In this module I have learnt how to use self-awareness analytical tools to establish my strengths and weaknesses, what motivates me and aspects of my personality to help determine the most suitable career path and most effective learning styles. I have learnt what a PDP is, how to develop it, the importance of regularly reviewing and updating it. I have discovered learning styles and how investigating and getting to know your own learning style can help you to obtain a deeper understanding of what you are studying. Most of the concepts were new to me but with all the support, guidance, and information available throughout the course I have manged to grasp the importance of these concepts. I intend to use the concepts learnt to strengthen my career prospects and incorporate them in my professional life.
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Appendix 4




	Skills Required
	Skills I have
	Skills I need to work on to achieve

	Reliability and discretion: you will often learn of confidential matters
	X
	

	Adaptability
	x
	

	Excellent communication, negotiation, and relationship-building skills
	x
	

	Organisational skills
	x
	

	IT skills
	x
	

	Initiative
	x
	

	Leadership and the ability to ‘make things happen
	
	Need experience

	Budgeting skills
	x
	

	Attention to detail.
	x
	

	the ability to think clearly using logic and reasoning
	x
	

	administration skills
	x
	

	patience and the ability to remain calm in stressful situations
	x
	

	business management skills
	
	Need experience

	the ability to work well with others
	x
	

	Education
	
	

	GCSE English & Maths
	x
	

	Business Management Degree
	
	Working towards this

	Business Administration Qualification 
	x
	

	IT Qualification
	x
	


Appendix 5
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Appendix 9
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Monday, 19 September 2022, 1:45 PM docx
by Shabana Akhtar

A Personal Development Plan is a good tool to help you recognise your goals, look at where you are currently and identify a root to achieve your goals.
It can also help to recognise if your current performance requires improvement through monitoring what you are doing and evaluating if you are
achieving the required outcome. By recognising what you need to do to achieve your goals be it qualifications, information, training to update your
skills, you can plan to take the actions required. A regularly updated plan can help to incorporate changes that might affect your goals and update yot
planned actions. By recognising what you need to be doing and what skills you have to do this, you can identify if there is a need to up skill yourself an
what areas you might be falling short on. Constantly keeping your skills updated puts you in a better position in the employment market against less
skilled individuals in the same work area. When creating an action plan, it is important to keep in mind the targets set area achievable within the set
timescale but will also stretch and challenge you. Regularly revisiting the plan and recording your achievements is a good way to see how far you have
come and if the route taken is going in the direction you want. This is also for good for potential employers to see your developmental journey.
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haban Akhtar
akhtarshihotmai.com
orsasaTon2

Dear Sama Akhtar

1 am wriing regarding the Administrtive Assistant vacancy atYardleys school advertised on the.
Birmingham ity Councilwebsite. | am really excite o have the opporturity o 3ppy for this
positon. | have attached my CV.

Ihave worked as an Administrative Asistant for 15 years in my current positon at Beminghar.
Adult Education and have gained extensive experience n my roe. 13150 have 7 yearsof previous
experience of warking n roles with administratve dties

My extensive experience in sdministrative upportroles may be of toyourschool.
My dutes have been varied dependant o the ned of the company. Providing adrministrative
support 1o colleagues, using Excel and Word packages, ensuringstudent exams have been
organised, povidingreception cover Inputting and maintaining student data n the company's
elecronic records system with hgh lvels of accuracy.Liising with parents,colleagues and students.
verbally and n wrting

Inmy current rol 1 have developed strong workingrelationships when collaborating wth
colleagues, tudents and parentsregarding courses and enrolments,using 3l the systems and
procedures in lace to asist me inthe completion of my tasks. | ahways maintin a ositive and
professional atitude especially when an s has been identifed. This has instille faith in people
who aparoach me for any worlrelted taskor isue. | feel these qualiies ae ntegral o the
Administrative

This s 2 very excitng opportunity,and il be delighted to meet for an interview. 1 can be reached
0n0799379342 or akhtarsh@hotmai.com

Thank you fo your time and ook forward o hearin from you.
Vours sincerely

Shabana Akt
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by Shabana Akhtar

The results from the learning style test showed | am a mainly visual learner at 45% with Tactile learning at 30% and Auditory learning at 25%.

| agree with the results as i do find a combination of the learning styles works best for and usually depends on what | am learning.

The Visual learning aspect | find i do like things to be explained in scenarios so i can visual how it would work. Also i feel i take in more when there are
images, colour and explanations on a screen at the same time some is explaining anything as the spoken words are not fully retained. My note taking
is on key points and terms i can go back to and i do like to colour code my notes as the topic changes. | find i study best in a quiet place free from too
many distractions.

The Auditory aspect i have read and re-read assignments/instructions to be clear on what i need to do and make sure I'm not missing anything.

The Tactile aspect i recognised i have the need to take regular short breaks to refresh, shake my foot during studying and hold or tap a pencil. | also
like to to physically have a go at activities once i have had instructions to reinforce what i have learnt.
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Sit near the front of the classroom. (It won't mean you're the teacher's
petl)

Have your eyesight checked on a regular basis.

Use flashcards to learn new words.

Try to visualize things that you hear or things that are read to you.

Write down key words, ideas, or instructions.

Draw pictures to help explain new concepts and then explain the
pictures.

Color code things.

Avoid distractions during study times.
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Reliability and
discretion: you will often
learn of confidential
matters

IT skills.

Excellent
communication,
negotiation and

relationship-building
skills

Leadership and the
ability to ‘make things
happen’

Problem solving skills

Attention to detail.
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What's Your Learning Style? The Results
shabana's scores:

« Auditory: 26%
+ Visual: 45%
+ Tactile: 30%

‘You are a Visual leamer! Check out the information below: or yieny all of the leaming styles.

Visual

f you are a visual leamer, you leam by reading or seeing pictures. You understand and remember things by sigh. You can picture
what you are leaming in your head, and you leam best by using methods that ae primarily visual. You ike to see what you are
leaming.

As a visual leamer, you are usually neat and clean. You often close your eyes to visualize or remember something, and you will
find something to watch if you become bored. You may have diffiulty with spoken directions and may be easily distracted by
‘sounds. You are attracted to color and to spoken language (ike stories) that is fich in imagery.

Here are some things that visual leamers like you can do to lear better

Sit near the front of the classroom. (It won mean you'e the teacher's pet')
Have your eyesight checked on a regular basis.

Use flashcards to leam new words.

Try to visualize things that you hear or things that are read to you.

Write down key words, ideas, or instructions.

Draw pictures to help explain new concepts and then explain the pictures.
Color code things.

Avoid distractions during study times.

Remember that you need to see things, not just hear things, to leam wel
S —

EducatonPtannes org & & b service of e Pemisylan Hher Education Assistance Agency (PHEAN).
© Pennsyvaria Hoher Edcation Asssiance Agency, 2011-2022. Al Rihes Reserved
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National Careers Service
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Home: Explore careers texploe-careers) > Offce manager

Office manager

Offce managers oversee the dayo-day running of an offce or department

Average salary aso0rg 8000
@yea St Expurenoed
Typlcal hours

(@neshy

You could work Detueen e and cpm

Openal

How to become.
Explore the diferent ways 1o gt o this 0.

What it takes
Find out what sils you'luse i tis ok

Skills and knowledge
Yol need:

business management skils
adminisuation sils

patience and the abilty 1o remain cam i stressful siuatons:

the abilty (0 organise your tme and workioad

10 be thorough and pay attention to detal

the abilly 0 work well with obers

the abilty to think cleaty using ogic and reasoning

excellent verbal communicaton skils

10 be able (0 use a computer and the main saftware packages competently

What you'll do
Discover the day to day tasks you'l do in this rol.
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@ Perfectionistic - The Advocate personality type is all but defined by idealism.
While this is a wonderful quality in many ways, it doesn't always leave room for
the messiness of real life. Advocates might find it difficult to appreciate their
jobs, living situations, or relationships if they're continually fixating on
imperfections and wondering whether they should be looking for something

better.

@ Avoiding the Ordinary - Advocates yearn to do extraordinary things with their
lives. But it's hard to achieve anything extraordinary without breaking it down
into small, manageable steps. Unless they translate their dreams into everyday
routines and to-do lists, Advocates may struggle to turn their grand visions into

reality.

@ Prone to Burnout - Advocates' perfectionism and reserve leave them with few
options for letting off steam. People with this personality type can exhaust
themselves if they don’t balance their drive to help others with necessary self-

care and rest.
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PERSONAL / PROFESSIONAL DEVELOPMENT PLAN - Template

2| Development needs for forthcoming year (Include as many learning needs as required to achieve agreed objectives)

Learning and

Development Need
Provide a specific description of
the desired changes (e.g. skills
gained, knowledge acquired,
topicsithemes/content covered)

Type of development

E.g. Course, Workshop, Conference, Self-
development (researcher, reading, etc.),
Coaching, Mentoring, Job Shadowi
Project work, Committee Membership,
etc.

Timescales

Eg. End of April, Ta be completed
in the next 6 months, Over next 1-2
years.

Who is responsible?

Eg. Staff member, UoE L&D
programme to support, Manager to
arrange, Staff member to work
with team andy Manager, etc.

Further comments

Eg. Resource
requirements, Additional
notes

Minute taking course, specific

Over the next 12 Me- to get guidance on | Additional
To find employment in a | XL spreadsheet training, months courses and training practice to
higher-level Admin role | Training to create posters strengthen learning
(possibly publisher) the new skills
Find out best way to manage
resources and ordering for a
busy team of tutors.
Social Media Management Over the next 12 Me- to get guidance on | Additional
To find employment in a months courses and training practice to
higher-level Admin role strengthen learning
the new skills
Application and Interview Over the next 12 Me- to get guidance on | Additional
months courses and training practice to
To find employment in a strengthen learning
higher-level Admin role the new skills
Management Shadowing Managers, Over Next 12 Months Me- to get guidance Independent
Experience Training Learning
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Career Motivation Test

carer
SuMMARY nTRO GRaPHS oETAILS L
Snapshot Report
Financial Reward
-
—
b oo

People motivated by Financial Reward strive for the big pay-off that comes as the fruit of
their labor. They want to feel that their salary and benefits equal the value of the time
and energy they invest in their work. While this is a common motivator that most people
identify with (who wants to work for peanus?), these individuals place more importance
‘on remuneration than the average worker. This s not to say they are only after the big
bucks; it's having the money o afford a certain lifestyle that gives them the drive to
succeed. They are willing o invest themselves, but will not do so without significant pay-
off. They don't necessarily have to make an extremely high salary in the short-term to feel
happy, especially when starting out, but they want o see the long-term reward for the
personal investment they put into their career.
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