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[bookmark: _Toc42713609]Terms of reference 

A reflective report demonstrating my understanding of the skills and knowledge for each week has been requested by Dr Laura James (Professional Career Development Lecturer). The purpose of the report is to critically reflect on my experiences and situation during the six weeks of the course which helped me to develop myself and manage my own learning and growth. The report, with conclusions, is required by 3.00pm on Friday 12th June 2020.
[bookmark: _Toc42713610]Scale

This report is written from a first-year student and it is a work of 3 weeks. 
[bookmark: _Toc42713611]Scope 

It is used recommended books, academic reports, and articles in connection with personal and professional career development which covers self-awareness, SWOT analysis, Learning styles, Smart objectives and Personal Development Plan.






[bookmark: _Toc42362918][bookmark: _Toc42713612]Introduction

This report aims to critically reflect on each Professional Career Development lectures in order to demonstrate the knowledge and skills which I have gained over the first six weeks.
Reflection originates from the Latin word 'reflectere', which means to twist back, to turn around or to pivot. (Liebenguth,2020). 
Personal and professional development is a process of continuous learning and development to gain new skills and knowledge. Personal development fits alongside professional growth because an individual can be successful in his career through well-developed personality, organised personal life, and clear and specific personal goals (Serbes and Albay, 2017, p. 150). Professional career development is important not only for an individual to build a good career but also to be valuable to employers and help an organisation to thrive in the new competitive world (Serbes and Albay, 2017, p. 150).
During the first semester, I have enjoyed the Professional Career Development module. All the lectures were beneficial and intriguing which helped me to develop my knowledge and understanding in these new topics for me. Firstly, I will critically reflect on the first lecture and how it affects my personal and professional development. Secondly, I will discuss the second lecture which focused on SMART objectives. I will also reflect on lectures from week three to week 4 to demonstrate my understanding and show my thoughts and experiences.


[bookmark: _Toc42362919][bookmark: _Toc42713613]Findings


[bookmark: _Toc42362920][bookmark: _Toc42713614]Self-awarness and smart objective

           During the first week, we had a lecture focused on self-awareness and self-knowledge. I learned that Self-knowledge is shows who you are, it means you accept your flaws, qualities and weaknesses. I understood I must know myself first, to know my preferences and desires. I also learned that Self-awareness is very important because it can help us achieve the success. The first week was difficult because it was the first thing I learned about this module and the terms were new for me. The good side was that I learned lots of new things about personal development career. However, I had some difficulties to understand the lecturer because the theme was something new for me and my first language is not English. 
In this lesson, I learned that, the way we perceive ourselves depends on the degree of self-esteem (self-esteem, self-respect, self-acceptance) we have. If we accept ourselves, if we appreciate ourselves for what we do well - it contributes to self-respect and self-confidence - if we accept we have weaknesses without constantly criticizing ourselves - this is the basis of self-tolerance and, implicitly, to others.
          Lasky (2020) highlighted that mindfulness begins with taking a stock of your qualities and difficulties: what your identity is and are not, what you are probably going to do or not, how you work versus how you wish you functioned. At the point when you know what your identity is and how you work (or not), you can create techniques to help your qualities and make up for your challenges. When you know about your disappointment triggers, you can find a way to limit them. At the point when you comprehend what energizes your vitality, you can submit time for it on your timetable.
The personal image has such a great power that it impact is overwhelming on destiny as a human being, it can influence both success and failure.
Smart objective is the dream we want, and we can achieve if it is realistic and if we know what the result is.
Smart objectives are split into 5 sections: Specific, Measurable, Achievable, Realistic, and Time-bound.
These are my smart objectives:
Specific: My smart objective is to be a Manager at my workplace.
Measurable: First, I will attend all lectures and seminars. I will make sure that I come on time and develop good time management skills. Second, I will put a lot of effort to write a good quality coursework assignment. Third, I will read lecturer’s feedbacks and I will make sure that I learnt from my mistakes. 
Achievable: It is achievable because I am enrolled on Skills for the Workplace course and after finishing it with a good degree I will have all the skills and knowledge required for the Manager position.
Realistic: I think it is realistic because I have the potential to finish my course. I also try to continue learn and develop my skills and knowledge in order to be more competitive, efficient and effective.
Time frame: By March 2021.

[bookmark: _Toc42362921][bookmark: _Toc42713615]SWOT Analysis and Learning Styles
  
            During week 2 we had a personal development career lecture. It helped me to learn about SWOT analyses and to find out my strengths, weaknesses, opportunities and threats. SWOT analysis is description of a persons for the level at which they are in a career. It is important, to be honest with yourself and to know yourself very well, to see the four aspects that define you: strengths, weaknesses, opportunities, and threats. At the beginning of the class, I was confused, because I didn't understand what Swot meant, but as time went on and I continued the lesson, it started to get easier. At the end of lesson, I started to get to know myself better.

This lesson taught me how to describe my strengths, weaknesses, opportunities, threats, after SWOT's analysis.




	Strengths: 

-  always punctual
-  quickly fit into a group
-  I like to learn new things
-  I pay attention to details
-  fast learner
-  fast person
-  hard working
-  good customer service






	Weaknesses:

- I am too critical of myself
- I try to please everyone
- I do not know how to react when I receive negative feedback
- I get lost when I am nervous
- I get lost when I have emotions
- I am shy when I should speak in public

	Opportunities:

- Different forms of improvement
- To develop my communication skills
- To develop my reading/writing skills
- To have a qualification
	Threats:

- I do not speak and write very well in English
- I do not have a qualification
- I do not have an experience in a higher position




The second part of the lesson in the second week was about learning styles.
Learning is an irreplaceable instrument that supports our brains and relieves our spirit. It is a need for both individual and expert profession as it makes us equipped for comprehension and dealing with things in a superior manner throughout everyday life. Learning helps in procuring basic reasoning aptitudes and finding various manners by which we can relate with individuals from various societies. It is the best way to manage the consistent change in our life so we can push ahead effortlessly. Learning is a persistent procedure that empowers gaining capabilities, information, and aptitudes to create future chances. Information is not, at this point hard to acquire as it is currently promptly accessible readily available. (Bhasin, 2019)
Learning can also be from an experience. This is one of my experiences during the five weeks of the first module:
Here is one of my experiences learned this week about Swot. It was quite difficult for me to find my strengths, weaknesses, opportunities, and threats. But with the descriptions and explanations I received in the videos, it was easier. I learned to know myself better and to know my qualities and defects, this can help me in the future at work.
One way to deal with improving understudy learning results and expertise advancement is through the utilization of fitting techniques for instructing and discovering that address the learning styles of understudies. Various investigations exhibit that understudy’s contrast in their favoured learning styles. To sufficiently create abilities in financial aspects it is critical to perceive this distinction in understudy inclinations for learning styles and to apply an assortment of learning styles and open doors for understudies to learn and create aptitudes. One strategy for estimating learning styles is VARK. VARK decides understudies favoured methods of admitting, handling and yielding data. This methodology is called VARK due to its four methods of learning: to arrive at your objective. (Wright and Stokes, 2015)


I found VARK learning style useful because it helped me to understand different types of learners. By solving the Vark questionnaire I learned which learning style belongs to me. I found that have something from each style. I like to learn from new things, to look at others what they do and how they do it, to learn from movies, pictures, I use my hands when I talk, I speak fast, sometimes I take notes. If I do not understand something, I watch videos back again or research the papers or books what I have from University.
By solving the Big five personality test, the results show that I am a quiet person, reserved when I meet new people, in the begin, I only analyse people without talking or integrating too much. Normally, I am inspired by circumstances and logical results, I am interested in how and why mechanical things work.


[bookmark: _Toc42362922][bookmark: _Toc42713616]Employability Skills

During the third week, we had a lecture focused on Employability Skills. I learned what an employee's skills are and why they are important. I understood the employability skills can be characterized as the transferable aptitudes required by a person to make them 'employable'. Alongside great specialized understanding and subject information, bosses regularly plot a lot of aptitudes that they need from a representative. In my opinion, these aptitudes are what they accept will prepare the worker to do their job as well as could be expected. The third week for me was a beautiful lesson, because it helped me discover what a company wants from an employee, so in the future, it can help me understand the requirements of employers.
Employability aptitudes have a noteworthy impact on compelling execution in the working environment. From the business' viewpoint, to be employable is tied in with exhibiting that you have what it takes and individual qualities that are required in the work environment. These should empower you to get, keep and carry out a responsibility successfully to the benefit of both yourself and the business. If you have put time and vitality in creating non-scholarly abilities all through college examines, this can altogether improve your employability upon graduation. You will develop increasingly adjusted, mindful, and develop and will separate yourself in the activity advertise. (Chaita, 2016, p.1)
In my opinion, these are some of the most important skills of an employee:
· Problem solving skills, the ability to understand a problem by breaking it down into smaller parts, and identifying the key issues, implications and identifying solutions. To apply your knowledge from many different areas to solving a task.
· Using your initiative and being self-motivated, having new ideas of your own which can be made into a reality. Showing a strong personal drive and not waiting to be told to do things.

· Working under pressure and to deadlines, handling stress that comes with deadlines and ensuring that you meet them.

· Team working, working well with other people from different disciplines, backgrounds, and expertise to accomplish a task or goal.


· Ability to learn and adapt, to be enthusiastic about your work, and to identify ways to learn from your mistakes for the benefit of both you and your employer.

· Communication and relational aptitudes, the capacity to clarify what you mean in an unmistakable and compact manner through composed and spoken methods. To tune in and identify with others, and to follow up on key data/guidelines.

Attending this lesson made me discover some of my most important employee skills. I am a punctual, flexible person, I can work under pressure and in time, I like to work in a group and to integrate quickly. I have a good experience with customer service. The employability skills are relevant and necessary to achieve my goal, but unfortunately, I have a few disadvantages that do not help me for the moment to achieve my goal, communication skills, problem-solving skills, I do not have qualification. Discovering my skills will help me in the future to have more confidence in myself and in what I do.





[bookmark: _Toc42362923][bookmark: _Toc42713617]Personal Plan Developmment

In the last week I learned about my Personal Developing Plan, it was one of the hardest lessons for me, because it was quite difficult for me to develop my personal plan. In my opinion the Personal Developing Plan is an active process of reflection, It promotes evaluation of individuals own strengths and weaknesses, Structures thinking, It helps an individual to make easier decisions and take actions, plan for future, provides clear focus, It improves performance through reflective, strategical, analytical, and creative thinking. What I learned in my personal development lesson, it helped me to create my own development plan.











My Personal Development Plan
	Development objective
	Specific actions
	Blockers and how they will be removed
	Support required
	How I will know when I have achieved the objective

	



1. Qualification
	
1. Attend each lecture and seminar
1. Write coursework assignments and try to achieve the highest results

	  
1. My first language is not English. I will read more books and attend business events and exhibitions to improve my listening skills 


	  
1. Academic books and journals 
1. Discuss issues with lecturers 
1. Contact with Employability department at University to support me during my education 


 
	 
  I will know that I achieve my personal objective when I successfully complete Skills for the Workplace course and get my degree. 

  

	





1. Improve my communication and reading skills 
	1. Attend lectures
 
1. Attend business events and exhibitions 




  
	1. Time – I should work alongside my studies, but I will develop good time-management skills in order to complete the actions needed to improve my communication and reading skills 

 
	1. Academic books and articles on communication, listening and reading skills 
1. Grammar books 
1. Lecturers support 


	 
 I will know that I achieve to improve my communication and reading skills when I can express freely what I think, and I do not make simple grammar mistakes.

	





1. Ability to relate to others
	1. Working on more group projects 

1. Present public presentations

	1. Ability to communicate in English. I will try to improve my English by watching more movies in English, travel more, communicate more with my colleagues, write more, and do more grammar exercises in English. 
 
	1. Books and articles on presentation skills
1. 
1. Volunteering work
	  
   When I will feel confident to speak in front of unknown people. 














[bookmark: _Toc42713618]Conclusion

This module helped me to discover new things, to enrich my knowledge. From this module I learned many new academic words. It helped me develop my knowledge about my position at this point in my career.
Learning about SWOT analyses I discovered my strengths, weaknesses, opportunities, and threats. I learned to balance the things which I have to do, but which are the most important, to set my goals and focus more on what I want.
During the five weeks, I was very excited because the module was beneficial and intriguing. I also learned a lot of new things and at the same time I have developed my communication and writing skills. The things which I learned about an employee's skills, I was able to discover my skills and what else I have to improve, I understood what a company wants from its employees. 
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