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Introduction 
Throughout this report, professional career development skills are going to be portrayed, personal strengths and areas for further development are going to be illustrated. Moreover, employment goals and personal action plan/development plan are going to be established.
Professional career development its essential and it allows individuals to achieve their goals. There are different models of career development that highlights the importance of career planning in starting as early as possible (Cottrell, 2015). According to Cottrell (2015) there are four stages to career development: Aspire, Act, Apply and Achieve.
      Personal development
 	Personal development is a fundamental ongoing life process of understanding and developing essential skills, knowledge which enables individuals to optimize their own growth and their career (Chartered Management Institute, 2020).  Personal development involves clear and realistic goals. In support of this, Cottrell (2015) acknowledged that personal development is about individuals’ life, ambitions, values, profession and future.   The first significant stage in personal development is self-awareness. 

Findings 
        Self-awareness is the capability of individuals to monitor their thoughts, behaviour and emotions. According to Goleman et al (2018) self -awareness empowers people to see their full potential and allows them to perceive things differently. Moreover, individuals with high levels of self-awareness can identify how their feelings can impact on other individuals and their career or employment performance (Goleman et al, 2018).  Self-awareness allows individuals to have a better understanding about their own strength and areas of growth. Also, self-awareness allows individuals to identify their own weakness and limitation (Self Awareness, 2020). Furthermore, a self-aware individual is recognised by self- confidence. A self-aware person recognises his limits and capabilities and is less likely to set himself to fail (Kumar and Meenakshi, 2009). 
Moreover, the tool for understanding and training self-awareness is Johari Window Model (Self Awareness, 2020). According to Garge (2016) Johari Window Model was first introduce by psychologist Johari Luft and Harry Ingham in 1955, and its emphasis on influence of skill as interpersonal development, group development, behaviour, empathy and cooperation. The Johari Window represents the skills, experiences, feelings, intentions within an individual in relation to their group from four quadrants (Garge, 2016).  Each quadrant or region represent information known or unknown to the person, and information known or unknown to others. In order to be self-aware, the theory of Johari Window Model highlights that individuals have to reveal information about themselves and have to learn from other individuals’ feedback (Garge, 2016). 
Furthermore, taking psychometric and profiling questionnaires are effective tools that help identify individuals’ skills, knowledge and aptitudes (Manson, 2019).  There are two types pf psychometric tests: personality tests and aptitudes tests. There are several types of personality test, however the most popular test is known as Myers-Briggs Type Indicator (MBTI) which place the individual within on of 16 personality groups. Another type of test is Occupational Personality Questionnaire (OPQ) which test the individual personality to see if it fits with the employment (Manson, 2019).
SMART goal
My personal SMART goal is to accomplish the Certificate of Higher Education Skills for the Workplace.  The acronym SMART stands for Specific, Measurable, Achievable, Realistic and Time-based (Morgan, 2017).  Setting SMART goals is important as they provide individuals a clear objective to their goal (Cottrell, 2015). Also, setting specific goals require different characteristics such as been highly motivated, self-confident, organised and been aware of your own limitations (Cottrell, 2015). According to McLeod (2018), Maslow’s hierarchy of needs is a motivational theory, where each individual is motivated by needs. The Maslow’s hierarchy needs is represented by 5 stage: psychological needs, safety, love and belongingness, esteem and self-actualization needs.  At this present moment in my life, I am motivated to move up the hierarchy towards the self -actualisation need. Achieving and completing Certificate of Education Skills for Workplace will allow me to develop and grow as a person. McLeod (2018) stated that they are specific behaviours that could lead to self-actualization, such as taking responsibility, working hard, trying new things or being honest.  A criticism of Maslow’ hierarchy of needs is that the assumption of lower psychological needs to be satisfied in order to achieve the self-actualization needs can be accomplished. Several artists and authors, such as Rembrandt and Van Gogh, lived in poverty, however it can be argued that they achieve self-actualization (McLeod, 2018).
SWOT analysis
There are many methods and resources for successful self- management. According to Youth Employment UK (2020), self-management is an essential skill that involves a variety of qualities, experiences and approaches that can be used in any fields, either personal basis or career development. In support of this, Cottrell (2015) stated that self-management enables individuals to analyse their own situation by identifying different strategies.
 According to Cottrell (2015) a SWOT analysis is a planning and beneficial method which seeks to recognise the Strengths, Weakness, Opportunities and Threats (SWOT). SWOT is considered to be a widely used planning development tool that has many advantages and disadvantages. One of the advantages of SWOT is that is a simple diagram to comprehend (Sarsby, 2016). The advantage as been simple relies on the fact that any individuals with basic understanding of business can perform the SWOT analysis. Another advantage of SWOT is that is applicable to all levels within a company, from individuals, teams and groups, organisational unit to the entire corporation (Sarsby, 2016).  Despite, as been a very popular and used planning tool, SWOT has disadvantages. One of the disadvantages of SWOT is the use of poor-quality data (Sarsby, 2016). Also, SWOT takes in considerations data that is available at the particular moment that can be out of use rapidly. Moreover, it can be considered a limited tool as SWOT does not provide an answer to the issues that may affect the individual or the company (Sarsby, 2016).
	Strengths 
  According to Morgan (2017), employers emphasises and consider for employees with several qualities.  Different organisations will look for different aptitudes and qualities, however individuals should have personal transferable skills needed for a particular position (Morgan. 2017).  One of my strengths that I encompass is communication skills. Written or oral communication plays an important part in any higher education course undertaken by individuals (Cottrell, 2015).  Working with individuals in different companies, I have learned that communication is a two-way process. I have developed good listening skills, as been a good listening is essential.  I can express myself clearly and positively both verbal and written.  According to Cottrell (2015), students that develop good writing skills are more likely to do well in their studies. Consequently, writing skills are real strengths for students in their future employment (Cottrell, 2015). 
 	Furthermore, another strength that I developed over the time is teamworking. According to Maund et all (2017), groups have common goals and objectives, each member of the groups has to accomplish several roles and responsibility to contribute to the group effort.  Understanding my role within different types of groups, providing critical thinking, having organisational skills, communicating effectively with the team can contribute to the success of the group. Groups or organisations can use different frameworks or theory of team work in order to deliver high performance and achievement.  One of the theories of team work was established by Doctor Bruce W. Tuckman (1965) and it was known as “Tuckman’s Stages of Group Development” (Charted Management Institute,2020). This model is helpful because it highlights the stages of team development, as these stages starts from the moment the group has met until the group has been dissolved. Moreover, a report done by Lowden et al. (2011) as cited by Cottrell (2015) which included 22 leading employer organisations, such as Association of Graduate Recruiters and Council for Industry in Higher Education, acknowledged the top five skills an employee should encompass. The top five employability skills were: team working, self-management, problems-solving, knowledge of business and literacy and numeracy skills relevant to the post.
	Weakness
	One of my weakness is that I do certain things in excess at work, such as taking on too much responsibility and working to many hours. Being too detailed-oriented can be tiring and overwhelming. 
	

Opportunity 
 Being at university it gives me the opportunity to blend with a wide range of people. Also, it enables me to graduate and fulfil my potential.   However, I think the most important opportunity to me is that graduating university significantly it enhances the job opportunities. 
Threats 
One of the biggest threats I have I get distracted by social media; therefore, I lose focus and it has a knock-on effect on my time management. According to Adams and Blaire (2019) effective time management is linked to greater academic performance.  Therefore, using conversion strategies and transforming my threat, time management into a strength will allow me to achieve well academically. In support of this, Adam and Blaire (2019) stated that students use different strategies to make effective use of time, such as staying focused, starting a task or developing work plans. 
Self-assessment is a term used and applied in different ways, it can be used for individuals and their learning, however it can be used for organisations or organisational units (Bound, 2003). Self-assessment is a systematic process that gathers information about individuals about their personality type, aptitudes, interests and work-related values that shows their readiness for life or work (University of Reading, 2019). The benefits of self-assessment is that it allows individuals to develop critical thinking and encourages them to take initiative.  Moreover, according to University of Reading (2019) the significant key to self-assessment is reflection.
Reflection
Reflection can help individuals to develop a better understanding how their responses and performance can have an impact on other (Cottrell, 2015). Also, students are expected at the end of their studies to develop good reflection skills which will enable them to draw conclusions about what has be done and how they can improve (Cottrell, 2015). Reflection can be used in personal development, academic or employability. Reflection requires critical thinking. One of the theoretical frameworks for critical thinking is Bloom’s Taxonomy (Morgan, 2017). Bloom’s Taxonomy represents a hierarchical set of skills which distinguish different level of understanding, thinking and learning.  According to Morgan (2017), the Bloom’s taxonomy of academic skills includes: Knowledge, Comprehension, Application, Analysis, Synthesis and Evaluation. 
Various models of reflection often break down reflective processes within stages or steps (Cottrell, 2015).
Kolb’s Experiential Learning Cycle (1984) as cited by Cottrell (2015), consist of four stages: (Concrete Experience, Reflective, Abstract conceptualisation and Active Experimentation). In support of this, McLeod (2017) stated that Kolb (1984) emphasised that individuals will have an effective learning when they will progress through the fourth cycle stages.  The first stage, Concrete Experience it represents the having the experience or action. The second stage of Kolb’s learning cycle exemplify the Reflective Observation which involves observing or reviewing the experience. The third stage, Abstract conceptualisation implies ideas about what individual have observed. The last stage, Active Experimentation, involves planning the ideas into practice (Cottrell, 2015). There are other stages of model, such as Atkins and Murphy (1994) as cited by Cottrell (2015) that uses a six-stage model that includes stages of awareness of feelings, describing these feelings and analysing the feelings. Another model of reflection that focuses on feelings is Boud, Keogh and Walker (1985) model of reflection (Cottrell, 2015). Boud et al (1985) as cited by Cottrell (2018) is a model of reflection that argue emotions can override our rational thinking, which can help individuals to manage similar episodes differently. Moreover, University of Edinburg (2019) stated that the most popular model of reflection is Gibbs’ (1988) Reflective Cycle. Gibbs’ (1988) Reflective Cycle consists of six stages which allows the individuals to learn from an experience that they encountered at a specific moment. These six stages are Description, Feelings, Evaluation, Analysis, Conclusion and Action plan (University of Edinburg, 2019). 
Learning Styles
Individuals learn in different ways. VARK (Visual, Auditory, Reading, Kinaesthetic) learning styles was developed by Fleming and Mills (1992) who distinguish that individuals take information in differently, some will be learning through hearing, visual, verbal, reading or writing, and through touching or using information (Morgan, 2017).
Honey and Mumford (1992) as cited by Cottrell (2015) acknowledge that there are four types of learners: Activist, Reflector, Theorist and Pragmatist. After conducting a learning styles questionnaire, I scored the same in three different types of learning. Those were Activist, Reflector and Theorist (see Appendix 1).
Activist- when studying I like to keep myself busy and fully involve myself in any activities. Often, I will do tasks and making sure I get the maximum benefit from my work. I find some activities more engaging then others, however I am enthusiastic in learning something new all the time.
Theorist- when learning I tend to have a logical and systematic way of doing it. I always try to do my best in everything and I do like challenging tasks. I like improving my knowledge and ask questions to optimise my chances of keeping up to date with new information.
Conclusion
In order to achieve my personal SMART goal, I will allow sufficient time and attention towards the university and any lectures I will attend. Motivation is an important part of personal development plan; therefore, I will have more control over my personal motivation to direct this to achieve my goal. I am going to maintain my motivation by rewarding myself for reaching a short-term SMART goal, such as passing an assignment. I will develop strategies to improve my personal performance, such as improving my time management, developing a reflective journal and keeping an electronic diary. Keeping an electronic diary with all my deadlines and all my targets will allow me to be more organised. Organisational skills are vital in academic environment.  Developing a good routine for study and managing potential distractions, such as social media or television will allow me study most effectively and achieve my personal SMART goal. Gaining a better sense of myself as an individual will allow me to gain a sense of my strengths and weakness areas for improvement. Testing my limits and maybe trying things that I would not normally consider will benefit my academic performance. Nevertheless, recognising my own limits and asking support from university or friends it can help me manage my time effectively. 
Achieving my SMART goal will require developing particular academic skills, such as presentation skills.   Practising at home, with support from family and friends will enhance my ability to gain confidence to speak in public. Been perseverant, going over and practising will allow me to develop my presentation skills.
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Learning Styles Questionnaire 
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This questionnaire is designed to find out your preferred learning style(s). Over the years you have 
probably developed learning "habits" that help you benefit more from some experiences than from 
others. Since you are probably unaware of this, this questionnaire will help you pinpoint your learning 
preferences so that you are in a better position to select learning experiences that suit your style and 
having a greater understanding of those that suit the style of others. 



This is an internationally proven tool designed by Peter Honey and Alan Mumford. 



There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of 
the results depends on how honest you can be. There are no right or wrong answers. 



If you agree more than you disagree with a statement put a tick by it. 
If you disagree more than you agree put a cross by it. 



Be sure to mark each item with either a tick or cross. 
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1. I have strong beliefs about what is right and wrong, good and bad. 



2. I often act without considering the possible consequences 



3. I tend to solve problems using a step-by-step approach 



4. I believe that formal procedures and policies restrict people 



5. I have a reputation for saying what I think, simply and directly 



6. I often find that actions based on feelings are as sound as those based on careful 
thought and analysis 



7. I like the sort of work where I have time for thorough preparation and implementation 



8. I regularly question people about their basic assumptions 



9. What matters most is whether something works in practice 



10. I actively seek out new experiences 



11. When I hear about a new i dea or approach I immediately start working out how to 
apply it in practice 



12. I am keen on self discipline such as watching my diet, taking regular exercise, sticking 
to a fixed routine, etc. 



13. I take pride in doing a thorough job 



14. I get on best with logical, analytical people and less well with spontaneous, "irrational" 



15. I take care over the interpretation of data available to me and avoid jumping to 
conclusions 



16. I like to reach a decision carefully after weighing up many alternatives 



17. I'm attracted more to novel, unusual ideas than to practical ones 



18. I don't like disorganised things and prefer to fit things into a coherent pattern 
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I. · so long as I regard them as an 19. I accept and stick to laid down procedures and po 1c1es 
efficient way of getting the job done 



20. I like to relate my actions to a general principle 



21 . In discussions I like to get straight to the point 



22. 1 tend to have distant. rather formal relationships with people at work 



23. I thrive on the challenge of tackling something new and different 



24. I enjoy fun-loving, spontaneous people 



25. I pay meticulous attention to detail before coming to a conclusion 



26. I find it difficult to produce ideas on impulse 



27. I believe in coming to the point immediately 



28. I am careful not to jump to conclusions too quickly 



29. I prefer to have as many resources of information as possible - the more data to think 
over the better 



30. Flippant people who don't take things seriously enough usually irritate me 



31. I listen to other people's points of view before putting my own forward 



32. I tend to be open about how I'm feeling 



33. In discussions I enjoy watching the manoeuvrings of the other participants 



34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 
in advance 



35. I tend to be attracted to techniques such as network analysis, flow charts, branching 
programs, contingency planning, etc. 



36. It worries me if I have to rush out a piece of work to meet a tight deadline 



37. I tend to judge people's ideas on their practical merits 



38. Quiet, thoughtful people tend to make me feel uneasy 



39. I often get irritated by people who want to rush things 



40. It is more important to enjoy the present moment than to think about the past or future 



41 . I think that decisions based on a thorough analysis of all the information are sounder 
than those based on intuition 



42. I tend to be a perfectionist 



43. In discussions I usually produce lots of spontaneous ideas 



44. In meetings I put forward practical realistic ideas 



45. More often than not, rules are there to be broken 



46. I prefer to stand back from a situation 



47. I can often see inconsistencies and weaknesses in other people's arguments 



48. On balance I talk more than I listen 



49. I can often see better, more practical ways to get things done 



50. I think written reports should be short and to the point 



51. I believe that rational, logical thinking should win the day 
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52 . I tend to discuss specific things with people rather than engaging in social discussion 



53. I like people who approach things realistically rather than theoretically 



54. In discussions I get impatient with irrelevancies and digressions 



55. If I have a report to write I tend to produce lots of drafts before settling on the final version 



56. 1 am keen to try things out to see if they work in practice 



57. I am keen to reach answers via a logical approach 



58. I enjoy being the one that talks a lot 



59. In discussions I often find I am the realist, keeping people to the point and avoiding wild 
speculations 



60. I like to ponder many alternatives before making up my mind 



61 . In discussions with people I often find I am the most dispassionate and objective 



62. In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of 
the talking 



63. I like to be able to relate current actions to a longer term bigger picture 



64. When things go wrong I am happy to shrug it off and "put it down to experience" 



65. I tend to reject wild , spontaneous ideas as being impractical 



66. It's best to think carefull y before taking action 



67. On balance I do the listening rather than the talking 



68. I tend to be tough on people who find it difficult to adopt a logical approach 



69. Most times I believe the end justifies the means 



70. I don't mind hurting people's feelings so long as the job gets done 



71 . I find the formality of having specific objectives and plans stifling 



72. I'm usually one of the people who puls life into a party 



73. I do whatever is expedient to get the job done 



7 4. I quickly get bored with methodical, detailed work 



75. I am keen on exploring the basic assumptions , principles and theories underpinning 
things and events 



76. I'm always interested to find out what people think 



77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 



78. I steer clear of subjective or ambiguous topics 



79. I enjoy the drama and excitement of a crisis situation 



80. People often find me insensitive to their feelings 
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Scoring And Interpreting The Learning Styles Questionnaire 



The Questionnaire is scored by awarding one point for each ticked item. There are no points for 
crossed items. Simply indicate on the lists below which items were ticked by circling the appropriate 
question number. 
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