[bookmark: _GoBack] [image: E:\image001 (1).jpg]









 UNIVERSITY OF WALES TRINITY SAINT DAVID LONDON SW9 6EJ
                      PROFESSIONAL CAREER DEVELOPMENT
                               MODULE CODE: BMSK 4005
                 STUDENT NAME: CONRAD OLUBUKUNMI COKER
                               STUDENT NUMBER: 1713908














INTRODUCTION
This is proof of my portfolio that shows an insight knowledge that will help me to work efficiently and to understand my personal strengths including my weaknesses so that I can further develop the process of attaining my employment objectives and creating a plan of action. I will like to start with the history of my journey to this point.
I was determined to go back to the university, the reason being that I wanted to widen my expectations in terms of employment and improve on my employability thus I decide to select this course since I wish to open my own business someday within the security industry. Anyway my name is Conrad Olubukunmi Coker what actually swayed me was the fact that I want to be my own chief executive someday hence not working for others no more. I have actually worked with the London Underground and OCS group companies. I previously studied integrated business technology stage three.  My early years of education was in Nigeria where I did my primary and secondary education. My agenda is to someday own and run a security firm. Furthermore being a very passionate individual in my spare time, I like to help my community by volunteering when necessary. My hobbies are current affairs and listening to music.  
MY SELF- ASSESSMENT REVIEW
(Blanchard, 2013) describes self-assessment as a way to watch the system that analyses how skilled I am and the way forward by improving on it. It also evaluates and assess my own professional skills. 
This is also, about how I got myself self-motivated towards my goal and the different learning styles and business tools I used to achieve these goals. 
SELF-MOTIVATION
This is the concept to help motivate me on my objectives and accomplishments. It also implies the strength to continue to push for success. In my self-motivation test, I scored 38 points (Mind Tools, 2012). I was able to evaluate how motivated my efforts to achieve my objectives were.
The following variables required has helped me achieve the highest self –motivation rates. 
This enables me to say what I need doing to enhance my greatest characteristics like my self-confidence. My rating was 14 out of 20. Positive thinking this teaches me how to challenge and replace difficult ideas with beneficial ones. My rating was 12 out of 20 this also demonstrates how my objectives are on clarity, difficulties, commitment to my objectives and how I regularly gain feedback on those objectives. 
Evaluation of oneself says that I can find out issues and analyse my work life (Blanchard, 2013). My analysis is that my self-motivation is far higher than average when it comes to particularly my confidence. I am very motivated by my positive thoughts and future thoughts, but I believe that I can improve them using various resources like journals and articles. In addition, my motivation to achieve my objectives is that I can work in an environment that motivates me to achieve my goals.
VAK LEARNING STYLES
Reflecting back this consists of three different styles of learning, the visual style, the audio style and finally the kinaesthetic style.  These three types of learning styles differ from one to another just as the way we learn differ from one person to another. Fleming and Mills (1992) established these styles of learning in the early 1990’s. 
VISUAL STYLE
Learning by viewing so visual education is very useful for me, because I like to see my teacher up close in front of the classroom and can learn stuff through movies, documentaries, demos, shows, handouts, photos etc. I like to watch them visually. I use highlighters to identify important quotes in areas in my work. I believe this really will help me achieve my future objectives. Examples of visual style is seeing things written out on a chalkboard, using charts and diagrams to understand ideas, making notes while listening to presentations etc.
AUDITORY STYLE
This is learning by listening so that the style of visual teaching enables me to talk, listen to others, and understand sense by listening to sounds and phrases. The style of auditory learning is important for study groups and learning to read information or storytelling materials. This type of learning is still very important to advance my objectives. Using one learning style does not mean that you cannot use other learning styles to achieve your objectives. Examples of Auditory style is listening to classical music, taking part in discussions etc.

KINAESTHETIC STYLE
This is learning through hands-on experiences, moving, doing and touching. It is more of one physical form of education. This is practical rather than demonstrative mostly used in groups. You can also hear music, take breaks, walk and remember things and write questions. I believe that this style of learning is also important to my goals and my future work, particularly in the security sector. Examples of kinaesthetic style is child learning how to use a swing, an adult learning to drive, an adult learning to ride a motor cycle.
SWOT ANAYLSIS
A SWOT analysis is a business tool used to control situations. It demonstrates how to study your situation for a new challenge, objective or task. SWOT means strengths, weaknesses, opportunities and threats (Cottrell, 2010). It enables you quickly to resolve problems that needs solution with this tool.
I believe it will help me in determining my future goals.
MY SWOT ANALYSIS.
STRENGTHS: means knowing my strengths that will help me attain my goals or objectives.
· I am a person who is easy going, focused and loves to work hard.  
· I work together very well with people across boundaries.
· I have the capacity to ask significant questions about my college assignments or tasks.
· I am fully committed in opening my own firm.
· I have two badges in security.



WEAKNESSES: means knowing my personal weaknesses that will hinder me from achieving my goals or objectives.
· Sometimes I get very nervous when I am doing certain things or when I make class presentations even when I talk sometimes-in public I get very shaky.


· Sometimes I do things in a haste and this affects the quality of my work, and this also make me look bad in front of my colleagues.
· The need to do different things puts pressure on me if I have too many tasks to deal with.


0PPORTUNITIES: means looking out for any type of opportunities that will help me take control of the situation and attain my objectives.
· I will participate in a seminar related to business sometime next week where I can do some networking and training. This will give me a chance to get some contact for my business.
THREATS: means knowing of any types of threats that will stop me from attaining my objectives or goals,
· The present economic environment has resulted to a slow growth in the industry. This scenario in the nation is therefore uncertain.

SMART OBJECTIVES
This is a statement telling what my business objective is and how I want to achieve it (Morgan, 2017). 
My goal is to open my own business and my smart objective is to send out plans of my company to prospective customers as soon as possible.
Specific: what precisely I want to get finished. I am opening my own security business; I will visit organisations that will need my services and others that will require protection services.   
Measurable: How will I know if I can complete it or not. Within 5 month, I will be able to get my first two clientele.
Achievable: Am I able to attain this goal. I will tell my customers what I can do for them and what I cannot do as well. I will also work on building my portfolio and contacts. 
Realistic: Do I have the necessary tools to attain my Objective. I know I will be great at this type of business venture; I will use my contacts and focus on my target plan.
Time Based: what time do I want to attain this Objective? I will send out my proposals to customers and I expect within 4 months to have my first customer.  

MY ANALYSIS AND BELIEF OF THE WORLD OF EMPLOYMENT 
I will reflect on what I learned about the job market. This is about employability; Redmond’s (2010) argues that the key to employability are four essential’s qualifications, work experience, strategies and contacts. This will make me marketable for jobs. Qualifications helps me to carry a lot of weight among recruiters or job agencies while work experience is the key to employability hence a lot of student go on work placement. Work experience also includes personal progress, new learning and skills progression and feedback, clear targets and objectives and on-going support and contact.  This makes it easier to get jobs. Strategies explains how CV’s applications, assessment centre approach recruitment strategically. Contacts are also important because it is who knows you, it is not what you know that matters (Redmond, 2010). It is vital to have business cards to give to people because they can be easy to keep than say CV’s and emails. This why I am in the university where I can learn to sharpen my skills and knowledge.    
JOB-RECRUIMENT SELECTION PROCESS
Selecting a number of candidates who are prepared to apply for a specific job or training program means balancing information from candidates with essential skills, as specified in the writing, and selecting the candidates who meet the essential provisions for the selection process (Morgan 2017). Recruitment process is an essential process in this regard. I believe that this process should be economical in methods, thus creating resources for adequate candidates, to ensure that the best suited for the job and the organisation are known and that the decisions made are on merit solely throughout the process. 
THE PROCESS IN RECRUITMENT AND SELECTION
This is the process where good applicants selected because of the job requirements for the job hence job recruitment planning.  
JOB DESCRIPTIONS
This is the informative paperwork on work specification in an organisation, the scope, tasks, responsibilities and conditions of work through the job analysis process. The method for determining the qualifications needed for your job is an employment assessment (Morgan, 2017).
PERSON SPECIFICATION
This is how an organisation prepares an interview plan for applicants and set about criteria to use to remove unfair candidates.

PERSON SPECIFICATION – CONSIDERATIONS
· Avoid bias built on race, status and sex.
· Put in place a rational amount of power and accomplishment.
· Do not explain necessity as this could miss the right candidates who do not exactly meet the set criteria. 
SOURCING CANDIDATES
Candidates can be source from various places such as 
· Agencies for recruitment.
· Social networking sites online.
· Notice through Newspapers.
· Radio commercials.
SHORT LISTING 
Selection methods is the best way to ensure fairness and shortlist candidates for jobs for interviews.
SELECTION METHODS
A selection interview is to decide for what particular purpose if someone has the correct skills for a particular job (Morgan, 2017). This can done through Numeracy, oral and reasoning tests. Furthermore, it can done also through structured or unstructured interviews. 
REFERENCES
This should be available only when requested; it is also a statement showing that you have worked somewhere. Always tell your referees when you want to use them before you use their name and contact or details hence they should not be family or friend. Make sure it is someone who is able to identify your positive and negative flaws (Morgan, 2017).
WHAT EMPLOYERS EXPECT FROM THEIR STAFF
Reflecting on what most employers expect from their staff is certain attributes. There many qualities like an active listener, someone who trustworthy, someone that is able to integrate quickly, some that can work safely but I will briefly speak about three such endearing qualities starting with trustworthy.
TRUSTWORTHY
Being Trustworthy is what an employer cherishes most from a staff member and in any case, it means not telling lies (Van Emden, & Becker, 2010). Employers always value staff who are willing to operate on time and who are responsible for their inadequacies. Employers believe that they are reliable and accountable type of workers. This is something that employers want to see in their staff.
GOOD TIME KEEPING
Employers appreciate staff that fulfil significant deadlines, plan and perform their duties in advance on time and show how dedicated they are to their tasks.
BEING RELIABLE
This is means that employers expect staff to be on time to work and do the work scheduled for them to do. When you are reliable, it also means you are being honest which a fine quality (Cottrell, 2010) is.
ACTIVE LISTENER
Employers value staff who can hear and present their thoughts verbally and in writing. Employers want to see these characteristics in all employees thus this is one of the main abilities that enables people and companies to succeed.
WRITTEN STATEMENT
A written statement of employment are details of employment for an employee. They consist of things like the name of the employer and employee, the place of work, the rates you are payed per hour and overtime, when you started work, what type of staff you are, discipline rules, sick pay schemes, pension schemes, holiday entitlement.
CONTRACT
A contract is a written or spoken agreement regarding employment, which shows one undertaking an offer of employment.
EMPLOYER’S DUTIES TO EMPLOYEE’S
An employer’s duties to his employee is as follows:
· Providing them work.
· Paying them for work done.
· Paying back work expenses.
· Protecting them from bias.
· Health and safety at the workplace.
· They must not steal.
· Right to sick and maternity pay. 
BREACH OF CONTRACT
This is another important part of employment. A breach of contract usually occurs when there is failure on my part to perform any promise that forms all or part of my contract.
RULES AND REGULATIONS AT THE WORKPLACE
These are important ways of ensuring how to guide the workers in the workplace. These guidelines in the workplace are normally clear, precise, and visible in the workplace. Employees must also have easy access to these rules and regulations especially on disciplinary matters. These guidelines are in kept check at all times.
In order for rules and regulations to followed, you need to provide the staff this guideline by induction or training. Furthermore if they fail to meet this guideline there should be penalties. These penalties could range from a suspension, caution, warning, and demotion and so on. There are different types of offences in the workplace ranging from negligence, theft, safety offences and insubordination.	 


CAREER AMBITIONS AND ASPIRATIONS
I was born in England, but brought up in Nigeria, before I returned to Britain, anyway my name is Conrad Olubukunmi Coker I did my primary and secondary school in Nigeria and studied Integrated Business Technology at Lambeth College in Brixton. I am very good with computers, and I am very attentive type of person and I am currently studying at the University of Wales Saint David Trinity. My study is Higher education level four certificate skills for the workplace, which I intend to finish shortly. My aspiration is to work as a committed executive this one of the primary reasons I returned to the university. My key ambition is to further my studies to a degree level, so I would like to move up to level five to study BA Management and leadership skills, which is why I am studying Higher education level four certificate in skills for the workplace so I can acquire the abilities required to open my company one day. Moreover, I think I can succeed in attaining this dream, given my contacts and my experience working for the London Underground and the OCS group companies. What particularly influenced me was that the community has done so much for me thus I want to give back something in return. My active pastime is watching football. I am an active member of Arsenal football club that is in my locality.  

PERSONAL DEVELOPMENT PLAN
This is the process where three ideas of personal development are brought together which are improving on learning and performance and forward planning to attain my goals whether academic, personal or professional (Cottrell,2010). Personal development plan helps me to know what I want to become in the future, which is to open a security firm or business. It is also about putting down on paper how I have improved on my strengths, what I have achieved from my weaknesses during this learning time and how I can use my qualities to my advantage.  Personal development plan is more of a wide-ranging long-term idea to see me expand my skills in preparation for an uncertain future in employment (Nadler and Wiggs 1986). I can attain this by training, learning and development. Training is the best way for me to increase my work performance and expand on my current skills and special knowledge, while learning helps me to deliver how I experience something in the real world of today. This includes new learning and skills development, feedback, support and objectives.
  
DEVELOPING SKILLS
The skill I will like to develop is encouraging a stance towards others in a work group. I believe I can attain this by not being too judgemental, reading books on the subject that gives you a better understanding on the skill and listening to ideas from other members of my work group.
The tools or resources needed are friends who can give you feedback on my progress, books on team working and online resources. Furthermore for me to improve on this skills I need to practice this situation as often as possible maybe on a daily or weekly basis and get feedback from friends like evidence of statement. This skill I believe with help me when I work in teams.
The next skill I will want to develop on is my critical thinking. I think I can attain this by having debates about different topics with colleagues. Another way to improve my critical thinking is by doing group discussions that have strong topics and questioning other people points of view before making your own point on the subject matter. This as well helps me with my thinking abilities. The tools or resources needed watching television interviews and debates especially on current affairs. Giving your own thoughts about discussions and as well questioning my thoughts in the process helps with my critical thinking. Being able to practice this on a weekly basis will helps increase my critical thinking. I believe this skill will help me when I do have business meetings.






Keeping a good eye contact during presentations is another skill I need to improve. This is essential for presentations. In other to attain this, I need to practice my presentation skills in front of family and friends and do a lot of public speaking. The tools needed by me are online tools, computer, books on presentations skills and friends. I should make time every week to put this into practice and get feedback from friends. This will help me also with business meetings especially when I need to communicate with my staff.
The next skill I will like to develop or improve on is my writing skills. I believe I can attain this by writing a lot essays about different subject and getting feedbacks from my tutor. The tools or resources needed are online resources, books on writing essays. I will need time to practice on a weekly basis thus the work needs to be timed and notes compared with another person who wrote on the same subject. The most important aspect is that I am willing to work on my weakness. I can evaluate this with help of my lecturers. I believe this skill will help me when I am writing reports. 
Good time keeping is another skill I will like to improve on. I can attain this by setting up reminders for tasks ahead of time by using modern technology like a smartphone. Writing down my daily tasks somewhere where I can see them clearly and act on them effectively. I can use alarm clock where necessary as well. I can assess myself regularly as possible to see how I have improved by getting feedbacks from colleagues. I believe this will help me with my day-to-day tasks. 

CONCLUSION
My believe that I have a lot of prospects in terms of skills that I can bring on board and the available resources that I can use in boosting or building up myself has helped turn my weaknesses in strengths and I will still continue building up my skills in preparedness for the future. I was able to know what skills I can to use to achieve my goals or objectives and what plan of action that is required to get it done. My SMART objectives and SWOT analysis were my way of showing how I will go about achieving my goals.   
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