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[bookmark: _Toc57140282]Purpose of the report

This reflective report follows the course of my experiences in the academic and professional environment, following Kolb's reflection cycle. This model of reflection focuses on the concrete experience, discusses the feelings and the perceptions towards the event; then it takes the reflection at a deeper level through theoretical ideas in order to understand why the things went as it did, culminating in the planning and implementation of new things learned (Kolb, 1984). Also, experience represents the key factor in this reflection cycle. It is the starting point, and it offers new points of view from which knowledge and lessons can be extracted. Reflection can be a great tool to know how to use the good events and how to improve the bad events, making them as strengths and personal advantages. Furthermore, it has proved as a key element in professional progress (Helyer, 2015). Experiences of any kind shape a person in a certain way. I chose this model of reflection due to the simplicity and practical application in helping me in the learning process.
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Learning can make a difference to an individual's professional life. The more open he is to capture information and learn how to use it for constructive purposes, the more he will progress. Having at our disposal a multitude of information, it is necessary to be selective and to take what is useful to us for our development and performance. I like to be up to date with the latest discoveries, to read information from various scientific fields, to critically analyze the avalanche of data available from so many sources. I believe that the workplace is the most convenient opportunity to apply your knowledge and discover what you need to progress. 
The desire to advance motivates you to improve your skills and to resort to formal and even non-formal forms of education. Education was the bridge that connected what I was and what I wanted to achieve, along with conscientiousness, openness, work, and dedication.
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After finishing school, I got involved in many jobs and gained experience. Having an ESTP personality type (Myers, 1962) I learned how to relate to people from different social backgrounds, how to make the best decisions in the long run and in the short term (Appendix 1). I quickly learned the tasks I had to do and got involved in the work with dedication and responsibility. I was considered by my leaders to be resourceful, active, direct and I was open to their feedback. People feel at ease when they work with me because of my fun spirit, transparency in thinking and approachable attitude.
Now, I am employed in a factory that expands from year to year due to the quality of goods it produces. I offered recommendations to many people I have worked with in the past and who wanted to change jobs. They trusted me and came to this factory. Now they are very satisfied. I started working on the production line, and along the way I was moved to different stations. Thus, we gained a lot of knowledge about the operations produced in the factory.
Eventually, I was moved to the warehouse, where I gained knowledge about the workload behind the supply of production lines. Basically, I knew how to find the parts, how to organize the goods and how to proceed to put a work order into operation. Due to the expansion of the factory, many new people came, and new jobs were made available. Having experience and knowledge, I was confident that I could get a job as a warehouse supervisor. However, I did not get the job because there was another candidate who had a degree in management and leadership, with little experience. He obtained the job and learned the work processes along the way. I realized that my experience was not enough in these circumstances and I researched to find out what kind of qualification or diploma I need to get a supervisor position (Appendix 3). Consequently, I decided to sign up for the Workplace Skills course and to study to gain the diploma that I need. I have never attended a higher form of education until then. This is a new experience in my life.
During the six weeks of courses, I learned, first, how to discover myself through self-awareness, by reflecting on my own desires, plans, abilities, and experiences. I also discovered the usefulness of tools such as SWOT analysis, learning style tests, personality tests in relation to the development of my employability skills. I also encountered difficulties in using the Teams and Word applications because it has been a long time since I last used them. Besides these things, there was a lot of information about the subject and I needed extra time to understand it.
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At first, I felt overwhelmed and thought I would not meet the requirements. I felt that if I did not act, I would fail and lose the long-awaited opportunity to have a diploma. I told myself that I must start somewhere, and I filled in two learning styles questionnaires available on the platform of the Professional Career Development course to discover how it is easier and more efficient for me to gain the information and develop it in a skill (Dunn et al., 1984). After finding out the results of each test, I read carefully what suits each of my learning styles. 
According to the VARK questionnaire (Appendix 1), my learning styles are Auditory and Kinesthetic. The best ways in which I perceive information are audio lessons (presentation, lecture), conversations, debates, but also through practical applications. Tabatabei (2018) reported that auditory learning people also interpret the message’s underlying meaning through the paraverbal characteristics of the speech (tone, speed, pitch). Knowing these things, I searched the internet for multimedia tutorials to help me learn again how to use Microsoft applications. After watching, I put into practice what I watched, accessing Teams several times, and creating simple Word files. Because the courses took place in the form of lectures and discussions, I managed to capture information and understand it, which matched my learning style perfectly. Being an activist (Appendix 1), I was glad that I could participate in the campus classes. I could feel better the studentship experience due to the presence face to face. I felt motivated and wanted to make the overwhelming mission of graduating the course a step-by-step journey, designing a SMART goal. Cetin (2015) found that creating this kind of goal allows for better observation of progress which leads to a higher level of self-efficacy, increased motivation, and self-regulated learning. When I manage to do what I set out to do, I feel very encouraged to take a risk in the future, because I am confident that the method of work was productive .
My SMART goal is to graduate the Workplace Skills course, by obtaining the diploma, following successful participation in courses and evaluations, during the academic month of 10 months. 
To achieve a goal, it takes a commitment to hard-work and discipline. The difficulties encountered pushed me to get out of my comfort zone and look for solutions so as not to be left behind, in order to overcome my lack of knowledge or skills. I imagined this experience as a road to graduation. To get the diploma I needed, I first had to accumulate knowledge and experience in order to acquire it and use it properly.
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To get the position of supervisor, I need a diploma in leadership. To perform the activity of supervisor, I need to acquire the necessary skills. A person who has a diploma must know how to use it at the height of the advantage it offers. Following the report by CBI (2007), employers want their employees to know how to use their academic knowledge gained in the professional and practical workspace. It is not enough for me to have the knowledge at a theoretical level, but it is necessary to put it to the benefit of business’ activity. 
According to the DISC (Appendix 3), the Dominance type characterizes me, strong-willed, independent, with high self-confidence (Sugerman, 2011). It is recognized that extroverts can be great leaders due to their openness to relationships, the ability to adapt, to be flexible, to develop resilience strategies faster. However, following the experience described, I missed a few things and I failed to get the desired position. 
Using a SWOT analysis, I evaluated what skills and advantages I have and what shortcomings, respectively threats I can identify regarding my SMART goal (Appendix 2). The SWOT matrix is an efficient tool to measure the competencies and spot the opportunities to be used in future (GÜREL, 2017).
Following this analysis, I identified my strengths as participation in courses, punctual preparation of homework, openness to learn and discussion. Free speech, debates, public presentations are points that strengthen my academic success, especially because some lessons are online. I enjoy getting involved in discussions to develop ideas so that I understand the information. Moreover, I practically speak English to develop my vocabulary and fluency. These characteristics prove my active interest in graduating and conscientiousness in the quality of my career. On the other hand, I identified as weaknesses the professional writing skills (reports, essays, search for references and citations, paraphrasing). Also, reading several scientific articles is a difficulty for me if I do not find exactly the information I need. 
The opportunities are numerous in this regard. In terms of information, the Internet is the basic source of data acquisition, in addition to the university's online library and resources on the Moodle platform. One-on-one tutorials and Q&A sessions are also useful for retrieving the lessons I partially attended or for better understanding certain things.
The threats I have identified are the deadlines for evaluations. I must deal with family responsibilities, work, and university. So, if I fail to prepare my homework and send it on time, I have no chance to pass and get the diploma.
To get over this threat, it is necessary to create some time management strategies. These are useful not only for me to successfully complete my homework, but also to achieve my SMART goal. Brunner et al. (2015) reported that time management is a fundamental skill that employers want from their employees. This means not only being timekeeping, but also the ability to meet deadlines for solving tasks. These require intelligent, efficient, and practical organization. Writing skills are also required by employers, especially the creation of reports, presentations, speeches, tables, and questionnaires. 
These weaknesses and threats relate to employability skills, so I need to turn them into strengths to bring them in my favor and ensure my success in achieving my SMART goal.
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To achieve my SMART goal, I need to divide the process into smaller parts and take it step by step. Having at my disposal the resources mentioned along with my strengths, I need to create some strategies to overcome my weaknesses and successfully put aside the threats, designing a personal development plan (Appendix 4). 
My first learning objective is to learn how to create a professional PowerPoint presentation. This is one of the most common digital skills required by an employer in the management area, in addition to the internet, social media (Leahy and Wilson, 2014). I will watch online tutorials about creating effective presentations with a professional look. I will need to update my PowerPoint application to exercise and I will successfully create three presentations by 12th of December. As the VARK questionnaire shows, my best way to learn in this case is to watch and listen to somebody else how can this task be done, then put it straight into practice. 
My second learning objective is to manage my time so that I can deal with projects for academic evaluations. I am active and practical, so keeping a simple to do list is not one of my best ways to be organized because it is possible that I would not remember to pay attention to it. By disciplining myself in this field, I will be able to take on greater responsibilities in the workplace that involve organizing, meeting deadlines, and solving tasks successfully. Mancini (2003) emphasizes that the people who use time wisely have more achievements and this lead to greater satisfaction in life. I will use the Google calendar application to write the courses, schedules, the assessment’s deadlines and create alarms for one day before every important date. Besides, I will minimize the time spent on social media and browsing online newspapers, so I can focus more on my projects. I need to update my calendar every week, especially after I progress by ticking every task by the 12th of December. 
My third learning objective is more general and goes beyond weekly academic experiences. This is to listen to motivational messages and stories of successful leaders on platforms like Ted to learn and be inspired. I will listen to two speeches each week, share what I have learned with my family and close friends and use what I have discovered at work. I believe that I can become a good future leader if I listen to and learn from other successful leaders who have a positive impact on their environment, in their business. 
I am confident that these goals will help me a lot in achieving my SMART goal, and further, they will be useful in my professional development.
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Education is the only way a person can advance. If the person proposes a goal, it takes a lot of work, preparation, change and getting out of the comfort zone to get where he wants. I thought I could only advance based on the knowledge I gained from everyday life, but that was not enough. I enrolled in special courses, I got in more contact with the academic world, I learned from scientific methods how I can be more effective, how I can acquire information and overcome the shortcomings in my preparation for work and life. Starting from an experience in the work environment that I did not necessarily want to have, I was motivated to go further and look for solutions. This challenged me to think and discover that I can be more than I am now. The time is precious and the resources must be carefully selected because there are so many available. And finally, all knowledge must be put into practice. A good leader will use the experiences of everyday life at work to look for how he can be better, more organized, more productive. The activity of the people under his responsibility also depends on him and, further, he influences the efficiency of the company. I want to become a responsible leader who inspires, motivates and contributes to the success of other employees. I want to use my potential to excel in what I do and what I want to become.
I am confident that I will complete the necessary academic training and I will advance to the job based on my work and knowledge.
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Learning Style Questionnaires

1. VARK Questionnaire

After answering the 13 questions of the VARK questionnaire, I found out the following scores: VISUAL- 3 answers, AURAL- 5 answers, READING/WRITING- 0 answers, KINESTHETIC – 5 answers.
Conclusion: My learning styles, according to the VARK questionnaire, are Aural and Kinesthetic

2. HONEY & MUMFORD QUESTIONNAIRE
After answering the 80 questions of the Honey & Mumford questionnaire, I found out the following scores:
ACTIVIST- 15 answers REFLECTOR- 8 answers   
THEORIST – 13 answers PRAGMATIC – 12 answers
Conclusion: ACTIVIST>THEORIST>PRAGMATIC>REFLECTOR

3. MYERS-BRIGGS
After answering the 70 questions of the Keirsey Psychometric test, I found out the following scores E- 22 S-18 T-17 P-13.
Conclusion: My personality type is ESTP.
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4. SMART goal
To graduate the Workplace Skills course, by obtaining the diploma, following successful participation in courses and assessments, during the academic month of 10 months.
S (Specific): graduate the Workplace Skills course
M (Measurable): obtain the diploma
A (Achievable): by participation in courses and assessments
R (Relevant): it is necessary to develop my career
T (Time): 10 months

5. SWOT ANALYSIS

STRENGTHS:  participation in courses, punctual preparation of homework, openness to learn and discussion. Lectures in aural format. Develop my speaking in English

WEAKNESSES : Lack of professional writing skills and digital skills

OPPORTUNITIES :  Tutorials, Q&A sessions, online library

THREATS : deadlines of assignments, poor balance between responsibilities
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6. DISC questionnaire:
Dominance: 80%
Influence: 74%
Steadiness: 70%
Conscientiousness: 68%

7. GAP analysis
GAP analysis (Warehouse supervisor)
Job description
Qualification required: Certificate of Higher Education in Workplace Skills
Status: No qualification.
What is required for achieving qualification:
Study for certificate: 1 year
Complete module: Minimum 50%
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8. PERSONAL DEVELOPMENT PLAN

	What do you want to achieve?
	How will you achieve it? 
	What do you need to achieve it?
	How will you evaluate success?
	Target date

	Learn how to create a PowerPoint presentation
	Watch online tutorials
	Updating my PowerPoint application
	Creating 3 presentations
	12th of December


	Learn how to manage my time
	Creating mobile notifications for every event or task
	Google Calendar
	Finishing my projects before the deadline
	12th of December

	Learn more about leadership
	Listening to motivational speeches, Ted Talks
	Good messages and speakers recommendations
	Talking about what I learnt every week
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