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Introduction:
I have made a portfolio here to be able to work on my professional career development. In the portfolio I have mentioned my life journey till now. Though my life line graph I have tried to explain the ups and downs of my life till now. Next I have looked in to the available skills and knowledge factors to be able to evaluate my strengths and weakness using various evaluation tools like, SWOT, Johari and SMART objectives.
After evaluating myself I have set a personal motivational chart to find out how strong I am to achieve my weakness and to motivate myself. 
As it is a personal development portfolio I have explained a few learning styles like, Gibbs cycle, Honey-Mumford, Kolb and VAK styles and found Gibbs learning style is the most suitable to explain my learning method and style. 
Next I tried to measure myself to find what qualification do I need to be ready for employment and also does it matches with the employer’s requirement or not. Finally, with all that I have or not, I tried to make a plan for further improvement issues and also built an action plan to achieve my goal.

Personal Lifeline journey:
Human life cycle starts with the birth and comes to an ends with death. Every person’s life is different. We all have to travel through different stages of life. A human life can be divided into 5 stages of infanthood, childhood, juvenile period, adolescent and adulthood. (Cole, 2003)
Here I am going to explain my life graph to measure out my high point/low point of my life till now. Through this life line I will try to figure out the driven forces which helped me vastly to achieve my high point in my life and also with that I am going to look at the low points of mine.
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Source: (Abello et al., 2016)
My infant and childhood stages were full of love and compassion as I was the only girl in my family. Even though I can’t recall much about that stage but the love and compassion I have within myself as an adult now is the reflection of my childhood. After this my life got little bit complicated. I got diagnose with mild learning disability in my toddler stage. I faced difficulty in reading, writing or even concentrating on something. That affected my overall confidence level. I used to feel lonely and useless throughout my junior school year. I didn’t even have many friends at this stage because of my disability. Then in my Juvenile Period, around my higher studies time with the help and support from everyone I started to feel confident. I learned to fight through my disability, and learned how to cope up with it.  My Adolescent period was the most emotional and physically challenged period of my life. This time represent the age period when you are neither adult nor young. (Blakemore, 2008)  This period is usually very confusing for all the youngsters.  Like all other youngster, I also faced some emotional challenges in this stage. At this time my life graph was going low and low. I used to feel that nobody understands me properly, or everyone tries to control me. I was a having a personality conflict within myself. But with time I survive through those problems (Sowell et al., 2003). Next I started my Adulthood period; this was the best time of my life. Emotionally I was in a better place at this point. I was enjoying my study, my college, and my friends. I had a clear vision for my future. I finished my college degree in this stage and started my work life for the first time. In a way it was the start point of my real and practical world (Frank F, 2010). Motherhood:  I had the biggest changes in my life in this stage. I was having a mixed feeling at this time. Even though I was supposed to be at my peek and yes I was at some point but at the same time I was feeling overwhelmed with the responsibility, adjustment and ultimately sacrificing my career for the wellbeing of my child  were the hardest decision which I had to take. The transition of shifting from office life to home put a great impact on me.  I suffered from Depression for quite a long time in this stage. It was emotionally very hard time for me. After touching the lowest point of my life I decided to change my situation and made a plan to help myself. I started to self-motivate myself. I went back to my job but instead of being a full timer I started as a part timer. Also I decided to focus on my educational qualification. I came back in the study. My current self-motivating time phase has given me stability, self-control, purpose and more importantly self-satisfaction in my life.

Skills and knowledge contributing: 
This employability skill is transferable skill. In any workplace it is expected that the employees will have some transferable skills within them rather than only have the academic knowledge. Both the private and public sectors value these skills (Doyle, 2019). The employability skills can be divided into two sections. One is academic skills and other one is transferable skills. Academic skills are those anyone can achieve through academic study (Regie, 2011). On the other hand transferable skills are portable skills. People can usually achieve these kinds of skills through real life experiences. 
There are various ways to achieve those skills. We can divide these skills into four segments.
Personal skills- 
Integrity –Employee with this skill shows their trustworthiness towards the organisation.  They show caring, honesty, and compassion in their character. These employees are very truthful and keener to follow the rules of the workplace. 
Adaptability – Adapting capability to the new working environment is very important. Embracing new organisation, colleagues, changes, plans and actions are the key factors for the candidates to be successful.
People skills -
Communication-Communication; talking, listening, understanding is the most basic medium to transmit any message in the business. 
Communication can be verbal or non-verbal kinds:
Verbal:  This is the kind of communication that we do face-to- face or in written.
Non-verbal: This kind of communication is usually through our body language.

Teamwork- An individual can think of an idea for a business but a team make that idea a business. Open to everyone’s suggestions, respecting everyone’s interaction is very important for any business to succeed.
Applied knowledge –
Academic knowledge – Academic knowledge makes anyone qualified to apply for the job. Academically successful candidates are more likely to be hired by the company than others. To be able to apply for a job it is essential to full fill the desired academic qualifications. It helps adolescents to make well informed planning, critical thinking and decision making as well.
Practical skills- Academic skills are the one that makes you qualified to apply for a job but practical skills are the one that helps you to keep that job ongoing for you. Practical skills are unique and are gained through personal experience. 
Technology or digital literacy skill- Without technical knowledge it is not possible to survive in this world. This up-to-date technical knowledge gives any individual advantage in the workplace.
Workplace skills- 
Planning and Organising –In any job, making a well-informed plan and also implementing is very crucial. To achieve this most desired skill employee needs to be an expert in this sector.
Problem solving and decision making – This skill helps to identify problems, communicate the problem with others and finds out the best way to solve the problem by taking ultimate decision. To be able to reach to the higher management level this skill is essential. Because the more top level position you reach the more crucial problem solving and decision making skills you need to practise every single day (Turner, 2001).

Self-motivation review:  
This is the drive that encourages any individual to pursue for their goal. And make necessary changes and development to do so. 
“Self-motivation is, in its simplest form, the force that drives you to do things” (Skills You Need, n.d.).
Setting up personal objective helps to make a clear future plan for the individual and makes it easier for the person to keep track on the progress. To achieve the target self-motivation is essential. Self-motivation within the individual is the factor that thrust anyone to go for the unthinkable. To able to motivate you to achieve something is a very unique and useful skill (quest meraki, . (2017). 










Self-motivation quiz:
[image: ]
 Source: [(quest meraki, 2017) inspired by MindTools]
Score analysis:
From the above motivation quiz my score is 36, which indicate my motivation level is moderate. It means that I am not in a bad side but I have to try to improve myself. It shows that I am very clear about my vision but in times of calamity I lose my temper and patience. I need to consciously try to overcome it.

Learning styles: 
Learner’s personal preferences, experiences, personality, and coping capacities can influence the pattern of learning. (S K and Tay, 2017). Below few learning cycles are being described:
Kolb’s learning styles: 
Kolb’s cycle is experimental learning. In 1984 David A. Kolb published a book to introduce this learning model. Kolb’s learning model mainly concrete on learning by actively doing something rather than watching or reading about it (Mcleod, 2017).
The first stage of this cycle is concrete experience stage. This stage requires active involvement in the task. By involving actively here the learner will achieve practical experience (Kolb, 1984).
Secondly this cycle concentrate on reflective observation by Observing, reviewing and overall reflecting on the matter. Analysing the experience from every angle and take lesson from that experience for future references (Kolb, 1984).
In the third stage it focuses on abstract conceptualisation. Here learner compares the outcome with previous experience or with any existing theory to be able to make a well screened decision. 
And finally the last stage is Active experimentation. Here learner make up a plan considering all the theories and experience and choose the best set of action plan to execute and also make tentative predication about the outcome.
Kolb cycle of learning:
[image: ]
Source: (McCarthy, 2010)
Honey and Mumford learning styles: 
In 1986 Peter Honey and Alan Mumford introduce a new learning style inspired by the Kolb learning cycle call Honey and Mumford style (Mobbs, 2010).
Honey and Mumford style are mostly known as a self-administered questionnaire learning style. Here instead of asking for knowledge directly, learner prefers to put on a questionaries’ to find out the outcomes. It helps the learner to improve himself by rectifying previous mistakes, consciously avoiding the mistakes and keep the lesson learned for future (Mobbs, 2010).
[image: C:\Users\EKAZREZ\Desktop\sem 3\877244909.gif]
Source: (Rumson, 2017)

Honey and Mumford’s 4 learning styles are,
Activity – Here learner usually learns by explore new thing by doing it rather than spending time on reading about it. Here learners Act fast and immediately and think about the consequences later on.
Theorists- Learner Depends on facts and figures. Here learner prefers to consider all the available theories before doing anything.
Pragmatists – These kinds of learners tends to apply the learned theories into practice to find solution. They love to experiment with ideas to find best alternatives for their goal.

Reflectors- These are the people who love to apply the ‘wait and see’ game. They prefer to wait and watch rather than jumping into any conclusion.

VAK Learning style: One of the most widely used learning systems is Fleming’s vak. VAK stands for visual, auditory and kinaesthetic learning process (Gohlianni, 2015).
Visual: These kinds of learners learn through visual effect, photograph or images. Around 60%-65% of the total population practice this style (S K and Tay, 2017).
Auditory Learning: Hearing and speaking is the two most important primary element of this learning style. Around 30% of the main population use this learning style(S K and Tay, 2017).
Kinaesthetic Learning: These kinds of learners are basically do-ers. They learn through touching, moving and ultimately doing the work practically. Around 5% of the total population practise this style(S K and Tay, 2017). 
[image: C:\Users\EKAZREZ\Desktop\sem 3\untitled1.jpg]
Source: (Gohlianni, 2015)


Personal development plan:
SWOT analysis- 
SWOT analysis stands for S for strengths, W for weakness, O for opportunity and T for threats. With SWOT analysis a business can do internal and external element analysis.  
Through the internal elements analysis business can get a clear picture of resources, capabilities, core competencies and competitive advantages. (Pluchevskaya, 2017).
Through the external element analysis, market opportunities and threats at the competitor’s environment can be identified.
SWOT analysis is an evaluation method used to identify firstly, the internal strengths which eventually motivate to give your 100%. Secondly, identify and understanding your weakness so that the organization can make plan to overcome it. (Sammut-Bonnici and Galea, 2015). Thirdly point out the opportunities available in the business environment. According to Thomas A. Edison, “we often miss opportunity because it’s dressed in overall and looks like work”. Fourthly, using SWOT analysis business can eliminate hazard by flagging out the available potential threats around the business (GÜREL, 2017).
Evaluation of own self using learning tool: 
Here I am going to use SWOT analysis tool to evaluate myself. I can also use the score from my self-motivating chart to do my self-assessment here as well.
	

Strength
· With my academic knowledge I have more than five years of customer service experience which gives me an advantage than others. 
· My expertise in researching and analysing any problem from various angles. 
· My previous experience helps me to maintain a good inter personal relation with others and also makes it easy for me to understand the customers mentality.
	

Weaknesses
· Getting effected and feeling demotivated by failure quickly. 
· Lack of interest in new options and technology.
· Difficulty coping up with any changes. Whether its environment, work pattern or even any new system changes will makes me uncomfortable instantly.
· Language barrier makes me less confident.

	Opportunity
· Achieving different academic qualifications opens up various opportunities for me.
·  Entering new GPs every year in the market as a competitor can be a good opportunity for me.
	Threats 
· Unstable political, economic or social environment.
· Ever changing government rules and regulations.
· Balancing academic and professional life together.



	Source: (GÜREL, 2017)

Johari Window: 
Johari window was developed in 1950 by American psychologists Joseph Luft and Hanry Ingham. It was named after combining both the developer’s name Jo and Harry. (Mulder, 2017). It is a simple tool which emphasising soft skills, behaviour and empathy to understand self-awareness, personal development internal and external communications and team development. Johari window communication flows by giving and receiving information about ourselves to others. The four factors in the diagram are calls quadrants (chapman, 2003).
Four quadrants of Johari window:
Open Area- Known fact. This box is for the information that is known by the person and others about himself. It is basically Common or basic information about ourselves.
Blind Area – This is blind area cause in this part the information or facts about him are unknown to the person but are known by others.
Hidden Area- This box is full of secret information. That is why it called hidden area. Because here the information is known the person about himself but others are completely unaware of it.
Unknown area- This is literary a blank area. The information present in this box about himself is completely unknown to the person and also by others as well (Chapman, 2003).

SMART objective:
Smart objective is what an individual or organization plan to achieve. This model was invented by Peter Drucker (1955) anmd G.T. Doran (1991). Business uses this model to set individual objectives within appraisal and performance management systems on the other hand an individual use this model to set personal objectives based on which a plan can be taken to achieve the final goal/ objectives (Macleod, 2013).
[image: ]
Source :( Jones, 2017)
SMART objective meaning: 
Specific – Be clear, well defined and to the point about what is required to achieve the objective. To create a specific objective, these following questions should be helpful-
· What outcome is expected?
· Is the objective clear?
· What strategies need to follow?
Measurable – The objective should have a measurable so that the progress can be mentioned and measured. The measurement process can be achieved through percentage, number or graph chart. In this sector consider these questions;
· What progress has been made?
· Can these measurements be obtained?
· What data will measure the goal?
 Achievable- The objective should be practical and challenging. It should be within the individual ability to achieve. This section should answer following questions;
· Who will do the work?
· Are necessary skills there?
· Are the resources available?
 Realistic- The objective should be realistic, focused on the outcomes strictly. To make the objective more realistic all the potential obstacles and barriers should be taken in to account.
Timely- A realistic objective should have a practical timeline. A deadline helps to keep the mind focused and also keep everyone accountable for their commitments to finish the work in times 
This section should answer the following question;
· What is our deadline?
Objectives become effective and realistic when the fulfil these above points and ultimately became SMART objective.

Analysis of findings from evaluating evidence from literatures:
In this stage analysing and evaluation of the learned literature is going to be done. For the purpose of doing so I am using Gibbs reflection cycle here:
Gibbs Cycle – 
The American sociologist and psychologist Graham Gibbs published this reflective cycle idea in 1988 in his book 'Learning by Doing' thinking that it is going to help everyone to detect the positive and negative impacts of any events and analyse the incident, learn from the previous experience and finally reflect on the learning as well (Dye, 2011).
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated and it is generalisations that allow new situations to be tackled effectively”. (Gibbs 1988)
This reflection cycle covers 6 stages:
[image: C:\Users\EKAZREZ\Desktop\sem 3\Reflective-Cycle.jpg]

Source: (Dye, 2011)
Self-motivation review analysis using Gibbs model: 
Description: In this learning cycle the learner first describe the experience itself. Here I figured out what factors motivate me to achieve the goal and stages of improvement we can focuses on.
Feelings: Here learner focuses on the feeling of the experience during and afterward. Through the quiz questions we are able to see a clear picture of the positive and negative sides of our comment.   
Evaluation: In this stage learner describe the positive and negative sides of the experience. The good thing about self-motivation chart is; it gives few options to the users to choose from. And the negative side is it indicates a range of outcomes not the exact one.
Analysis: This stage focus on the question ‘why this happened’. It focuses on the reason of happening. Analysis the results and consider the factors that influenced to get the result is done here.
Conclusion: In this part all the learning gets considered. Here we are going to consider all the answers rather than the final results. We are going to critically analyse all the factors to evaluate the options.
Action plan: Finally considering the entire positives and negatives, an action plan gets made at this stage. Finally based on the answers, analysis, and evaluation we are going to make an action plan that is going to help us to improve ourselves.
Learning style analysis using Gibbs model: 
Description: Different learning styles can affect the achievement of the outcome. In one cycle, some learners learn through active involvement, observing, conceptualising or experimenting. In other one people learn by doing, reading, watching, or listening as well. Each of the styles has their own set of effect on the outcome.
Feelings: I found myself more of a VAK kind of learner. I prefer either looking or reading the task.
Evaluation: Evaluating these learning cycles, I found that each learning cycle has got its positive and negative sides both. For example, I prefer VAK learning cycle because it’s very straight forward. We always learn by seeing, reading or touching. But the bad side of this is it does not help to critically analysing any issue.
Analysis: Here we focus on why we choose any particular learning cycle. What factors influenced the choice. And analyse all the options before taking decision.
Conclusion: Consider all the learning cycles and their individual contribution to achieve the goal.
Action plan: Screening and choosing one of the cycles is done at this stage. And based on the decision an action plan is made to achieve the goal.
Personal development plan evaluation using Gibbs model:
Description: Different plans which can be used to achieve our goals are discussed here. Each one has got their own way of working. These helps to evaluate positive- negative, strength-weaknesses, or self-awareness to achieve goal.
Feelings: Here I have used swot analysis. I felt that this plan is the perfect one to bring out my potential.
Evaluation: All these cycles are perfect to make a personal development plan. For example, swot analysis helps to evaluate the strengths, opportunity, weakness and threats to be able to find out the clear picture. But on the other hand it has got a negative side of not suggesting any solution to solve the problem.
Analysis: Here we focus on how this development plan can help us to achieve the outcome.
Conclusion: we can consider all the outcomes and evaluate and select the best one from there.
Action plan: Based on the chosen outcome we can now draw a road map to reach the destination. 










Readiness of employment:
Readiness of employability is a set of possessed skill that makes the candidate desirable to the employer.  According to Mason et Al (2009), work readiness means having knowledge attitude and employability skills present to be able to achieve organisational goal. 
	Job Readiness

	Self-aware
	Receptive
	Driven
	Self-Assured
	Resilient
	Informed

	
-Take responsibility

-Self-control

-Accountable person
	
-Open to new ideas

-Flexible & patience 

-Open to feedback


	
-Positive attitude


-Motivated


-Organised


	
-Confident


-Clear direction


-Good self-esteem
	
-Open to criticism


-Determined to overcome obstacles

	
-Does job research 

-Well informed about job

-Well presented



Source: (Impetus – The Private Equity Foundation, 2014)
Below are the few work readiness skills available:
[image: ]

Source: (Iftikhar Makki et al., 2015)
My areas of improvement:
Technical knowledge: 
This is an indispensable part of any organisation. Technical knowledge represents the knowledge about modern technology. I would have to develop few new and improve my previous knowledge to be able to adjust with this fast changing technical work world. (Maceli and Burke, 2016)
Time management skills:
Time management teaches us how to utilize our time in a way that brings more output investing shortest amount of time. “Time management is the process of organizing and planning how to divide your time between specific activities.” (MindTools, 2016).
I need to improve my time management skill by practising prioritising my work load to make the most of my time and energy. Listing up my everyday work based on their priority and urgency level can provide me a good sense of my ability and efficiency in my workplace.


Personal development plan: 
Personal development plan is realizing where you want to reach personally or professionally, make a plan and finally implement the plan to achieve the expected goal.







Steps to make a personal development chart:
	Personal Development Chart

	My goals
	Shot-Term time frame
	Mid-Term time frame
	Long-Term time frame

	Section 1 – 
Try in new fields of opportunity
	
Check job specification and make a plan to full fill the requirement.
	
Do practical office support short courses to boost up my CV.
	 
Focus on completing my degree to be academically qualified for the job.

	Section 2 – 
Acquire more technical knowledge and skills.
	
Learn about Programing and data processing.
	
Try to fix a target and plan to achieve the target.
	
Try to achieve more skills to acquire new opportunity. 

	Section 3 – 
How to acquire the goal.
	
Work as an intern in any company to get familiar with the job.
	
Start to apply as a part timer in the local area to boost up my experience. 
	
Once confident, start to look for a full time job.

	Section 4 – 
Resources: time and money to invest.
	
Online researching: finding about job requirement.
	
Job training centre: To increase qualification.
	
Academic qualification. Certificate to make myself equal to others.

	Section 5- 
Time Schedule 
	
Utilize prioritizing skills 
	
	My ultimate plan is to start as a full timer within next 2 years.






Conclusion:
Here on this portfolio I have tried to focus on my personal capabilities. Knowing off the personal strengths, weaknesses, opportunities and threats to overcome the barriers and competition is an essential skill for any employee. I need to practice the learning models to produce a well-planned solution for the job. Next I will try to focus on my personal circumstances because personal life and background has a huge impact on any human life. Finally I will focus on following the action and development plan mentioned above and drive myself forward to achieve my expected goal.
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