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2.0 Executive Summary 

This is a report which reflects my learning journey in the first five weeks after returning to study and taking the course of Skills for The Workplace at University of Wales Trinity Saint David. The report is focusing on the challenges I have confronted and how I managed to tackle  them, the new skills and knowledge I have gained and how they have assisted me during my current course and how I will implement them in my future career. During the report  I used many useful methods to analyse my personality in different aspect and demonstrate how I can use this self-awareness to help me not only to refine my strength but also to focus on my weakness and find ways to turn them into positive characteristics.

I have used the VARK learning style model to analyse how I respond to different learning style. It helps me to plan which learning style is best for me and how I can transform any given module to be suitable for my learning preferences. It was not surprised to find out that I am a visual and aural type of learner as I have noticed this before. This VARK learning styles analysis importance is not only for students and lecturers during academic life, but also for managers into workplace when they want either to learn or while giving induction to new employees. Demonstrating multiple addressing methods that cover the different aspect of learning styles is crucial at work environment to assure it is understandable to as many as their fresh peers at work. “A learning preference is defined as the most effective and efficient modality, in which a learner has a natural preference to perceive, process, store and recall new information” (Prithishkumar et al.2014, pp.183-186).  




 
3.0 Terms of Reference  

This report has been requested in February 2021, by Professor Melanie Squire, as the 1st assignment in the Professional Career Development course.



4.0 Procedure 

All the information in this reflective report was gathered from:
· Lectures.
· Academic journals.
· Academic books.
· Online library.



5.0 [bookmark: _Hlk65762869]Introduction   

Professional Career Development (PCD) is one of the most important modules, not only inside the Skill at Workplace course but for a variety if not all students who are studying at universities and after graduate. In general any course at university will give you the academic aspect you need and will test your knowledge, yet it still at the end of the day a theoretical approach (even included some laboratory experiments ) which will not prepare the student for the work environments challenges. The PCD will organize all knowledge graduates have and aligned it. It provides the graduates with the needed methods to analyze situations , tackling problems , leading teams and above all having a clear vision about what it requires to keep developing in their career by knowing ones weaknesses as well as his strength and the skills need to refine to achieve progress. 

Knowing your weaknesses and strength as individual is one of the most crucial steps in a continuous career development. Any employee needs to have a continuous not a temporary development plan, and to do so it is fundamental to a acknowledge what he needs to learn, what skill needed to be honed and why. Basically, any development plan that has been made should meet a final aim, a goal that is put before. The aim can be either personal as a promotion at your company and increase your income or to meet the company goals as expanding their business and getting more clients.

It is never being easy for anyone to analyze himself and knows a hidden part of his personality. This is either due to fear of self-criticizing or lacking the tools to do so. Here comes the importance of Psychometric testing in the workplace. The Psychometric testing is remarkably increasingly used   by major companies as well as individuals, as it is one of the most trusted ways which can highlight certain aspects and shows where ones need to improve and even can advise what tasks is suitable for him to be given by his superiors at work.

“Psychometric tests aim to measure attributes like intelligence, aptitude and personality,  providing a potential employer with an insight into how well you work with other people, how  well you handle stress, and whether you will be able to cope with the intellectual demands of  the job. Most of the established psychometric tests used in recruitment and selection make no attempt to analyze your emotional or psychological stability” (Soni, 2014).

[bookmark: _Hlk65702491]One of the most interesting self-development tools and at first was not clear to me it’s purpose and how it is important to the individual and to the workplace improving is the Johari Window (Joseph Luften and Harry Ingham, 1995). The Johari window is containing of four parts or quadrants which illustrates the personal awareness in four aspects open, hidden, blind and unknown. The quadrants can be filled by self-answering questionnaire and feedback questionnaire from peers. The importance of Johari windows comes from its correlation with self-awareness which is a key factor in knowing your capacity and for others to know your ability specially when working as a team in studies or at workplace. As much as people have a clear idea about each other in a company as much they can work better as a team and consequently increase productivity.

There is an interesting study published in Indonesian Journal of Information System in 2019, showing the importance of Johari Windows in individual base and how it can help preparing what they called wise leadership by increasing the self-awareness to those who are mostly influences on social medica and by this they can be used to create a national positive attitude to confront national problems (Gamayanto et al., 2019). 






6.0 Findings 
6.1 What did I learn?

During the past five weeks, I learned a lot about myself mainly through the Psychometric tests we had during this course. These tests help me knowing my personality better and how I can apply my preferences in learning in my future career when I am trying to process new information. Furthermore, I have honed my IT skills, writing reports, and using the HWB was pushing my IT ability to its limits.  I have learned the importance of having a professional development plan, a vision to reach my goals and it must be a SMART one.
In addition to these, having the basics to analyse situations and learning from my past and how I reflectively report it using Gibbs(1988) or Kolb(1984) cycles which allow me not only knowing what has went wrong but to see the right steps through my journey and how I improve it next time.  
When you applying to get an available vacancy in a company or want to be an essential asset to the organization you are working for, there are an important questions needed to be answered , mainly what skills you have? and what skills the employer looking for?. There are a lot of employability skills and all are important, everyone should know what set of skills represents his strong side and how he need to enhance it and what skills that he need to work in to make it an advantage for him. Although all employability skills are vital, for me time management and critical thinking beside presentation skills are the most crucial skills one at any profession must have.

Time management is the core criteria of any successful person and I need to develop myself in it. The ability to recognize what needs to be done and when and classify it according to their urgency and their importance order. We need to manage ourselves as Covey (2012) argued that. Covey’s time Matrix is one method which can help anyone to reorganize his priorities and how he can benefit more from his time.

[bookmark: _Hlk65703644]Critical thinking is not only finding a creative solution to a problem that face you in your life or workplace it is the ability to know why it happened and how to prevent it from happening again. In other words, it is as defined by McMillan (2003) the ability to analyze the problem and present a solution to. Analyzing is the corner stone of the critical thinking process, it is not just a one step process where finding a solution is the aim of it. The critical thinking is endless developing process, which help not only to avoid future repetition of problems but also to create a new creative idea to help the work to progress through different learning methods. For example, when you are analyzing a situation you can use the Bloom’s Taxonomy (Benjamin Bloom ,1965) to recall the events that leads to your final solution and create a new better working way.   










6.2 What challenges did I face and what learning and development strategies did I employ to overcome them?
Although I have some good IT skill, but the entire online lectures are new to me. At first, I had to get used to the HWB and its contents, which was not easy, it took a lot of practice and watching tutorial and using some friends to guide me through. Additionally, I am not good in time management, which was another challenge I need to tackle as the course demands appearing in time for online lectures beside deadlines for reports handling. 
On the second week of the course we came to an important strategy named SWOT (Humphrey 1960). where you must write down and outweigh your strength, weakness, opportunities, and threats which might compromise your plans. It was the best way to start my development tactic as when I complete my SWOT self-assessment, there was a clear idea about my weaknesses and at that time I had the chance to think on how to turn them to strength and opportunities.
A clear example of SWOT analysis and how is helps is the above situation that I handled with the online study. My strength on IT was that I already have had the basic needed skills, I know how to surf throughout the net and getting more information by watching tutorial videos on YouTube or inside the modules in How TO and in addition to all of that I have a good Wi-Fi connection at home. My relatives and friends who are basically IT engineers, so this is an opportunity to me to use my contacts in a helpful way. The main threat was time organizing because they are busy as well as am I most of time. My weakness was using new platforms which I am not familiar with as Microsoft team or online library.
I had to make a time table to know when me and my contacts had spare time so address me about the issues I was facing and so I used my opportunity to eliminate the a potential threat and using them to transfer my weak unfamiliarity to such platforms to and advantage.




6.3 How can I apply this learning to my career development journey?

Professional Career Development course and its contents is an essential for those who are willing to progress in their profession or those entrepreneurs who managing their own business. Having these analysing and scientific developing templates to continuously analysing and expecting potential threats and problems before happening, and yet be able to realise possible opportunities, new markets, and clients to grow. 
Students or employees need to have a clear vision of why and how they want to progress in their current and future careers. This will be only able and not just a coincident through a development plan that consider all the different aspects of the developing process. Thus, it is not a course to be taken by managers only at work, but it has been designed to ensure that the positive progress of everyone in any organization will eventually lead to the flourishes of the whole work.


6.4What follow-up research did I undertake?

During this module I had to do several researches using the online library. I used a variety of academic books and journals, as well as buying some books that I found useful and reliable from amazon store. I was not able to include interviews and questionnaire due to COVID19 pandemic.

 


7.0     A SMART goal 

Although, I have been graduated from an overseas university, but since I have arrived in UK, I was working in labour jobs. I always think what it takes to progress in my career, to increase my income and get a position where I can have a positive impact in the whole company. I took this course to get a higher certificate that qualify me to play such role in my current career and try my best to even progress more to level 5 and 6 which give me even a higher position.



7.1 My SWOT analysis and other models and state how these helped me to arrive at your SMART goal.
 
I have set that I want to have a higher certificate that qualify me to work as a manager in my company, so my SMART goal is having this certificate. When I carried out a SWOT analysis, I found out that I had an experience in tertiary education before, I am fast learner and have a competitive innate, so I consider all these as my strength.
 I have a lot of weaknesses to consider as well, to start with, it is an online course nowadays due to pandemic. Moreover, I do not have a good time management attitude, so writing reports and handle them in time and attending lectures. Lastly, I have never being good in my writing skills and the course is so demanding in this aspect.
The main opportunities that I have is my peers and the seniors who took this course before to advise me and mostly my professors to support and guide my transition from an employee to a university student. “Individual students need tailored guidance in transitioning to university studies and identify the demands of the study programme “(Anne et al, 2017, pp.949-962).
Threats are to discontinue the studies due to not having an actual sense of progressing in my career and it will take a year at least to see an impact if I manage to complete the course and get the certificate.
One of the strategies that I used to eradicate the not only the threat mentioned but in my journey towards my SMART goal is having a personal development plan (PDP). It has been said by Bryson(2011) that PDP help students to keep focusing on their goals by giving them the ability to assess what they have achieve now, in other words to have small goals in your way accomplish your vision. 


 

8.0 Analysis of  2 learning styles I have completed & a critical analysis of the results
In Peter Honey and Alan Mumford questionnaire, I was surprised to find out that I am more reflector and theorist than pragmatist. I know I am a type of person who do not like to take risks or rush things before thinking about it, but the results as to be least activist was expected. The good thing is that I found that I am not in scoring dramatically low in any of those sections which means at least I have some acceptable balance and I can adapt to some extent , although will be more comfortable with certain tasks .
When I was going to take the learning style questionnaire the VARK questionnaire, I already knew I will be more Visual and Aural learner type than a Read/Write or Kinesthetic. long time ago I have noticed that I can replay the events in my mind to remember things. Additionally, I can carry on from where I have stopped in a conversation if it has been interrupted due to any reason, by going back and recall the events consequences. It is hard to me to read a text and remember it, always need to find a way to make it easier by saying it out loud so aural way or by drawing a diagram to memorize it. Honestly was not expecting to score as low as 2 in Kinesthetic, yet it corresponded with the fact that I am less activist and more reflector and theorist type of person.
 
These questionnaires and tests have provided me with a good insight to know my weakness and my strength points, not only in my education journey but also at my work when I am doing a job-related task. Now I can carry on a SWOT analysis to turn my weakness and threats into strength and opportunities as with practice and learning comes perfection.



9.0 Employability skills that relevant to achieve my SMART goal and how I will acquire these.

Looking at the SMART goal I have set, it is obvious that I need to work in my time management skills. Furthermore, I need to enhance my writing capability and my presentation skills.
I already study to read about successful ways to have a good self-management skill. From those I know the importance of having a daily diary showing what and when the tasks need to be done. Not only this but also, I divided them according to their urgency and importance.
To have the needed skill in writing I must read a lot about how essays and report written and practice writing twice a week and have someone to revise my writing and give me a feedback.



10.0 A Personal Development Plan with at least 2 learning objectives. Link your objectives to employability skills.

	Development objective
	Specific actions
	Barriers and how they will be removed 
	Support required 
	How I will know when I have achieved my objective 

	Writing skills (essays/reports)
	· Read more to Increase my vocabulary.
· Read about how to write a report.
· Write more like 2 times a week. 
	· Find a time to exercise writing.
· Quit practicing because it is either boring or difficult.

	· Feedback from tutors and lecturers.
· Online courses and tutorials.

	· When I start to have a good feedback from tutors.
· Feeling more comfortable executing reports.

	IT skills
	· Practice more.
· Watching tutorials.
	· Not knowing what the skills I need or where to look for it.
	· Friend and family member.
· IT support at the university.
	· Being able to execute needed tasks.





11.0 conclusion

To sum it up, the importance of professional career development is emerging from that’ its contents can be implemented into a variety of fields starting from analysing an organization performance, risk assessments to enhance general and individual performance. It is not only for those who are inside the workforce, but also for the students who starting their studying journey or in the final semesters who are willing to have a vision about how and what they want to achieve in their future. 
Being able to use the SWOT analysis , knowing about critical thinking ,the importance of psychometric tests for more self-awareness and for employers to guide them on the right way when having a crucial decision about suitable candidates and mostly the importance of having a Personal development plan to keep me concentrate in my Smart goals. All these are the basics which I will carry on my coming academic and professional journey.
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BLOOM’S  TAXONOMY 
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