


[bookmark: _Toc57640471]Executive Summary
The purpose of this report is to produce a reflective portfolio of my learning journey in the ‘Skills for the Workplace Level 4’ qualification. The report will focus on key components of professional career development. Professional career development is the continuing of developing skills, to achieve a more desired and preferred job role. This learning and training the process of increasing knowledge and skills of an individual for doing a specific job (Flippo and Munsinger, 1982).
I will conduct an audit of my skills and competencies using a variety of analysis tools, utilising the skill’s I have learnt and developed in the duration of this course to create a personal development plan (PDP). I will then investigate all the necessary skills required for the career path which I wish to follow. 
The following task will consider a scenario where, as an assistant manager I am responsible for assessing the learning and development training methods for new employees. I will consider theories and methods learnt during the course.
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[bookmark: _Toc57640473]Task 1 Personal skills and competencies
An effective motivator in life is having long term goals, it promotes continuous self-improvement. Utilising a PDP to monitor progress and development, is an efficient way of structuring this information to reflect upon. Monitoring achievements aids planning for individual personal, educational and career development.
[bookmark: _Toc57640474]Personal Development Planning PDP
“A Plan intended to develop skills that are important to the work life”, (Morgan, 2017). The purpose of a PDP I to help individuals become more independent, confident and self-motivating learners. A PDP could also benefit an individual by enabling them to relate their progress to the wider context in their life, by improving general skills for career progression management, articulating personal goals and evaluating progress towards future goals. 
A PDP is an invaluable tool, as it presents an opportunity to use a structured and supported process. This process assists in reflection upon your own achievements and development, in order to aid you in confidently planning and managing future life goals, combining your personal, professional and career development aims.
My PDP will be reviewed regularly and assessed to ensure my objectives are being achieved. I will also monitor the time frames to make sure my goals are on target. I am positive that I will meet my targets within the timeframes and this will ultimately increase my employability.
To facilitate my personal development and future career progression, I will use information and characteristics identified using self-awareness tools. My personal development plan PDP, Figure 1, can be found in the appendix.
[bookmark: _Toc57640475]The Johari Window Test
The Johari window is a test which enables individuals to understand more about their own personalities and how they are perceived by others. The Johari Window Test was designed by psychologists Joseph Luft and Harrington Ingham in 1955. The fundamental use of the test is in increasing self-understanding and improvement exercises in building interpersonal relationship skills (Luft and Ingham. 1955).
Myself, and a fellow student registered to conduct a Johari window test. The initial results were a result of my own input into the test. As seen in figure 2 below.
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Figure 2. Johari Window Test Initial Results
After the input of my fellow student the results of the Johari Window Test can be seen in figure 3 below.
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Figure 3. Johari Window Test Results.
As I am considering a future in a leadership role, it is essential for me to understand how others perceive me. The Johari window test is an excellent way of gathering feedback, as you can forward the test window to many colleagues to add to it. This facilitates understanding of how I communicate and convey myself. 
The Johari window test is a tool that enables individuals to comprehend their perceptions and association with themselves as well as other people. 
Conducting the Johari Window test has enlightened me with personal characteristics which I did not previously acknowledge. I now realise that to enter into a leadership role I must improve the qualities associated within leading and managing, such as being perceived as intelligent, knowledgeable, confident, energetic, powerful and assertive. To improve my employability in a management and leading, it is essential that I build more of an understanding of how others perceive me. An increased understanding would aid my PDP planning and boost my employability.
[bookmark: _Toc57640476]SWOT 
To plan my PDP I firstly looked at my SWOT, which is a tool used to list strengths, weaknesses, opportunities and threats. 
	
STRENGTHS

· I have achieved a Business Administration Level 2 Certificate.
· I have over 5 years of work experience in Administrative roles.
· I have excellent collaboration skills and I work well on my own.
· I have effective communication skills
	
WEAKNESSES

· I lack confidence and assertiveness.
· I lack in leading and managing work-experience.
· I find time-management difficult
· I am too permissive in managing and leading

	
OPPORTUNITIES

· I have the opportunity to study for a BA Leadership and Management qualification. 
· Utilise the services at UWTSD, like the Counselling Service, to reduce my anxieties and increase in confidence.
· Using presentations to improve in public speaking confidence.
· Gaining practical managing experience to make my CV more appealing.
	
THREATS

· Family, work, social and leisure activities taking up excessive time, which may affect my studies.
· Gaining qualifications and still not being able to gain employment, due to a lack of experience.
 



Figure 4. SWOT
[bookmark: _Toc57640477]The Myers Briggs 16 Personality Test
The Myers Briggs 16 Personality Test is a self-awareness tool. It consists of a series of questions and the results will tell you what kind of a character you are based on your own perceptions of yourself. The results have indicated that my personality type is most similar to that of a protagonist.
Protagonist

Mind
This trait determines how we interact with our environment.
65% EXTRAVERTED                                                                   35% INTROVERTED

Energy
This trait shows where we direct our mental energy.
64% INTUITIVE                                                                              36% OBSERVANT

Nature
This trait determines how we make decisions and cope with emotions.

40% THINKING                                                                             60% FEELING

Tactics
This trait reflects our approach to work, planning and decision-making.
60% JUDGING                                                                              40% PROSPECTING

Identity
This trait underpins all others, showing how confident we are in our abilities and decisions.
47% ASSERTIVE                                                                           53% TURBULENT

The test has shown me that I often assume the role of a protagonist, however I lack in self-belief and confidence. This can impact the end result of a project and cooperation of colleagues. However, I was pleasantly surprised to find my results describing me as a protagonist. This is a welcome motivation into improving confidence and assertiveness skills.
[bookmark: _Toc57640478]Task 2 Introduction 
In my position, as an Assistant Manager, I have been given the task to assess the learning and development training methods of the new employees. This section of the report will consider theories and methods which can be utilised to assess and monitor new employees. It is critical to process and monitor new employees as there is a danger of new employees becoming complacent and ineffective. 
Learning does not end at university or places of learning. The PDP is an effective tool to utilise when evaluating new employees. 
The goals that PDP assessment demonstrate about a new employee are an excellent indicator of their energy and commitments. The SWOT analysis, Myers Briggs and Johari Window Test are all effective self-evaluation tools. These tools could be recommended to new employees to conduct prior to creating their PDP. Then as an assistant manager I can create desirable supporting environments for the new employees in the workplace. This would enhance the opportunities and increase rates of productive and successful employees within the workplace.
[bookmark: _Toc57640479]The Purposes and Benefits of a PDP
Effective management of staff and organisational performance (Floodgate, Nixon. 1994).
Enabling effective employee career development within organisations (Tucker, Moravec, 1992), (Tamkin,1996). 
Encouragement and development of an autonomous workforce within an organisation (Quality Assurance Agency (QAA),2000).
A structured and supported process to assist students to become more independent, effective and confident learners (Donner, Wheeler 2001), (Little, Hayes, 2003). 
PDP supports Continued Professional Development (Newby, 2003) (Wojtczak, 2002), (Cornford, 2001).
The PDP offers assistance in the appraisal process of new employees and management of effective “career development learning” (Watts, 2006).
The PDP approach can assist me as an assistant manager and utilising other strategies discussed in this report can help individual employees and the organisation.
[bookmark: _Toc57640480]Task 3 Reflections of Learning Experience
The main reason I started this course was to improve on my work skills and my aim was to progress to a higher position in my employment. I am currently working as an administrative officer for the office of the public guardian. the modules suited my job role and I believed the course would help me to carry out my day to day duties and help to improve in my current role.  
[bookmark: _Toc57640481]Academic skills and employability 
When I started the course, I had poor academic skills. This module helped me to improve on my academic skills and I gained knowledge and understanding of the key academic skills that I could use at work, in my studies and in the future. I am now more organised in my work and have improved in my writing, reading and time management skills.  
[bookmark: _Toc57640482]Digital skills and research methods 
I used many different research tools which I was not familiar with as this module helped me to gain understanding in what research methods were and what were the options. The module helped me to brush up on my IT skills as my IT skills were very basic and needed improving. I am now more confident in using the internet and using research tools. 
[bookmark: _Toc57640483]Problem solving and decision making 
While carrying out my daily duties at work, I come across problems and issues which need to be resolved by me. this module has been a very useful as I have understood many different methods that I can use. I am now able to deal with problems more easily and resolve matters by making better decisions. 
 
[bookmark: _Toc57640484]Effective team-work and communication 
I work in a team and communication is a key factor. We have regular team meetings and we must work as a unit. This module has given my confidence a boost as I am able to communicate more effectively than before. I gained knowledge of different types of team-work models that I was able to use and have now implemented them in my workplace. This has helped me and my team to be more successful in carrying out our duties. We are now a stronger team and have a better understanding of each other. 
 
[bookmark: _Toc57640485]Managing an enterprise in the 21st century 
One of my goals is to open a business in the future. I have experience running a business but was always keen to learn more. the module has help me to understand what is needed to start a business. I understand how to write a business plan, use excel for financial report and I have knowledge on ways to improve and grow a business.  
[bookmark: _Toc57640486]Professional career development  
Before I started this course, I was not sure as how I was going to develop my career and progress. After completing this module, I am very confident in my career development. I have a clear vision and understand of my goals. I have understood what employers require, interview skills that will help and I have now updated my cv.  
 
This course has been an excellent choice for me and has met my expectations.  I have applied the knowledge I gained from these modules at work and have achieved great results. I feel more confident at work and more organised in my duties. I have enjoyed the class-room activities and engaging with other students in projects. Working in teams has taught me why team-work is important and how to succeed as a team. My presentation skills were poor, and I was very nervous whilst presenting. After engaging in a few presentations, I have built up my confidence and feel less nervous. The assignments have helped me to improve on my academic skills. My typing skills have improved due to typing up assignments. articles and books have helped me to read and understand. I was not familiar with PowerPoint in the past and have learnt how to make presentation slides for a presentation. I have become more creative in designing the slides.  
[bookmark: _Toc57640487]Conclusion 
This report looks at the analysis of employability and professional career development. The importance of implementing a professional career development plan process within the workplace. The report also looks at the benefits of investigating self-awareness tools and applying the data to a SWOT and Personal Development Plan. These strategies are essential for continued success within an organisation for individual progression. This report helped me recognise many positives and negatives about myself. I will now proceed to use this information to effectively enhance my PDP. 
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Figure 1. My Personal Development Planning PDP
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