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1.0 [bookmark: _Toc74824794]Executive summary

The purpose of this report is to examine the knowledge I gained in this module as well as the challenges I encountered since beginning my journey through this course. The report will be a self-reflection and review of my personal and professional development needs, focusing on my strengths and weaknesses, threats, and opportunities. There will be a reflection on personal learning using various learning styles. About how to prioritize and identify my goals, as well as how to improve my skills.
2.0 [bookmark: _Toc74824795]Introduction

Professional development is the process of acquiring new knowledge and abilities to help progress one's profession. It contains all forms of plausible learning opportunities, as well as meetings and informal learning chances in the field (Beausaert, 2013).

[bookmark: _Toc74824796]2.1 What Professional Career Development means?

Personal development is the process of learning new skills and knowledge to maximize an individual`s potential.
The process of directing learning activities towards desired career objectives is known as career development which could include the acquisition of new skills.
Professional development is the process of improving yourself to progress in your profession and it combines personal and professional development.

[bookmark: _Toc74824797]2.2 Why professional career development is important for career success?

Professional career development is very important for career success as it aids in the preparation of individuals for additional responsibilities in current and future roles. It promotes individuals because they are not only meeting the requirements of the job they are in, but they are also making efforts to learn more and demonstrate excellence in performance. Successful people follow a plan for their career, which can range from being a detailed plan to broadening the direction, which allows for the chance to play a role.
It is critical to properly plan and focus on professional career growth, which is based on knowledge and self-awareness of the various job alternatives available to people. Everyone must assume responsibility for their professional development, not just attempting and working hard to reach the defined goals that they already have, but also developing their skillset and preparing a backup plan.
 

[bookmark: _Toc74824798]2.3 Skills and knowledge, that contribute toward working effectively and being employment ready.

This module made me realize that achieving my goals and objectives requires different skills and knowledge to help me work effectively. Some of these skills are: 
- Communication – to be able to express my ideas into words and make me understood, to listen effectively, and ask questions. The simple part is to express as concisely and directly as possible (Moon,2013).
- Time management- it is important for me to find a way to manage my time, as sometimes it looks like there is not enough time to do everything I want to (Marques, 2012). 
- Work effectively in a team.
- Presentation skills- feel confident to speak in front of others to present my ideas, my plans.
- Critically analyse – not to be afraid to comment on positive and negative evidence and arguments from others, to bring up and sustain my own.

[bookmark: _Toc74824799]2.4 The aim of this report – reflect and review my learning through personal development.

The act of writing this report allows me to reflect on my development during this program. Looking back, I see that my personal and professional employability skills have vastly increased since I began this course.
Now I know that if I had the chance to start over, I would be able to better arrange my time and organize myself, prioritizing things in the way I need to achieve my goals and objectives.


[bookmark: _Toc74824800]3.0 Findings

I have learned a lot in the last few weeks. Returning to school after so many years, and especially having classes online, which was also a first for me, was a big challenge when I have started this course. Studying in a language other than my native tongue, working and studying at the same time, as well as dealing with family responsibilities, has been difficult for me. But, as we all know, life is a never-ending school in which we learn something new every day. It is not enough, according to Kolb (1984), to learn from our experiences; we must also learn how to observe and reflect on them, theorize the concepts, and then test new concepts.
A short analysis using two different learning styles (VARK and Myers-Briggs Questionnaire) showed me that I am as well extrovert, intuitive, a feeling, and perceptive person who uses different styles when it comes to two learning preferences: aural and read/write. I was not surprised as this is exactly who I am, what I want, and now I have achieved new skills and knowledge which will help me with my personal career development.
Which is my SMART goal? To become a nursing home Manager by the 1st of August 2022. It is:
-          Specific – becoming Manager into a nursing home.
-          Measurable – by1st of August 2022.
-          Achievable – this module will help me to put in place a Personal Development Plan which will help me to develop my employability skills and contribute to reach my goals and objectives.
-          Realistic – I will set this as my number one priority
-          Time-based – I have time until the 1st of August 2022, enough time to finish this course, improve my knowledge and employability skills which are relevant to achieve my goal.
There are few employability skills that are relevant to achieve my SMART goal and they are:
-          Communication skills
-          Group working
-          Time management
-          IT skills
-          Presentation skills
-          Critical thinking
-          Work independently
-          Analytical skills
-          Reading skills
-          Report writing
As a Manager, I must maintain an open-door policy, engage in regular conversations with his team, and understand how to listen. Time management is essential as a manager. Doyle states that employees who are good time managers can avoid distractions and ask the help of co-workers to achieve their goals (online, 2019).
Stephen Covey's time management Matrix (1989) taught me how to better manage my time, prioritize to be more efficient, eliminate distractions, and focus more on how to apply all the knowledge and skills I gained through personal and professional development courses to reach my SMART goal.
Using Albert S Humphreys SWOT Analysis (1960), I have learned to use my strengths, build on them, and match them to my opportunities, change my treats into my opportunities, weaknesses into strengths, and how to use them to achieve my objectives. As a Manager, I must be a strong team leader, making my voice heard, putting my ideas into action, and developing strong relationships with my team.
Group-working skills are abilities that enable you to work well within your team in any situation. Therefore, communicating effectively, actively listen, be responsible and honest are important requirements for effective teamwork.
By incorporating Luft and Ingham's JOHARI Window model (1955) into my learning process, I discovered abilities that I was previously unaware of, and feedback from family, friends, colleagues, encouraged and provided me with the confidence I required to continue my journey through this course.
As I stated earlier, to achieve my SMART goal, I need to set up a Personal Development Plan which will be relevant for me to build up my objectives. I have used an example of Personal Development Plan by Morgan, P. (2017, Bath University) to write my own.

	Development objective




To improve my skills regarding time management
	Specific action





Identify and plan the most important things.
Make a “to-do” list, rank them to their importance and concentrate on the most important and the most urgent things to do for each day for the entire week.
Set a mobile alarm that will remind me on time about what to do first.
Use coloured pen to make signs on the calendar 
	Barriers and how they will be removed.



Working night shifts won`t be easy to follow the “to-do” list - organize and use the days off for important and urgent things from the list.
Personal life, family – involve family more to help resolve important and urgent things.
	Support required.





A “to-do” list,
Calendar
Mobile phone
Family
Computer
	How will I know when I have achieved the objective?


Every afternoon I will assess the “to-do” list and the time spent for each day from the previous week.

	
To improve my IT skillset
	
Looking at and practicing more on different computer software such as Microsoft Word, Microsoft Office package.
Watching video demo online and rehearsing on my computer 
Using different programs to create presentations and gather feedback from family and friends 
	
Internet issues –internet connection must be always in good order.
Working nights – use more effectively the days off to practice more.
Computer issues- make sure the computer will be always functional.
	
Online resources 
Computer
Family and friends
	
Ask for feedback from family and friends after every presentation or when necessary.

	
To complete my Professional Development Plan Assessment C1 by the18th of June 2021, 3 pm.
	
Organize and plan time to search into the library for references to write and support the report.
Write a draft and send it to my lecturer for advice.
Look for academic books to write the report to avoid plagiarism.
Identify and make a list of the objectives which need to write a personal development plan.

	
Internet connection - must be always in good order.
Night shifts – organize and use more effectively the days off for research and writing.
Computer – make sure will be always functional.
Log in to the library website – make sure the username and password are up to date and functional.

	
Computer
Lecturer
Family and friends
Online resources
	
Ask for feedback from the lecturer after each draft is done.











[bookmark: _Toc74824801]4.0 Conclusion
Writing this I manage to analyze my evolution since I have started this module and I feel confident to say that some of my employability skills are much more improved and I have commenced to apply them. For others, I will continue to improve them until I will feel confident to use them in the future.
My personal career development needs to improve my employability skills and apply them to help me reach my goals and objectives.
I have learned that is never too late to learn new things, that every day is a new day, and I did well by taking the opportunity to go to university to continue my studies.
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