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[bookmark: _Toc17482896]Introduction:
The professional arena has become quite competitive due to the increase in volume of applicants and the increased complexity of activities (Bolton, 2011). As a result, individuals require adequate amount of skills and knowledge in order to become eligible for employment. Moreover, for career development advanced level of skills are required. This portfolio will provide evidence of the learner’s knowledge about professional development. In this pursuit, the portfolio will discuss the knowledge and skills required for effective working, factors contributing for individual readiness for employment etc. It will also elaborate on the personal strengths and weaknesses of the learner followed by the goals of the learner which will be aided by a produced action plan. 
[bookmark: _Toc17482897]Skills and knowledge required for working effectively in a professional setting:
Different job roles are associated with different skills and knowledge which are required for functioning effectively. The skills can be generally categorized into some categories which are applicable to all job roles. These skills and knowledge are discussed in the following segment.
i) Technical: technical skills are the skills related to the specific field of work. For example, engineers should have engineering knowledge where as health care practitioners should have technical knowledge bout medicine and treatments (Scriven & Garman, 2007).
ii) Conceptual: Conceptual skills refer to the skills that helps individuals to utilize the available contents and solve emergent problems. For example, a doctor diagnoses the patient and by utilizing his/her conceptual skills proper medicines are prescribed to the patient. These conceptual skills are utilized to acknowledge and determine different problems and opportunities to solve and to harness respectively. 
iii) Communication: Communication skills refer to the skills that help individuals to materialize ideas into words for varying audiences. Communication skills involve listening, presentation, speaking etc. These skills help to maintain flow of information in an organization. 
iv) Decision making: In a professional environment various problem arise on a regular basis. An individual has to take several decisions while working in a professional arena. This requires him to take effective decisions to solve the respective problems. In order to do that the individual has to be observant and has to be analytical to understand all the factors working in regards to the issue (Carnwell et al., 2009). 
v) Conflict resolution: A professional environment is composed of different individuals coming form different backgrounds and having different values. In such cases conflicts might arise among the individuals which might disrupt the flow of work. Individuals who are capable of resolving conflicts are able to add value to the organization by facilitating smooth flow of work. Conflict resolution requires individuals to be trusted and they have to have adequate knowledge about respective situations in order to resolve the conflict in a just manner. 
vi) Leadership: The individuals who are capable of leading a group of individuals towards a collective goal via influence rather than coercion are known as leaders. Leadership skills are praised in all professions as it adds significant value not only to the process but also the organization as a whole (Coghill, 2010).
vii) Digital skills: In this globalized era all processes are being automatized. This calls for individuals who are adequately skilled in digital equipment usage. Digital skills include computer usage, online research capabilities etc. 
viii) Time management skills: Time management skills refers to those skills which enable individuals to complete their assigned tasks within designated time. It also helps individuals to perform multiple projects at once by strictly maintaining the schedule. 
ix) Teamworking skills: All individuals in a professional setting has to work in a group of people for acquiring the collective goal. This introduces individuals to several factors both positive and negative. Under such circumstances effective team working skills are necessary to maximize efficiency of the team. 
[bookmark: _Toc17482898]Employment readiness:
Employment readiness, also known as the state of being employable refers to the set of skills which are necessary for all individuals to become employable. Employment readiness refers to the capability of an individual where he can search for jobs on his own, manage transitions and manage careers. Being employment ready is related to the achievement of three types of goals. 
i) An individual has to be self sufficient on career decision making, skills enhancement, job search and career management. Career decision making will help the individuals to understand which line of work suits their skillset and passion. Skill enhancement will help the individuals to build upon their strengths and minimize their weaknesses. Job searching skills will help individuals to connect to different organizations and present themselves as viable candidates. Career management will help individuals to work towards the goal of professional career development. 
ii) Individuals have to be strong on some soft skills namely, self efficacy, outcome expectancy, social supports, work history and job maintenance. Self efficacy will enable the individual to asses if he is able to do the assigned job. Outcome expectancy will help individuals to determine the outcomes ands et expectations so tat they could measure their performances and make commitments accordingly. Social support skill emphasizes on the networking of an individual which can be utilized to get help in the time of need. Work history assessment helps individuals to determine their worth by assessing past experiences and the monetary rewards associated with them. Lastly, job maintenance skills help individuals to sustain the workplace once joined. These skills do not necessarily increase performance or effectiveness. Rather, these skills help individuals to appropriately harness the opportunities that are available (Day & Nursten, 2014). 
iii) The individuals should be able to understand the stresses and challenges that they face. These challenges can be personal, environmental and systemic. Personal challenges are usually addressed by the individual himself. Environmental challenges can be solved collectively or through assistance. But systemic challenges involve a whole system and should be assessed by the community. 
Employment readiness can be facilitated by some strategic measures. These measures when taken appropriately helps to ensure that the above-mentioned goals are acquired. These are discussed as follows:
i) Communication: In order to get and retain jobs and individual has to be able to communicate with other individuals. An individual should be able to effectively present their ideas and skills that the organizations could utilize. They should also be able to build professional relationships within workplaces and with clients through effective communication. Moreover, communication is necessary for facilitating smooth flow of communication in the organization. other than that, presentations and report writing effectively requires communication skills which aids in the furtherance of organizational functions. 
ii) Technology: Almost all jobs now-a-days require computer skills. Individuals have to be skilled in not only the basics but also the contemporary technologies. Technological skills like data processing, document and content creation, spreadsheet usage etc. are necessary for functioning effectively in job roles. Other than these, engineers have to be skilled in advanced computer mechanisms like programming, software development, hardware etc. 
iii) Resume building: Resumes are documents that contain vital information about an individual which helps an organization assess of the individuals are appropriate for the job roles they have to offer. Resume building involves the formation of the document and utilization of lists to showcase skills relevant to respective job roles. Individuals should be able to portray their skills and knowledge truthfully and highlight heir activities that can potentially add value to the targeted job. The resume should be proofread because if mistakes persists, bad impression is inevitable. Along with resumes, individuals should also attach a cover letter that provides the assessor with the information relating to the purpose of the resume. 
iv) Interviewing: Almost all recruitment ventures rely on interviewing candidates in order to perform a critical assessment. Individuals have to effectively pass the interview phase in order to get the targeted job. An individual can be effective in an interview when he becomes a good listener and avoid talking too much out of context. The individuals have to speak professionally by avoiding casual vocabulary. Individuals should also build their confidence to effectively portray their skills Infront of the interviewing board (Debnath, 2010). 
Employment readiness determines if an individual is able to adequately add value to a target job. If the indices are fulfilled then the employees are ready if not then the employees need to address respective areas for being employable. Employment readiness assessment is done by all modern organizations as they ensure that most competent individuals are selected among a pool of thousands of applicants (Rouse, 2010). Employment readiness also provides insight on how individuals will develop their careers during their professional life. As organizations make significant investments on their employees for their remuneration, training and benefits, they expect most value from these individuals. if they are not able to provide adequate value in comparison to the investments made by the organization then the individual is not employable rather, he is a liability. The learner has been subjected to employment readiness test after going through all kinds of training. according to the test the learner was identified to be employable as he meets all the goals of employee readiness (Forsyth, 2004). 
[bookmark: _Toc17482899]Areas of personal strengths and weaknesses:
Understanding own skills and weaknesses helps individuals to be aware of the job roles that are appropriate for them if they are not aware of these aspects then the selected jobs might not be able to produce adequate satisfaction for the individual which could lead to deterioration in career. In the following segment, the strengths and weaknesses of the learner are discussed followed by the discussion of areas of development. 
Strengths:
i) The learner has good communication skills. He is skilled in professional and academic writing. He is also fluent in English in both written and verbal forms. 
ii) The learner is an effective leader as he is able to influence people to align them to defined goals. He is also able to utilize his wisdom to sow the right path to individuals. 
iii) The learner is quite disciplined and usually minimizes wastage of resources and maximizes utility. 
iv) The learner is quite decisive as he usually holds adequate knowledge and clarity about the issues under concern. 
v) The learner can work well under pressure and can hold focus under daunting circumstances (Gad, 2008). 
Weaknesses:
i) The learner has week time management skills. He is usually overwhelmed when faced with multiple projects at once. This makes him less efficient and reduces the quality of his work. 
ii) The learner is quite rigid and is not susceptible to changes. It is difficult for him to internalize new changes introduced in the organization. 
iii) The learner gives less emphasis on opinions formulated by others which prevents him from running a democratic operation. 
iv) The learner is not a good team player as he prefers working alone. This makes him quite ineffective as a member of a team (Rouse, 2009). 
From the above discussion it is found that some weaknesses of the learner can be minimized in order to make him more effective in the workplace. First of all, the time management skill has to be developed so that the learner is able to take on multiple projects and increase his efficiency as a professional. Secondly, the learner should be more open to changes by educating himself about the perks of accepting positive changes (Rouse, 2005). The learner should be more considerate about the opinions of others in order to be more democratic and acceptable to the members of the team. Most importantly, the learner should be effective team player.  
[bookmark: _Toc17482900]Employment goals of the learner:
Employment goals or career goals can be of various natures. Some goals are long term and some are short or mid term. In the following segment the learner’s employment goals are discussed in detail. 
i) As a health care professional, the learner wants to be more productive and serve more patients through his job. In order to be more productive, the learner aims to acquire in depth knowledge about the field of work. 
ii) The learner also wants to become efficient in his service delivery. In order to ensure this the learner has to be innovative and creative to find flexible and efficient solutions for the issues observed.
iii) The learner wants to assume leadership position so that he can have access to adequate decision-making authority (Santomauro et al., 2011). 
iv) One of the short-term goals include getting a promoted as the head of the department in which he is working. 
v) The learner also aims to improve networking skills so that he has access to several platforms for pursuing better career opportunities. 
vi) The learner is always in pursuit of learning new things. In his professional arena he aims to develop two new skills every year that could help him pursue better options (Hughes & Youngson, 2009). 
vii) The learner also aims to become a mentor for new recruits who could follow in his footsteps to become more productive for the profession. 
viii) The learner also aims to earn a degree in health sciences so that he can utilize his skills as a consultant or a director of operations. 
ix) The learner aims to win awards which pertain to his job. 
The learner was able to set these goals by learning more about the professional arena the learner works in. Getting the education and training required for achieving those goals. Gaining experiences and skills that are related to the long-term goals. And by networking with individuals in the professional field so that proper access can be gained in the time of need. These goals are relevant to the workplace of the learner and are realistic. They can be achieved through practical means. 
These goals help the learner to determine which areas of skills to focus on. If these goals were not present, then the learner would have been running blind in the race of career development. These goals provide focus to the learner’s actions and add adequate value to his development process. The development plan produced in the following segment will take into account these goals and the shortcomings \observed within the learner. Ultimately, with the proper execution of the development plan the learner will be able to move towards achieving these goals and better ones if opportunity permits. Having goals also helps individuals to pursue higher degrees of efficiency as it is mandatory to move forward on career (Johns, 2012). If an individual lacks goals then no sense of direction persists in that individual’s career path. 
[bookmark: _Toc17482901]Personal development plan:
Personal developments plans help to identified the areas of personal and professional skills of an individual and determine the development process and measures through a defined framework. In the following segment, the personal development plan of the learner is provided. 
	Learning objective
	Current proficiency
	Target skill level
	Opportunities of development. 
	Measuring criteria
	Time scale
	Evidence. 

	Emotional stability
	Emotionally not very stable which leads to biased decision making. 
	Emotional stability that would help the learner to take unbiased decisions and would help him remain calm in difficult situations.  
	Yoga and meditation will help the learner to achieve his goals and will also significantly decreases the instability present in the learner’s mentality. 
	The learner will be deemed to be emotionally stable when psychologically stressful situations can be handled by the learner without any emotional outbursts or any kind of emotional decisions.  
	3 months time will be required to get into meditation workshops and getting into yoga classes to achieve the desired goal. 
	One of the learner’s colleagues faced similar issues with anger management and had acquired significant relief after joining yoga classes and meditating for a while

	Better time management skills
	Don’t have adequate time management skills as the learner fails to be efficient while working with multiple projects. 
	The learner has to be able to work with 3 projects simultaneously and be productive in all of them.
	The learner can get involved in outsourced projects along with the projects in his organization to push himself to a limit and get into a defined framework for maximizing efficiency. The leaner can also attend seminars and workshop that help individuals to manage time effectively. 
	The learner will be deemed to have effective time management skills when the learner is able to work on at least three different projects simultaneously. The learner should also be able to efficiently carry out all project activities within the time frame and minimize resource wastage for all the concerned projects.  
	one year will be require to source the projects require for the learner to practice. In this time period the leaner will also internalize the teachings and experiences gathered. Then the learner would be able to apply them to the professional arena. 
	The learner’s mentor also had inadequate time management skills. He also got himself engaged in multiple projects simultaneously. After a certain period of time, time management became second nature. This helped the learner to focus on the right direction for developing the mentioned skill. 

	Better presentation skills
	The learner is not very outgoing and finds it difficult to speak to a crowd. The learner also has anxiety issues which inhibits his ability to speak fluently on a stage. 
	The learner has to be able to speak fluently Infront of a crowd of at least 20 individuals. 
	The learner can attend seminars and workshops of public speaking and learn the technique from professionals. They can also teach him how to control his nerves during such situations. 
	The learner should be able to generate ideas in respective topics and present them to a crowd. If 80% of the crowd is able to successfully recreate the idea then the learner would be deemed to have adequate public speaking skills. 
	The learner requires 6 months to develop his public speaking skills. These six months will be utilized to attend seminars and workshops and gain experiences and internalin them through practical application. 
	Most of the learner’s colleagues have fear of public speaking. Most of them have attended professional seminars and workshops which has helped them develop these skills. With these developed skills they were able to perform better in their workplaces as well as their social lives.  

	Increase leadership qualities.
	The learner is a good leader but is not able to reach all kinds of individuals which makes it challenging to run effective teams. 
	The learner should be able to lead a team of 50 individuals belonging to different cultures and having differences in age and other characteristics. 
	The learner can get involved in different team projects to understand the dynamics involved in team working. Then the learner can use the experiences to become an effective leader. He can also read books on how to deal to different types of team members and gather adequate experience form them.
	The learner should be able to efficiently reach collective goal with a team of 50 individuals. The utilization of time and other resources should be minimized. The learner should also ensure that no rebellious behavior is observed in the team, rather the decisions should receive unanimity. 
	The learner requires 7 months to work in teams and effectively apply the experiences as a leader. In these time period the learner will be able to acquire significant insight on how teams work and how to deal with different types of employees.  
	The learner worked under several leaders and all of them were trained to become good leaders. The learner received information about the processes and the most effective process was to become part of several teams and understand the dynamics from within. 


The personal development is aimed towards mitigating the shortcomings that the learner has identified by assessing his own strengths and weaknesses. The plan covered several aspects starting from the target objective to the evidence of the development. Detailed explanation of the current proficiency and target proficiency helps to establish a benchmark which works a s a measure for respective developments (Jones-Devitt & Smith, 2007). The detailed explanation of the activities and opportunities that could be pursued to facilitate respective developments provides a more objective approach towards the actions. The measuring criteria helps to assess the progress of the learner in his endeavors. Lastly, the time frame makes it time bound and provides the learner with a deadline of achievement. Overall the development plan is SMART as it is specific in setting its goals, Measurable through predefined criteria, achievable by active participation of the learner, realistic as they are achievable through practical means and time bound as specific time frame has been associated with all the objectives. This makes the development plan effective. If the learner can follow through then he will be able to effectively contribute to his professional arena by utilizing the experiences and skills acquired in the process (Medie et al., 2017). 
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The portfolio contains evidence of skills and knowledge that are required to be effective in a workplace. It has also included employment readiness criteria and strategies of fulfilling them. The portfolio also contains reflection of the learner’s own strengths and weaknesses. Based on this a development plan was developed with objectivity. This development plan can mitigate the shortcomings experienced by the learner and develop him as a professional individual (Rodrik & Rosenzweig, 2010). The learner can also pursue better opportunities by developing himself through the produced framework. 
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