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Personal Career Development is a structured framework which documents an individual’s personal and professional development and considers future options. (Cottrell, 2010)
I am going to reflect and analysis on my life experiences, knowledges and skills that I have acquired throughout my career and personal life. A Critical examination of my life experiences and achievements, exploring and explaining my decisions, considering strengths, weaknesses, emotions and feelings using reflective theories such as Gibb’s reflective cycle (1988). Incorporating models and theories throughout, showing evidence to support. reflective writing, description, performance, achievement and education. Reflecting on where I started, where I am now and where I am going. 
I have studied Business Studies at college for 2 years, after completing the course I settled down and focused on being a homemaker. After a 10-year gap I decided to concentrate on myself as my children had grown up, I had spare time and was flexible enough to give attention to my occupation. They wanted me to focus on myself, encouraging me to enhance my knowledge and develop my skills.
I started part time work in a doctor’s surgery/centre as an administrative worker doing general admin work and had the chance to improve my abilities and experiences by helping organise events for the surgery. Whilst working there I found out that computers have changed and so decided to take up opportunities that the centre was offering and enrolled myself into a Business and Health and Social care course. Unfortunately, there was a staff redundancy and I had to leave as I had the least experience and qualification to stay on. I was very upset. Fortunately, for me I got a wonderful opportunity to work as a teacher’s assistant at my local school. 
Using Gibbs Reflective cycle (1988) working in the school for a while was getting very repetitive, not challenging enough and I needed a different environment. I felt extremely bored and could not develop my skills fully. A point came where I was questioning myself why I was there? After evaluating my situation, realised that I preferred the business environment and the pull factor for me staying on was I needed the income, it was local and saved money on travel. The push factor was it was repetitive, lost interest and was not broadening my capabilities. Conclusion to this I decided to look for another job. Through an agency I was able to obtain work in Royal London Hospital as an Administrative/Receptionist. This job offered me everything I needed the motivation to work, flexibility, the recognition I wanted, and location was perfect. As it was part time, I was able to keep a good balance between work and home life. 
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As an interviewer I felt that I was very welcoming and made the candidate feel very relaxed throughout the interview, trying to interact with him. All questions were prepared based on Sales and Marketing taking into consideration the Job Description. This was a customer Sales position, I wanted to know about the candidate’s characteristics that’s why my first question was ‘talk about yourself’ and what was the reason for choosing Mercedes? These are open questions giving the interviewee the chance to speak. Talking about himself helped me to asses if he would be a good candidate. The other questions were based on how he will persuade people to buy Mercedes above all brands and how he will deal with challenging situations and challenging customers. Final question was to check if his confidence will deflate if unable to sale a car or will he still be motivated. After reviewing the role play, I felt that I prepared the questions well based on the job title. However, I could have cross-examined the candidate more when he was talking about sales, how he would work under pressure and improve himself.
As a candidate for the job role of early years outreach officer I feel that I answered the questions very well. I was asked if I understood the job role and I clearly explained what an outreach worker was and what was the aim of the officer. I did plenty of research regarding the role, talked clearly and precisely, trying not to talk too fast or mumble. I was asked if I could work under pressure. I choose to talk about when I worked in Bromley by bow centre as this demonstrated that I can arrange, organise and run events which was very important. I used the STAR method to show the Situation that I had in hand, the Tasks that I was going to do, The Actions I took to complete the tasks and the Results after the tasks were completed. During the interview I choose answers that demonstrated that I have different types of skill sets and can work in a team or by myself and help others were necessary. I explained that whilst trying to prioritise I have tried taking on more than I can cope with in previous roles but realised its best to discuss with line managers and make them aware of the situation.
I choose questions to ask at the end of the interview relating to the job and showed that I was eager and prepared to do training if necessary. Avoiding questions relating to holidays and wages.
What else could I have done differently? Reflecting back, I could have mentioned that I understood what GDPR is and have done training on safeguarding Vulnerable Children and Adults as these are related to the job role. But overall, I feel I presented my interpersonal skills and shown my knowledges and experiences.
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3.1 What an employer wants from employees?
An employer is looking for a dedicated, committed reliable member of staff that can work in groups/teams or by themselves. According to Uk Higher Education Academy (HEA) (2009) what employers expect from their employees are: -Honesty and integrity, Trustworthy and reliable. Good oral and verbal communication and actively listen to others. Integrate quickly within the workforce and be a good team player. Highly motivated to work and be able to motivate others and all-around good personnel skills. There are much more desirable skills that employers look for depending on the job especially transferable skills. I possess many of these skills but still need to work on others. I am highly motivated and focused because once I decided to go into work, I was determined to follow through and have a job in different fields, jugging both work and personal life. I possess good verbal communication skills and try to enhance these, by working in environments that are customer facing such as hospital and doctor’s surgery, where I am trusted with confidential files.
3.2 Self-Motivation is the force that keeps pushing us to go on – it’s our internal drive to achieve, produce, develop, and keep moving forward’. (Mindtools) The ability to motivate yourself into achieving something big for instance getting a job, passing driving test or something small like joining the gym, doing chores around the house. Some people have the personal drive to achieve their desired goals. I concentrated on getting myself a job even though I had no experience and I had some family issues. I focused and demonstrated the willingness to succeeded in achieving my goals. What really motivated me was my children who supported me, knowing I will get a good qualification and the right opportunities came up at the right time, this boost my confidence to achieve much more.
3.3 Learning Styles: there are many learning styles and every individual learns and acquires knowledge and skills in different ways, adopting to the way of learning that is comforting to them. ‘It is apparent to many of those who have considered learning, even only in passing, that we learn in different ways from each other and we often choose to use what has become known as a ‘preferred learning style’. (Pritchard 2008:41). 
VAK learning style uses three main sensory receivers Visual, Auditory and Kinesthetic. Visual learners retain information when things are presented such as diagrams, pictures, charts. Auditory learners prefer to listen to information given to them such as group meetings, lectures. Kinesthetic learners prefer physical learning methods, such as touching, feeling things. My style is both mixture of visual and auditory learning and after doing the VAK quiz, it was confirmed. Doing reports and tasks at work I like to follow instructs given to me and monitor progress by writing everything down, this helps me to improve at work. Visual and auditory are very suited to the position I have at work, but a small amount of kinesthetic style is necessary as I deal with different types of patients and situations change all the time and it is essential to adopt. Other learning styles are Kolb learning style 1984 and Honey & Mumford (1986) which is inspired by Kolb’s learning style. 
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Whilst working I felt that I needed to widen my horizon and improve my position at work. I become more dedicated to achieving a good qualification and improving my skills. My sons encouraged and persuaded me to study to progress. I discovered a course and using SMART goals technique, which will help me to define my objectives and set completion date, I will evaluate what actions I am going to take and how I am going to achieve my goal. 
Specific – The course is Certificate of Higher Education in Skills for the workplace Level 4. This will help me improve my Employability skills and enhance my Academic skills. Make me more employable and qualified.
Measurable – It is for a year, 8 hours a week which will give me flexibility to maintain a good working, study and personal life.
Achievable – Campus in London. Will be able to travel and have a laptop at home to complete assessments and access to a local library. 
Relevant - This will be my only goal to achieve so I can concentrate on it.
Timebound – Only for a year, if circumstances change then, there are measures in place to complete it in a different semester. If I am interested can carry on t
Another simple and very useful tool is SWOT Analysis which analyses and evaluates a person’s strengths and weaknesses and discovers opportunities and threats to eliminate. (Pasteur) 
Here is Mine:
Strength: Good verbal communicator, Motivated, Flexible, willingness to achieve goals to repay student loan.
Weakness: Low self-esteem and confidence, not good at presentations, family commitments holding me back.
Opportunities: Joined Agency for advice and new career path, enrol in computer course to improve skills and job opportunities.
Threats: Due to Covid 19 my job in hospital under threat. High demand for the position.
This tool has assisted me to gather information that I need to help me try to work on my weaknesses and take up opportunities that are available to me, also to promote my strengths.
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Employee expect a clear understanding and agreement from their workplace in either writing form or verbal agreement, excepting good communication between employer and employee’s, a positive and respectful attitude, clear define job roles and responsibilities. There are many obligations between employers and employees which needs to be maintained. Rules & Regulations, Rights, Equalities and policies all need to be followed by everyone.
Health and Safety at work Act 1974 states that a general duty of care is needed to ensure the health, safety and welfare of employees at work. All risk assessments need to be taken by employers to prevent accidents.
Data Protection Act 1998 states that employees’ records and personal data does not get disclosure to a third party and all personal data updated by the employer. 
In Recruitment and Selection process all employees except a fair and systematic approach.
The Equality Act 2010 states that there should be no discrimination. There are 9 protected characteristics Age, Disability, Gender reassignment, Marriage and Civil partnership, Pregnancy and Maternity, Race, Religion and Belief, Sex and Sex Orientation.
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I realised my potentials and now thrive on the thrill to achieve my goals. I intend to increase my knowledge in the professional world and develop my employability and academic skills by completing the Certificate of Higher Education in Skills for the workplace course. My ambitions and aspirations have increased to succeed in my career and my aim now is to try to improve my position from a Receptionist to a Department Secretary. Reflecting through my journey, I feel that it would have been useful if I kept a journal or a log of my decisions and my progress, that way I would have been able to draw from my experiences. (Cottrell, 2010)
Eventually I would like to aim to work in Human Research department or completely take a different direction and get a job as an Outreach worker for young children/children Centre. I want to help young children and their families. I will need to research more on this job and find out the requirements and entry criteria. 
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	Short-Term Time Frame 
What do I want to 
accomplish in the next 
three to six months?
	Mid-Term Time Frame 
What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 
What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
What are my overall goals that I want to accomplish in this time period? 




	Improve I.T skills and knowledge in powerpoint and excel.  Would like to develop research and referencing skills and gain confidence in doing presentations. 
Improve communication skills.

	Complete the course I am studying and use the skills and knowledge acquired. at my workplace.
Take up new opportunities and responsibilities. Do some training for Bank Staff. Apply for senior post.

	Concentrate on doing further education.
Take on more duties. 
Hope to Manage the department I am working in or move into HR department. 
Or completely change career and work in a children centre helping families.


	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 




	Learn and practice I.T skills such as powerpoint and excel through online courses.  Develop research and communication skills to do well in my assessments. 
Need to improve on my referencing skills

	Improve and enhance my problem-solving techniques and work with different team members.  Build confidence by doing presentations. Implement new techniques studied at the workplace. Effectively complete course.

	Do more training at work so that I can secure a better position such as a managerial post and be more confident, more effective and efficient. 
Enhancing my knowledge and taking up all new opportunities 


	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 



	Learn I.T skills through online courses and through class work. 
Research and referencing skills can be developed and improved through doing researches online/journals/ books for assessments. 

	Presentations will benefit me to build my confidences and working in groups will help to work effectively with others. Teambuilding tools will assist me at work. Promote and evaluate new improvements at workplace, implement more ideas.

	Training at my workplace will support me to increase my knowledge/skills and will give me a better chance to negotiate for a greater position.
The course will encourage me to develop my people management skills.
Utilise new skills learnt. 
Co-ordinate and plan my future.




Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf


	
	Short-Term Time Frame 
Three to six months?

	Mid-Term Time Frame 
Six months to two years? 
	Long-Term Time Frame 
Two to three years? 

	Section 4 - Resources
 
What resources do I need? 

Example: free time; funding


	Need to be able to manage my time for assessments, classes, work and personal life. 
Use the internet and library for research and referencing.

	Purchase a new laptop.
Do online courses using the laptop.
Research the requirements and criteria needed to enter the Human Research department.

	Get a better job to pay student loan.
Increase my knowledge by doing continuous education through online courses that I can purchase. Create a healthier work portfolio


	Section 5 -  Time Schedule 

What is my time schedule?  
	From now to 3-month time.
	From now to a year.

	From a year to 3 years.


	When will I start? 
 
	August

	August to a year

	August 2021 to 2024


	When do I expect to finish?

	Within 3 to 6 month

	August/ September 2021
	August/ September 2024

	Section 6 - Completion 
 
When have I completed each 
step? 
 
	□ course will be completed
__________
 October 2020
………………………Date 
 

 

	□__________
      Date 
 
 □__________
      Date 
 

	□__________
      Date 
 
 □__________
      Date 




Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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