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INTRODUCTION
The purpose of this report is to write on the skills and knowledge acquired through my sector experience and how these have assisted making me for employment. This would be depicted through a narration of a story about myself. I am a goal setter and I pride myself by always being positive about everything I do. After my academic pursuit I would like to obtain a managerial position within the retail industry. Looking back at my academic and working background, I believe I would easily fit into working as a manager within a retail setting.
Having said the above, I would like to give brief life story of myself. I received my OND in Business Administration and HND in Marketing in 2000 and 2005 respectively in Nigeria. After my OND, I did my Industrial Training placement in an Oil & Gas company called NETCO (National Engineering & Technical Company Ltd), a subsidiary of NNPC (Nigerian National Petroleum Company). 
Working in the organisation, exposed me to computer literacy and other vital skills. Prior to that time I was not conversant with using computer facilities. The industrial training placement I undertook lasted for 12months. After the end of the placement, I went back to school to get my HND in Marketing. At the end of my HND I went for a national youth service program called NYSC (National Youth Service Corp). During the 12 months programme, I was deployed to a secondary school where I taught Mathematics and Business Studies.
 After that I got an employment in the banking industry in 2006. I worked in the bank called United Bank for Africa (UBA Plc) for 5years before relocating to the United Kingdom in 2011. Working in the bank as well has given me an easy path to be able to work in any retail company like Tesco, Sainsbury, and Next etc.
Coming into the UK since 2011, I have not worked nor studied until 2018 when I decided to upgrade my educational career by applying into this university. In the course of my study in this university, I have gained a lot of academic and employability skills.

SELF-EVALUATION
I obtained an OND in Business Administration and an HND in Marketing in 2000 and 2005 respectively in Nigeria. 
After my OND, I undertook an industrial training placement in an Oil & Gas company called NETCO (National Engineering & Technical Company Ltd), a subsidiary of NNPC (Nigerian National Petroleum Company). The industrial placement lasted for a year but through this experience I learnt a lot. 
This official Government placement was a great accomplishment for me as I was opportune to interact with top oil and gas personnel which also affected my social life.
Working in the organisation, this exposed me to computer usage such as using Microsoft Office. It allowed me to become proficient in these software packages and using recent technology too.
I further developed professionalism as I worked with colleagues in various departments and at various experienced levels i.e.: entry-level, mid-senior and managerial colleagues.
I adapted my communication skills immensely in my written documents as well as oral communication. I produced various documents for colleagues, vendors and business partners. This enhanced my work as I adapted my style depending on the reader it was targeted for.
When communicating orally I was able to choose my words carefully and think before I spoke to effectively convey my message across. I also developed listening skills and empathy as I encountered individuals of various backgrounds. Each person is different requires various levels of attention so either party would not be misunderstood or misinterpreted.
However, there were some challenges faced whilst working in the placement. Some of the challenges are: communication problems, Handling colleague’s interaction: it was challenging working with colleagues with different personalities. It was not easy working in team especially when set time is given to carry out a particular task, bullying, harassment, gossip, interpersonal conflicts, discrimination etc.
After the end of the placement, I went back to school to get my HND in Marketing. At the end of my HND I went for a national youth service program called NYSC (National Youth Service Corp). 
During the 12months programme, I was posted to a school where I taught Mathematics and Business Studies. Whilst teaching, I acquired another skill; teaching skill. 
Prior to that time I had never taught and I was scared. I was shy to face large crowds but I overcame this daily by talking to people and educating them, I communicated with children and colleagues alike and I was able to overcome shyness but also adapt my teaching style. After 12 months programme, I had flourished into a bold person who could teach and convey ideas and theories both inside and outside classroom.
I obtained a role in the banking industry in 2006 after the completion of the mandatory NYSC programme. I worked in the bank called United Bank for Africa (UBA Plc) for 5years before coming into the UK in 2011. 
Working in the bank as well has given me an easy path to be able to work in any retail company like Tesco, Sainsbury, and Next etc.
Coming into the UK since 2011, I have not worked nor studied until 2018 when I decided to upgrade my educational career by applying into this university. Good news I was given the opportunity to study. In the course of my study in this university, I have gained a lot of academic and employability skills.

PDP (PROFESSION DEVELOPMENT PLANNING) PERSONAL
I have returned to education to enhance and hone my educational career. Apart from aspiring to be a manager within the retail establishments, I also plan to establish my own catering business within the next year. I am working so hard to make sure I achieve my goal by researching key leaders and business in this field and educating myself by taking a university degree. Achieving my goals would be one of my greatest accomplishments in my life. 

I will be using the SWOT analysis to help identify and categorise achieving my goals. I will achieve my goals easily using my strength, working on my weaknesses, make good use of my opportunities and work on my threats. 
Carrying out a personal SWOT analysis is a good mechanism for one to evaluate him/her self to plan one’s career. According to Confucius, he said ‘’Do a job you love, and you will never have to work a day in your life’’.  
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STRENGTHS:

Education: 4 years of study in Polytechnic OND in Business Administration & HND in Marketing. 

Skills Learnt: Relationship building, good interpersonal and organisational communication, creative abilities, problem solving, CV writing, research, negotiation, presentation, multitasking. 

Networking:  started University and went to Polytechnic, had contacts with lecturers and fellow students, networked and made connections with individuals in organisations as a result of going out for marketing. 

Experience: 1 year work experience in Admin & Personnel department in industrial training Placement in Oil & Gas industry, 1 year teaching experience in NYSC placement in school and 5years work experience in Marketing, customer service, tellery and local & international fund transfer in banking industry. 

Character traits: Trustworthy, hardworking, determined, resourceful and motivated. 

Extracurricular activities: A member of Rotary club. 
 
WEAKNESS:

Gaps in skills: More proficiency needed in business software such as 
     Spread sheets, excel, presentations and word processing. 

Gaps in education: Not graduated from the university, may require more business courses to be more useful in the chosen industry.

Gaps in experience: No marketing work experience. 

Gaps in networking: need to know more people in marketing field 

Gaps in character traits: impatient, fear of change. 
 
OPPORTUNITY:

Technology: online marketing, You Tube, mass communication 

Geographical: marketing organisations are in the vicinity 

Demographic of population: huge population, good job opportunities. 

Legislation: Government encourage and favour big business establishment, 
Bailout. 

Sectors: massive growth in high-tech and biomedical sectors. 

Economy: upon graduation, plan on market recovery 

THREATS

Technology: Due to mass communication few individual are needed to cover much area 

Social Values: people may discriminate against being democrats in a republican state. 

Geographical: May have to move out of city to acquire a job. 

Economy: current times are hard, unemployment is high. 

Legislation: Government laws limit some marketing practices, mostly in digital 
marketing with unsure results in uncertain privacy laws. 

Sectors: May want to stay away from marketing positions in real estate, construction and automotive industries. 


REVIEW OF THE WORLD OF WORK 

Having had the opportunity to work in Oil and Gas sector, school and the banking sector in Nigeria, I have come to realise that the academic skills acquired while studying has helped me. Working in the three different sectors exposed me to a whole lot of things.  
I have been exposed to be able to communicate effectively with people of different 
class, background, educational background etc.
 I have also been able to work in team easily, work under pressure, confident.
In the course of years of working, the Vision Auditory and Kinaesthetic style was use to evaluate my to know the learning style I used in the course of my working. This model is abbreviated as VAK learning styles. The model gives an explanation of one’s learning style.

Visual Style: This style explains how individuals learn through seeing or observed things including pictures, demonstrations, displays handouts, diagrams etc 

AUDITORY Style: This learning style involves the transfer of information through listening: to a spoken word, of sounds and noises.

Kinaesthetic Style: this learning involves the involvement of physical experience such as touching, doing, feeling, holding etc
Looking at the three learning style above, I discover I am a Kinaesthetic learner. While working, I learn new things through practicalising. Learning new thing through practicalising makes me have a good and full knowledge of it. In that way I tend not to forget what has been learnt. 



 
SPECIFICS OF THE PROFESSION EG CV
As part of the portfolio of evidence, I have attached my CV in readiness to showcase my educational and professional work experience thus far,

	Mabel Idukpaye
Customer Branch Service Advisor

	69 Brambles Farm Drive
Uxbridge
Middlesex
UB10 0DY
London 

	07450541781
	hisomobel@yahoo.com

	
	Personal Profile
	

	
	
	

	I am a driven and dynamic Mathematics Teacher 

	EDUCATION—
	EXPERIENCE
	

	
	
	

	
Federal Polytechnic, Auchi, Edo State, Nigeria: Higher National Diploma in Business Admin (2000 – 2003)

Federal Polytechnic, Auchi, Edo State, Nigeria: OND in Business Admin (1998 – 2003)


Queen Ede Secondary School, Edo State, Nigeria: Senior School Certificate Education (1992 – 1997)
	2006 – 2011
Customer Branch Service Advisor• United Bank of Africa• Lagos, Nigeria

2003 - 2004
Mathematics Teacher• Topmost Educational Centre• Lagos, Nigeria

2001-2002
Admin & Personal Assistance• Industrial Attaché• National Engineering & Technical Company Ltd ( a subsidiary of NNPC), Lagos, Nigeria.

Preparation of staff leave/holiday request, prepare and type Memos, procurement of the company’s request on items needed.

	KEY SKILLS—
	COMMUNICATION
	

	
	
	

	Desktop Publishing
Attention to Detail
Communication
Time Management
Customer Relations
Presentational
	Acquired a good personal and inter-personal communication skills



	
	INTERESTS
	

	
	
	

	
	[bookmark: _GoBack]I am interested in reading long novels, watching football and meeting up with friends.


	
	

	
	REFERENCES
	

	
	
	

	[Available upon request.]





SKILLS OF PARTICULAR PROFESSION
Having attended some level of education and having had obtained some work experiences, here are professional skills I have acquired:
· CV writing 
· Communication skill 
· Critical thinking skill
· Research skill
· Presentation skill
· Leadership skill
· Teamwork skill
· Time Management
· Problem solving ability
· Confidence 
· Creative and innovative
· Organisational skill
· Negotiation and persuasion skill
· Ability to work efficiency even under pressure
CV WRTING SKILL: This is an individual printed paper used to advertise and showcase an individual to a potential employer. This describes and shows educational, skills, abilities, employment history and achievements. 
CV writing skill was achieved and improved on in the course of my returning back to the university.
 Before coming back to university my CV was riddled with mistakes, and did not contain the right sort of information an employer would like to see in readiness for the job role. Now I can write a good and attractive CV; this was honed as being in the university has enlightened me to understand that writing a CV is highlights the individual to the interest of a potential employer. However, making a good CV enables the possibility to make a lasting first time impression to pass an interview.
COMMUNICATION SKILL: I am a better communicator now. Returning back to university has motivated and encouraged me to read more. Books like Influencer by Cialdini, R. (2007) Never split the difference by Voss, (2008).  Apart from being a better communicator, the books have also helped my negotiation skills.
CRITICAL THINKING SKILL: I have always thought deeply and questioned ideas, but in the course of my learning, my critical thinking skill has improved. I am a better thinker now. I used to centre proposed meaning but have now learnt to always ask the question ‘’why’’. I have been motivated to read books.
RESEARCH SKILLS: I have enhanced my research skills. A research skill is the ability to search for, extract, locate, evaluate, organise present/use vital information to a specific subject topic. Academic research is a particular research type that entails a detailed and methodical review of some learning.
Below are examples of research questions:
· What do you want to know?
· Do I want to be a better negotiator?
· Are gender roles a product of nature?
PRESENTATION SKILL: I have been able to do presentation better. In the past I was unable to do presentation effectively. I used to have stage fright and convey the message I was trying to deliver. As a result of work experiences, and in the course of my academic pursuit my presentation skill have improved; able to various audience of different sizes.
LEADERSHIP SKILL: Leadership skill is one of the skills that employers always look out for in employment process. The secret of leadership is simple according to Goldin, (2008). According to him, he gave three qualities a good leader should possess to be able to lead. The qualities includes: leaders must bond, leaders must have passion and leaders challenge status quo.
Leaders Bonding: 
In his book he mentioned some factors are involve to enhancing our leadership. They include:
· Motivation
· Connection and communication
TEAM WORK: Team work is an important skill to have when working in any organisation as it helps colleagues to strengthen their professional team support management. Team work reduces the chance of mistake when working. Team work stimulates an environment of friendship among employees. It also gives different perspectives and feedback.
Effective team work increases initiative to innovation. 
Team work gives alot opportunities, and promotes workplace synergy.
TIME MANAGEMENT SKILL: I have been able to manage time effectively. I was able to achieve this by setting priorities. I chose one thing to do and discipline myself to finish it. I was able to achieve this using Pareto’s method and Eisenhower method of time management. Pareto’s method has to do with the 80:20 rule. The rule is all about doing the most two important ‘’To Do’’ list/plan of the day. Its a friendly view for time and future management. The rule proposes that 20 percent of one’s task will bring about 80 percent of the result. The Eisenhower method has to do with focusing on the urgent/important activities first. 
PROBLEM SOLVING ABILITY SKILL: This entails been able to recognise and explain the problem, making alternative solutions and executing the solution.
CONFIDENCE: Confidence is what I have built over the years. Confidence is a vital skill for an individual to possess. Having this skill brings attraction, success, and help to relate well with people. Personally possessing confidence has helped me in the world of my work. Confidence also brings out the best out of an individual when under pressure of stress, help in an individual leadership presence, make one feel valued, reduces negative thought, make one always happy, exercise a positive attitude and giving an individual the freedom from social anxiety.
CREATIVE AND INNOVATIVE: This skill helps an individual to find solution to problems without falling back on standard and accepted method. Being creative increases team bonding and team work, interaction and workplace engagement, it also increases productivity and problem solving and also increases profitability.
NEGOTIATION AND PERSUASION SKILL: These skills are remarkable aspect of communication theory. Persuasion entails being able to reassure others to take proper action while Negotiation entails being able to consider and reach satisfied agreement. Both skills are vital in a work place, especially in sales, buying, marketing and advertising 
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CAREER AMBITION & ASPIRATIONS
To achieve a position in a corporate environment, I will always utilise my strong developmental communication skill whilst striving for excellence and in all positions and circumstances. I will attain professional distinction and proficiency. Apart from aspiring to become a manager in retail establishment in the country, I have some career ambition and aspiration. In the course of life I am aspiring to open a catering service, and to continue to study further. My aspirations are:
· Acquire a degree and professional certificate
· Early retirement 
· Being an entrepreneur
· Networking
· Improve communication
· Create a blog website
· Change job
ht
ACQUIRED A DEGREE AND PROFESSIONAL CERTIFICATE
After my university degree programme, I wish to further my education.  I am aspiring to further my educational career. Even if it’s not going to be immediate pursuit, i will definitely study further to be current and up to date in my profession. Acquiring post graduate degrees will grow and enhance my skills, making me a valuable asset 
EARLY RETIREMENT
Although the new retirement age is sixty-five years, I am wishing to retire before the ages to enable me do other things in life. This will allow me function in personal business well.
Being an Entrepreneur 
Even in the course of my university programme, I am hoping to be an entrepreneur in the year 2020. I am aspiring to set up an African food restaurant in London. I have always wished to be an employer of labour. I believe being a business owner will allow me be an employer of labour. Apart from being an employer of labour, my finance is increased.
NETWORKING: This is a process of interacting with other people to share information and advance professional contacts. This is another area I need to work on. Networking allows the sharing or exchange of business cards by simply starting a conversation with someone.
IMPROVE COMMUNICATION
It is very essential I improve my communication skills. This can be improved by reading more books, going for trainings etc. we communicate for clarity, completeness, correctness, creativity and considerations. All these are always sought by employers so needs to be improved on.
CREATE A BLOG WEBSITE: I wish to create a blog website for my catering name. This will be achieved as soon as the business is opened. Opening my business name blog will help promote the business.
Change Job: changing job is what I will engage even when working. When expected promotion, salary increments etc are no longer fort coming in any job I am on, I will opt for getting a better job. 

PROFESSIONAL DEVELOPMENT PLANNING EG TESCO
In the course of life I have been able to obtain some level of education and work experiences. Currently, I am in the university to further my education. From my previous and current education and past work experience, I have achieved some academic and employability skill which will enable me to fit and work well in TESCO a retail establishment in the UK. Some of the skills I have obtained are communication, leadership, CV, presentation etc. Having these I can work in TESCO as a manager. 
The CV skill will first help me in highlighting my skills to attract my potential employer to call me for an interview. 
Effective communication skills will allow me to communicate well with colleagues in the organisation. Good communication is vital to high performance in an organisation. Having a good communication skill plays a vital role in establishing good relationship among colleagues and also communicating with other colleagues. This in turn helps an organisation counter challenges.
Having a good presentation skill allows an individual to convey a message effectively and concisely.
Furthermore, having the above skills will hopefully allow me to be employed in TESCO. In my pursuit to be a manager, I still need to work more on myself. The professional development goals I will work towards are:
Start networking, Read more, enhance work life balance, challenge myself, get organised and communicate better and work on my weakness.

PROCEDURE & EMPLOYMENT
 Employee policies and procedures are explanation of how employees are suppose to behave themselves in an establishment. Employees are supposed to use the company’s hand book as guide. Employment procedure engulf the employment set up related to
· Full time employment
· Seasonal employment
· Fractional employment
· Term employment
· Annualised hours employment

Employment appointments are given to employees in line with the organisation’s procedure. 
All organisations have their employment processes. This process involves the scrutinising of applications, choosing the right applicant for interview, interviewing applicants, selecting among applicants to make the employment decision and carry out different pre employment checks and tests.


CONCLUSION
I have been able to write this report as a result of using past and current academic skill and also employability skill. Professional career development has helped me to be able to put together using my previous and current educational and employment experiences together as a guide to where I am now and what my goals are.  I have also been able to set out my short, mid and long time goal. However, using VAK learning style, I get to know that I am a kinaesthetic learner. A person that learns through physical experience that is by touching, feeling, holding, doing. Practical hands-on experiences.
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