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Introduction

On this assignment I will be producing a portfolio which consists of an understanding of the skills and knowledge that has helped contribute towards being more effective for employment. Furthermore to this I will also be underlaying some of my personal skills like some of the key strengths I have possessed, in addition to this I will also clarify the areas of improvements and changes that I is required for me to make. I will do this by using some of the personal development tools like a SWOT and smart methods. I will also be planning to establish a long-term goal towards employment which I will conduct by following a plan which is known as a PDP. (Personal Development Plan)

How did I get to where I am today?

The position I am in today has come from a place where I have had to make a lot of sacrifices in order for me to achieve my goals that I had set. For example, to this I had previously been working in a retail environment, so I was able to gain different skills and knowledge so that I am able to have some sort of understanding of what to expect in a work environment. For this, I had to learn varies different skills that has overall made me a better person not just in the world of work but also for myself as an individual as I have come to a conclusion that allows me to know what are my strength and what are my weaknesses and how I need to work on those weaknesses to better myself. 

Today I am currently studying while also working full time for a very big established company and I was only able to work for them because of the fact that I had previously done some work and gained experience, this therefore meant that I had gathered enough work experience and was able to meet the requirements and needs for my current employers, as the skills that I had develop had helped me to be very efficient and effective in my role of employment. Also, to this I am also now more confident as I am getting the correct training to enable me to gain further skills which will allow me to go and reach my end target goal that I have set for myself.
In addition to this my academic background has also assisted me in by taking part in a Level 3 Extended Business Diploma. This has assisted me and has allowed me to carry on with the next stage which is the Level 4. This has helped me in my career planning as it has allowed me to set target goals that I would like to reach and pursue for my career. My overall target goal that I would like to pursue will be a job promotion in the field that I am in today and this can only be done by attaining a Level 5 which will help me gain more experience in order to be eligible for the role being offered.

Self-Evaluations Review

There were many factors that had an influence in motivating me to achieve my goals and meet my set targets, these motivations included being able to get a job role of my preference as I wanted to be able to get a role that would get me excited and wanting to go to work. In addition to this, I had looked at a lot of factors that had helped me to stay very motivated, such as only seeing positives from a negative situation and also to carrying on to better myself, this could be in the form of studying or working as both would allow me to improve myself in those areas. I had also applied a few self motivation tools in order to help evaluate myself from this I have been able to analyse situations better and have gathered a clearer insight.

Self-motivation is very important as I feel without this it takes away the drive that an individual has on itself, as without the self-motivation it will have a grave impact on the person as it wouldn’t give you a purpose to achieve something nor that extra drive or purpose which could be the boost that is needed in order to push that indivusial in helping them reach their targets or goals which they have set. A study in America shows that the American physiological association has stated in a report that “you’re 90% more likely to achieve your end goal if you motivate yourself” as reported by (Elle, 2017).This shows that self motivation is a key to help you stay focused and give you the boost which is needed for you to use to fulfil your potential in order to reach the final goal and see results.

Furthermore to this; you can also add learning style to help you develop a sort of understanding, for example; using the “Kolb’s Learning Cycle” which is also referred to as an “Experiential Learning” Is a learning style that is used to help an individual in its own real experience, it is then reviewed and analysed and then lastly evaluated according to Kolb (1984) the learning cycle is treated as a reflection of learning which Kolb (1984) refers to as “Reflective Observation”. There are also four stages to this cycle, stage one is known as the Experience also known as Kolb’s concrete experiences. Stage two is reflecting which is also known as Kolb’s reflective observation. Stage three is conceptualise which is identified as Kolb’s Abstract Conceptualization and the final stage, stage four which is Plan, this is known as Kolb’s Active Experimentation. (David A. Kolb (1984)

Stage one: Concrete Experience
The cycle starts with the concrete experience this is the start of the cycle where the individual or Group actually take part so it could be an employee who has been given a task to complete. This will be known as the concrete experience as the individual has had a personal participation for this you should also describe your involvement to relating to the experience.

Stage two: Reflective Observation
Stage two in the cycle is when you demonstrate your thinking and processing that is related to the experience from the task, so for this stage you will be taking a step back from the task and you will be reflecting on what has been done and what you have experienced and learnt so far. Also, in this stage you should describe the skills, attitude and knowledge that is developed through this process of this stage. So for this stage you can give feedback or even take a coffee break to process what has occurred and then reflect back.

Stage Three: Abstract Conceptualization
The stage three process is abstract conceptualization this is something when you are making awareness and sense of what has happened up from then to now, this will involve gathering information between events and also adding to this you can compare what you have done and learnt with what is already understood from the previous stages. This is where you can give some facts and can produce some theories.

Stage Four: Active Experimentation 
This is the final stage of the Kolb’s cycle (1984) is the active experimentation which is where you have gathered all the findings from the other stages being put into practise from this they will decide what action should be taken next from this the new experiences learned will either challenge or support the hypotheses and from this they can put it towards the relevance and see if its fits in content to what is relevant to them.

My Self-Evaluation Review Using Kolb’s Cycle (1984)

Stage One= Concrete Experience
In my current employment, I was given a different task to do, it was my responsibility to oversee the warehouse stock checks which I was never faced with the responsibilities of carrying out myself, this will be classed as my concrete experience. 

Stage Two= Reflective Observation
While I was given this new task, I was given a brief explanation by my line manager in what he expected me to do and how he wanted me to do the task he had set me. After I had received the guidelines to help me complete the task, I had taken a few minutes to read and analyse what was needed in order for the task to be completed. Once I was ready to commence on the task, I was brain storming and trying to reflect on the past to see if I had done something like this before or had any past experience in this field. This enabled me to brain storm and made me be very efficient and effective.

Stage Three = Abstract Conceptualization
I had now understood what was required and expected of me to carry out for this task that I was given and had done something similar to this task previously, before going ahead with the task I had discussed with a few colleagues who had more experience in this field and took on board their advise from them to help me to carry out and complete the warehouse task. Furthmore to this, I was comparing the new task with my previous tasks that I had undertaken, which allowed me to be more effective in my understanding of the task.

Stage Four = Active Experimentation
Upon the completion of this task I have now also found out from the reflection and analysis, and also from the advice given from my colleagues that the task was much easier than I had thought. This was down to the fact of the identify, analysis, and implementation of the task. I can now use this in my current role at work which will make me more effective and efficient overall as I have gained knowledge and experience from this task.

Personal Development Planning

A Personal Development Plan is a tool to help create a plan for aims and developing toward a common goal and aim.

It is defined by (Burns & Sinfield 2008) as a structure and process being undertaken by an individual reflecting on their own learning, performance and achievements for personal, educational and career development. I believe it is important to have a plan in place. I will be using other tools for my PDP. The first tool is SWOT.

SWOT stands for Strengths, Weaknesses, Opportunity and Threats.  (Burns & Sinfield 2008)

Example of a SWOT for PDP

Strength- the strength of a personal development plan is to have a clear format to go back to and also showing the advantage of what certain aims in the personal development plan can bring, for example,  if am to complete an accounting course, I can apply for an accounting job. Other strengths involve the personal development plan being a place of reflection for internal stakeholders, such as managers, head of subject teachers. So, this allows the stakeholders to look how to improve the individual whether it be in a workplace as employees or in an educational environment as a university.
Weaknesses- weakness of a personal development plan are that the aim can be unrealistic or even so involve cost such as paying for a course fee. 
Opportunities – there are many opportunities with a personal development plan. As knowing which areas the individual would like to improve in can help them shift their focus to certain goals such as becoming a project manager, I need to take a Level 4 project management course to achieve this. Other opportunities can involve career development if a workplace has a training team they can help identify how the employee can achieve their aims of personal development.
Threats- threats can involve inaccurate information, or the personal development plan lacking support due to costs. Below is a table of “SWOT” analysis of a personal development plan for me.

SWOT for Myself

	Strengths
	Weaknesses
	Opportunities
	Threats

	Very good at being effective in communication
	Timescale, I struggle to work within the timescale. 
	A new career path or a higher position in that career.
	Financial costs.

	Honest Reflection
	Less confidence in achieving desired results for the aims which have been set.
	A chance to improve current skills and gain more knowledge and experience.
	Less resources in place to reach and achieve my aims quicker.

	Being able to adapt to a change in new environment.
	External factors such as law changes or eligible criteria for courses made more tougher.
	Brexit- an unknown future of what opportunities and resources will be available.
	Brexit - an unknown future of what threats to all UK industries will occur.



Another tool which can be used when using the Personal development plan is applying the “SMART” objective.

SMART objective is a very important way of having specific information on your objectives and usually is used in other tools to get more detailed information which is articulated in this coursework.
Smart is defined as “specific, measurable, achievable (actions) realistic and timely.” (Cornelissen, 2011).

My S.M.A.R.T. Objective Applied on Myself

Smart
I want to be able to progress in my current employment role to the level above and get a promotion.

Measurable
I have spoken to my current employers and have been told I will need a Level 5 qualification to be able to progress to the next stage of my career progression.

Achievable
I am currently doing a Level 4 qualification and I am very close to finishing my course which will enable me to get onto a Level 5 course to further my studies and achieve.

Realistic
I have nearly completed all assignments that have been set for the Level 4 and I am waiting for my final results which will enable me to pursue the Level 5 qualification.

Timely
I will start applying for Level 5 courses within a months time this therefore will allow me to search for a course which can help benefit me and also in reaching my overall aim of getting a promotion at work.

Personal Development Plan to Enable You to Achieve Your Ambitions

Having already defined what a personal development is and other analysis of the personal development plans. I have created a table below with my personal development aims. Displaying actions and desired outcomes to the table which can help me reach these aims/ambitions.

	Personal Development Aims
	Action
	Timeframe
	Result

	I want to gain a promotion in my current career role.
	Take a course and complete Level 4
	1 year course
	Project management skills gained allowing me to be more effective and employable in the industry. 

	Get more work experience in the chosen industry
	Undertake a Level 5 & 6 qualification.
	2 year course
	Gaining more knowledge and experience in being able to be more effective in the world of employment through my class activities and through completion of the assignments.

	Get a qualification to increase chances in other industries.
	Apply for a new job position once I have received my certificate from UWTSD
	Altogether a total of 3 years 
	Being in my final form with all the knowledge I have gained and new skills that I have acquired for completing the course ready for new challenges with new promotions at my current employment.



Having a plan will allow me to reach my aims/ambitions as it shows a roadmap of how or what I exactly want to achieve in life. It shows different angles on aims and can also be a reference point for all stakeholders, both internal and external. Also allows me to gain better skills and well-being can come from the plan as it is tailor made for myself.

Review of your understanding and expectations of the world of employment

What is employment?
Employment, is when there are two parties involved where one is looking to offer its services and range of skillsets in return for a paid contract this person will be the employee and the other party will be the employers who will be looking to hire someone to help fulfil its business or company overall goal they will offer a role which is a paid role to a candidate who meets the requirements of the job role for that business.


What is a Recruitment process?
The process for recruiting has various methods and steps before employing an individual for the tole, it is first recognising the job vacancy, then looking and understanding the job requirements for the given role, the applications are then reviewed by senior team members who then decide and short list a number of individuals who are then interviewed and selected by offering them the position. There are usually 7 steps in an effective recruitment process as quoted by (John.M.2014) 

The 7 steps are:

Step One= Before you start looking
For the recruitment selection this is when you put together the following information of the role of the job you want to offer this can range from what the position is looking for to even the output hours needed for the job role

Step Two= Preparing job description
This section is a process, when they state the requirements and responsibilities that they are searching for the role being offered. This step is where skills, qualification and experiences can be used in relation to the job role being offered.

Step Three=Find the candidates
This section of the process falls under the right advertisement as this opens up a broader horizon in being able to find the right candidate for the role being advertised, also to this the advertisement will help reach to the individuals who are searching for the job being offered.

Step Four =Management of the application process 
There are two different methods used for the managements of the application process, these are CVs and also applications forms. The CV of the candidates will be able express how it relates to the job role being offered. The application forms can be used to help gather sustainably information on the candidate in relation to the role being offered.

Step 5 = Selection of the Candidates
This step is when usually there are two ways of assessing which candidate to select, it is done by shortlisting candidates to who matches the criteria of the job specification being offered. The other step of selecting the candidate, is by the assessment process, this can be done by interviewing the direct candidate and seeing if they fit the role of the criteria that is needed for the advertised role.

Step Six=The Appointment
This step is when you have found the right candidate for the advertised role who has matched the description to that role what was offered. This stage is usually offered to the candidate that they have been selected for the position. However, further to this section there will still be on going checks going on like CBR (Criminal Background Record) checks to ensure they are eligible and fit for purpose to work. Also, all references can be crossed checked as new employers may want to know from former employers how the new candidate is.

Step Seven= Induction 
This is the final stage of the process where the candidate role being offered and is now an employee for that business or company. This section is both critical for both parties as the employee and employers have now formed a relationship and will be striving to help each other to be very effective and efficient to help reach the organisations overall goal, further to this, the employer will show the employee around and explain things to them such as fire safety drill as requirements in case of an emergency. They can also be shown around to where their place of work will be and shown around to other members of staff to help settle in. 

Career ambitions and aspiration

Career Aspiration
When setting your career ambition; it is very important to be able to aspire in your chosen career path. A career aspiration is a journey that you want your career to follow, so it can be from getting a raise to even a promotion at work. Although, this was reported by (Sam Ash) that when you are thinking about career aspirations you should not only think about titles, you should also think about making work life more easier, so therefore this will give you an urge and you would want to be motivated in coming and following through with your aspirations. (Sam. 2017) 

Career Ambition
A career ambition means that you are driven in order to want to move up the career leader in your chosen employment, although to this in order to make things happen, you actually go out your way in making extra effort and show that you want to reach your set goals. You will do this by knowing what it will take to get to the goal you require so if is a role where you need to develop further skills you will find ways to acquire the skills set in order to be able to achieve your career ambition goal.

My Career Ambition and Aspirations
In order for me to be able to reach my career goals of aspirations and ambitions that I have set to achieve a promotion in my employment I am required to be more qualified, and a Level 5 is needed for this. This therefore means for me that I will be going out of my way in getting a qualification so it will help me reach my goals. For me to do this I will need to complete my current Level 4 course so I can get onto the Level 5 qualification. To help me complete my goals I will be using some “SMART” objectives, this will help me reach my target goal and enable me to be very efficient and effective in my current line of work and help towards making progression for my career ambitions and aspirations that I have set for myself. As with the ambitions that I have set, it requires work to be done in order to be able to be eligible, in my case the Level 5 qualification is needed this means I have to study and learn the modules and complete my assignment that are being set, as if I don’t complete these then I will not be able to follow up my career ambitions that I have set for myself.

Conclusions
[bookmark: _GoBack]To summarise up this assignment I have understood the skills and knowledge that is required for the Personal Development Plan of myself, that has assisted me and allowed me to progress to work in an effective and efficient manner. This works by being able to apply for a career job all the way up for a higher position to being able to advance on from current professions. Further to this, I have also discussed about learning techniques that I have applied to myself and which can also be used to help identify an individual in setting targets for themselves for them to achieve their goals. They set these targets by using some techniques which I have spoken about such as S.W.O.T and also by using S.M.A.R.T objectives these can help a person overall in being more effective, in not only at work but all in their every day lives as it will help give a structure that they can follow, which overall will make them efficient in how they operate. I have also come up with a understanding of a PDP as I have made one for myself this will help me with aims and also with reaching my career ambitions and aspirations, but not only professionally but personally as an individual as well, as it showcases my strengths and weakness, and allows me to work on and improve my weaknesses and gives me an opportunity to reflect back on any errors that I have committed from a task and I learn how I can ensure I do not commit the same error again. By applying these methods to my professional and personal developments it has allowed me to grow and identify my strengths and weaknesses, this therefore has allowed me to perform better in any given task as I am quick to identify and come up with a solution by communicating effectively if I am hesitant with any task by reflecting back with my superiors. I hope to accomplish my set targets, and wish to pursue further qualifications to allow myself to apply for a higher position professionally.
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