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EXECUTIVE SUMMARY.
 My name is Samantha Davis and I am currently a first-year student at Trinity Saint David’s studying Business Management level 4-Skills in the Workplace. In the following review I will be reflecting on my journey through Career Development and Self-Awareness. I have included my SWOT analysis and GO-framework. Have included different objectives and theories that have helped me with this review. I have also included 2 Learning Style Questionnaires which are included in my appendices and have helped identify how I best learn. I have concluded the review by creating a Personal Development Plan which I believe is going to help me on this learning journey. I believe this report will highlight how much I have learned already and set me on the path to developing my employability skills and ensuring I an employment ready.
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INTRODUCTION.
In January 2019 I started a course in UWTSD studying Skills for the Workplace. My first module was Professional Career Development and after attending lectures and learning about the module I was asked to write a report on the Reflective Review of Learning Journey.” Personal development is a lifelong process. It is a way for people to assess their skills and qualities, consider their aims in life and set goals in order to realise and maximise their potential”. (Skills you need 2019)
To further my Professional Career Development and identify development needs in myself I will be conducting a SWOT analysis, GO MAD framework ,and psychometric tests whilst referring to the various theories and techniques I have learned about to help enhance my development. I will be referencing my work using the Harvard Referencing and will be concluding my report with my Personal Development Plan. I will also be including 2 learning styles questionnaires that have helped me. By completing these techniques and models I will be able to identify the skills needed to progress my career and to also improve my employability skills. 


















FINDINGS.
This module has taught me that I need to develop my  self-awareness in order to learn and make myself more confident and to develop and improve my personal needs. It has also taught me that when setting my any goals or plans I need to ensure that I am being SMART. By making my goal SMART I am enabling myself to be successful.
“Goals should be SMART - specific, measurable, agreed upon, realistic and time-based. The acronym SMART has several slightly different variations, which can be used to provide a more comprehensive definition of goal setting” (Project Smart, 2019)

[image: Blackboard with the SMART Goal definition written on it]
By developing my self-awareness I am opening myself up to new ways of learning and thinking and this will help me to better understand myself, and peers, it will also help me to understand how others perceive me. Self-awareness will help me to better myself and identify my strengths and weaknesses to help me work more effectively. To identify these strength and weaknesses i have conducted a SWOT analysis.




MY SWOT ANALYSIS.

	[bookmark: _Hlk2922553]STRENGTHS (Internal)

·  Can work well on my own or as part of a team.
· Knowledgeable.
· Smart/Professional
· Friendly and outgoing.
· Approachable.
· Eagerness to learn 
· Lead by example
· Excellent communication skills
· Good at planning and prioritizing 
· Always gives 100%.


	WEAKNESSES (Internal).

· Technology skills 
· Time management
· Formal qualifications
· Constantly chatting
· Disorgnized

	OPPORTUNITIES (External)
· I.T Course
· Social media
· Education
· Job opportunities
· Improve time management
· GET organized


	THREATS (External)
· Technology
· Better qualified people
· IT developments.
· Myself
· Family commitments
· Lack of jobs




“SWOT Analysis is a useful technique for understanding your Strengths and Weaknesses, and for identifying both the Opportunities open to you and the Threats you face”(mindtools.com).
To learn and develop from my SWOT analysis I must be active in finding ways to develop my weakness into strengths and  my threats into opportunities. By undertaking the opportunities identified I will be  further developing my employability skills and showing an eagerness to learn and develop. My strengths and weaknesses are internal factors which means they are qualities I possess and can change through self-awareness and development. .The opportunities and threats are harder to manage as these are external factors and are not necessarily in my control.
 “What makes SWOT especially powerful is that, with a little thought, it can help you uncover opportunities that you would not otherwise have spotted. And by understanding your weaknesses, you can manage and eliminate threats that might otherwise hurt your ability to move forward.”(Mindtools.com, 2019)
The Johari Window theory was created in 1955 by Joseph Luften and Harrington Ingham. The name is derived from the first names of Joseph and Harry. Johari is a useful theory for self-awareness and personal growth and can help with improving the openness and communication channels we currently share with ourselves and others. Johari’s window is linked to my SWOT analysis because I am exploring and identifying factors about myself and others. The Johari is an excellent tool to use if you are prepared to be honest and accept other people’s opinions too ,however that trust must work both ways for you to benefit and grow from this.
 “Showing people who you are requires self-awareness and self-disclosure.   The Johari Window is effectively a lens on your own self-awareness as well as a lens on self-disclosure.  You can think of your self-awareness and self-disclosure as slider bars and the Johari Window can help you figure out where your slider bars are at.” (Sourcesofinsight.com, 2019)


[image: See the source image]
Figure 1 The Johari Window
1: Open- This is what we know about ourselves and what others know.
2: Hidden- This is what we know about ourselves, but others do not know.
3: Blind- This is what we do not know about ourselves but what others believe
4: Unknown- This is what we do not know about ourselves or what others do not know about us
As we become more comfortable with our peers we will start to communicate and show more of ourselves this will then change the sizes of the 4areas.
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MY GO MAD FRAMEWORK.
[image: ]

The Go Mad is a thinking framework which was published in 1999 by Andy Gilbert and Ian Chakrvorty. “The original study included over 4,000 hours of interviews and desk research as we sought to discover and explain in the simplest possible way, the key success principles that people naturally apply when making a difference (M.A.D.) This led to the development of a results framework and a practical set of tools that anyone can easily learn and consciously apply to increase their probability of success” (Gomadthinking.com, 2019)

By applying the GO MAD to my goal and following the SMART Objective I have taken the first step towards improving myself and to helping me achieve my goal and make a difference. Habit 2 of Steve Covey the seven habits of highly effective people states Begin with the end in mind. “To begin with the end in mind means to start with a clear understanding of your destination. It means to know where you’re going so that you better understand where you are now and so that the steps you take are always in the right direction.” (Covey, 2004)
This habit is important when defining the goal in my GO MAD and defining the key principles that are going to help me achieve this. The GO MAD is the first step on a journey of 7 principles which will help me achieve this. After learning about the GO MAD framework in class and understanding the SITBAC (Strengths, Importance, Task, Buy-In, Achievability and Check}, I have been able to apply these principles and levels to my personal GO MAD framework.  I have been able to give a detailed explanation of how I am going to reach this goal and what help and support I will need along the way. There are 7 different principles to the framework and 3 different levels.
Principle 1- WHY I want to make a difference? To improve my employability skills and to make me a better manager in the future.
 Principle2-What difference I want to make? -To pass this course in January 2020 and apply to do level 5. To help improve my employability Skills. When setting this goal I made sure it was SMART
Principle3- Plan and Priorities- To plan and prioritize all lessons need to be attended, all notes reviewed and researched, and assignments and presentations will need to be submitted by the deadline. 
Principle 4- Self-Belief- It is important to have the self-belief that the goal is always achievable whilst staying focused. 
Principle 5-Personal Responsibility - To make more time for studies and to allocate myself some study time on a weekly basis and make sure that there is enough time to balance work, family and study commitments.  
Principle 6- Involve others. To help reach the goal it is important to be able to ask for help from others. Therefore, it will be important to ask peers, lecturers, friends and family for help and support with studies, assignments and childcare needs.
Principle 7- Act and measure the results. To pass level 4 in 2020 and get accepted on to level 5. The certificate and offer to study level 5 will be the reward for achieving principles 1 through 6.
Level 1- Personal planning. The important word here is PERSONAL. What am I going to do to achieve my goal? Through buy-in with the help and support of my friends, family, peers and lecturers I will be able to focus on Level2 and Maintaining momentum, before reaching level 3 and making a difference.


 




LEARNING STYLE QUESTIONNAIRES.
We all learn and develop differently but as individuals we are not necessarily aware of how we learn best. Since starting university and attending lectures I have learned that there are a number of learning style questionnaires that are available to help us understand how we learn and develop best. I have decided the 2 learning styles I will be talking about are Honey and Mumford (1986) and VARK.
” Some learn best by listening, some have to observe every step, while others have to do it to learn it. The fact is that individuals need all three modalities to truly commit information to memory: visual, auditory, and kinesthetic. While most are typically stronger in one area than another, the trick is figuring out the preferred modality and capitalizing on strengths.” (Educational Connections, 2019)
Honey and Mumford learning styles were developed by Peter Honey and Alan Mumford in 1986.
“Research conducted by Honey and Mumford suggests that some people are better at learning from experience (Activists),others by learning from reflection(Reflectors).others by developing their own ideas about how the world works and preferring theoretical input(Theorists), and finally some individuals prefer to take information, plan for the future and ask ‘what if?’ (Pragmatists). (Morgan, 2017) 

[image: http://www.hkadesigns.co.uk/websites/msc/prin/images/index.7.gif]

To find what learning styles individuals are Honey and Mumford developed a questionnaire to help identify what type of learner we are. By doing these questionnaires it will help me identify my learning preferences and also help me identify and understand the learning styles of my peers. After completing the questionnaire in class (Appendix 1) I discovered that I learn equally through being an Activist and have a very low preference as a Reflector.


Activist
I fully agree that I learn best as an Activist as I am always open to new ideas and am always willing to try anything once to see if I enjoy it. I believe I am very open-minded and enthusiastic. I do find that I can get bored and fed up if an experience takes too long. I also enjoy change and have an eagerness to learn anything new. I also believe that sometimes I seem to hog the limelight as I am very vocal and have no problem giving presentations or chairing a meeting. The downside to being an activist is that I will quite often take unnecessary risks and find it hard to delegate which will result in me doing too much myself. I also believe that I learn least from being asked to do a thorough job as this also links back to one of my weaknesses in my SWOT analysis that I am disorganized.
I also agree with the questionnaire that I have the least preference for being a Reflector as I am definitely not someone who likes to sit back and just observe. I also tend to jump in feet first before thinking a situation through which is evident from my results. 
“VARK Questionnaire is a  Model of learning style developed by Fleming and Mills (1992) and its basic idea is that the way we take information differs for each individual as some learn through (hearing / Auditory), others are Visual/ verbal, others through reading/ writing, and others through actively touching and experiencing or using information (kinaesthetic)” (ukessays,2019)
[image: See the source image]
The VARK Questionnaire is the other learning style that I decided to do for this assignment(APPENDIX 2).At first I was very sceptical as to how 13 questions could help identify how I learn best but after answering the questions and calculating the results the answers showed that I learned best through Aural/Auditory. After analysing the factors of Aural learners I wholly believe that this is how I learn best.it is evident from this reflective  review I am definitely very vocal and loud and enjoy talking and listening to others. I can be very easily distracted and although I like to be loud I do not enjoy being in a noisy environment Just like Honey and Mumford VARK has also identified that like to try new things. VARK also highlighted how I learn least through Visual again I completely agree as I definitely do not observe rather than take action I also find it difficult to follow verbal instructions. These learning styles have helped me discover how I learn best and how to develop and help me tailor the results into making me more employable.








































CONCLUSION.

After reviewing what I have already learned and identifying ways to increase my Self Awareness and further develop myself it became necessary to create my Personal Development Plan. After further evaluation and reviewing my SWOT and GO-MAD I believe that I will need to set myself the 3 objectives of
1) Improving my IT skills. This was highlighted as a weakness of mine in my SWOT but also something I would need to complete my GO-MAD so by including it in my plan is giving me amore structured and detailed method of turning it into a strength and helping me achieve my end goal. 
2) Gain a formal qualification. For me this is the most important objective as not only is it the goal in my GO-MAD but is also the reason I am studying this course so at the end of 3 years I will have a formal qualification and a knowledge of skills and requirements needed to become a good manager.
3) Improve my Time-management and Organizational skills. This is the most difficult of my objectives as I find it hard to manage my time with 2 small children, working and studying .I am also quite dis-organized but since starting this module I have already seen an improvement however not enough to turn it from a weakness into a strength. 
My PDP is a detailed guide to how I am going to eliminate my weaknesses and turn them into strengths. It is also going to help me achieve my GO-MAD and change me as a person and make me start thinking SMART. Once this has been achieved I will of increased my Self awareness and made me a more confident individual who has the knowledge and skills needed. I believe I have already learned so much from this module and am already noticing small changes in the way I think that I am excited for the rest of the year and my development and awareness to be increased.





  















	Development 
Objectives
	Specific
Actions 
	Barriers and how I will remove them
	Support needed
	How will I know when I have achieved this 

	1.Improve my IT Skills
	· Read” Dummies” guide and other how to books.
· Follow You Tube tutorials
· Check what courses the local library offer.
· Study the Microsoft packages
	· Arranging child care so I can attend courses
· Set aside time to myself to watch You tube without interruptions
· Buy the books so I don’t have an excuse not to read
	· Friends
· Family
· Peers
· Lecturers
· Employer
· Study Skills

	· I will be a lot more confident using technology
· Ask for less help 



	2.Gain a formal qualification
	· I will receive a grade and certificate in January 2020.
· I will get accepted onto level 5.
	· Believe in myself that I can do this course and level 5/6
· Set myself and children a reward if I complete and pass level 4
	· Friends
· Family
· Peers
· Lecturers
· Study Skills
· Myself
· Student Finance

	· I will receive a grade and certificate in January 2020.
· I will get accepted onto level 5.

	3.Improve my Time Management/Organisational Skills
	· Be proactive
· Get diary/organiser
· Set out a weekly schedule
· Involve the kids so get them a checklist
· Set some boundaries
	· Family commitment
· Friends
· Job
· Phone
	· Friends
· Family
· Peers
· Lecturers
· Myself
· Children
	· I will be more organised
· Always on time if not early
· Less stress and rushing around
· No more last minute




References 

Morgan, P. (2017). Business student's guide to study and employability. London: SAGE, p.96. 

Covey, S. (2004). The 7 Habits of Highly Effective People. London: Simon & Schuster, p.98. 

Mindtools.com. (2019). Personal SWOT Analysis Making the Most of Your Talents and Opportunities. [online] Available at: https://www.mindtools.com/pages/article/newTMC_05_1.htm [Accessed 25 Feb. 2019].

Sourcesofinsight.com. (2019). The Johari Window: Know and Share Yourself With Skill. [online] Available at: http://sourcesofinsight.com/know-and-share-yourself-enough/ [Accessed 27 Feb. 2019].

Gomadthinking.com. (2019). Go MAD Thinking. [online] Available at: https://www.gomadthinking.com/about/our-story/ [Accessed 25 Feb. 2019].

Skillsyouneed  (2019). Personal Development | SkillsYouNeed. [online] Skillsyouneed.com. Available at: https://www.skillsyouneed.com/ps/personal-development.html [Accessed 27 Feb. 2019].

Project Smart. (2019). SMART Goals. [online] Available at: https://www.projectsmart.co.uk/smart-goals.php [Accessed 1 Mar. 2019].

https://www.ectutoring.com/resources/articles/learning-style-important [Accessed 02/03/19].

https://www.ukessays.com/essays/education/reflection-and-learning-styles-education-essay.php             [Accessed 02/03/19].

















APPENDICES
(1)
Learning Styles Questionnaire

Name: Samantha Davis

This questionnaire is designed to find out your preferred learning style(s). Over the years you have probably developed learning "habits" that help you benefit more from some experiences than from others. Since you are probably unaware of this, this questionnaire will help you pinpoint your learning preferences so that you are in a better position to select learning experiences that suit your style and having a greater understanding of those that suit the style of others.

This is an internationally proven tool designed by Peter Honey and Alan Mumford.

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the results depends on how honest you can be. There are no right or wrong answers.

If you agree more than you disagree with a statement put a tick by it.
If you disagree more than you agree put a cross by it.
Be sure to mark each item with either a tick or cross.

	√
	1. I have strong beliefs about what is right and wrong, good and bad.

	√
	1. I often act without considering the possible consequences

	X
	1. I tend to solve problems using a step-by-step approach

	√
	1. I believe that formal procedures and policies restrict people

	√
	1. I have a reputation for saying what I think, simply and directly

	X
	1. I often find that actions based on feelings are as sound as those based on careful thought and analysis

	X
	1. I like the sort of work where I have time for thorough preparation and implementation

	X
	1. I regularly question people about their basic assumptions

	√
	1. What matters most is whether something works in practice

	X
	1. I actively seek out new experiences

	X
	1. When I hear about a new idea or approach I immediately start working out how to apply it in practice

	X
	1. I am keen on self discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.

	√
	1. I take pride in doing a thorough job

	X
	1. I get on best with logical, analytical people and less well with spontaneous, "irrational"

	X
	1. I take care over the interpretation of data available to me and avoid jumping to conclusions

	X
	1. I like to reach a decision carefully after weighing up many alternatives

	√
	1. I'm attracted more to novel, unusual ideas than to practical ones

	X
	1. I don't like disorganised things and prefer to fit things into a coherent pattern

	√
	1. I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done

	X
	1. I like to relate my actions to a general principle

	√
	1. In discussions I like to get straight to the point

	X
	1. 1 tend to have distant, rather formal relationships with people at work

	X
	1. I thrive on the challenge of tackling something new and different

	√
	1. I enjoy fun-loving, spontaneous people

	X
	1. I pay meticulous attention to detail before coming to a conclusion

	√
	1. I find it difficult to produce ideas on impulse

	√
	1. I believe in coming to the point immediately

	X
	1. I am careful not to jump to conclusions too quickly

	√
	1. I prefer to have as many resources of information as possible - the more data to think 	over the better

	√
	1. Flippant people who don't take things seriously enough usually irritate me

	√
	1. I listen to other people's points of view before putting my own forward

	X
	1. I tend to be open about how I'm feeling

	√
	1. In discussions I enjoy watching the manoeuvrings of the other participants

	X
	1. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 	in advance

	√
	1. I tend to be attracted to techniques such as network analysis, flow charts, branching 	programs, contingency planning, etc.

	X
	1. It worries me if I have to rush out a piece of work to meet a tight deadline

	X
	1. I tend to judge people's ideas on their practical merits

	√
	1. Quiet, thoughtful people tend to make me feel uneasy

	X
	1. I often get irritated by people who want to rush things

	X
	1. 	It is more important to enjoy the present moment than to think about the past or future

	√
	1. I think that decisions based on a thorough analysis of all the information are sounder 	than those based on intuition

	X
	1. I tend to be a perfectionist

	√
	1. In discussions I usually produce lots of spontaneous ideas 

	√
	1. In meetings I put forward practical realistic ideas

	√
	1. More often than not, rules are there to be broken

	X
	1. I prefer to stand back from a situation

	√
	1. I can often see inconsistencies and weaknesses in other people's arguments 

	√
	1. On balance I talk more than I listen

	√
	1. I can often see better, more practical ways to get things done 

	√
	1. I think written reports should be short and to the point

	√
	1. I believe that rational, logical thinking should win the day



	√
	1. I tend to discuss specific things with people rather than engaging in social discussion

	√
	1. I like people who approach things realistically rather than theoretically

	√
	1. In discussions I get impatient with irrelevancies and digressions

	X
	1. If I have a report to write I tend to produce lots of drafts before settling on the final version

	X
	1. 1 am keen to try things out to see if they work in practice

	√
	1. I am keen to reach answers via a logical approach

	√
	1. I enjoy being the one that talks a lot

	X
	1.  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

	X
	1. I like to ponder many alternatives before making up my mind

	X
	1. In discussions with people I often find I am the most dispassionate and objective

	X
	1. In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking

	√
	1. I like to be able to relate current actions to a longer term bigger picture

	√
	1.  When things go wrong I am happy to shrug it off and "put it down to experience"

	X
	1. I tend to reject wild, spontaneous ideas as being impractical

	√
	1. It's best to think carefully before taking action

	X
	1.  On balance I do the listening rather than the talking

	X
	1.  I tend to be tough on people who find it difficult to adopt a logical approach

	√
	1.  Most times I believe the end justifies the means

	X
	70. I don't mind hurting people's feelings so long as the job gets done

	√
	71. I find the formality of having specific objectives and plans stifling

	√
	72. I'm usually one of the people who puts life into a party

	√
	73. I do whatever is expedient to get the job done

	√
	74. I quickly get bored with methodical, detailed work

	X
	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events

	√
	76. I'm always interested to find out what people think

	√
	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 

	√
	78. I steer clear of subjective or ambiguous topics

	√
	79.	I enjoy the drama and excitement of a crisis situation 

	√
	80. People often find me insensitive to their feelings

















(2) VARK LEARNING STYLES QUESTIONNAIRE
This questionnaire aims to find out something about how you learn best.  The follow up materials will then give you tips on how to use your preferred style for maximum benefit.
Choose the answer which best explains your preference and circle the letter next to it.  Please circle more than one if a single answer does not match your perception.  By the way, there are no ‘right’ or ‘wrong’ answers!  No further information can be given as it may prejudice your responses.
When you have completed the questionnaire, use the marking guide to find your score for each of the categories, Visual, Aural, Read/Write and Kinaesthetic.

1.	You are about to give directions to a person who is standing with you.  They are 
staying in a hotel in town and want to visit your house later.  They have a rental car.  You would:
		draw a map on paper
		tell them the directions
	(c)	write down the directions (without a map)
		collect them from the hotel in my car
2.	You are not sure whether a word should be spelled ‘dependent’ or ‘dependant’.   I would:
	(a)	look it up in the dictionary
		see the word in my mind and choose the way it looks
		sound it out in my mind
		write both versions down on paper and choose one
3.	You have just received the latest copy of a magazine with an itinerary for a conference, this is of interest to someone else.  You would:
	(a)	phone them immediately
		send them a copy of the printed itinerary
		show them on a map of the world
		share what I plan to do at each place I visit
4.	You are going to cook something as a special treat for your family.   You would:
	(a)	cook something familiar without the need for instructions
		thumb through the cookbook looking for ideas from the pictures
		refer to a specific cookbook where there is a good recipe
5.	A group of tourists has been assigned to you to find out about wildlife reserves or parks You would:
	(a)	drive them to a wildlife reserve or park
		show them slides and photographs
		give them pamphlets or a book on wildlife reserves or parks
		give them a talk on wildlife reserves or parks
6.	You are about to purchase a new compass clinometer.  Other than price, what would most influence your decision?   
		the salesperson telling you what you want to know
		reading the details about it in a journal
		playing with the controls and listening to it (road testing it)
	(d)	it looks really smart and fashionable

7.	Recall a time in your life when you learned how to do something like playing a new board game.  Try to avoid choosing a very physical skill, eg. riding a bike.   You learned best by:
		visual clues – pictures, diagrams, charts
		written instructions
		listening to somebody explaining it
	(d)	doing it or trying it
8.	You have an eye problem.   You would prefer the doctor to:
	(a)	tell me what is wrong
		show me a diagram of what is wrong
		use a model to show what is wrong
9.	You are about to learn to use a new program on a computer.   You would:
		sit down at the keyboard and begin to experiment with the program features
		read the manual which comes with the program
	(c)	telephone a friend and ask questions about it
10.	You are staying in a hotel and have a rental car.  You would like to visit friends whose address/location you do not know.   You would like them to:
		draw a map on paper
	(b)	tell directions
		write down the directions (without a map)
		collect me from the hotel in their car
11.	Apart from the price, what would most influence your decision to buy a particular textbook?
		I have used a copy before
	(b)	a friend talking about it
		quickly reading parts of it
		the way it looks is appealing
12.	A new movie has arrived in town.  What would most influence your decision to go (or not go)? 
		I heard a radio review of it
		I read a review of it
	(c)	I saw a preview of it
13.	Do you prefer a lecturer who likes to use:
	(a)	a textbook, handouts, readings
		flow diagrams, charts, graphs
		field trips, labs, practical sessions
		discussion, guest speakers
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