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INTRODUCTION
In this reflective report I will describe my own professional career development Plan, which will help me to achieved my personal career goals. Professional development plan is the lifelong process that forms a person’s work identity. It is based on the assessment of abilities, demonstrate readiness for employability and personal advancement through an understanding of personal strengths and arenas for further development, establish employment goals and develop a personal action plan. I will provide my own assessment as an employee throughout the report which includes the Gibs model for the purpose of my skill assessment. This model has also helped me understand what means reflection and also how I can learn from my own experiences. I will specify my own SWOT analysis along with SMART objectives, which reflects my plan for professional career development.Writing this report will help me to identify that skills gap which I will be obviously to drafting an  action plan so that I  can be able to improve my skills and achieved my career goals in the future.
Oxford Brookes University[Online] Available: https://www.mbaskool.com/business-concepts/human-resources-hr-terms/1779-career-development.html(Accessed 28 March 2020)

· DESCRIPTION
I started classes at the University of Wales, Trinity Saint David, Certificate Health and Social Care in 2019. I enrolled at this university to improve my skills because I would like to pursue my career as Social Worker, after I will finish my studies.
In this my journey, I study some models of learning and one of my favourite models is Gibs Model. This model was created in 1988 and is based on the structure of the learning from own experiences and has 6 stages.
With the help of this model of reflection, I will describe what I think about the employability and I chose 4 topics that I consider essential to starting an employee career: career development goals, demonstration of the understanding on employability skills, recruitment and selection, employment legislation. 

· Career development goals- setting goals help to build a career, and the most efficient way to achieve, is to build a clear line that you have to follow and decide how to apply your time and resources to progress. Without any goals, it is very difficult to get the job you want or to progress in career or anything else you dream of.

· Demonstration of the understanding on employability skills - employability is a set of skills and knowledge that make you more employable and successful in the workplace and can be used in any employment sector. Each employer offers training to a new employee to teach him the skills specific to the job required, but nevertheless the employer wants to see from the employee certain skills that are essential and are the most important skills for employability.

· Recruitment and selection
Recruitment means when you need a position to be filled, to know how to identify job requirements by creating a list of requirements, at the same time to make it so that you attract people to apply for that job. Recruitment is one of the most important roles of human resources management. Selection means looking for candidates with qualifications by choosing the CVs they have submitted, and at the end choosing the people that seem to suit you for that job. 



·  Employment Legislation - means a series of laws that regulate relations between employers and employees. In general, these laws are more for employees to provide them with security and protect them from any problems that may arise between them and their employees. 
Skills you need [Online]Available: https://www.skillsyouneed.com/general/employability-skills.html(Accessed 18 March 2020)


· FEELINGS

· Before I enrolled at this university, I worked for many years as a sales assistant in coffee shops, and at one point I realized that I could do better than that and I thought is time to make a change in my life. My biggest challenge was to enrol at university, I was always afraid to continue my studies because was missing my self-confidence. My lecturer of Professional career development, Mr. Md. Kalam said a very nice and true quote:  "The day you stop learning is the day you stop living...", (Tetsuyama-san ), this quote has motived me even more to get involved in learning and achieved my goals. Before I started these courses I did not know exactly which area of activity would be right for me, so I have reflected a lot in what field I would like to work and i realized even since I was younger, I have enjoyed helping people around me, giving them advice, finding solutions to overcome difficult times, so I think the social worker position is the right job for me, because to have a successful career , we need to combinate useful with the pleasant. 
“The trouble with not having a goal is that you can spend your life running up and down the field and never score.” – Bill Copeland, this is a quote that I find in my research helps me to realize how important it is to have a goal in life.
 
· The essential Employability Skills that I had before enrol at University, such as communication skills that include verbal and non-verbal communication, active listening, team working, problem solving, some of them I already improved and others I still have to work on to acquire them.
By studying the communication process, I was able to understand why non-verbal communication is more important than verbal communication. In the first term I had to make a group presentation and during the presentation, I realized that non-verbal signals can increase confidence, clarity and add interest to the presentation, because I used them correctly. Body language and nonverbal cues made me a good presenter. 
In the same group presentation, I discovered that I can be a very good team working. According to Belbin’s theory, that discovered the nine behavioural groups and were named Belbin Team Roles, each team needs access to each of the nine behaviours Belbin Team Role to become a successful team. However, I discovered that I can be a good Implementer, which means I been efficient, practical, good organizer, but sometimes I can be a bit inflexible and slow to respond to new possibilities. 
I helped my group a lot, I collaborated very well with my colleagues, I had the opportunity to get to know them better, to improve the communication skill, to listen well to others and when there were problems, I was able to solve them.


· About recruitment and selection, I never really understood what the whole hiring process was, after which criteria are selected the potential candidates to earn a position, but after several research and from what my lectures have teaching me, I understand that the recruitment is a very important process in an organization, which involves a lot of responsibility, the people who make the hiring’s ,usually managers must prepare a very well-developed list with the requirements of the job, describe very well the tasks that employers must perform. Another important thing that I understand during the University, if a candidate applies for a job with CV that is not professional, then there is no chance to be called at interview. I had an experience similar, in the past and I could not understand why I was not called at interviews, after I had applied for more jobs. One of my lectures said in class that if we update the CV often and add skills that we acquired in the meantime, we will definitely be called to the interview and after I updated my CV, I was called in for interviews.

· Employment legislation is a topic that I liked to learn more about, because as a foreign citizen, I have never been able to understand what the laws are, what rights employees have and how important it is for each of us. The laws are different in each country but by comparing them with the laws of my native country, in U.K the laws are better for employees because it offers the protection that everyone need.

· ANALYSIS

Career development goals
To set goals, I found a framework which is very helpful for me and is called SMART goals which has a few steps to follow:

[image: ]
Indeed career guide[Online]Available : https://www.indeed.com/career-advice/career-development/smart-goals (Accessed 2- March 2020)

S = Specific

To achieve something, you have to be clear and as specific as possible. For example, if I say that "I would like to be manager” I could say "I would like to earn a position to manage a development group for a big company.

M = Measurable

If you need to earn a position to manage a development team in a health and social care company, you will have to prove what progress you have made in order to convince your employer that you deserve that position. You have to measure the progress of the number of positions you have applied for and for the number of interviews completed.

A = Achievable

When setting a goal, you need to know if you are ready enough to earn the job now or you need more time to improve your skills and after you will become better prepared.

R= Relevant

When setting a goal, you have to wonder why the goal is important to you, whether achieving it will help you and how it will contribute to achieving the long-term goals, in this way you'll know whether or not the objectives are relevant.

T = Time – based

If your goal is to earn a manager position, you need to set a time frame in which the goal can be achieved. If after six months, you have not been able to achieve your goal, you need to find out why. One of the reasons might be that you have not given yourself enough time, or maybe encountered some blockages, or maybe your goal cannot be achieved.
The goal that I set out to achieve is to finish my studies and to start a new career in a field very pleasant to me, I want to earn a position as social worker manager. I know it is a long way to get there, but the studies helped me a lot to recognise my strengths, also my weaknesses that some of them I managed to raise, others still need to improve.


Demonstration of understanding on Employability skills

The most important skills for employability are:
· Communication Skills- can be defined by transmitting or exchanging information or ideas using speech or writing. With the help of good communication, we can establish and maintain relationships, it helps to build up your personality, also can increase efficiency at workplace, solve problems and conflicts within coo workers or colleagues. In this process are included: 
· Verbal communication- are the words that we use face to face or in writing, both variants are very important, but it depends on each job in part what requirements it has.

· Non-verbal communication- is the process of communication without words where the message can be transmitted via body language.

· Active listening- is also part of the communication process, it is  a skill that is very important, when you receive a message, you have to pay attention and listen the person who speaks.
 I consider as strength my communication because I communicate effectively with the customers at workplace, at University with my colleagues and my lectures. I leasing very well, I understand the customer needs either speaking or in writing and I deliver the service according their need. Working like sales assistant, most of the time I communicate with customers by phone when I taking the orders. Ii never misunderstandings in communication with my colleagues or customers. Sometimes I write emails to my manager, so it shows that I communicate effectively.

· Problem solving and decision making - is an analytical process when found to get out of some crisis situations and can be a gauge of an individual's critical thinking skills.

· Team working-the ability to work in a team, formal or informal which is vital in most jobs.

· Time management-is the process of planning how much time you spend on your activities. A good organization of time it helps to increase the effectiveness at workplace and also in daily activities. Since I learned about 80/20 rules, theory that belongs to Vilfredo Pareto, I know how to manage my time so that I perform all my tasks on time. This theory suggests to create a to do list, then establishing what the objectives are, distinguish which tasks contribute to the goal and which are make us to waste time. In this way we can conclude that 80% of tasks are not essential and the 20% helps us achieve the goal. Good time management at the workplace was helping me develop myself. My time at work has always been very well organized, I have always focused on the most important tasks.
At University, when I have assignments, I know how to do my research, on what topic I need to focus, I never waste time reading articles that have no relevance to the subject. This way I manage to finish my assignments in time and I do not get stressed when the deadline approaches. Perfect 24 hours[Online]Available: https://perfect24hours.com/80-20-rule-time-management/ (Accessed 23 March2020)


· Negations skills - is the process of resolving a disagreement between people and finding common ground.


· Emotional intelligence-  Is about to manage your own emotions and how to use them in a positive way to achieve your goal. Sometimes, I really had problems because of not controlling my emotions, it happens to not take the job, as my emotions had a negative impact on me.


· Being Reliable and Dependable – Is about to keep your promises made, when you say you want to do something, you have to do, to be able when you look around and see that something has to be solved, you have to solve it yourself on your own initiative. Another important thing is to be very well organized, to have a very good time management, to know to start with the most important tasks and to finish with the less important ones. 


Recruitment and selection 
The process of recruitment and selection has a few steps very important:

· The identification of the new position – you have to know how to identify the position needed in the company, and this usually starts through the human resources department that receives a recruitment request with the number of positions the company needs, specifying the responsibilities and qualifications required for the new employee. The manager must decide whether that position needs to be filled and whether it is necessary full time, or part time, permanent or temporary.

· Job Analysis and Evaluation - the second step of recruitment is to analyse the jobs to identify the full scope of the task, responsibilities, working environment, skills and qualifications required for a particular job. When recruiting, account must always be taken of the information that the manager received since the last interview. Each detail must be analysed individually because they are essential not only for the creation of job descriptions and specifications of persons, but also for the determination of salaries, benefits, training, performance assessments, recruitment methods and interview questions.

· Job Description and Person Specifications - to create the job list, you have to do job description analysis and specifications. After you identify all the requirements you want from a person to occupy that role in the company, you must clearly write down all the details so that you can recruit the right candidate. 

The essential details are :
· The job titles
· The job location
· A summary of the job
· Job duties
After all the details about the position have been specified, you must specify what are the requirements of the company from the candidate to occupy the position.

· Qualifications.
· Work experience requirements
· Training
· Expected skills.
· Emotional or personality traits 
· Responsibilities necessary 
· The Recruitment Strategy - the next step is the strategy to recruit the ideal candidates and for this you must ensure that the process is carried out in a clear, fair, impartial, transparent and professional manner.

· Reviewing Job Applications - after all these processes have been done and applications for employment from the candidates begin, the selection process begins. The selection of CVs can be made by a particular software or from a person and must be checked if all the employer's requirements meet their candidate. If they do not meet the requirements, they are excluded from the system.

· Initial Interviews and Job Test- Once the candidates have been selected, they will be called to the interview to ensure that they are indeed suitable for the position and will be asked questions to see if they have good communication skills to perform the tasks of the job.

· Shortlisting Top Candidates - after a number of interviews, the best 5-10 candidates will be selected after which they will be handed over to the employment manager and he will decide who is the ideal employee.

BBC bitesize[Online] Available: https://www.bbc.co.uk/bitesize/guides/z3s9fcw/revision/2(Accessed 30 March 2020)



Employment legislation 
Employability legislation means a set of laws that protect employees as well as employees. Laws are about discrimination, legal working age and working conditions that need to be safe. Violations of employment legislation are punishable in court or by administrative procedures. If there were no such regulations, there could be a lot of number of conflicts between the employee and the employer and usually the victims are the employees. That's why some laws have been created on wages and working conditions.
The legal standard set are: 
· Common Law- is the law that is developed by judges or courts

· Primary legislation - is the Parliament law and these may annul the decisions of the judges or modify the current legislation. It is the way to decide new duties or general duties.


· Secondary legislation -this Law is created by ministers and sent by Act to the Parliament for approval. 

· European law- is a set of treaties, Court rulings that work alongside the other Member States of the European Union.

· European Convention on Human Rights 1950- European Convention on Human Rights 1950 - From 2 October 2000, this Convention was incorporated into law in the United Kingdom through the Human Rights Act 1998

The employment Law is coming to helps in various way:
· Law recruitment- the equality Act that was given in 2010, does not allow the employer to discriminate against candidates for jobs, due to several characteristics: 
· age
· disability
· gender reassignment
· race
· religion
· sexual orientation
· marriage and civil partnership or belief
· sex
· pregnancy and maternity

· Employment contract - legislation has a very important impact on working conditions. The most important rights of the employee that should be stipulated in the contract are:

· The right to be given employment particulars
· Disclosures and detriment
· Sundays, time off and suspension
· Dismissal: notice and reason
· Unfair dismissal
· Redundancy payments
· Employer insolvency

· Data protection – means protecting very important information and ensuring that is legally used. all employers must take this law into account because if it is violated it is punished harshly.

· Pay and Holiday entitlement- an employer must grant the employee who works full time, at least 28 days for leave.

· Working time - employees are allowed to work legally 48 hours a week.

· Health and safety at work- the purpose of this law is to assure employees that they are operating in a safe place. Employers must meet these health and safety obligations.

· Discrimination - Equality Law is the act that regulates discrimination, and employers must respect it, as penalties for breaching the rules can be severe.





· EVALUATION
   
At this step, I will describe my personal Swot Analysis, which means a strategic plan to identify my strengths, weaknesses, opportunities, and threats. This plan is very helpful to achieved my goals.

	                  Strengths
· Communication skills
· Good team player and work well independently
· Writes well
· Time management
· IT skills
· Creative
· Quick learner
· Smart attitude
· Able to apply for a job
	                Weaknesses
· I can be impatient in certain situations
· Sometimes I am insensitive
· Problem solving and decision making
· Public speaking
· Anxious

	                 Opportunities
· To gain a degree qualification in Health and Social Care, this will increase my work and earnings over a less qualified person in this field.
· Earning a position to manage a group 
· Meeting new people
· Gaining valuable skills
	                   Threats
· I need to be careful on how insensitive I am at workplace because it may cause conflict between others
· Problem solving and decision making is a skill that I work on, it may cause big problems in the future.
· Lack of confidence







· CONCLUSION

In the conclusion of this reflective report, since I started studying at the University of Wales, Trinity Saint David, my knowledge has developed, I have been able to discover the abilities that I had before but I was not aware that I had them. I can say that so far, I have improved my communication Skills, now I can communicate effectively. I have improved my public speaking because I was a very shy person. I learned how to write a CV in a clear and professional way and that helped me change my job quickly , I learned which are my rights as employee and if I encounter any more problems such as discrimination at the workplace , that it happened to me several times just because I have different nationality, now I know that I am protected by the Law.
When I started university in the first term, I was very scared because I lacked confidence in myself. After my first assignments i managed to take good grades so in this way I gained more confidence in myself. Now I am at the end of term two at the university, I am very confident to get good grades at the assignments. And I will like to get higher marks than the first term, because I think my knowledge has advanced.










· ACTION/ PDP
My action plan to improve my skills are: 



	Skills
	Why it is important
	What is your plan to improve the skills/how you will improve
	Resources you will use
	Review date

	Effective team working skills
	-People are working a shared objective and share their varied skills in different roles to achieve the goal. Increase efficiency.
	Good communication, exercise together, establish team rules, I focus on my strengths.

	PowerPoint, worksheets, clips, well differentiated.
Books.
	30/10/2020

	Employability skills
	It helps to achieve my goals in a future career.
	I consider by education and training, by getting a degree or certification, Is the best way to improve these abilities.
	Moodle, training, internet sources, books.
	30/10/2020

	Negation skills
	Is a ability very important because it helps to avoid conflicts between me and my colleagues or my manager at workplace.it helps me to negotiate my salary.
	I can improve this skill by reading articles, by formal training.
	Finding a good negations coach.
	20/08/2020

	Communication skills
	Is helping me to make new relationships help me to develop my career, to do very well my job.
	To improve this skill, I need to read more, to be a good listener, maintain eye contact, 
	Books, articles, Moodle.
	30/10/2020

	Problem solving skills
	it enables me to exert control over my environment.is help me to improve performance, 
	I need to understand the causes of problems and create strategies to solve them.
	Articles, books.
	30/10/2020
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