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1.0 [bookmark: _Toc74874338]Executive Summary 

As world is changing, and technology is now part of our lives, internet is now important point on our expenses list, the employability skills are changing also, Employers know exactly who they want to hire. 
To be able be on the top of Employability list and succeed in our Career we must Understand where we want to be in our future, who we want to be, how and what to learn.
According to Indeed-the biggest online Career guide
“Employability skills are transferrable skills that are useful in nearly every job. They involve the development of an expertise, knowledge base or mindset that makes you more attractive to employers. Employability skills are also often referred to as employment skills, soft skills, work-readiness skills, or foundational skills. They often improve your performance, minimize errors, and promote collaboration with your co-workers, enabling you to perform your role more effectively. “(2020, online)
That is the main reason why applied University.
On my lectures, we are doing many exercises and the aim of this is self-awareness, now I can understand that I am Kinaesthetic and Visual learner (Vark), Theorist and Reflector (Honey and Mumford). And know what my weaknesses and threats are, that I can challenge them and change into strengths to create new opportunities. 
This report is a history of my journey thru the lectures, what I have learned and how I am planning to Use this knowledge in my Future.


 






2.0 [bookmark: _Toc74874339]Terms of Reference

The Report was requested by Melanie Squire as a written Assessment of the Professional Career Development module BMSW4005.
The purpose of this report is to demonstrate my understanding of the module and share my reflection on professional career development, what I learn during the classes and how I can improve my employability skills thru understanding my personal strengths and weaknesses and what I need to do to improve them.
What are my plans, and how lectures help me realize them?
The report was submitted 18/06/2021 by Katarzyna Raza (2027554) student at University of Wales Trinity Saint David in Cardiff



3.0 [bookmark: _Toc74874340]Procedures

To prepare this report I have used my own notes from the lectures, videos and Panopto’s designed by my Academic Tutor Melanie Squire, reading list from my Moodle, University Library, Google scholar, online Business journals, Books, and online articles.


[bookmark: _Toc74874341]4.0 Introduction

In this report I will show my understanding of the module and share my reflection on professional career development, what I learn during the classes and how I can improve my employability skills thru understanding my personal strengths and weaknesses and what I need to do to improve them.
Crafword states that “Professional development opens us up to new possibilities, strategies, knowledge and skill areas.” (2016, online), and I can agree with this, to be able grow higher on my career ladder I need to upgrade my employability skills.
During my university lectures I have learned, why developing skills are important, what I will gain from developing them, and which one I should develop to achieve my personal goals, how I should do that, my report is explaining which Academic resources help me to understand them and how I am planning to use that Knowledge in the future.
Is has been suggested that employee who manage their time well are more productive, more efficient, and more likely to meet deadlines. They focus on the most important time-sensitive tasks and limit amount of time wasted on non-essential duties (Doyle,2019, online)










[bookmark: _Toc74874342] 5.0 Different Learning styles

During my lectures I was asked to take psychometric test, outcome of the test will tell me what my preferred learning style is. And how I can use this knowledge in my personal development.
5.1 [bookmark: _Toc74874343]Vark

My Vark test result show me, that I am Kinaesthetic learner, but I did not fully agree with this, as in my opinion 3 from 4 points of Vark suits me, I did also online version on the questionnaire and the answer was that I am Multimodal-which confirm that I have more than one learning strategy.
My scores were:
· Visual 12
· Aural 9
· Read/Write 13
· Kinaesthetic 11

5.2 [bookmark: _Hlk74870433][bookmark: _Toc74874344]Honey and Mumford 
My Honey and Mumford test result states, that I am both -Theorist and Reflector, and I can strongly agree with this I like to understand the theory behind the actions. And like to use concepts and facts to engage in the learning process, but also observing and thinking about what happened, analyse experiences from several different perspectives, collecting data and taking the time to work towards an appropriate conclusion. (Roseveld,2005)

[bookmark: _Toc74874345]5.3 Myers and Briggs 
This Test perfectly shown my personality and I can use this chart if searching for another work I was able to find out which kind of work is perfect for my personality. 
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6.0 [bookmark: _Toc74874346]Identifying personal goals.
[bookmark: _Toc74874347]6.1 Swot 

SWOT Analysis can help organizational managements to uncover opportunities to take advantage. By understanding weaknesses, threats can be managed and eliminated. To examine an organization and its competitors through SWOT Analysis, strategies that help distinguish a company from competitors can be formulated. (GUREL E,TOT M, 2017)
Swot Analysis matrix help me Understand my Strengths, Weaknesses, Opportunities, and threats and give me starting point in building my future career. 
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[bookmark: _Toc74874348]6.2 Johari Window 
For me Johari Window is easy matrix which allowed me to see the things I never see before it helped me to re-evaluate and re-think my life, who I am and who I want to be, help me understand, that feedback from others is very important in many aspects of my life.
Johari Window is created to build self-awareness, communication skills and relationship with others. Self-awareness is vitally important as the foundation for maximizing our leadership and management skills.  
· what me and others think about me- for example that I am friendly, helpful, openminded, caring.
· what others think about me – feedback is very important, because sometimes people can see more in me than myself. -feedback from others on the past change my life.
· What you know, but others do not know -some things should stay personal.
· What is Uknown to me and to others-this is creating opportunity for me and others close to explore and learn new things, be creative and open to challenges.
[bookmark: _Toc74874349]6.3 Smart Goal


S 	= Specific - My goal is Learn how to use Microsoft Excell in Business, develop my writing and verbal Communication skills.
M 	= Measurable – I am planning to achieve this by September 2021
A 	= Achievable (Agreed)- to be able create professional spreadsheet, write professional reports and emails, Communicate better with Suppliers and customers.
R 	= Realistic (Relevant)- improve my Microsoft office, writing and verbal communication skills for my day-to-day work and future development.
T 	= Time bound – I am planning to start in July 2021 during my Academic summer break and achieve this by September 2021. 
I am planning to find online course, and learn from it, watch tutorials:” how to do” on educational websites and YouTube, create spreadsheet in Microsoft office and ask my manager for feedback. Re write my favorite book for practice, ask friends, family, and co-workers for feedback about my verbal communication and what they think I should change, how I sound when talking to suppliers. Stick to timeline -treat this challenge as my work/study Assessment.

[bookmark: _Toc74874350]7.0 Identifying Challenges and what I have learn.
[bookmark: _Toc74874351]7.1 Identifying Challenges. 

My biggest challenge is building my confidence and belief that I am good enough and smart enough to be a good student and a perfect employee.
The University module allowed me to focus on my self-awareness, showed me which learning style is perfect for me, and I want to use this knowledge to motivate myself, making small smart and achievable goals to make sure I can Achieve them and build confidence.


[bookmark: _Toc74874352]7.2 What I have learn. 
During online lecturers I learnt how important employability skills are, and what an employer is looking for when searching for employees. I have learned what are my strengths and weaknesses Using Swot analysis and Johari window help me understand more about myself. Self-awareness improved my judgement and help me identify opportunities. I learned what are my learning styles and how this knowledge will help me in the future, and how asking for feedback can help me in communication with others, this will have allowed me to develop my administrative skills.
I have also learned how to structure Report, write Assessments, how to do research and where to find Academic resources.
















	[bookmark: _Hlk74773983]My Personal Development plan 2021

	Objectives 
	Implementation
	Employability skills
	Succes Criteria
	Actions 
	Time 

	What do I need to learn? 

	How does this relate to my field of practice?
	Which development outcome does it link to?
	What I want to Achieve?
	How will I meet this learning or maintenance need?
	When will I complete the activity?

	Writing skills 
	Writing skills are very important in my workplace.
sending e-mails is my day-to day work.
	I will be able professionally write reports, essays and letters which will help me with my career development.
	I will be able to use more sophisticated language in my letters, reports and e-mails privately and professionally
	Practice writing by re-writing my favourite book.
Find tips and trick from academic books and journal how to develop those skills. 
Write essay or produce report and ask my teacher or librarian for feedback.

	Complete this task till the end of my Academic year 2021.

	Verbal communication skills
	Used swot Analysis to focus on my strength and weaknesses at my working place. time management is my strength, but I need to develop verbal Communication and Organization to be able succeed in my training as Purchasing assistant.
	Verbal Communication skills will help me to be better at my work as purchasing assistant, to be able to communicate with others with professional manners.

	I will be able to be more professional in task such as:
· Advising others regarding an appropriate course of action.
· Assertiveness.



	Watching videos on academic websites and YouTube.
Ask friends, family, and co-workers for feedback on my communication skills. 
Ask my manager if I can join customer meetings to be able listen and learn from him. 

	Complete this task till the end of the year and I can do this as I have already started my journey to achieve this, by working as purchasing assistant.



[bookmark: _Toc74874353]8.0 My Personal Development Plan 


[bookmark: _Toc74874354]9.0 How I can Apply this to my Career Development. 

Crafword states that “Professional development opens us up to new possibilities, strategies, knowledge and skill areas.” (2016, online), and I can agree with this, to be able grow higher on my career ladder I need to upgrade my employability skills.
Employability skills I have chosen in my Personal Development plan are part of my day-to-day work and part of my future live plan which is opening my own business. 
Both -Writing and Verbal Communication skills are important in my current position at work as Internal Auditor, QA and half term purchasing assistant.
One of my weakness is that I am perfectionist -even when I have good feedback from my Management, and they are happy with me and level of my skills it is not enough for me, my goal is to be able write professional and communicate professional with suppliers, co-workers, and clients, this will boost my Confidence and can be useful in the future.
Professionally written report Is one of the key facts in business when trying to find new customer and want to be treated seriously.
Morreale et.al (2000, p12) stated that Business and customer interactions are more satisfying and productive with the development of communication skills. Communication skills are essential to those in human resources development. Both business executives and entrepreneurs benefit from communication education.”















[bookmark: _Toc74874355]10. Conclusion 

All the information given me by my tutor, and everything I have learn during my lectures open my eyes on so many different strategies, learning styles and tips which will help me in my future career development. All these tools give me clear ideas where I am now, and where I want to be soon, what are my strengths, and how I can use them to create opportunity, what are my weaknesses and threats and what to do to overcome them.
Covey (1998, p5) says that “Begin with the end in mind requires a clear vision of your destination, and where you now are. Then you can clarify what needs to yet be done to get where you’d like to end up”.
This phrase for me is excellent way to close my report, in these few words author explained my understanding of the lectures, which was the reason of this report.
I hope you will enjoy reading it. 
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Johari Window.
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Honey & Mumford (1992
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Personal Development Plan 
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Stephen Covey’s time management Matrix (1989),
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