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Introduction 
Professional career development is a course intended to give you an all-around encouraging start on the procedure of vocation arranging and advancement. The procedure includes; attentive self-appraisal, profession investigation, and arranging and finish fundamental work systems. The way of thinking of the course is that this procedure is continuous, efficient, and pointed toward a satisfying work life, which is a piece of your general arrangement for self-awareness. Taking part in this progressing procedure ought to challenge, intriguing, and charming. Exploiting the choices in this PCD course will help you in your progress from understudy to proficient representative and give you a more straightforward course to your long haul profession objectives by foreseeing and securing the essential ranges of abilities, courses, and encounters for a passage level employment that will be the best beginning stage on your picked vocation way (Wilson, 2009).
PCD provides you with numerous chances to investigate your very own advantages, qualities and abilities and to start building up those aptitudes and characteristics that will empower you to be profoundly effective in the work environment. 
Being a hospital porter, I work with Royal mail sorting and delivering of people’s parcels and mail, I also work with Tesco home delivery by picking and packing customers goods ready to be delivered by our drivers who takes the goods to their respective recipients. I worked as a care taker looking after an estate of building and general maintenance of it.
PCD introduces you to an assortment of vocation alternatives and furnish you with genuine input on what a real profession in a specific territory resembles on an everyday premise through various chances to tune in to and converse with rehearsing experts in your calling.
This assignment is portfolio evidence will enable me to reflect on my personal self, get an appraisal of my strengths and weaknesses, this will enable me to evaluate and understand the importance and value of leadership in my life considering my future development in leadership and management. As well as understanding my areas of development, set my goals of employment and come up with an action plan

.
Self-evaluation review
I am a self-driven employee, who is not only aware of the work that I am supposed to do but also the people and environment that surrounds me. I am that kind of individual who always achieve any goals that I develop for myself. In any case of a performance review by the management, I always trust in my work since I do it to my best.
I am a very hard working person and I usually do things at the pace that I love most, I operate under my own timeline without considering any other people. Despite working under different management, I like being independent, I like doing my own things, running what I like most, that's why I would like to come up with my own business in future, be self-employed since I don't like being instructed around. 
As I work, I have always thrived to identify the best area of my interest to specify in both school and future life. Self-assessment as played a great role in helping me to achieve my desired goals in life and in setting my development plan. 
I have acquired so many values from both my class work and my job through so many ways. These skills and values are very important in solving problems and making the right decisions in the workplace and also in the class. 
In our careers, it's very crucial to have a set of values and principles that guide us in our daily lives. These principles guides us to do the right things and to avoid the wrong ones in our career journey. 
I have acquired so many personal values in this field, which are: 
Communication- I have excellent communication skills which I have acquired through the job that I do as a porter, this skill is very important for my interaction with the drivers, patients and the management of the hospital. I talk to people in the right way, present any issue in a proper manner and I approach any individual the right way too. Besides that, I listen to instructions, speeches or orders given to me very well. 
Leadership- whenever I am in a situation that I have to handle people, I do it in a very right way. I always share my ideas to the others and allow them to share too, so as to come up with a good concrete agreement thus my decisions get easily accepted by other people. 
Problem solving- I am also a very good problem solver. I am very good in handling difficult problems and situations in my place of work and also in class and even in the normal life. I usually assess any problem very well before coming up with the best solution to it. 
Time management-the ability to control what you do in a certain time period is called time management (Mahatmaji, 2018). I am a very good time keeper, who rarely wasted any minute in my daily work or class, this has always boosted my productivity and efficiency in what I do since I do a lot of things in a short period of time. 
Challenging myself- in everything that I do, I always challenge myself to new things since new things bring new challenges. New challenges 
Passion - I am passionate in what I do, enjoying what I do helps me to direct all my energy and minds into it and thus I get the best result out of it. When a person is not passionate in a task, the task becomes boring and it will take a lot of time to do it and thus poor quality work is achieved. 
Besides that, I have so many other personal values that I have acquired in my life and career which are: innovation, autonomy, technological skills and self-discipline. 
Self-motivation 
Self-motivation is that force that drives you to work on thing, it’s a force that pushes you to achieve your goals and improve the quality of our work. It's very good to understand what motivates me in what I do in daily life (Francine, 2019).
Personal drive helps me to achieve my desired standards while optimism gets me going in all that I do despite of any setbacks. 
Sometimes, personal motivation is not easy to understand, you may sometimes find it difficult to know what motivates you. Self-motivation usually varies from time to time according to your needs and goals at the moment. Motivation can be intrinsic or extrinsic; intrinsic motivation gets you working on things so as to get inner satisfaction, to feel good while extrinsic motivation gets you doing things so as to get something back such as money or reward. All tasks that we do daily is motivated by one or both of these factors (Maund and Tinkler, 2017). 
To understand my motivation, I will use the self-motivation quiz 
© Mind Tools Ltd, 1995-2008. 
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	Score
	Comment

	44-60
	Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are!



Learning styles
Each person has a different way of learning things in which they prefer. Learning styles refers to the way a person or individual acquires information and processes them, it defines how people learn things (Dantec, 2007). Some individuals find that they have just one dominant way of learning while other people use different learning styles according to the circumstances that they go through in daily lives. These learning styles are never fixed; you can develop them or leave them any time that you want; you can also make use of multiple learning styles which brings you numerous knowledge (Dantec, 2007).
There are three learning styles that people use every day according to VAK learning model; 
· Visual learner- the people who use this style learn through seeing things, they prefer using things like pictures, spatial understanding and images. Visual learner works on the things that they can see.
· Auditory learners- such learners prefer learning from things that they can hear such as audios, songs and music. They learn very well by listening first then speaking, they like arguing out facts as in situations of debates
· Kinesthetic learner- in this model of learning, learners prefer to learn by feeling, doing and holding things. They tactically like a physical experience of learning out things. They would rather do it first before reading any instruction.
Getting to know my own learning style
To reflect on my own learning style, I would use VAK self-assessment questionnaire which will bring out the result of my own learning style.
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According to the questionnaire, I am a kinesthetic learner.
Kolb’s model; reflecting on my own learning
Kolb’s model is a learning model developed in 1984 by David Kolb. He stated that it’s through experience that people generate new concepts which can later be applied in different situations. Learning is a process where through experience transformation, knowledge is acquired (Kolb, 1984). 
It is a four-stage model in which a learner goes through the whole cycle. The cycle is shown below;






Concrete experience- I have had so many experiences in life from home, school and work. These experiences have revolved around management, problem solving, leadership and many others. In my porter job, I interact with so many people from my hospital management, the patients and even family at home, this experience contributes a lot to my learning in my normal life. The daily interactions has contributed a lot to my personal growth in terms of skills and general behaviorAbstract conceptualization 
From the experience, you learn
Reflective observation
Reviewing on the experience
Active experimentation
Try out the things you have learnt
Concrete experience
Having an experience
Doing something

Reflective observation- through my experience of interacting with people, it involves a lot of communication; both verbal and non-verbal as I talk to the hospital management, interaction with mail recipients, presenting assignments in class and even usual communication with family and friends. I also do a lot of time management as mails have to be delivered in time, assignments should not go past the deadlines. I motivate my family and friends always whenever an opportunity comes. Moreover, solving problems at home, school or work is always part of my life; I always help in solving work, family and school issues.
Abstract conceptualization- from my experience, I have learnt a lot of things, I have learnt how to communicate effectively in both my job and my class. However I have to sharpen my communication skills to my best so as to be very good in it. I have to learn how to listen more effectively since I receive a lot of instructions in my mail job and any mistake is always a big mess to the company. Moreover, I have developed a lot of knowledge in conflict resolution as I always help in solving them. Also, I have learnt a lot of time management skills due to the nature of my porter work; I do a lot of time keeping in mail deliveries since some mails are very urgent.
Active experimentation- even though I have always used time management just for the purpose of my job, it has greatly assisted me in my class work since it has helped me meet the deadlines to my assignments; I also rarely waste any time in the things that I do in daily life. To improve on my communication skills, I read a lot of tutorials and practice a lot with my friends. Solving problems and issues at work as extended to my family and class where I always help my family settles any small or big issues that arise at any point. The math skills at work have also contributed to my success in class in numerical subjects.
My SWOT analysis
SWOT analysis examines your personal state, by checking your strengths, weaknesses, opportunities and threats. It provides you with an all-round view about yourself. It helps a person to identify the areas of development and career plan. SWOT is very important to help us maximize our talents as well as reducing problems by identifying our weaknesses; identifying our weaknesses means we can easily control them and it will matter less (Kreative, 2017). 
My strengths
These are the gifts or skills in which I have but others does not have them. It involves what I can do best, the resources that I can get, my achievements and values. They are:
Innovation- I am a very creative person, when any problem comes my way, I use innovative ways to solve it. I believe in using my mind rather than my energy when I am doing things. 
Communication- When it comes to passing or receiving information, I do it best. I listen to instructions very carefully because of the deliveries. A single mistake leads to a big blunder. 
Time consciousness-whenever am assigned a task I ensure that I do it in time, I deliver mails as required. In class, I meet all the assignment deadlines without any problem because I am time conscious. I am a very good time manager. 
Problem solving - The nature of my mailing job involves solving problems daily. I therefore had to master the skill of problem solving, the art of applying the best solutions to any problem that comes my way. 
Marketing skills - my good marketing skills has always earned me a good fortune in our business. Being a porter needs extra skills in order to be more competitive in the job market. 
My weaknesses 
These are the things that I don't do very well in them: the tasks that I usually avoid because I am not confident in doing them and it also covers all my poor skills. They are:
Poor organizational skills- sometimes, being too much time conscious makes me to get disorganized since I rarely spare time to organize my things. 
Hot tempered- I get easily annoyed whenever I feel that things are not going as I planned. Whenever someone brushes shoulders with me, I get easily angered, even by small issues. 
Poor stress management- stress is something that we face in our daily lives, when it comes to managing stress, I am very poor in doing so. I get knocked down easily by stress and it gets me easily angry when I am having it. I also have fear of speaking in public especially in big crowds. 
My Opportunities 
They represent the openings or loopholes around me in which I should make use of them. These opportunities should be used before they pass since they are timely. There are various opportunities that I should make use of in this context; I can learn some technology skills to improve my mailing job as many things are getting automated. I should also go for leadership training since there would be a promotion within a year in our company thus my chances of getting promoted will be very high. There is also an entrepreneurs training that will be happening soon in school, I should thus join it in readiness for my future business. 



My threats 
These are obstacles that I face daily in my work. The first threat is a great competition in the job market within the organization. The automation of mailing services is a great threat to my work in the company. The Changing climate is a big threat to my health and my future business aspirations. 
My goals
Short-term goals
· To start the business as soon as I can, make sales, market the business through social media 
· Promote my business, send emails newsletters and market on my face book and LinkedIn to reach as many people as possible
Midterm goals
· Graduate from university
· Develop my new business further, acquire operational premises
· Get more money to expand my business through loan and workers delegation

Long term goals
· To increase personal wealth, 
· Expand into new opportunities and be able to go public.
SMART OBJECTIVE 
SMART is an acronym which is usually used in goal setting for guidance (Mindtools, 2017). When setting life goals, the goals should be:
Specific
Measurable 
Achievable 
Relevant or reasonable 
Time based, time bound or timely 
As per Wilson, 2009 
Specific
Any goal that we set should be specific and very clear. When it is specific, you get the motivation and also the energy to work on it thoroughly. 
Measurable
The goals that we set should always be Measurable, this will help you to get motivated and to be able to check on your progress consistently. This means that you will always stay focused, you will meet your deadlines and also getting closer to achieving your goal gets you excited. 
Achievable
Any goal that we set should be realistic and it can be attained. The goal should make you work for it but it should be achieved at the long run. Setting an achievable goal helps you to identify the opportunities that you overlooked before and it brings you closer to your goal. 
Relevant
Set goals that matters to you, which goes hand in hand with the other set goals. It is very important to have control over your goals, however much we need support to achieve them. Thus, we should have control over the goals that we set for ourselves. 
Timely 
When we set goals, we should also set the time limit for achievement of the goal that we have set. This helps you in prioritization of goals to avoid misplacing of priorities. 
Johari window 
This is a tool used to enhance how individuals look at others. It helps me improve my self-awareness. It was developed to enhance communication between group members. It’s divided into four: my personal information, emotions, motivation and feelings (Joseph, 1969)
[image: johari-window3]


The world of employment
Employment and recruitment is a very vital department of every organization today, every organization is defined by its employees. The world of employment today is very different in many aspects; many students graduate every year but the job opportunities remain scarce thus a great competition for the little available opportunities. The world of employment has changed a lot, the employees require a more flexible work place rather than spending their whole life in office. They need to have time for fun, visiting friends, touring places and even work from home whenever necessary; the time where people will forget about their lives for the sake of their jobs is long gone. Due to the high rate of unemployment, many people have to self-employment. People have turned into entrepreneurs, doing their own businesses and making a living out of it. However, most entrepreneurs tend to just work for themselves, they don't employ others to create employment. Workers today have tried to balance their work and normal life very well after watching their parents spend the whole of their lives at the workplace. The balance of work-life is now a great priority (Resumes planet, 2016).
Moreover, many job seekers have turned to personal branding to improve their profiles in the job market. A well branded person will have more chances of getting employed; he or she is more competitive in the job market. It's however feared that the rates of unemployment will rise instead of falling due to the situation of the country's economy (Tony, 2018).
Recruitment process 
We can’t talk about the world of employment without talking about recruitment. Recruitment is the process in which the organization finds the suitable personnel or resources to fill vacant positions in organization. The candidates with the best abilities and skills are sourced so as to achieve the organizational goals and objectives (Arthur, 1991). 
The process of recruitment should have the following features:
· Efficient Cost, methods and sources 
· It should produce suitable and enough candidates for the vacancies and identify the best of all to be hired. 
· It should be very fair in terms of considerations for being hired. 
There are various acts which go very the recruitment process:
· The equality act of 2010
· The offenders rehabilitation act of 1974

There are five steps that the human resource team needs to follow in the process of recruitment
Recruitment planning
The first step is recruitment planning, where analysis and description of the vacant position is done. This includes the nature of the job, qualifications, skills and experience needed for the job. During the recruitment plan, the vacancies are identified, whether one or more, the qualifications, duties and responsibilities. The positions are then analyzed by their information, description, the knowledge and skills needed for the job. This step involves two phases, job descriptions, which includes all the information about the job and job specifications, which involves the requirements of the vacant position such as the skills, education and experience required to be recruited for the job opportunity (Business wales, 2015). 
Recruitment strategy
The second step of recruitment process is recruitment strategy. At this stage, the recruitment team comes up with the best strategy to be used for the recruitment of qualified personnel into the organization. They come up with a worthy strategy, considering the factors such as decisions to buy employees or make them, the sources to be used for recruitment, factors of geography and the types of recruitment to be adopted. The Success of the strategy completely depends on the effectiveness of the team involved in formulation of the strategy. The HR team is majorly involved in this process. 


Searching
According to the requirements of the specified vacancy, the respective resources are sourced. The searching process follows the strategy step of recruitment process where initialization of the search of candidates is done following two steps;
Source activation- the management verifies that the vacancy exists after which it is made available for all the interested candidates. 
Selling- the best media for advertising the vacancies is selected by the management so as to reach to the interested candidates. 
In this process, the suitable candidates are attracted to the vacancy, the candidates can either be internal or external. The internal source of candidates can be; promotion, previous applications, employee referrals, transfers, former employees and internal job postings. The external sources can be, advertising, direct recruitment, campus recruitment, word of mouth, professional associations and the use of employment agencies
Screening and shortlisting
After the process of sourcing is completed, screening takes place. This is where the applications placed by the candidates are filtered accordingly for further selection. This process gets rid of irrelevant candidates who might have been gotten from sourcing. This step involves:
· The review of cover letters and the resumes to check the candidates’ education, skills and experience
· Telephone or video interview to know about the availability of the candidates and to recognize their attitudes 
· The appropriate candidates are then identified by their resumes and the best chosen by the HR team for review and to identify the best to be hired. 
Control and evaluation
The process of recruitment and selection consumes a lot of time and resources. It is therefore very vital to thoroughly evaluate the performance of this process accordingly. The evaluation of the costs that were incurred in the process is done and controlled. This process evaluates whether the costs, the resources used and the process of recruitment itself was effective or not. 
Career mission statement
This is a statement that outlines my goals and my future objectives in life. My career mission statement is to grow into a great business person, the first person to run an international business my hometown
[bookmark: _Toc17817930][bookmark: _Toc17818070]
Personal development plan
[bookmark: _Toc17817931][bookmark: _Toc17818071]Planned outcome
Where do I want to be by the end of this period? What do I want to be doing? 
	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	I need to graduate from college
	Work hard in class 
Pay all my school fees
Do all the required units 
Attain the required marks for graduation
	Finance 
Time 
Peace of mind

	I need to work on all my studies, complete all the school requirements in order to make to the graduation list
	December 2021

	Start up my own business
	I will get some little capital, identify the best business opportunity and get started on it
	Capital
Space
Business skills
	I need to save some cash, learn some skills and get some place to run my business
	December 2021

	Business skills
	Enroll to a business management training
	Finances and time
	I will enroll to the program on part time basis
	December 2019
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