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[bookmark: _Toc33173364]Introduction

	This report has the purpose to help me grow in my career. I will discuss why is important for me to develop and what can I do to achieve my goal. First, I will present a few basic things about workplace in general and about my actual job. Then, I will apply to myself a few theories that will help me know better, like the SWOT analysis, two learning questionnaires (VARK and Honey & Mumford). After that I can see what learning style is suitable for me and how can I use it to achieve my goal. I will also set a SMART goal that will be realistic and achievable and suitable for me. I will analyse what skills and preparation I need to achieve my goal and I will compare that with the skills and preparation that I already have so I can build a Personal Development Plan and achieve everything that I’m missing now, and hopefully this will also work in real life. 


[bookmark: _Toc33173365]Skills and knowledge for the workplace

	The study ‘Life in the 21st Century Workforce: A National Perspective’ made by the University of Phoenix in partnership with the U.S. Chamber of Commerce was meant to see what skills are required from an employee to succeed in this century’s workplace and if the higher education can make a difference between candidates with the same skill-set. The study was based on a survey applied to both employers and employees. Their majority of the responses regarding higher education were positive, as they consider that the high school does not prepare the people enough for the workplace and if the individuals want to learn more about workplace and be more prepared for their future jobs they must learn more at University. Moreover, the study also reveals that the behavioural skills, also known as the ‘soft skills’ are sometimes more important than the technical skills. The responses from the employers highlighted five behavioural skills that they are looking for in an employee. These are:
· Ability to learn – the employee must be willing to continue to develop and accept criticism;
· Critical thinking – is important to evaluate all the perspectives;
· Analytical thinking– must know how to solve the issues in an accurate way and take fast decisions;
· Teamwork – is important to integrate and know how to cooperate with the colleagues;
· Communication – is a crucial skill because will help build great relationships.

The knowledge needed at the workplace can be learned either from studies either from the trainings provided at work. Certain jobs need a longer preparation than others because they can be harder, or they can imply more responsibility.

	


[bookmark: _Toc33173366]Readiness for employment

The readiness for employment can be measured by the ability to find and to keep a job. Also, it is defined by the ability to adapt to a new job. In my career I have changed a few jobs because I always wanted to challenge myself and to have better benefits. Now I have been working as a Service Manager for 1 year, but my career started 19 years ago when I worked in a car wash. Since then, I had 3 other jobs: motorman, driver and fleet manager. 
I always kept a job for a few years, in 19 years of work I only changed 5 jobs, and the last 3 jobs were at the same company, I just advanced in my position. This is because I am a very dedicated person and I get attached to the people that I work with every day and is a bit difficult to me to get out of my comfort zone.  At all my jobs I was recommended by a friend, so I was never really searching or applying through websites like reed.com, indeed.com, LinkedIn and so on. I think this is because, as I said before, I don’t want to get out of my comfort zone and I always like to have familiar faces around because I get nervous when I must talk to new people and I don’t have the same confidence in myself. I can adapt to new jobs if I feel comfortable enough. 
I usually learned by myself what I must do, the exceptions being the driving school and the training that I’ve had to complete at work. But, in my opinion, the thing that helped me the most in my entire career was the ability to talk to people and the enthusiasm. 


[bookmark: _Toc33173367]Self-awareness

	To reach goals in general, you need to know with what you are working. In this case, I work with me and I must get to know myself better if I want to accomplish something that will last. I think that self-awareness is an essential step in choosing a goal because sometimes we don’t know ourselves enough and we try to reach goals that cannot be reached because they are not for us. And we try but we don’t see any progress because we are not doing any. We are just hoping that someday we will achieve something that we cannot, and we focus so much, and we lose important experiences or things. 
	The first theory that I want to try is the SWOT analysis. I have heard about it before, but I never tried it, and I think this is a good opportunity. Based on the book ‘The SWOT analysis’ written by Christophe Speth, this analysis is as simple as efficient because it allows to its creator to see things objectively and to make decisions based on the opportunities and the strengths that it has, to avoid the threats and to transform the weaknesses in strengths. The name of the analysis - SWOT – represents an acronym for Strengths, Weaknesses, Opportunities and Threats. 
	My version of the SWOT analysis is representing, in my vision, my qualities against my weaknesses and the things that are at my disposition to do and the things that can be barriers for me. 
	STRENGHTS
Excellent communication skills
Empathetic
Positivity
Ability to work under pressure
Decision Making
Problem Solving
Analytical thinking
Critical thinking
	WEAKNESSES

I tend to care more about other people than about me
I’m not a patient person
I don’t get out of my comfort zone
I didn’t finish my higher studies
I don’t like to have big responsibility
Public speaking




	OPPORTUNITIES
Promotion
Better paid
To finish my high education



	THREATS
My fear of responsibility
Fear to disappoint
I’m not flexible because I want to spend time with my child
People more skilled than me 



	I think that my SWOT analysis is accurate, and I found out that the reflection about myself is difficult, and I asked help from my family and friends to build this, especially the Strengths and the Weaknesses part.  
	The next step for my self-awareness is the application of those two types of learning questionnaires, VARK and Honey & Mumford. 
The VARK questionnaire was created by Fleming and Mills in 1992 and is about the way that people are learning better. They classified this in four ways: 
1. Visual – individuals who assimilate the information through images;
2. Aural – people who understand the information when they are hearing it;
3. Read/Write – individuals that can learn better by reading or writing;
4. Kinesthetic – people that need to experience in order to learn. 
My results are:
[image: ]
	I think that this questionnaire is easy, applicable to everyone and correct. I truly learn better by doing or by having discussions on a certain topic. I feel bored by the reading and writing and by charts and I cannot focus enough. I need to be able to discuss something or to do something to keep me focused on learning something.
	On the other site, the Honey & Mumford questionnaire analyses the way that people perceive and process the information. Again, they also identified 4 types:
1. Activist – the individual that wants to have new experiences all the type and is characterized by courage and enthusiasm;
2. Reflector – the individual that does not like the spotlight and only wants to observe things and not getting involved;
3. Theorist – the person that needs to know the reason behind the action;
4. Pragmatist – the person that only likes concrete things that are applicable in real life. 

By completing this questionnaire, I found out that I can be labelled as an Activist, based on my results. It is true that I am an enthusiastic person and I need to experience things all the time, I am good at solving problems and taking fast and sometimes risky decisions, but I manage to be successful in every situation. 
[image: ]
	An interesting theory for me is the Kolb’s Experiential Learning Cycle which is also the base for the Honey & Mumford questionnaire. This theory highlights the fact that all the persons are Activists, Reflectors, Theorists and Pragmatists, but not in the same order. For me, the order that suits me better is first to have a concrete experience – Activist, then to reflect about that experience – Reflector, then based on my reflection to find new ideas – Theorist, and then put those ideas in practice to see if they work – Pragmatist. 
Concrete experience



Test the new ideas
Reflection


Find new ideas



[bookmark: _Toc33173368]Employment goal

	The natural thing that follows the self-awareness session is the goal planification, because before planning something I must know all the facts so that I can be successful. 
S
T
[bookmark: _Toc33167069][bookmark: _Toc33171171][bookmark: _Toc33173369]R
[bookmark: _Toc33167070][bookmark: _Toc33171172][bookmark: _Toc33173370]A
M

	The SMART goal is different from a simple goal because is offering a clear motivation and a touchable result. It is not vague, and it can be tracked, and it is more unique because it clearly fits your needs. The acronym stands for Specific, Measurable, Achievable, Realistic and Timely. That means the goal must be clear and precise, with ways that you can track the progress, it must be based on the resources that you have and must be centered around those resources and the time that you have and must have a specific finish point in time. 
	My employment goal is to be promoted as Branch Manager within one year by passing all the trainings and finish the higher studies. 	
	My goal is SMART because has all the five requirements accomplished. Is Specific because it is a clear position - Branch Manager, is Measurable because I will have to pass an number of trainings and to get my Level 4 Certificate, is Achievable because I have all the resources needed to complete the to-do list and is also Realistic because for sure I can complete  all these within one year. and finally, is Timely because the deadline is after one year. 


[bookmark: _Toc33173371]Personal Development Plan

[bookmark: _Toc33171174][bookmark: _Toc33173372]The skills and knowledge that I need for the Branch Manager position are: 
· [bookmark: _Toc33171175][bookmark: _Toc33173373]At least Level 4 certificate;
· [bookmark: _Toc33171176][bookmark: _Toc33173374]3 years of experience in a leading position;
· [bookmark: _Toc33171177][bookmark: _Toc33173375]To have completed the trainings from the workplace;
· [bookmark: _Toc33171178][bookmark: _Toc33173376]Computer literate;
· [bookmark: _Toc33171179][bookmark: _Toc33173377]Driving licence;
· [bookmark: _Toc33171180][bookmark: _Toc33173378]Communication skills;
· [bookmark: _Toc33171181][bookmark: _Toc33173379]Ability to work under pressure;
· [bookmark: _Toc33171182][bookmark: _Toc33173380]Ability to take decisions and solve the problems;
· [bookmark: _Toc33171183][bookmark: _Toc33173381]Analytical and critical thinking;
· [bookmark: _Toc33171184][bookmark: _Toc33173382]Public speaking skills;
· [bookmark: _Toc33171185][bookmark: _Toc33173383]Take responsibility for people and decisions;
· [bookmark: _Toc33171186][bookmark: _Toc33173384]Flexible.
[bookmark: _Toc33171187][bookmark: _Toc33173385]Since I started working at this company, I developed many of the skills required and I had the opportunity in the past to get promoted but I refused because I didn't feel ready at the time. This time I want to make things right and take my preparation more seriously. I will need to: 
· [bookmark: _Toc33171188][bookmark: _Toc33173386]Complete the trainings required;
· [bookmark: _Toc33171189][bookmark: _Toc33173387]Learn how to speak in public and not get nervous;
· [bookmark: _Toc33171190][bookmark: _Toc33173388]Take responsibility for my actions and my employee’s actions;
· [bookmark: _Toc33171191][bookmark: _Toc33173389]Find a way to manage my time between job and family.
[bookmark: _Toc33171192][bookmark: _Toc33173390]Helpful for me will be a Personal Development Plan to keep me focused and to easily see my progress. The Personal Development Plan is similar with a to-do list but is a bit more detailed because it also shows the resources that we need to complete the action, the time that will take to complete each step, the obstacles and what to do to avoid them and the time when we will know that we have achieved everything. 

	ACTION
	RESOURCES
	TIME
	OBSTACLES
	RESULTS

	Complete the trainings
	The trainings are available at work.
	I must pass a test per month.
	Sometimes I can be busy, and I will prioritise my work so I can complete the trainings.
	When I will pass every test from the trainings.

	Public speaking
	Friends, family, books and YouTube.
	I will practice every week in front of my friends and family and every night I will read or watch YouTube videos regarding the public speaking.
	Maybe it will be easier to speak in front of my friend and family but when I will have to speak in front of strangers, I might not be able to. To combat that I will imagine that I’m speaking to my dear ones.
	When I will be able to speak in public without being nervous.

	Take responsibility
	Online information, books, YouTube.
	I will read daily about this and I will try everyday to include this in my routine.
	It is possible that I will not include what I learn in my life and in those times I will have to remember that Is important to take responsibility for my actions and also for my employee’s if I want to be a good Branch Manager.
	When I will not be afraid anymore and I will be accountable.

	Time management
	Books, family and friends.
	I will make to-do lists for everything and I will prioritise my work.
	I will have to learn how to manage the unpredictable.
	When I will be happy with the way I’m spending my time daily.





[bookmark: _Toc33173391]Conclusions

	In my opinion this is not just a homework, it is something that can help me achieve my goals in real life and career. It was a good exercise and I managed to get to know myself better from different perspectives and I have learned things about me that I didn’t know before. Now I can understand better some of the things that I do or think. 
	In conclusion, I would like to apply all the theory from this report in my life and to test and see how it works. At the same time, I will take the opportunity to grow in my career by following the steps from my Personal Development Plan to see if I can achieve my SMART goal to become a Branch Manager. After that, if everything works properly, including myself, I will set up another SMART goal from that point and see if it also works. I think this is a great example of how to succeed in life and I’m glad that I have the opportunity to discover it and use it in my advantage.
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The VARK Questionnaire (Version 8.01)
How Do I Learn Best?


Choose the answer which best explains your preference and circle the letter(s) next to it.
Please circle more than one if a single answer does not match your perception. Leave blank any question that does not apply.

1.       I need to find the way to a shop that a friend has recommended. I would:
a.    find out where the shop is in relation to somewhere I know.  b.    ask my friend to tell me the directions.
c.    write down the street directions I need to remember.   

· d.    use a map.

2.	A website has a video showing how to make a special graph or chart. There is a person speaking, some lists and words describing what to do and some diagrams. I would learn most from:
 a.    seeing the diagrams. 
· b.    listening.
c.    reading the words.
· d.    watching the actions.

3.       I want to find out more about a tour that I am going on. I would:
a.    look at details about the highlights and activities on the tour.            b.    use a map and see where the places are.
c.    read about the tour on the itinerary.
· d.    talk with the person who planned the tour or others who are going on the tour.

4.       When choosing a career or area of study, these are important for me:
· Applying my knowledge in real situations.
b.    Communicating with others through discussion. 
c.    Working with designs, maps or charts.
d.    Using words well in written communications.

5.       When I am learning I:
· like to talk things through. 
b.    see patterns in things.
 c.    use examples and applications.
d.    read books, articles and handouts.

6.       I want to save more money and to decide between a range of options. I would:
· a. consider examples of each option using my financial information. 
b.    read a print brochure that describes the options in detail.
c.    use graphs showing different options for different time periods. d.    talk with an expert about the options.

7.       I want to learn how to play a new board game or card game.  I would:
· watch others play the game before joining in.
· b.    listen to somebody explaining it and ask questions.
c.    use the diagrams that explain the various stages, moves and strategies in the game. 
· d.    read the instructions.

8.       I have a problem with my heart. I would prefer that the doctor:
a.    gave me something to read to explain what was wrong.    b.    used a plastic model to show me what was wrong.
· c.    described what was wrong.
d.    showed me a diagram of what was wrong.

9.       I want to learn to do something new on a computer. I would:
a.    read the written instructions that came with the program.
 b.    talk with people who know about the program.
· c.    start using it and learn by trial and error. 
d.    follow the diagrams in a book.

10.     When learning from the Internet I like:
· videos showing how to do or make things.
b.    interesting design and visual features.
c.    interesting written descriptions lists and explanations.
d.    audio channels where I can listen to podcasts or interviews.

11.     I want to learn about a new project.  I would ask for:
a.    diagrams to show the project stages with charts of benefits and costs. b.    a written report describing the main features of the project.
c.    an opportunity to discuss the project.
· d.    examples where the project has been used successfully.

12.     I want to learn how to take better photos. I would:
a.    ask questions and talk about the camera and its features. b.    use the written instructions about what to do.
c.    use diagrams showing the camera and what each part does.
· d.    use examples of good and poor photos showing how to improve them.

13.     I prefer a presenter or a teacher who uses:
· demonstrations, models or practical sessions.
b.    question and answer, talk, group discussion, or guest speakers. 
c.    handouts, books, or readings.
d.    diagrams, charts, maps or graphs.

14.     I have finished a competition or test and I would like some feedback.  I would like to have feedback:
a.    using examples from what I have done.
b.    using a written description of my results.
· c.    from somebody who talks it through with me. 
d.    using graphs showing what I achieved.

15.     I want to find out about a house or an apartment.  Before visiting it I would want:
a.    to view a video of the property.
· b.    a discussion with the owner.
c.    a printed description of the rooms and features. d.    a plan showing the rooms and a map of the area.

16.     I want to assemble a wooden table that came in parts (kitset).  I would learn best from:
a.    diagrams showing each stage of the assembly. b.    advice from someone who has done it before.
 c.    written instructions that came with the parts for the table. 
· d.    watching a video of a person assembling a similar table.
1. Total number of Vs circled = 1
2. Total number of As circled = 7
3. Total number of Rs circled = 1
4. Total number of Ks circled = 10




[bookmark: _Hlk33005852]Honey and Mumford: Learning Styles Questionnaire


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.  If you disagree more than you agree put a cross by it.   Be sure to mark each item with either a tick or cross. When you have completed the questionnaire, continue this task by responding to the points that follow.


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

· 2.      I often act without considering the possible consequences.

· 3.      I tend to solve problems using a step-by-step approach.

4.      I believe that formal procedures and policies restrict people.

· 5.      I have a reputation for saying what I think, simply and directly.

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

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

· 8.      I regularly question people about their basic assumptions.

· 9.      What matters most is whether something works in practice.

· 10.    I actively seek out new experiences.

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

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

· 13.    I take pride in doing a thorough job.

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

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

· 16.    I like to reach a decision carefully after weighing up many alternatives.

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

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

19.	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.

· 20.    I like to relate my actions to a general principle.

21.    In discussions I like to get straight to the point.

22.    I tend to have distant, rather formal relationships with people at work.

· 23.    I thrive on the challenge of tackling something new and different.

· 24.    I enjoy fun-loving, spontaneous people.

· 25.    I pay meticulous attention to detail before coming to a conclusion.

· 26.    I find it difficult to produce ideas on impulse.

27.    I believe in coming to the point immediately.

· 28.    I am careful not to jump to conclusions too quickly.

· .	I prefer to have as many sources of information as possible -the 29more data to mull over the better.

· 30.    Flippant people who don't take things seriously enough usually irritate me.

· 31.    I listen to other people's point of view before putting my own forward.

32.    I tend to be open about how I'm feeling.

· 33.    In discussions I enjoy watching the manoeuvrings of the other participants.

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

35.	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning, etc.

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

· 37.    I tend to judge people's ideas on their practical merits.

· 38.    Quiet, thoughtful people tend to make me feel uneasy.

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

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

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

· 42.    I tend to be a perfectionist.

· 43.    In discussions I usually produce lots of spontaneous ideas.

· 44.    In meetings I put forward practical realistic ideas.

· 45.    More often than not, rules are there to be broken.

· 46.    I prefer to stand back from a situation and consider all the perspectives.

· 47.    I can often see inconsistencies and weaknesses in other people's arguments.

· 48.    On balance I talk more than I listen.

· 49.    I can often see better, more practical ways to get things done.

· 50.    I think written reports should be short and to the point.

· 51.    I believe that rational, logical thinking should win the day.

· 52.	I tend to discuss specific things with people rather than engaging in social discussion.

· 53.    I like people who approach things realistically rather than theoretically.

· 54.    In discussions I get impatient with irrelevancies and digressions.

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

· 56.    I am keen to try things out to see if they work in practice.

· 57.    I am keen to reach answers via a logical approach.

· 58.    I enjoy being the one that talks a lot.

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



· 60.    I like to ponder many alternatives before making up my mind.

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

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

63.    I like to be able to relate current actions to a longer-term bigger picture.

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

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

· 66.    It's best to think carefully before taking action.

67.    On balance I do the listening rather than the talking.

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

· 69.    Most times I believe the end justifies the means.

· 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.

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.
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