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Introduction

The paper you are about to read is in relation to the learning elements found in; Module-BMSK4005-Professional and Career Development. This is my Reflective Portfolio, which is composed of two parts; both of which will contain an introduction, main body and conclusion.
 In the first part to my portfolio; If I knew then what I know now! This is discursive report based around the results that i obtained after utilizing several online self-awareness tests, these tools and their technics help guide me, by focusing on the relevance, when I add this to the insight(s) gained from the tests I conducted. Any of the online test can highlight any ‘hidden areas’ of my personal skill set or give way to exploring a new career path. The conclusion for the first section will include two items that will appear in the appendix.
By making practical, effective use of the tools introduced to me and learnt elements are successfully understood I believe - the possibilities are endless.

“People who have had little self-reflection live life in a huge reality blind-spot.”
- Bryant McGill

The second part of my portfolio; Upon reflection! This is my personal reflective report on myself and results of the tests taken, were they relatable to me? What did I already know about myself? More importantly what’s NEW? Any knowledge about me that I never knew before? 
 This section focusses on the importance of the job advertisement, but crucially the job description and specification. The application documents and cover letter are essential when wishing to start the process of finding employment/ career changes. By reflecting on the what is and is not important. The role of preparatory steps before interviews and the impact on personal performance if not prepared fully. Overall, this reflective report will be based around four activities done during the module, with the insights gained by highlighting what I have learnt this term, and upon reflection what could I do differently? Part two also end with its own conclusion.

My Reflective Portfolio will end with a conclusion for the whole module by summarising and evaluating the progress I have achieved during this term/year.

“The journey into self-love and self-acceptance must begin with self-examination until you take the journey of self-reflection, it is almost impossible to grow or learn in life.”  
 - Iyanla Vanzant





 






; 
If I knew then, what I know now 

Part One - Introduction

At the beginning of my studies; certificate in higher education: skills for the workplace, it was my first term, my first module, I was introduced to some useful tools to assess self-awareness. The following is a discursive report based on the utilization of results from online self-awareness tests; 


Self-Awareness represents the capacity of becoming the objects of ones own attention, in this state one activity identifies, processes and stores information about the self 
                                                                             -Alain Morin (2011)

Part One – Discursive Report

I used and included the following three tools;
· SWOT Analysis
· Johari Windows. 
· Psychometric test.

(i) SWOT Analysis.

The first tool I was introduced to uncover my personal strengths, weaknesses, opportunities and threats known as a SWOT analysis, this showcased any academic and employability skills that I already possessed. (see appendix one)
For this module I completed another SWOT analysis (my final term), I wanted to see the changes if any I have made during this course. The results have altered over the different modules (see appendix two). This later analysis highlights my development and the progression I have made during the entire course. I found SWOT analysis easy to use and effective tool to use when a personal assessment or evaluation is required. 

(ii) Johari Windows


(iii) Psychometric test



Part One - Conclusion

 









Upon Reflection...

Part Two – Introduction


Part Two – Reflective Report

This second part to my reflective portfolio is to produce a reflective report focusing on following five activities, the importance of each also the relevance of the Advert and the preparatory steps taken before the interview process

· Initial Job Advert, 
· Job Description 
· Job Specification.
· Curriculum Virtue
· Cover Letter


New tools and strategies

The lessons drawn from the mock interview and how it will influence career development.




Part Two - Conclusion




















Conclusion
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