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[bookmark: _Toc18924263]1. INTRODUCTION      
The aim of this report is to give clear understanding of the importance of been well prepared for your coming work life after end up your University journey. Career life development it is about set goals. However, before we go any further there are several steps require for your development plan. In this report the author will star by spend a little time explaining personal reflection using a life line technique, the next section we will giving you a clear understanding of few employability skills and compentencies you need in your academic and employability success. We will then be using few recognised techniques to look at myself in term of learning style, weakness to discuse or any strengths to enhance. The literature reviewed will tell us what other authors they been saying about career development. In section five we used MindTools website to check the ability needs to develop. Finally, the author will provide a briefly personal development plan for my future success.      

[bookmark: _Toc18924264]2. HINT-LIFELINE EXERCISE
“A good start is half way to success” (Chinese Prover)
In the second section I am gone to make a reflection by using a Lifeline technique as helpful tool for represent and define my career and personal history. The are many options to describe personal story but honestly I found the lifeline exercise as a helpful starting point in term of examine what I want to do soon. In this context we will trying to gather all the information needed for my future career election and think in what I will like to change and what I did and did not like about previous experiences. 
Below is Jose career lifeline graph, with the X-axis along with numbers depicting my age from birth until the present day 48 years. In the other side the Y-axis depicting in the bottom the low point or negative life experience (car accident, lose jobs, etc.) and above the high point or positive things happen in my career or personal life (getting married, first job, etc.).   






Scholarship in Spain. Finance and Economy
Finish University first high-profile job. Banking
Driving-licence first job Van-Driver
Start new Degree at University Trinity Saint Davis
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[bookmark: _Toc18924265]3. IDENTIFY THE SKILLS YOU NEED

This section will consider some abilities that you will be mentioning when written your CV. Despite all effort made in academic life to gain several skill and abilities, the learning process does not stop once you finish university even so most organization adopt some form of employee performance. There are short of skills that you will gain in your academic life or named soft skills like paraphrasing, numeric skill, whereas, other form of skills you will be gained in the workplace during the job session also known as hard skill. For example, during your shift the company will support you to be an effective team working, they will encourage employees the important of using an effective communication skill and finally, they will be training to excel effective problem solver and decision maker in the work place. Professor Yorke (2004) define employability as “A set of achievements – skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy” the argument not only mention employability definition but also said the importance for the whole economy. “Is the key for future success graduates whatever they intend to do in later life” (Daring, 1970). The graph bellow we consider some skills and employability factors for our personal learning and personal development. 
a. Communication skills: is the capacity to listen to others and handling information and interpret instructions. Is the ability to sustain an argument and support that argument in a good way. Communication is all about listening, gesturing or body language, writing and presentation. 
b. Presentation Skill: is the process of facing horal presentation in from of an audience. This skill huge relate with communication skills factors such as: body language, gesturing, listening.  In this academic year we been exercise a group presentation and honestly we found it helpful in term of career and personal life. Ideas; use exercise like watching yourself in front of the mirror, join with debating club.
c. Team working: is the ability to work with others in an organised and positive way as a group. In this situation you need conflict handling skills, leadership skill. For develop this skill; read book about the topic, make a note about you will be speaking when you are n group work.  
d. Interpersonal skills: is the ability to network and understand different people like bosses, clients, managers and general public. Be able to deal with your weaknesses and the ability to work proactively with others and deal with criticism in a positive way and constructively.
e. Numeracy skills: this is the capacity to show numerical operation effectively. It’s the ability to present and solve problems mathematically and quantitatively, it helps demonstrate a high commercial and financial issue inside the company.

There are few important reason that we have to excel the employability skill mentioning above: first of all you will have more change in any job selection process, second get in mind and preparing for longer term career, third it will make you feel your mile ahead  your colleague in term of knowledge,  last reason it help expand professional attitude during sort-term and medium and long-term.  

[bookmark: _Toc18924266]4. SELF-MOTIVATE. 
[bookmark: _Toc18924267]4.1. Learning Style (Honey & Mumford)
This is the Honey and Mumford Questionnaire (1992) basically the authors suggested that most people normally use one of four preferred styles of learning to complete their activities. The four styles are: Activist or people who prefer learning from experience, Reflectors or those who better learning by reflection, other they e better learning theatrically or Theorist, and finally Pragmatist those who take and ask enough information. Basically, in this section we trying to reassess and identify what type of learning we use when approach different situation in our day to day life. In the last pages of this report in Table. 2 we describe the result after answered Honey & Munford in fact, after answered the questionnaire we found out that according to both authors my learning style are Activist. 

People with Activist learning style has tendency to go into the obvious action, there are open-mind, happy and optimist when expose to new situations, always rush into the activity without preparation.  





[bookmark: _Toc18924268]4.1. Self-Motivation Questionnaire
In this section we will be evaluate how motivated I am in term of achieve a goal and how hard I push my-self when trying to get things done. In order to reassess the author motivation levels, we will be using a short Self-Motivation Quiz from MindTools web side. The word self-motivates it refer to the energy that keeps us moving forward, in other word, is the force that keeps pushing those who never reach their goal and for those year after year achieve one goal after another. The online Quiz result from Mind Tools mark 35. According to Mind Tools interpretation “I am doing OK with my motivation and I am not Failing but I need to put in more hard work” “to obtain what I am seeking for I have to increase few motivation factors”. There are several factors necessary to increase my level of initiative when I am challenging different goals.
a. Self- confidence and Self-Efficacy Factors; This concept refer the need to believe more in myself, to continue pushing hard no matter how difficult it is. Finally, being highly confidence when challenging any situation.
b. Being Positive Thinking factors; this concept is closely connected to previous self-confident factor. Sometimes, it is worthily thing that your predictions will always end up with positive outcome. 
c. Strong Goal factor: this mean that set for a strong goal and thing always “impossible is nothing”. 



[bookmark: _Toc18924269] 5. LITERATURE REVIEW.
In this section the author going to be using evidence from the literature review about employability definition. According to Bowled et, al. (2000) argue that employability is a set of abilities that contribute in your career life “the qualities, skills and understanding a university community agrees its students would desirably develop during their time at the institution and, consequently, shape the contribution they are able to make to their profession and as a citizen”.
	Employability what it is
	Employability what it is not

	It is lifelong learning and process explicit to student.
	It is not about confusing academic issue and standard.

	No matter the kind of student; type of study or course, and whatever their situation.
	It is not about just putt new element into the CV

	Because the number of areas interlinking it is complex. 
	It is not only preparing student for employment life.

	This ability will support and enable student to be successful in the workplace and personal life
	It is all the organization department responsibility

	It is individual and college responsibility
	

	It is all about make employability explicit only for student.
	


 
The graph below mentions few common components that describe the important of the complex world of employment. Although this ability will support, preparing and enable student gain confidence so, it is not just adding new element in your CV, it is involving lifelong learning from any individual and the company as whole. The USEM model proposes by Knight and Yorke (2004) they argue that there is big connection between employability and good learning. They develop one of the most appreciated models in employability sector. USEM model state that employability it is consequence from a mix of achievement in four wide area: Understanding, Skilful exercise, Efficacy beliefs, Metacognition.



[bookmark: _Toc18924270]6. AREAS FOR IMPROVEMENT.

In previous chapter we describer a numbers of essentials ability we need to have in order to success in the changing and busy working life. Innovations and market globalization are changing the way we preparer in term of skills we need to improve in order to have more opportunity in job market. Therefore, failing to adapt those skill will have huge consequence either academically, job opportunity and personal life. According to Daring employability “is the key for future success graduates whatever they intend to do in later life “(1970).  The content of this section evaluates, discover and give some guides for the skills you need for successful career. In MindTools website we use a tool for evaluating the effective skills I need to improve;
[image: ]Here at mind Tools after answered 15 question that best describe the author the score is 45 in the quiz questioner. Abasically, I will be using the score to discover the essential skills I need to learn and be an outstanding team member and asset for the organization. So, with score 45 the quiz says; “in order to success and develop my career and personal life I need to improve two closely relate areas which are Problem Solving and Decision-Making skills.”
The graph bellow describe an scenario of a problem, according to management team anticipation the ideal situation of accident level in the workplace during the winter was three employees, however, in the current situation the number of accident the company face in winter period raise nine employees. So, the gap is almost six above the normal expectation. Therefore, we have a problem with accident in work place. 


Ideal situation
We expected 3 accident in the workplace during winter 


PROBLEM: Is the space between the company expectation and the current situation

          G a p


Current situation
In this winter we deal with nine accident 






A wide range of authors have been suggesting the best way to deal with problem solving and select a good decision (Bransford, J., Stein, B. 1984; Dewey, J. 1933; Polya, G. 1971. For example, at least four phases involve in the decision-making phase and each stage need to be full field before we are jumping into next state, the (PDCA) model it is clear example of four phase procedure.



PDCA are base in many steps with the aim of break down the selected problem. The first step “Plan” in this stage we must start identifying and understand the roots cause, latter “Do” we use brainstorming tool to select all possible solutions and finally “Check” and “Act”. Broadly speaking at least three ability are required for effective problem solving and decision-making skills such as: good personal communications skill, a thinking base and adequate level of knowledge (Wood, 1987).  
[bookmark: _Toc18924271]
7. WORL OF WORK EXPECTATIONS.
Choices in past affect choices in now, which affect choices in the future
(Mark Proffitt 2012)
Job climate are unsure due factors like globalization, digitalization, automation social media, the upcoming exit of UK from the Europe Union or called Brexit, and the emerging of nations like China. Referring to Brexit a study from the Recruitment and Employment Confederation REC suggested “that the social, demographic, economic and political uncertainties make it difficult to predict exactly how this adjustment will play out” (2017). On top of this factors we going to add the age element as little daub about uncertain world of work. Both Dinnen M. and Alder Matt argue that “those in their forty or fifty who are looking for senior role may find their promotions blocked while more junior employees may find their opportunities for progress and development stifled “(2017)

[bookmark: _Toc18924272]8. ACTION PLAN

“Impossible only mean that you have not found the solutions yet” (Anonymous)
This chapter we will describe and trying to have a look at anything relate to my immediate, medium-term and longer career and personal plan. In previous section we describe and examine the author career life like: we use the life line exercise as guide to know what I did and what is my expectation, in other section we describe the author learning style. In this section we are going to take actions and plan my career goal. I will start by check what is my weakness and strengths using SWOT technic and then I will use a self-reflection document to plan y career b and will be using PDP technique.
[bookmark: _Toc18924273]8.1. SWOT Analysis.
Below is the SWOT analysis board there am explained some of my Strengths, Weakness, Opportunity and Threats going on in my life. Sometime is difficult to mention or describe it in a good and diplomatic way however, depending how we explain it in any interview cession this action will give us a good mark and make a huge difference in our professional development. 



[bookmark: _Toc18924274]8.2. Personal Development Plan
In this section I will set a learning plan that will enable me to identify important areas of my career plan and improve some activities that will help perform and help me acquire new skills and attribute. So, I will be creating a Personal Development Plan (PDP) it is a self-reflection and analysis document that outlines what career goal you want to accomplice, it is a tool you can use to identify, organise and 
plan your personal career with the idea of reinforcing and addressing any aspirations for the next few years.
	
	
Short Term Planning

	
Mind Term Planning
	
Long Term Planning

	

My Goals





	Build a good administration background by working with trustee organizations like red cross, student trustee, … 

	Gain job experience in office environment.

Get house or have a personal mortgage to bough house
	Become high level office management

Open my own public advice office helping people with low income

	

Skills and knowledge to be Learned




	Start a new University degree.
Implement and improve: communication skill, leadership skill, management skill, 
Team working skill

	 Focus on all University assignment.
Improve my CV writing.
Improve presentation skills.
	 Have a Degree in higher education in business administration?
Have IT Certificate.
Improve a new language speaking.
Apply for Some high organisation membership.

	



Next Steps



	Check for job agency by sector and what they really looking 
	Looking for job application and try to know about interview process.
Read career development books.
Attend career management courses or workshops.
	

	


Resources






	 
Notebook.
Computer.
WIFI.
Online information.
Get funds for pay additional course.
Support from supervisor.
diary.
	Open professional social media: Linkelid, tuiter.
More healthy food and life.
Increase sport time.
YouTube video.
Adjusting my work schedule. 
	
Seek great people who think like you, the same skills, competencies.

Read books about teamworking.
Finding a Guru: a person or place to inspired 


	Time schedule
	Six months starting today
	Two year start in six months
	Four year

	Star period
	From next Christmas 
	Six months after Christmas
	One year after Christmas

	Finish period
	In six months
	In two-year, time
	Four-year time
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Table 1. The self-motivation Quiz
Top of Form
	Question
	Not
at all
	Rarely
	Some
times
	Often
	Very
Often

	1
	I'm unsure of my ability to achieve the goals I set for myself. 
	
	
	
	
	

	2
	When working on my goals, I put in maximum effort and work even harder if I've suffered a setback. 
	
	
	
	
	

	3
	I set goals and objectives to achieve my vision for my life. 
	
	
	
	
	

	4
	I think positively about setting goals and making sure my needs are met. 
	
	
	
	
	

	5
	I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time, I allow myself to take a coffee break. 
	
	
	
	
	

	6
	I believe that if I work hard and apply my abilities and talents, I will be successful. 
	
	
	
	
	

	7
	I worry about deadlines and getting things done, which causes stress and anxiety. 
	
	
	
	
	

	8
	When an unexpected event threatens or jeopardizes my goal, I can tend to walk away, set a different goal, and move in a new direction. 
	
	
	
	
	

	9
	My biggest reward after completing something is the satisfaction of knowing I've done a good job. 
	
	
	
	
	

	10
	I tend to do the minimum amount of work necessary to keep my boss and my team satisfied. 
	
	
	
	
	

	11
	I tend to worry about why I won't reach my goals, and I often focus on why something probably won't work. 
	
	
	
	
	

	12
	I create a vivid and powerful vision of my future success before embarking on a new goal. 
	
	
	
	
	

		
	 Total = 
	35





Source:© Mind Tools Ltd, 1995-2008. https://www.mindtools.com/pages/article/newLDR_57.htm



Table 2. Honey and Munford: Learning Style Questionnaire
You score one point for each item you ticked.  There are no points for crossed items.  Circle the questions you ticked on the list below:

	
	2
	
	
	7
	
	
	1
	
	
	5
	

	
	4
	
	
	13
	
	
	3
	
	
	9
	

	
	6
	
	
	15
	
	
	8
	
	
	11
	

	
	10
	
	
	16
	
	
	12
	
	
	19
	

	
	17
	
	
	25
	
	
	14
	
	
	21
	

	
	23
	
	
	28
	
	
	18
	
	
	27
	

	
	24
	
	
	29
	
	
	20
	
	
	35
	

	
	32
	
	
	31
	
	
	22
	
	
	37
	

	
	34
	
	
	33
	
	
	26
	
	
	44
	

	
	38
	
	
	36
	
	
	30
	
	
	49
	

	
	40
	
	
	39
	
	
	42
	
	
	50
	

	
	43
	
	
	41
	
	
	47
	
	
	53
	

	
	45
	
	
	46
	
	
	51
	
	
	54
	

	
	48
	
	
	52
	
	
	57
	
	
	56
	

	
	58
	
	
	55
	
	
	61
	
	
	59
	

	
	64
	
	
	60
	
	
	63
	
	
	65
	

	
	71
	
	
	62
	
	
	68
	
	
	69
	

	
	72
	
	
	66
	
	
	75
	
	
	70
	

	
	74
	
	
	67
	
	
	77
	
	
	73
	

	
	79
	
	
	76
	
	
	78
	
	
	80
	

	Totals
	
	7
	
	
	5
	
	
	4
	
	
	4
	

	Activist
	Reflector
	Theorist
	Pragmatist

	







	
	
	




















REFLECTORS


THEORISTIC


PRAGMATIST


ACTIVIST



U
UNDERSTANDING  it is about your company mision and policy code.


S
SKILFUL EXERCISE like emloyment, University and life in genaral.


E
EFFICACY BELIEFS  notion of confidence, capacity of self encouragement and improvement


M METACOGNITION support continued learning and reflection deal with self-awareness 



Plan
Identify the issue
Break down the problem
where root causes
Determine root causes
Develop posible solutions


Do 
check pros and cons


Check
confirm results & process


Act
Standardize process – Sustain the gain



JOB WHIT HIGH DEMAND



1.Driver (truck,taxi)
2. Farmer
3. Printer & Publishers
4. Cashiers (supermarket,petrol station)
5. Travel Agents (Book s hollyday, fly ticket).
6. Dispatchers (control center, telemarketer).
7. Bank  Assistant.
8. Military and soldiers.
9. Accountans & Tax, Stock Marketer
10. Contruction.
11. Movies Stars











JOB THAT WILL DESAPPEAR


NEW JOB
1. All about Robot: Artificial bodies

2. Big data 
3. Esports: player, investor, agents.
4. Psychologist & Therapist.
5. Gene designer: animal, plant, 
babies, medecine. 
6. Cybersecurity.
7. Virtual world designer. Entertaiment
8. Green energy




NEW SKILLS THAT YOU NEED





SKILLS THAT WILL DESAPPEAR


NEW SKILLS
1. Creativity
2.  Critical thinking & Complex problem solving.






SWOT
Analysis



Strengh
Being punctual
Good in decision making
Team player
Reliability/Extra hour
Hard work



Wekness
Multitasking
Not confidence around people
Lack of some skills
Bad repot in writing skill



Oportunity
Speaking in diferent language
Am adult with life experience
Military experiece
University degree




Treth
Work experience in few sectors
My bird baground 
Too much old for apply for a particular job
 



EMPLOYABILITY 
SKILLS


Communication skill


Interpersonal skills


Presentation skills


General awareness


Numeracy skills


Team working skills
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