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Introduction

The purpose of this report is to reflect and demonstrate awareness of various theories and concepts that have been learnt throughout this course (for example self-awareness tools, recruitment process). The report will also illustrate information that has been extracted from different sources, containing evidence of logical and analytical thinking. 

It is important to be able to recognise our personal strengths and weaknesses, as well as skills and qualities. A logical and achievable Personal Development Plan (PDP) will be put into place to be able to identify the appropriate steps that will need to be taken in order to reach my own personal and professional goals. PDP’s are a process of establishing goals and aims, which also insists of “what you want to achieve or where you want to go, in the short, medium or long-term in your career” (Personal Development Planning, 2021).

The report will also include an analysis of the skills that will be required for my chosen future employment. 

Personal SWOT Analysis

In order to create an affective PDP, it is important to be able to carry out a personal SWOT analysis, which reveals the Strengths, Weaknesses, Opportunities and Threats an individual may face in their future employment.

Here is a personal SWOT Analysis I have done on myself:

	Strengths:

· Hard worker
· Organizational skills
· Approachable 
· Considerate of others opinions and feelings
· Ability to work under pressure
	Weaknesses:

· Perfectionist
· Emotional
· Suffer from migraines 
· Public speaking

	Opportunities:

· Recommendation by customers 
· New career direction
· New challenges

	Threats:

· Global economic recession
· No management experience




The above personal SWOT Analysis reveals my strengths, weaknesses, opportunities and threats. It is essential to now set SMART goals. The term “SMART” stands for “specific, measurable, achievable, relevant and time bound goals” (Academy, 2021). It is paramount to be able to set future goals that are specific and measurable so it is easy to distinguish when the goal must be accomplished by. Also it is important that the goals set are achievable, there is no point setting a goal if it can’t be achieved. Goals should be relevant and there must be a deadline or cut off date. 

Personal Development Plan (PDP)

A Personal Development Plan (PDP) is a tool used for self-awareness. CEO James Manktelow introduced a Personal Development Plan Workbook where he went through the stages of writing a PDP and split them into three sections;
· Understanding yourself
· Defining your career objectives
· Creating your Personal Development Plan

PersonalDevelopmentPlanning.pdf (mindtools.com) (Personal Development Plan, 2021)

James demonstrated Personal SWOT Analysis and SMART targets help hand in hand with the Personal Development Plans. 

My personal Development Plan (PDP)

	Development objectives:
	Expected Goals:
	Actions to be taken:
	Success
Criteria:
	Target date for achieving my objectives:

	Time management
	Punctual
	Allowing plenty of time to complete tasks 

	Not being late to any future appointments / meetings / interviews / submitting assignments
	Present - Ongoing

	Job position
	Business manager
	Work harder
	Promotion or being financially stable to open up own business
	2 years upon successful completion of BA (HONS) Business and Leadership (Levels 5&6). 

	Improve my personal fitness
	Physically healthy and fit
	Eat healthy
Exercise
	Lose 2 stone
	Present - 6 months

	Public speaking
	Gain confidence in talking to large groups
	Practice speaking in front of friends and family.

	Being able to confidently speak in public
	2 years upon and during the  successful completion of BA (HONS) Business and Leadership (Levels 5&6).

	Improving ICT skills
	Confidently use Microsoft Excel 
	Practice using software on laptop as well as taking online course / watching videos to self-teach.
	To use Microsoft Excel confidently.
	Present - Ongoing



PDP’s come in many different forms and layouts.
The common similarities between PDP’s are that they cover strengths, skills, monitoring and reviewing the goals that need to be achieved. On the other hand, it is important to identify personal and professional PDP’s as this is the common differences between PDP’s. 
The common similarities between PDP’s are:
· they all ask for area of development or development opportunity
· they all ask for completion date / time frame
· they all ask for success criteria / how will success be measured 
Some PDP’s may ask for the cost and source of funding, which in this case is irrelevant as there are no costs for any of the objectives that I have mentioned above in the table.



Analysing required skills for future employment

In order to analyse the required skills needed for future employment, it is necessary to consider previous employment and skills and qualities that I already have. 

Career options

The career options that I would consider for myself, considering my motivations and aspirations would be; 
1. Student programme manager
2. Nanny
3. Teaching assistant
4. Early Years Practitioner
5. Domilicary care worker
The above career options are ranked from the top to the bottom. All these job roles have been adventurous and rewarding. At the top of the list is ‘Student programme manager’. I really enjoyed working in the University as a Student manager and would love to be able to get back into this field of work. 
The second career option for me would be working as a ‘nanny’. I did this for a year and really enjoyed the job. Due to the COVID, there isn’t a lot of demand for nannies as parents/carers are at home and so are the children, however this is a career that I would love to get back into.
The third career I would choose would be ‘teaching assistant’. I was a TA for many years in many primary and secondary schools, as well as sixth forms. I wouldn’t mind going back into this type of work again.
The fourth career option would be ‘Early years practitioner’. Although I would as an Early Years Practitioner for over 5 years, I wouldn’t go back to working in nurseries. I would rather open my own nursery up. 
The last career option would be Domiciliary care worker. I did this for several months, however it was extremely demanding and was a zero hour contract job.

In order for me to apply for a Student engagement manager job, I would have to meet the objectives mentioned above in my Personal Development Plan (PDP).

Learnt concepts from the module


Learning styles

Although I knew there were different learning styles, I now know which learning styles are associated with me. Learning styles are different ways which people learn and process information. There are 4 different learning styles which are, visual, auditory, read/write, and kinaesthetic learning. Each learning style shows how individuals learn best and what strategies are best for that particular learning style. 

Visual learners benefit from seeing picture aids, charts, graphs and power points which enhances their learning. This is because their brain processes pictures and images which results in the individuals having a better learning experience, as they are able to take away information from their lecturers and use it for their homework and assignments. Auditory learning is done by hearing verbal discussions, meetings and lectures. Individuals that learn best from hearing may re-play lecturers and listen to videos to enhance learning. Some individuals that learn best by reading and writing, will take notes in their lessons and may re-watch recorded lessons to take notes. Lastly there is Kinaesthetic learning which is a more “hands-on” approach. Individuals that learn best from this style, enjoy taking part in physical activities, rather than listening to lecturers or reading books. 

My learning style 
From completing activity 2.5 ‘What is your learning style?’ I achieved a result of 40% indicating that I am an Auditory learner.
I neither agree or disagree with these results as I feel that I don’t just learn by visualising. I am a mixed learner as I benefit from all 4 learning styles and use all different styles throughout my academic learning. 

My CV Vs Others

CV is short for Curriculum Vitae, which in Latin means “the course of my life” (What is a CV?, 2021). A CV allows a candidate to summarise their skills, experience, work history and education, to enable the candidate to impress the employers and become potential employees for the business / organization. 

During this module, I re-created my CV, it now covers all the main points for example contact details, my personal profile, key skills, employment history, and qualifications and training. 
From researching the internet, it was apparent to see that other CVs related to the job I wanted to apply for, all contain the same information, if so in a different order. 

I noticed, the other CV’s contained a subheading under the employment as ‘duties’ where they had mentioned their main duties within that job role. My CV did not have this, so I added the duties and it made my CV more professional, as it shows off the skills and experience that I have and what I have already achieved in my previous place of employment. 

It is important to do research and look at different CV templates in order to perfect your own CV to get the attention of an employer.

Recruitment process

I have also learnt to follow the right steps of the employment and recruitment process before making a decision on who best fits the job role. There are 5 steps that assist in the selection and recruitment of new team member and these are as follows:
Step 1: Planning and Forecasting of the vacancy 
                                 ↓
Step 2: Recruiting: Building a pool of candidates
                                 ↓
Step 3: Candidates to fill out application forms
                                 ↓
Step 4: Candidates to take part in activities (selection tools to screen out candidates)
                                 ↓
Step 5: Candidates are interviewed by supervisors to make final choice

The above steps are taken before a candidate becomes an employee of any business / organization. 

During one of the weeks, there was a task to short list one candidate for a ‘customer service’ job. The first step taken was to “screen” the candidates. This was done by comparing their CV’s and ranking them. From my candidate selection sheet, the candidates were ranked for several different categories including; knowledge, skills and abilities, experience and other. The rankings were from “0” to “5” (“0” being very poor and “5” being excellent). The candidate who scored highest will be the most suitable for the job, and in this case it was candidate 1 with a smashing total of 123 points. 

The selection sheet was a good way to keep a track on the candidates and be able to compare them easily. It is a tool used throughout many professional businesses and organisations and works effectively. 

Conclusion

In conclusion, this reflective report has analysed and demonstrated awareness of various theories and concepts that I have learnt throughout this course for example self-awareness tools, recruitment process. 

By completing a Personal Development Plan (PDP), I have been able to recognise personal strengths and weaknesses, as well opportunities and threats that may occur. I believe my PDP is logical and achievable and will be put into place immediately, in order to reach my own personal and professional goals. 

The report has also included stages of recruitment and how I have re-created my CV to support my future employment. I believe I have relevant experience and believe that I have the skills, experience and the right qualifications that are required for my future employment as a Student Manager.

All me previous jobs involved me working within a team-based culture to support the welfare and development of children and young people. 

I have worked with a wide range of ages and abilities, and believe that I am a good communicator, team leader and motivator who can get along well with people from all social, ethnic and cultural backgrounds. I am very energetic in my approach to work, and have a high work ethic, which makes me eager to get on. I am a team player and take the views of others into consideration before any changes. I focus on staying composed when going about my work, and pay attention to detail.
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