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Personal and professional career development 
[bookmark: _Int_A96ML08C]Personal development is the process of self-improvement, which focuses on building up your own awareness, knowledge, and skills, as well as an overall sense of identity. Typical activities could include anything from developing a talent or fulfilling personal aspirations, through to improving your health and lifestyle or learning a new skill. (“Five benefits of personal development - reed.co.uk”)
Personal development is a Hugh important to me, it could mean a lot of things from advancing my career to the next level for a better life for me and my family.
[bookmark: _Int_tHIOppBv]Personal and professional career development is a way for us to assess our skills and abilities. Personal development is also something that we focus on early in life. Our interpersonal, emotional, and socializing skills are all affected by your personal development skills.
My personal and professional development plan is like a roadmap of my career. Helping me to identify the steps to take to reach my dream job as well as live the life I want for myself and family.
Self-awareness
[bookmark: _Int_Klxit3Vk] Self-Awareness – Covey says, “You are aware of the space between stimulus and response, you are aware of your genetic, biological inheritance, your upbringing, and the environmental forces around you. … You sense you are or can become the creative force of your own life.  This is your most fundamental decision.” Practice Habit 1 – Be Proactive. (“Stephen Covey on Developing Emotional Intelligence - Blogger”) 
self-awareness means that I take the time and effort to understand myself better so you can make better decisions that will help me to improve my life. Good self-awareness can help me improve my judgment skills, identity opportunism for me to develop and grow. we cannot control 100% of our lives but we can control the way we react to the stuff. Self-awareness is so important to me as it allows me to better control my mind set and to tun it into something positive rather than negative. In this report I will be relation to (SMART, SWOT, Maslow, johari,4c, vark ,honey and Mumford.

I did my personal development by following the multination theory of Maslow and covey creating a SMART goal and a SWOT analysis.
 What are SMART goals? SMART is a table that stands for SPECIFIC, MEASURABLE, ACHIEVABLE, RELEVANT and TIME BASED. Each element of SMART comes together to create a goal that is easy and clear to use. SMART is going to explain how to use the theory of goal setting to set practical targets for me and my team members. I am currently working in the school now as a cleaner, but I want to progress with my Carrer as told by covey “begin with end in mind”
“Be proactive.”
“First things first” 
[bookmark: _Int_qkUkiRtM]“Think win win”
“Sharpen the saw” 
 I am motivated to set a SMART goal 
 Here is my SMART table. 
[image: ]
(Smart goal –bling images (2022)

SMART
S = SPECIFIC
M = MEASURABLE
R = REALISTIC/RELEVANT
T = TIME LIMIT /TIME BOUND
working towards a smart goal is a Highly effective habit as told by Stephen Covey, "Begin with the end in mind ". MY SMART goal is:
S - I would like to set up my own cleaning business by the year of the year.
M-In order to do this, I need to create a plan as Covey states, "First things first "
And for me to have ability to run my own business I have enrolled onto Certificate of Higher Education programme.  I need to complete my higher education by attending all my classes so I can better myself. I need to work on self-confidence to. I can measure the success by having the award of the Certificate.
A- to achieve this, I will attend all my lectures, complete all my assessments, and pass all my modules. 
[bookmark: _Int_M22QSVQp]R- I can get to my end goal as it is realistic because my family and friends believe in me and i can do this. I also have experience of working in the industry of 7 years of, so this gives me a good head start. As Covey states "Think win win " having the experience and the backing of my family, I am in advantageous position to achieve this goal.
T -I like to think in the next 2 years my business will be up and running and I will have a brilliant team working for me.
To achieve my smart goal, I conducted a swot analysis. A swot analysis was created by albert Humphery. This is a tool to assess one's strengths and weakness along with opportunities available and threats that create a barrier in achieving those opportunities. Here is my SWOT table to show my strength, weakness, opportunities, and threats by Albert Humphrey. The SWOT name is composed of first letters of categories that it embraces:
S – Strengths.
W – Weaknesses.
O – Opportunities.
T – Threats.
[image: ] 
SWOT
STRENGHT
* A reasonable level of fitness.
*Suitable time keeping.
*Friendly.
*Eco friendly
*Punctual, honestly, Trustworthy.
*Team working. 
*Ability to work alone and in a team.
*Math skills for measuring cleaning fluids.
*Reading skills to follow instructions.
*Awareness of health and safety procedures.
WEAKNESS
*The difficulty of establishing brand equity as a starting up company 
*I have trouble saying no.
* To find out more about marketing.
*Shy.
OPPORTUNIES
*A growing market.
*To grow my business. 
* To become my own boss.
*Online Marketing, developing marketing via internet.
THREATS
*Price wars with competitor.
 * Competition.
 *Covid.
WEAKNESS TO STRENGHT
Shy – attending more classes I will begin to come out of my shell and volunteer to lead group discussions. Practicing presentations and group work will enable me to gain confidence and reduce my shyness.

STRENGHT TO OPPORTUNIES
Eco friendly- with eco-friendly products I would gain more customs as more people care about the environment, it is all about doing no harm and has little or no damaging effect on the environment.
Skills Audit
[bookmark: _Int_RyCIcFuV]CONDUCTING A SKILLS AUDIT. The aim of a skills audit is to identify the existing set of skills within the organisation and the skills and knowledge the organisation will need in the future. Often, what employees may have to offer can lay hidden because organisations simply do not know how to access or harness it (“Conducting a Skills Audit - Valuing your Talent”) 
Definition of employability skills 
[bookmark: _Int_UOA5NTnI] Employability skills is needed by an individual to make them “employable” with good understand and knowledge. It allows you to work well with other and to work well in teams and big groups. You also need excellent time keeping and be able to solve problems to help fit in to any workplace. Using Johari window, I development my tempolabile skills. The Johari window is a technique designed to help people better understand their relationship with themselves and others. It was created by psychologists Joseph Luft (1916–2014) and Harrington Ingham (1916–1995) in 1955 and is used primarily in self- help groups and corporate settings as a heuristic exercise. Luft and Ingham named their model "Johari" using a combination of their first names.
  
1. [bookmark: _Int_RSlW0QxS]Arena – attributes that you selected for yourself, and other people also selected for you
a. Typically, a person’s most prevalent or obvious characteristics
b. “Everyone knows that I am X…”
2. [bookmark: _Int_D0a9LzbY]Blind Spot – attributes that others selected for you, but you did not select for yourself
a. Subconscious characteristics, or external perceptions that you do not identify with
b. “I didn’t know that I am seen as X…”
3. [bookmark: _Int_JqqrP2dz]Facade – attributes that you selected for yourself, but others did not select for you
a. Characteristics that are not externally present or obvious
b. “I feel like X… but I do not share that;” “You do not see X in me?”
4. [bookmark: _Int_dY7zNsvt]Unknown – attributes that neither you nor others selected for you
a. Irrelevant characteristics
b. “I’m not X…”


[image: ]Johari windows (Luft and Ingham,(1995)
Learning STYLES & PERSONNEL DEVELOPMENT PLANS.
Learning styles in personnel development planning finds your natual learning styles and learning modes to see which we are more for me to use. This will make learning easier and will also be so much more fun. Here is a Honey and Mumford learning cycle.
DEVELOPMENT SKILL: -To improve leadership skills and get more involved in the classroom. 
SPECIFIC ACTION: -Practice taking more of a lead in the classes a theorist from honey and Mumford.
Barriers and how to overcome them: -Being shy having to get more involved or volunteer myself for actives.
SUPPORT REQUIRED: -Lectures to give me feedback. 
LEARNING STYLES
Learning styles are the way we prefer to learn there are 4 learning styles that come under the word VARK each letter stands for their own learning,
[bookmark: _Int_6COku0Tb]V= Visual learners are better with information when it is shown to them in a graphic depiction such as arrows, charts diagram or symbols. 
A = AUDITORY is a person listen best through listening and talking. Often using videos and music. They may remember everything that was said during a meeting but find it hard recalling the information that was outlined.
R = READING AND WRITING learner like to have it in words or text as it is easier for them to absod and better to store to learn.
[bookmark: _Int_qxmzSzje]K = KINESTHETIC Kinesthetic learning style means that when you need to decide, you do not want to read information, listen to lectures, or review charts and data. You would much rather personally experience a concept, process, or person to draw a firm conclusion (“Kinesthetic learning style - definition, examples and ...”)

[image: ]
This is my VARK questionnaire. 
I had 4 for auditory and 4 for kinesthetic
CONCLUSION 
After doing this report I have learnt a lot about myself during this course using a SMART and SWOT goal. It has made me realise where my strengths and weaknesses are and what I need to-do to improve them and built my courage. Leadership is one of the most I need to practice on and push myself. Using all the different models and theorist it has made me realize a lot about myself that I did not know and helping me to come out of my shell and mix with other people in my class. This is going to help me a lot when I finish my certificate of  higher skill for the workplace in getting where I want to be in life for me and my family  
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The VARK Questionnaire — English Version Scoring Chart

Use the following scoring chart to find the VARK category that each of your answers corresponds to. Circle
the letters that correspond to your answers
e.g. If you answered b and c for question 3, circle R and V in the question 3 row.

Question [ a category | b category |[ c category | d category
3 A @ @ K
Scoring Chart
] wﬁgm
1 v @ R K
7 @j v A K
3 A R v ®
4 @ v R
5 K ™ R A
6 A R K v
7 V) R A ©
B A v K
9 K R A
10 v A @ K
11 K @ SR v
12 A R
13 R v A

Calculating your scores
Count the number of each of the VARK letters you have circled to get your score for each VARK ca
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