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Executive Summary
The purpose of this report is to explain and understand the skills which are needed to work appropriately and efficiently. Moreover, to be able to gain and demonstrate the acknowledgement of the work ethics which would be the personal and working strengths. Most importantly, to be able to establish and bring together a plan which would help in executing in the working environment. This report will explain the following points on what has been learnt, what challenges could be faced, what could be learnt and developed by following a strategy which would employ in overcoming in the future. Also, clarifying how it would be applied in a person’s professional career development journey. 
Within the report, it will include all the information and table, which would work around in a person working career development criteria aspect. 
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Introduction
Professional Career Development explains the meaning of difference accomplishes which completes within the management. It includes different meanings for example; employability skills, different types of test which are used to believe or show how a person is or would be working. There are other types of things which would be used within the career development process for example SMART analysis or SWOT analysis; which explains the targets which are set to accomplish or would be developed to be worked in the future. 
Terms and References

This report was requested by my lecturer, Melanie Squire, for the course “Certificate of Higher Education Skills for the Workplace”. The module is “The Professional Career and Development” – Component 1 and to be submitted via Turnitin on Module on 05/03/2021 by 3pm.
Procedure 

To ensure I have completed the work I will use academic books and online resources.
Main Findings
1.1 A - What have I learnt?
There are different things which learnt throughout Professional Career Development lectures – Weeks 1 – 5; the followings are:
Self-awareness
This particularly works within the importance of other skills in the professional career development, but it is required as it helps in understanding the leadership and management, which also helps in improving the chances within the professional growth and for the growth of others. 
This skill enables to work out how a person works out within the workplace professionally, which would contradict, in other words, it would or may affect a person’s attitude or their behaviour, in which how would be seen by others. Self-awareness enables us to stand apart and examine even the way we “see” ourselves – our self-paradigm, the most fundamental paradigm of effectiveness.  It affects not only our own attitudes and behaviours, but also how we see other people.  It becomes our map of the basic nature of mankind.”  Stephen Covey, 1999, P.66 -67.
It has been confirmed there are many ways for which you can compromise self-awareness which is write down what you want to do and track your progress.
There is one person who has developed and worked in many ways in the professional career, Benjamin Franklin. He explained in greater deal of how to keep everything balanced for which would keep in track the strength. In other words, he understood in how someone learns by marking down any identified weaknesses, which could be better over the time. He has never wasted an hour of his time for which he always thought self-awareness was important and should not be ignored. In the end, he has always valued his work by never stopping in questioning and also the motives behind the work (Benjamin Franklin: How A Journal Can Help You Lead A Better Life, 2021).
There are others ways which would help; receiving feedback regularly from the workplace, this would include having feedback from friends and family which would establish the strengths or weaknesses, if not then maybe creating a formal constructive feedback which would help or would not help.
Another thing which was identified the best way in showing self-awareness by completing a questionnaire which outlines the different things about yourself, for example one of the criteria for the questionnaire is, if the person is an introvert person who works internally with working management or extrovert, if the person is outgoing not within the area but out of the world. The name of the questionnaire which recognizes this is Myer Briggs Psychometric Test. This questionnaire is a common way in designing a set of traits which could be considered but mostly describing it to other people in the working management. 
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By using this questionnaire, it helps to understand how you are and that Myers and Briggs believed that it would help in selecting appropriate occupations which would blend on the personality types and leader into a healthier happier lives (Myers-Briggs Type Indicator: The 16 Personality Types, 2021).

There is another learning style which brings together a different questionnaire which is the VARK. This style outlines and indicates what a person’s preferred, in other words on the basis of different ways of learning, for example; V stands for visual (noticing or demonstrating by memorising by looking at pictures or videos), A stands for aural (communicating with others), R stands for read or write (trying out different activities and expressing the best from reading or writing by being good at spelling) and K stands for kinesthetic (using hands when speaking or trying out something new).
VARK model is one of the popular questionnaire which Neil Fleming introduced in 1987, it was designed to help and learn more about individuality learning preferences. It is used in different ways which identifies different preferences for example Visual (pictures or movies), Auditory (music or discussion), Reading or Writing (making lists or taking notes) and Kinesthetic (experiments or movement), (Are You a Visual, Auditory, Reading/Writing, or Tactile Learner? 2021)
Moreover, trying out another identified learning style which creates different preferences of someone learning experience for example, activist (loving new challenges or likes new experiences), reflector (likes to apply what learnt new for something better), theorist (think before applying onto something) and pragmatist (be wont to be reserved to be tried or tested).
There is other thing which leant are the Johari Window, The Kolb Learning Cycle, SWOT, SMART, Employability Skills and Covering Letter and CV.
Johari Window is a tool which is created by Joseph Luft and Harry Ingham in 1955 which simplifies the understanding and training in different areas: self-awareness, personal development, improving communications and interpersonal relationships. This would be the first step to creating a personal development career plan, which would lead into The Kolb Learning Cycle (which includes theory that argues with the experiences learnt in life even on the everyday basis. Kolb (1984) explains the learning process follows a pattern which consists four stages; experience (we can learn from), reflect (thinking what has been done), conceptualise (when thinking about the experience) and plan (with the experience being supported or challenged), which would include in an observation known as the reflective observation.
According to Kolb who introduced this theory, believed that every individual has different learning style which would appear through the genetics, the life experiences dealt and the anxieties of the current work. However, it would describe how four different learning styles would reflect (How David Kolb's Theory of Learning Styles Differs From Carl Jung's, 2021).

SWOT analysis is a tool which is used to understand the situation in the work management as S stands for strength, W stands for weaknesses, O stands for opportunities and T stands for threats. There is another analysis which would reflect by using the SWOT analysis, which the SMART objectives which identifies a plan that would or could help in working together, by improving for the future; S stands for specific, M stands for measurable, A stands for achievable (agreed), R stands for realistic (relevant) and T stands for time bound. (citation)
Also, learnt the employability skills that would work within the management; time management (this would include in the management as there are employees who works efficiently by keeping on the time and meeting the deadlines, but most importantly not wasting time on non-essential duties), analytical skills (this refers to the employees ability in how the information is collected and analysed, also solving the problem and making the decisions which would form as an everyday life), resourcefulness (it would include ways which overcome the difficulty and adjusting what may have been used to work) ad barriers to learning (there may be barriers included external; dependency on others or internal; levels of observed abilities).
Another thing that was learnt is the covering letter and CV, as what to include within the document before applying a job role specifically. In others covering letter to be short and briefed clearly but also keeping the accurate information on the CV, which would include in researching properly. 
1.1 B - What challenges did I face? What learning and development strategies can I employ to overcome them in future?
There are not as much challenges which I had to face but one of the most known challenge which I had to face was the time keeping. This is because it was hard to focus and be able to work, most importantly in trying to complete the work. Also, it was difficult in being able to understand the criteria in what is needed in the work.
The type of learning and development strategies which could or may use to overcome in the future, is creating an action plan which would consist different plans that would help in managing the day to day work and be able to bring together of what to do when at which moment of time. 
1.1 C - How can I apply this learning to my personal professional career development “journey”? 
The way which I would use to apply to my personal professional career development is by being self-aware in what is happening or will happen. In other words, be able to create a diary of tasks of which work needs to be driven on. Also, creating an SMART objective which would help in creating a SWOT analysis, the reason is because it would help in understanding where I have gone wrong.
1.1 D - What follow up work and research did I undertake? 
The type of work or research which I would or undertake is try and use as books but also online which would help me in understanding the work criteria.
1.1 E – Identify a SMART goal for yourself?
The SMART goal identified is timekeeping. This would be a perfect goal as this skill is needed in the work. This is because without timekeeping you will not be able to gain an achievement. With this goal I would be able to achieve my certificate to go into your work.
Also, this course will help me to achieve where I want to be in 2 years time, to get more experience in digital skills, have more confidence in speaking openly in big crowds, managing bigger teams. Therefore, by the end of the course I should be more confident and hopefully be able to start my own business. 

1.1 F - What employability skills would be relevant and required in order to achieve this SMART goal and how would you acquire these?
SWOT Analysis
	Strength
Organizing 

Communication
Passionate for something greater 

	Weakness
Focusing
Not confident about myself 

Laziness

	Opportunities 
Executing different working strategies
Gain the certificate 
	Threats 
Changing working techniques 

Controlling
Bringing negativity 



SMART Analysis 
	Specific 
	To be able to maintain and focus on the time keeping and gain the knowledge which would help in future.


	Measurable
	To be able to include clear notes which would need to be worked on for the outcome.


	Achievable
	To create a plan which would motivate in working accurately and on a good pace. Also attend all lectures and always ask questions when needed.


	Relevant
	To be accurately clear on what needs to be done to make sure it has been controlled and not going off track. Also to research relevant tools which would work within the time keeping.


	Timely 
	Everyday, make notes which would come out handy for which would help in keeping the mind focused till the end of the course. 



1.1 G - What employability skills are relevant to achieve your SMART goal?
There are two different employability skills identified which would be helpful; time management and analytical skills. These two skills would be relevant and required in order to achieve the SMART goal because it is appropriate as it is important to ensure you are working effectively and productively but most importantly not allowing yourself from not getting distracted in wasting time on duties which could be completed another time. Also, being able to analyse and collect information which you can easily solve and make firm decisions. 
1.1 H - Which 2 learning styles questionnaire applies to you?
There are two different learning styles questionnaires which would apply to me is Myers Briggs Psychometric Test and VARK questionnaire.
Myer Briggs Psychometric Test
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	17
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	Total
	5
	0
	
	4
	1
	
	3
	2
	
	3
	2

	
	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perspective


This questionnaire is a sample which shows how I would work usually in a work which brings out how I am actually, for example on the third criteria I would think more in a work than feel to make the decision, in others words I would work from my mind thinking about how it would be felt than making that decision reasonably. By using this questionnaire, it shows many different things for which how I work and how my mind works for example I am more as extrovert in going out for the work than being limited. 
VARK questionnaire 
V – Visual - 5
A – Aural - 5

R – Read or Write - 5

K – Kinesthetic – 6
This questionnaire shows how I work by thinking about on my mind, in other words would I observe or would I find it difficult in memorizing videos or anything. Also if I would be distracted easily when working or would I learn mostly when reading or writing or like to learn new things when working for example new career skills. By using this questionnaire shows and I was quite surprised that it does show how I actually work, for example, it is correct that I do fidget whilst studying and that I like to be in different kind of activities, in other words, trying out new things in the work. 
1.1 - I What are the two key learning objectives for myself, relating to the learning styles?
	Development Objective
	Specific Actions
	Barriers and how they will be removed
	Support Required
	How will I know when I have achieved the objective? 


	To keep in control with work by reducing wasting time

	To be able to find a quick way to overcome the problem.

	Having phone near or something which will distract. 

This would have to be removed away when working.

	Liaise with lecturers and peers, plan and make notes
	Until I stop asking questions to lecturers and peers

	To be able understand the academic work
	Understand, research and complete all the tasks given which would help.

	Not attending lecturers when need, not asking questions. 
Attend all classes and asks as many questions.


	Have feedbacks from friends, family and lecturers.
	When I complete all tasks up to lecturers standard by following there feedback provided 


These two objectives links with the following learning styles in different ways:
Activist – to make the effort in working and experiencing 

Pragmatist – try different things for which may or could work and make a difference 

Theorist – understand what is needed and how it would be accomplished to make it successful

Reflector – make an observation which would help in reflecting on the work
Conclusion

To summarise this report, I have analysed by using lecture notes and followed up my own research in understand how I actually work. In addition, I was able to understand what my goals would be and how I would execute. Also, understanding how different strategies would be related to myself and how it would be used to reflect in my personal outcome set. Moreover, able to understand and see what would need to be worked on for example, timekeeping, this would be improved or worked on by setting goals by using the SWOT and SMART analysis which would help in categorizing and having to see different things that would help in the work and also employability.  
References
Covey, S. R., 1999. The seven habits of highly effective people. London: Simon & Schuster UK Ltd.

Kolb, Alice, & Kolb, David. (2018). Eight important things to know about the experiential learning cycle. The Australian Educational Leader, 40(3), 8-14.

Kolb, D., 1984. Experiental learning. Englewood Cliffs: Prentice Hall.

Medium. 2021. Benjamin Franklin: How A Journal Can Help You Lead A Better Life. [online] Available at: <https://medium.com/personal-growth/benjamin-franklin-how-a-journal-can-help-you-lead-a-better-life-7c8ce70a4622#:~:text=The%20Value%20of%20Self%20Reflection,the%20motives%20behind%20each%20activity.> [Accessed 4 March 2021].

Verywell Mind. 2021. Are You a Visual, Auditory, Reading/Writing, or Tactile Learner?. [online] Available at: <https://www.verywellmind.com/vark-learning-styles-2795156> [Accessed 4 March 2021].

Verywell Mind. 2021. How David Kolb's Theory of Learning Styles Differs From Carl Jung's. [online] Available at: <https://www.verywellmind.com/kolbs-learning-styles-2795155> [Accessed 4 March 2021].

Verywell Mind. 2021. Myers-Briggs Type Indicator: The 16 Personality Types. [online] Available at: <https://www.verywellmind.com/the-myers-briggs-type-indicator-2795583> [Accessed 4 March 2021].

Yousef, Darwish Abdulrahman, 2018. Learning style preferences of undergraduate students. Education & training (London), 60(9), pp.971-991.

Appendices
Figure 1 – this explains how I actually work by using the Myer Briggs Test

Myers Briggs personality profiling test

Instructions on how to complete the test

•For each of the following 20 prompts choose a. or b.

•Record your answers on the score sheet directly below question

•The score sheet runs horizontally along the row before going down

•Choose the answer that you think most accurately describes you

•Even if you agree with both answers, check one you agree with more.

•Answer as you really are, not you want to be.

•Make choices for the majority of your life situations.

•Having strong interests should not be used to cloud the results.

•Think of situations in which you are free to be yourself.

•There are no right or wrong answers.

•Answer honestly.

Questions

1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one

2.a. interpret literally or b. look for meaning and possibilities

3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating

4. a. organized, orderly or b. flexible, adaptable

5. a. more outgoing, think out loud or b. more reserved, think to yourself

6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical

7. a. candid, straight forward, frank or b. tactful, kind, encouraging

8. a. plan, schedule or b. unplanned, spontaneous

9. a. seek many tasks, public activities, interaction with others

b. seek private, solitary activities with quiet to concentrate

10. a. standard, usual, conventional or b. different, novel, unique

11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate

12. a. regulated, structured or b. easygoing, “live” and “let live”

13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself

14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”

15. a. tough-minded, just or b. tender-hearted, merciful

16. a. preparation, plan ahead or b. go with the flow, adapt as you go

17. a. active, initiate or b. reflective, deliberate

18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical

19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate

20. a. control, govern or b. latitude, freedom

Put your answers in the score sheet grid below
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	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perceptive


Figure 2 – shows how different learning styles are used 
LEARNING STYLES QUESTIONNAIRE

This questionnaire aims to find out something about how you learn best.  The follow up materials will then give you tips on how to use your preferred style for maximum benefit.

Choose the answer which best explains your preference and circle the letter next to it.  Please circle more than one if a single answer does not match your perception.  By the way, there are no ‘right’ or ‘wrong’ answers!  No further information can be given as it may prejudice your responses.

When you have completed the questionnaire, use the marking guide to find your score for each of the categories, Visual, Aural, Read/Write and Kinaesthetic.

1.
How many syllables are in your first name?


(a)
one X 


(b)
two


(c)
three


(d)
more than three

2.
You are about to give directions to a person who is standing with you.  They are 

staying in a hotel in town and want to visit your house later.  They have a rental car.  You would:


(a)
draw a map on paper


(b)
tell them the directions


(c)
write down the directions (without a map)


(d)
collect them from the hotel in my car X K

3.
You are not sure whether a word should be spelled ‘dependent’ or ‘dependant’.   I would:


(a)
look it up in the dictionary


(b)
see the word in my mind and choose the way it looks


(c)
sound it out in my mind


(d)
write both versions down on paper and choose one X K

4.
You have just received the latest copy of a magazine with an itinerary for a conference, this is of interest to someone else.  You would:


(a)
phone them immediately


(b)
send them a copy of the printed itinerary X R


(c)
show them on a map of the world


(d)
share what I plan to do at each place I visit

5.
You are going to cook something as a special treat for your family.   You would:


(a)
cook something familiar without the need for instructions X A


(b)
thumb through the cookbook looking for ideas from the pictures


(c)
refer to a specific cookbook where there is a good recipe

6.
A group of students from another school has been assigned to you to find out about the geology of your local area. You would:


(a)
drive them to a wildlife reserve or park


(b)
show them slides and photographs X R


(c)
give them pamphlets or a book on wildlife reserves or parks


(d)
give them a talk on wildlife reserves or parks

7.
You are about to purchase a new compass clinometer.  Other than price, what would most influence your decision?   


(a)
the salesperson telling you what you want to know


(b)
reading the details about it in a journal

(c)
playing with the controls and listening to it (road testing it) X V


(d)
it looks really smart and fashionable

8.
Recall a time in your life when you learned how to do something like playing a new board game.  Try to avoid choosing a very physical skill, eg. riding a bike.   You learned best by:


(a)
visual clues – pictures, diagrams, charts


(b)
written instructions


(c)
listening to somebody explaining it


(d)
doing it or trying it X K

9.
You have an eye problem.   You would prefer the doctor to:


(a)
tell me what is wrong X A


(b)
show me a diagram of what is wrong


(c)
use a model to show what is wrong

10.
You are about to learn to use a new program on a computer.   You would:


(a)
sit down at the keyboard and begin to experiment with the program features


(b)
read the manual which comes with the program


(c)
telephone a friend and ask questions about it X V

11.
You are staying in a hotel and have a rental car.  You would like to visit friends whose address/location you do not know.   You would like them to:


(a)
draw a map on paper


(b)
tell directions X R


(c)
write down the directions (without a map)


(d)
collect me from the hotel in their car 

12.
Apart from the price, what would most influence your decision to buy a particular textbook?


(a)
I have used a copy before


(b)
a friend talking about it X R


(c)
quickly reading parts of it


(d)
the way it looks is appealing

13.
A new movie has arrived in town.  What would most influence your decision to go (or not go)? 


(a)
I heard a radio review of it


(b)
I read a review of it 


(c)
I saw a preview of it X V

14.
Do you prefer a lecturer who likes to use:


(a)
a textbook, handouts, readings


(b)
flow diagrams, charts, graphs


(c)
field trips, labs, practical sessions


(d)
discussion, guest speakers X K

15.
Ignore question 1.

THE VARK QUESTIONNAIRE 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.

Eg. if you answered b and c for question 4, circle R and V in the question 4 row

	Question
	a category
	b category
	c category
	d category

	4
	A
	
	
[image: image1]
	K


Scoring chart

	Question
	a category
	b category
	c category
	d category

	1
	
	
	
	

	2
	V
	A
	R
	K

	3
	R
	V
	A
	K

	4
	A
	R
	V
	K

	5
	K
	V
	R
	

	6
	K
	V
	R
	A

	7
	A
	R
	K
	V

	8
	V
	R
	A
	K

	9
	A
	V
	K
	

	10
	K
	R
	A
	

	11
	V
	A
	R
	K

	12
	K
	A
	R
	V

	13
	A
	R
	V
	

	14
	R
	V
	K
	A

	15
	
	
	
	


Calculating your scores:

Count the number of each of the VARK letters you have circled to get your score for each VARK category

	Total number of V’s circled = 
	3

	Total number of A’s circled =
	2

	Total number of R’s circled =
	4

	Total number of K’s circled =
	4


Your scores will give an indication of your preference for some of the different ways of learning

ie:
V
- by Visual Study Strategies


A
- by Aural Study Strategies


R 
- by Read/Write Study Strategies


K
- by Kinesthetic Study Strategies

R





V
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