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1: Terms of Reference
I am creating this report for Melanie Squire as requested. Melanie is my lecturer of University of Wales Trinity Saint David. The purpose of this report is to allow student’s to have a better understanding about Professional Career development, to gain a better knowledge and to become confident about employability skills. To recognise the strength’s and weaknesses of one’s self. This report was requested for the 4th march 2022.


2:  Procedure
In order to create this report I have taken my time to do some research on book’s on moodle, online quotes and academic journals. This report’s foundation is most of all on my reflection’s which I gained from Moodles and my lecturer Melanie Squire.
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3. Introduction
The purpose of this reflective report is to show how important it is to achieve a professional career development for the present and the future. It also show’s how this course has had a positive impact on my general knowledge in regards to skills for the workplace, self awareness, future planning, recognition of me to myself and other’s, and also how to create a piece of assignment. In this report it will show you my understanding of models like SMART GOAL, VARK, JOHARI WINDOW and SWOT. Like Frank once said about a theory called ‘ uncertainty in career theory’ he argued about the career that it’s purpose is to be creating a certainty in a career choice also to ensure the most compatible match between the person and employability is made, ( Parsons, 1909). I totally agree with him as it is crucial to build up a career which will mould us to our suited work environment. So this course is a head start in order to build up that career. Employability is a crutial requirement for allowing sustained competitive advantage at the strong level, also a career success at the individual level. (Peridicals,2006). Through this report you will be sighting my future plans relating my professional career. You will find out how I will be planning to overcome my weakness through my Pdp. There will be barriers, but I will challenge it. (Motivation,2018). Every person’s employability subsumes a person-centered construct that needs to be dealt  effectively with the career related changes occuring in today’s economy. (Fugate, etl, 2004).
4: Findings
4.1: What have I learnt from the 5 week’s?
First week of my lecture class for Professional Creer Development I was excited as I was given the opportunity to be in a group of student’s and a great lecturer. On the first day we learnt about SWOT analysis, SMART goal, and went through an overview of the models which were, Self Awareness, Learning Styles, employability Skills, Reflective Cycle. We learnt to identify the actual aim of those models. The main aim was to understand the skill’s and knowledge needed for working effectively. Establish employment goals and develop a personal action plan. Like Benjamin quoted “  investment in knowledge alway’s bring’s the best results”(Franklin, 2022). It is alway’s worth giving time to gain some knowledge therefore I have taken out this course. The system to learning is to teach one to think intensively and critically.(King,2022). 
JOHARI WINDOW MODEL, (J.LUFT & H.INGHAM,1955)Open Area
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According to Lowes (2020,p5) this model consists of four quadrants. First window is the OPEN ARENA, this area is known by myself and to others. The second window is the HIDDEN AREA which is only accessed to self due to trust, lack of confidence or personal reasons, etc. The third window is the BLIND SPOT this area is known to others about me that I am unaware of. I will not know my blind spot unless others show me or I get a feedback. The fourth one is the UNKOWN area which is unkown to me and others. This is the area where I can discover myself through anothers eye by asking for feedbacks and reflect on them.

KNOWN TO OTHERS
 I have multiple qualities and talents that is known to others, but unknown to me. According to my family and friend’s I am a woman of many talent’s. This is because I try to keep up with their expectations which I also benefit from in the end as I learn more about thing’s like creating a centerpiece for a wedding, organising a birthday party. In all honesty I have to thank these people for having faith in me to succeed in all their expectaions as I have learnt a lot. 
UNKNOWN TO OTHERS
When I am around work colleagues, friend’s and family I pretend to be very socialable, and outspoken because that is what I show them and this is my open area. The true me is only known to myself. People does not know that I am a very reserved person. I underestimate myself most of the time. I am not always what i think I am and through others I find the real me.


4.2 SMART GOAL
SPECIFIC: During an interview I was asked what I wanted from this job. I replied, “I hope to make some good friend’s and create a friendly environment for myself and other’s. I wish to learn and experience from my seniors and colleagues. I am willing to adapt to the environment. I am willing to explore and try something new and I am open to option”.
MEASURABLE: When I apply for a particular job I first measure myself within certain category to see if I am capable of addressing the requirements, tasks and challenges. Other than a job I wish to open up my business in 5 years time which is year 2027.
ACHIEVABLE: A challenge or task at work I first measure myself to see if I can achieve it at the end of the deadline as I don’t want to take on something that I cannot complete and would rather be honest to myself and be colleagues. Business relating, i have my links in order to get my goods. I just need financial support which I intend to take out a loan.
REALISTIC: The business will be based on a big budget, but I have measured and analysed it beforehand and it does seem positive. The only thing I have to be realistic about is the money. Will I be able to save that kind of money or find a way? Finace is the reason why I have given myself 5 year’s time.
TIME BOUND: While at work I try to complete my tasks by the deadline by starting on the difficult task first then the easy tasks. I plan my way to life and work tasks or challenges as it is very crucial to keep on top of time.
4.3 SWOT ANALYSIS
STRENGTH: Throughout my SMART GOALS I have realised that I have some areas that I need to work on, but I do have some positives too. My STRENGTHS are that I am a willing person, adaptive and friendly. I am always open for options and willing to take on challenges. Turn painful management duties into a powerful motivation and we are winners. (Armstrong, etal, 2003).
WEAKNESS: My weaknesses are that i am poor at time keeping, I can’t say NO to people when i have the full right to and take on jobs that i may not complete or be able to do. I also underestimate myself which then makes me in-confident and I just take a step back.
OPPORTUNITIES: I like to grab on an opportunity when I see one, So if i get a chance to start off my business today I will take my chances. I have my connections and links to people in the trade I wish to be involved with, but I need to be financially prepared and stable in order to make a start.
THREATS: My  threats are, due to my poor time keeping I could end up losing my job and also end up struggling in life with almost everything as time keeping is very crucial in life. Another threat can be my weakness to saying NO to people as I can get myself in to trouble by failing to complete a task.

4.4. MY 3 EMPLOYABILITY SKILLS QUESTIONNAIRE
CATEGORIES:                        
	TIME MANAGEMENT
	1

	TELEPHONE SKILLS
	2

	GROUP WORKING SKILLS
	3



QUESTION 1: Why is it important?
QUESTION 2: How will I develop these skills
QUESTION 3: What barriers might you encounter and how are you going to overcome it?
4.5. QUESTION AND ANSWERS
QUESTION 1: Why is it important?
Answers:
1: Time management-  My time management is very poor as I am always late for everything in my life. I underestimate time majority of the time as I think I always have plenty left in my hand to arrive at a destination or to complete a task. 
2: Telephone skills- My communication skills is very lacking. Work or out in my private life I am a very self-reserved person. I get overwhelmed in a crowd or when I have to communicate with   unfamiliar faces.
3: Group working skills- Group working is challenging for me as I am not very outspoken. I continue taking on a job that I do not approve of due to not speaking out and giving my own opinion. So developing aGroup working skill is crucial for me.
QUESTION 2: How will I develop these skills?
Answers:
1: Time Management skill- I wish to develop my Time Management Skills through this course on time and also by submitting my work on time. I will try organise myself around my work life, private life and study life.
2: Telephone Skills- I will try to communicate more with the student’s and lecturer during my class in this course. I will also try to come forward in answering and asking questions when i have the opportunity.
3: Group Working Skills- I will try to be more involved during my classes when I am put intogroups for discussions. I will be more outspoken and try to give my opinion.

QUESTION 3: What barriers might you encounter and how are you going to overcome it?
Answers:
1: Time Management skill- I might encounter distractions that will put me behind to keeping up with Management due to my private life, but I will try to make a schedule seperating my private life and career life. I will also try to stay ahead of time by completingmy work before schedule.
2: Telephone Skills- I might encounter distruptions while trying to speak or communicateover the phone or face to face, and also encounter frustration. I will try to overcome this by allowing the other person to speak their mind and once they have done that i will speak my mind and share my opinion. With the help of this course I will try to overcome my Communication Skills.
3: Group Working Skills- There will be that one person trying to take the lead. So I will encounter barriers while trying to work in groups. I will try to overcome this by being more outspoken and by giving my own opinion

4.6. MY LEARNING AND UNDERSTANDINS FROM SELF - AWARENESS MODEL:
 I have learnt that is a important to have the ability to be able to know and understand my own strenths and weaknesses as well as others. The greater the self-awareness becomes the better it will lead to decision making, is connected to team perfotmance.(Eriksen,2009). It has also been claimed that the people who have higher level of self-awarenss are more likely to be promoted and are more affective leaders (Axelrod, etal, 2012). All in all this shows how important it is to become self aware in order to suceed in private and professional life.








4.7. PERSONAL DEVELOPMENT PLAN:
	DEVELOPMENT OBJECTIVES
	SPECIFIC ACTIONS
	BARRIERS AND HOW THEY WILL BE REMOVED
	REQUIRED SUPPORT
	HOW I WILL KNOW I HAVE ACHIEVED THE GOALS

	


TIME MANAGEMENT
	Be more organised in my private and professional life and use this course to practise my time keeping. 
	Due to being a wife and a mother of 6 keeping up with time will be difficult.
	Support from family is required and also from this course where I can exercise my time keeping by doing my tasks on time and attending my lectures on time.
	The day I have attended my class before it starts, the day i submit my work way before the deadline and the day someone tells me that I am early.

	


TELEPHONE SKILLS
	My communicating skill is very poor as I am a shy and self reserved person. I am not very outspoken.
	My shy character, lack of confidence and becoming nervous and overwhelmed easily.
	Through this course I will become more open to the students and lecturer and try to communicate and ask questions. 
	Be the first to ask questions and share my opinion. Try to communicate more to people in my private and professional life.





5. CONCLUSION
Throughout those five week’s of my Professional Career Development class I have learn numerous number’s of models and way’s of learning for e.g, SMART GOALS, SWOT ANALYSIS, VARK and JOHARI WINDOW and many more.. I have learnt how to create a reflective writing, Presentations and report writing. Prior to starting this course, I was clueless about everything. This course has taught me how to be smarter and how to recognise myself and others. Through the VARK test I have come to know what my learning style is. I wish to continue to learn about this course and become fully confident in order get good job or start a business.
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7: APPENDICES:
7.1. VARK
 My learning preference:Very Strong Kinesthetic
My scores were:
Visual 7
Aural 3
Read/Write 1
Kinesthetic 16
People with my preference like:
practical exercises, experiences, examples, case studies, trial and error, things that are real, .


7.2. CONCEPTS OF SELF - AWARENESS: It is crucial to develop a Self Awareness as it is the first step towards learning. According to Stephen (Covey,1989), there are 7 habits of highly effective people which are as follows:
choice

 1- PERSONAL VISION-  Be proactive - Impact                               Response.
 We are responsible for our own lives.        COMMITMENT


                                                                                              INTERGRITY
 2-PERSONAL LEADERSHIP- Begin with the end in mind
How you want to be known .       IMAGINATION      


CONSCIENCE
 
 3-PERSONAL MANAGEMENT-  Put first things first - organise your time.
Decisions & priorities.        ORGANISE\

                                                 EXECUTE             


 4-INTERPERSONAL LEADERSHIP- Think win win
It’s a better way.        CONSIDERATION
                                       COURAGEImplement
vision



 5-EMPATHIC COMMUNICATION-  Seek first to understand thento be understood.
    Empathy.         INTEND TO UNDERSTAND

 6- CREATIVE COOPERATION- Focusing on strengths of others and yours.
                                   SYNERGISTIC              Synergize.          COMMUNIVATION


TRUST                 RESPECTFUL                                                                  INTERCONNECTED     

                                DEFENSIVE                                                                                  VALUE DIFFERENCES
	            COOPERATION  

 7- BALANCED SELF RENEWAL- Continues improvement.
                                         Sharpen the saw.    
                      *PHYSICAL      * SOCIAL/EMOTIONAL      *SPIRITUAL     *MENTAL




