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Introduction
My report analyses various working skills that an employee would need to understand the requirements and responsibilities for their role.  To support learning development and understanding, self-awareness is very important, to know your own skills and strengths, to do this, theories have been studied and applied. To support understanding of self-awareness self-learning style questionnaires have been carried out. In this report I will be reflecting and reviewing my learning journey, by looking into my personal development, what my strengths and weaknesses are and how I will be developing them. To develop my skills from findings I have prepared personal development plans. 
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‘The goal of a SWOT analysis is to evaluate the past, present and future of your company or individual career goals.’ (Business Daily News, 2019) to recognise strengths, weaknesses, their opportunities and threats. 
Using Swot analysis allows you to have an insight of personal strengths and weaknesses, give you the ability to recognise  what challenges you may come across in the future and the opportunities you to meet you goal. It helps you focus on your strengths, minimize threats, and take the greatest possible advantage of opportunities available to you.
I have carried out a personal SWOT analysis on myself. 

	STRENGTHS
· Punctual
· Teamwork
· Enthusiastic
· Communication
· Willingness to learn
· Creative
	WEAKNESSES
· Time management
· Qualifications
· Experience
· Research skills
· Taking on too much workload

	OPPORTUNITIES
· Courses
· Lectures 
· childminding
· Working from home

	THREATS
· Family commitments
· Childcare
· Presenting Presentations
· Other graduates
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[bookmark: _Toc24632093]VARK
‘This model of learning style was developed in the early 1990s by Fleming and Mills(1992)’  (Morgan, 2017). VARK a model used to identify learning styles, ‘the VARK model of learning styles suggests that there are four main types of learners.’ (cherry, 2019). Neil Flemming designed the VARK questionnaire to help students identify and understand which type of learner they prefer. 

 The key four learner types are:
1. Visual learners
2. Aural learners
3. Reading/writing learners
4. Kinesthetic learners

Visual learner - visual learners learn better from watching and observing, they prefer to have something for them to look at, such as images, charts, diagrams, videos, leaflets, handouts, display, etc.
Aural learner- aural learners prefer to hear information rather then, reading it or seeing it displayed visually. These learners may use a tape recorder to record lectures in class and review it information in a quiet place.  
Read/writing learners - reading/writing learners learn better by interacting with texts, rather then hearing or look at information. These learners are like to read books, journals, articles, etc and take down notes. 
Kinesthetics learner – this type of learner learns better by doing this, touching, feeling, being hands on, more physical experiences. They prefer not to take in information from reading/writing, seeing or hearing.

My results:
V - 3
A - 0
R - 2
K - 8
The results from taking the VAK learning style questionnaire identifies that I am a kinesthetics learner. I prefer to learn by being hands on, doing things and through physical experiences. 
[bookmark: _Toc24632094]Kolb’s Learning Cycle
‘David Kolb’s experimental model of learning (Kolb, 10984) has been cited frequently in the literature on learning and development, and has been used as the basis for developing training and development programmes for some time’ (Morgan, 2017).  According to Kolb the procedure of learning follows a cycle containing four stages.  
[image: Kolb]
(University of Leister, n.d.)

CONCRETE EXPERIENCE – this is the first stage where an experience such as presenting a presentation, debates, discussions, team games, etc by an individual or as a team. It is a task carried out and experienced by doing, to learn effectively. 
REFLECTIVE OBSERVATION – this is the stage when the task has ended, and the time has come to reflect and review the experience. Many questions can be asked to self and or to other team members. It is the time to discuss ‘how’ the experience went, both good and bad. 
ABSTRACT CONCEPTUALISATION – is the stage to make sense of the experience, compare what went well and what did not. To identify and understand what were the problems that need to be addressed for the future and what were the good points that can be used again. 
ACTIVE EXPERIMENTATION - the final stage is to prepare a future development plan, considering what has been learn from the experience. To recognise what actions, need to be taken and how are these actions going to be carried out to meet the targeted achievement.   

Stage 1: As a group, the tutor tasked to present a presentation with PowerPoint slides. 
Stage 2: The presentation experience went well in some areas and not so well in other areas.
Stage 3: I should have done more research and referencing.
Stage 4: Manage my time better to have enough time to research and add references. 

GO MAD FrameworkBetter opportunities
Meet end goal
Keep myself and family safe and healthy

Support from family and friends
To complete my HNC course
Plan my time better
Manage my time better (time management)

GO MAD is a framework to help visualise   
goals, what the goal is, how the goal is going to be
reached, what support would be needed, reason for 
the goal, what opportunities are there to meet 
the goal, etc.   
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[bookmark: bbib0045]SMART is a practical tool, utilized for personal and professional development. ‘This is a practical, straightforward tool, which can be used for both professional and personal planning. Helps ensuring that objectives are practical and realistic. Objectives should be: Specific, Measurable, Achievable, Realistic and Time bound. ‘Doran (1981) first introduced the specific, measurable, assignable, realistic, and time-related (SMART) method for writing effective management goals. Today, the SMART method in management is commonly stated as the standard for developing effective, measurable goals and objectives.’ (Bjerke & Renge, 2016)
 From my finding I found that my future objective is:
SPECIFIC - time management
MEASURE - set certain duration of time to complete tasks. Check at the end of the duration if the task is on schedule.
ACHIEVEABLE - plan or make a routine and set realistic amount of time
REALISTIC – set realistic time slots for tasks
TIME BOUND – keep dead lines in mind and plan accordingly

This SMART Objective tool helps in making planning easier to meet targets.
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‘While numerous factors are involved in career progressions, personal barriers often play a role in hindering an employee's advancement potential. By examining and developing awareness of these barriers, you may be able to increase your chances of progressing further along your chosen career path’. (Miller, 2019). 

Barriers may be external – family, logistics (no car, travel is difficult), dependency on others, money, work, friends, private life, terminology, etc.
Barriers may be internal – skill levels, levels of knowledge, perceived abilities, behavioural, attitudinal, psychological, etc.

On a learning journey student are no doubt are likely to face barriers, these barriers have an important part in the learning experience. Barriers are and eye opener for student to always be prepared and think wisely, to learn techniques in overcoming barriers in their path of journey. There are many ways in overcoming barriers, including:
· Lack of qualifications - can boost your qualifications by taking free classes and enrolling on to courses relevant to topics or skills necessary for your field.
· Lack of experience – take on voluntary placement opportunities in professional organizations within your field
· Gap in work history – employers are usually are not judgemental about minor gaps/ the gaps must have a valid reason. 
· Family commitments – plan, have a plan B, arrange childcare, even if called to say child is sick and needs to be taken home, have arrangements made and in place for this type of scenario.  
· Lack of concentration – create a relaxing environment for studies, protection from distractive people and activities, stay focused



[bookmark: _Toc24632098]Conclusions

The report concludes why professional career development in important and which learning tools that can be applied to identify and understand personal skills, strengths and weaknesses. Utilizing tools such as VARK, Kolb’s learning cycle, GO MAD work frame and SMART objectives, highlighted which skills and weaknesses that need to be improved or looked at. 
To be able to achieve career success, developing learning and employability skills are vital. There can be a negative effect on a willingness to success if you fail to improve and learn new skills. Employees get overlooked for promotions and senior positions if they cannot adapt themselves to learn management skills. Identifying own strengths and weaknesses is important to be able to pass modules and courses with high marks. A variety of skills are required for employment. Students/employees should have personal flexible skills, motivation, specific skills for specific roles. Employers also investigate the personality of the employee, how reliable they are, attitudes towards risk, conscientiousness and the willingness to learn. The findings are important to be able to create a personal development plan, which is essential to be able to develop skills which are required for employment. Websites and books have been researched for ideas and better understanding, and to support my findings. 




[bookmark: _Toc24632099]Personal development plan

	
Objectives
	
Barriers
	
Action
	
Measure

	Time Management
	Unexpected barriers, family commitments (childcare), illnesses, transport, distractions, social media.
	Plan and prioritise, prioritise important and urgent tasks first. Start early on course work to allow plenty of time, in case of barriers/problems popping up. Avoid multitasking. Get support from family, friends and lectures when needed.  Make a routine to follow and go by with reasonable time slots. Make checklists with number one prioritised tasks at the very top. Set deadlines for tasks. 
	Good time management is when tasks feel less stressful and relaxed, can follow a routine with out tasks over lapping and clashing. Prioritised tasks are been ticked off checklists. Having spare time left after a task. Meeting deadlines.

	Researching Skills
	Access to resources, internet connection when not home, library access, quality of books in small libraries
	Take advantage of free wifi connection in university, coffee shops, etc. Note down important information from class and books, note down references. Set a routine of when and where to get the accesses required. Communicate with fellow student and lectures. Pay attention to detain. Take picture on phone camera of important information.  
	Understood the information, able to analyse the reading/information. When able to compare similar information from a variety of sources. Recognise the differences and be able to make own decision/opinion. Get feedback from other students and lecturer. 

	Critical Reading
	Narrow thinking, lack of motivation/willingness, lack of concentration, bad eyesight, understanding breakdown of difficult text 
	[bookmark: _GoBack]Read regularly, think of the key words, look for connections, think broadly. Be more observant. Have eye-sight check-up, may require glasses. Read a variety of styles of writing, including articles, books, textbooks, journals, reports and ,read glossaries etc. 
	When able to meet the brief of the task assigned. Getting feedback from peers, lecturers, and colleagues. Able to concentrate and understand the reading. Enjoying the reading shows motivation and willingness. Able to see the text of the writing clearly and comfortably.
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