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Executive Summary
 The purpose of this report is to demonstrate understanding of skills and knowledge gained through attendance and participation in Professional Careers Development lectures conducted at the University of Wales Trinity St David for weeks 1-5. This is a reflective report.    
Terms of Reference  
This report is requested as part of an assignment, which will then count towards the overall mark and grade for the qualification, Certificate in Higher Education.
The purpose of this report is to show what has been learnt during lectures 1-5.
Procedure
In preparing this report, lecture notes were looked at in detail, reading material given during lectures, academic books, journals, and websites from the university library and Google.
For the purposes of this reflection, I will be using Gibbs (1988)
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Introduction
The aim of this report is to understand skills and knowledge needed for effective employment and understand the personal development process.
In an article I read online, by Hereford, J mention is made of a quote by Aristotle “All men by nature desire knowledge”.
The article further states personal development is about desiring and pursuing knowledge.
[bookmark: _Hlk65571271] In today’s world and according to Crawford, (1st September 2016), several key points for personal development are:
(i) Wanting the best people as they are the face of the company.
(ii)  Professional development makes the employee competent who then to excels in the workplace.
(iii) Knowledge gained equals confidence.
Hurst (2014) discusses the critical role of internships and sets out matters such as communication, time management, self-confidence, critical thinking / problem solving, leadership and a whole host of other factors which are all equally important to professional career development.
There are many reasons why professional career development equals career success. To help understand career development several articles have been considered, the first one being online 
Career Success in Career Development - IResearchNet , stating career development is a lifelong process especially with the advent of the internet and employment being offered worldwide.
Therefore, the importance of staying in the game has now reached a level of staying on top of your game to be successful.
As a mature person career development is particularly important to be able to not only gain employment, but to progress in the job and to stay in that job. As Hughes, Claretha. (2019) states where there is an aging workforce this must lead to efforts to train and develop for the continuous technological change.
Skills and knowledge which are required for professional self-development are listed below and this report reflects how the skills were learnt and how they are going to be developed.









Main Findings
The first thing I learnt was time management and making sure everything was planned. For this I used a rough timetable for work purposes and looking at Covey’s (2002) matrix looked at urgent and non-urgent work. The 4 sections provided me with a guide as to how any type of work should be done. This helped me to focus on the important things before they become urgent, making sure I did things earlier. As Covey continues, real skill is to commit time to process, which in turn will enable you to do things more quickly and efficiently. Learning this meant provided me with a platform to do tasks better and in a timely fashion.
Comparing this with what Adair, J (2009) states, made me think more of time management.  Eliminate time wasting activities and work efficiently and effectively by looking at where, how, and why time is being spent and think about the future by setting goals and plans and ways to save time. An example given here is by delegating. 
For career development this is always the best start point as efficiency and effectiveness are 2 very crucial factors in any organisation. This made the learning vitally important as the cliché goes time is money.
The challenges faced were to completely change the way work is being done and make it more efficient. To do this I had to change habits and make sure a timetable was set up and a time frame to do certain tasks and making sure they were completed in the time allotted. 
My analytical skills improved vastly from reading and lectures. Looking at collecting and analysing information to problem solving and decision making, gave me a step-by-step guide, which I found beneficial. This being a factor which employers look for now provides me with confidence using these skills which will problem solve in a logical way and then finalising the issue.
 Blooms Taxonomy on its own was a good illustration to master and develop in a work environment.  The challenge I faced here was bringing all the points together from remembering to the result of creating. In the beginning I had a picture of the triangle in front of me and in time all the pieces were beginning to fit. To analyse any scenario, you must know and understand the facts apply and analyse them to reach the evaluation stage then the result of producing new work or ideas.
 In critical thinking Doyle, A (2020) raised the question why employers value this skill and answered it by saying employers want staff who can evaluate using logical thought and offer the best solution.
This is applied daily in the workplace where a situation is looked at a decision is made on how to deal with it and this career development is always applicable in home and work scenarios.
Harvard Referencing was something new to me and through lectures and having the Referencing Guide next me, I was able to understand and use the reference to avoid plagiarism. 
Caulfield J, (2020) Referencing is an important part of academic writing. It tells your readers what sources you have used, and Harvard is the most common referencing style used in UK universities. In Harvard style, the author and year are cited in-text, and full details of the source are given in a reference list. For my professional career development this will show how I have used work of others to bring my ideas forward and this work of others would also show comparisons. A phrase used in one of the lectures was employers look for employees who can investigate and problem solve using clear logical steps before executing an action. Here by looking at other work a decision can be made by weighing up different options.
 Referencing is an essential academic skill (Pears and Shields, 2019), and is one of the most important aspects of undertaking assignments in any course undertaken especially at university. The same would apply in work life as what you are aiming for is comparative ideas and this can only be done by using what has been done before and by whom and the comparison with what you may be trying to do as I have mentioned above.
Referencing is an important part of academic writing. It tells your readers what sources you have used and how to find them.
Harvard referencing was indeed a challenge and the way I tackled this was to print out the guide and have this in front of me when doing assignments so I could use this as a ready reckoner.
A question which automatically arises is Why is referencing important. This was answered in an article  Why is Referencing Important? | UNSW Current Students and states it is an acknowledgement that others have contributed, gives credit to those from whom you have borrowed words and ideas and provided evidence to support your claims thereby making it more acceptable.
In conclusion this part of the learning will be extremely beneficial when writing reports in the future as it is tried and tested by academics from whom your ideas for the workplace may be drawn.
Self-Awareness
At the start of term this was one of the most important themes I learnt as having looked at this it made me think of looking at myself and looking at others. As mentioned in one of the lecture Covey, S (1999) makes the point that this becomes our map of the basic nature of mankind.
In an article on self-awareness contained in the Harvard Business Review by Tjan, A (2015) 5 ways are mentioned to become self-aware, namely meditation, write down plans and priorities, undertake psychometric tests and profiling, ask trusted friends, and get regular feedback from work. From this the basics were there and understood but the question was how they can put to in practice. Starting with these 5 things I could only do write down plans and prioritise. This I did with mapping out my week by drawing up a timetable and stuck to it. The results by doing just one of the above-mentioned things made my time and the week very organised and without stress and my interaction with other people and certainly around the house was calming and work was being done according to plan and in reduced time. My help in achieving this was taken from an article by Mackay, J (2020) in how to prioritise your tasks and time.
To see our personality profiling and learning styles we looked at Myers Briggs, Honey and Mumford and Vark.
Learning from all 3 styles was that I categorised myself as Introversion in Myers Briggs, Aural in Vark pragmatist in Honey and Mumford. However, I found it surprising that in the VARK model I would be easily distracted which is not the actual case. For Myers Briggs this was true.





Smart Goal
To help setting this guidance has been taken from the Indeed Career Guide (2020) from the internet:
· Specific: To gain a merit so that I can continue into the second year of this course
· Measurable: Success can be measured by attendance in lectures and research.
· Achievable: Complete the training necessary to earn the promotion.
· Relevant: The plan will be to apply for admission into the second year of this course.
· Time-based: A deadline to achieve this objective at the end of the academic year of this course.
· The employability skill needed to achieve the above SMART goal are all the modules listed for the Skills for the Workplace Course,
SWOT
The model used is Humphrey (1960)
Strengths:           Particularly good command of the English language
                              Good writing skills
                              Time
                              Fluency in several languages
                              Good public speaking
                             Have a good connection with professional people.
                              Good customer service skills
Weaknesses:      Inadequate IT skills 
                             Concentration levels are short, need to take breaks
                             Undertaking Research is poor
                            Distractions at home as not working from office.
Opportunities:   Progression to the next level of this course
                             Good job prospects after certificate obtained
                             Numerous skills for the workplace learnt.
Threats:              Time management
                             Space from where to work at home
                             The employment market is extremely competitive so must be one step ahead and  
                              have all the necessary employment skills.       
The Johari Window, created by Luft, J and Ingham, H (1955) was then considered and compared with the SWOT model. on the internet in an article self-awareness. Here the factors considered were self-awareness, personal development, improving communications, interpersonal relationships, group dynamics, team development; and inter group relationships. However, I found the Humphrey model better as the Johari window was centred around inter group development and interpersonal development.
Personal Development Plan
This is based on the model created by Bath University by Morgan, J (2017)
3 objectives with specific actions, barriers and how they will be removed, support required and how will I know when objective achieved. To compare this model, I researched various articles on the internet and found one by Tasker F (2015) where the start point is to reflect on your personal learning and performance so that you can identify what you need to develop. 
	DEVELOPMENT OBJECTIVES
	SPECIFIC ACTIONS
	BARRIERS AND HOW THEY WILL BE REMOVED
	SUPPORT REQUIRED
	HOW WILL I KNOW WHEN OBJECTIVE ACHIEVED

	1. 
Improve Report Writing
Knowing format and writing skills












	Attendance in the skills for the Workplace lectures and one to one with tutors
	Knowing how to do the report and will be done through learning by attending lectures and having a one to one with tutors
	Access to University Library and tutors
	Completed assignments handed in on time and marked with merit and the ability to continue to a higher level of t

	2.
Improve IT skills
Use 















	Attendance on a short course to improve skills already known especially navigating around the University Library and moodle 
	Time to attend this course given already committed to the university course and work/home life.
	Funding to pay for the course unless university has available facilities
	Assignments and other work is
done more efficiently and 
correctly saving time and 
increasing the marking 
potential.

	DEVELOPMENT OBJECTIVES
	SPECIFIC ACTIONS
	BARRIERS AND HOW THEY WILL BE REMOVED
	SUPPORT REQUIRED
	HOW WILL I KNOW WHEN OBJECTIVE ACHIEVED

	3.
 Harvard Referencing 












	Once an assignment is done send this off as a draft and get feedback and then look at how it can be re-done.
	Making time to read.
	Assistance from course tutor and student help
	Course / assignment marking
will improve as this count
towards 20% of mark
available.



I have linked these objectives to future employability skills as IT skills are the most important aspect of todays world. Everything is done using IT and if skills are good then work is going to easier and more productive.
 TOKARČÍKOVÁ, E (2020) said, everyday usage of new information and communication technologies and recent changes in the economy increased the importance of educated IT employees. 
Report writing is a must as all employers will use this to see how the business is developing and reflection on the past and how to improve for the future.
Harvard referencing is used to bring in ideas from other writers and compare them with what your doing, maybe it can be done better and used properly gives the author a wide view of the subject under consideration.
Conclusion
Skills for the workplace and the topics covered so far are extremely important in todays workplace. From a simple email to detailed reports and critical and analytical thinking the workplace of today cannot do without employees who do not have this skill. 
The most important topic in this module has been how to learn and develop skills. Hitherto I never thought of how to learn and to progress that, so this has given me the momentum to explore this. 
IT was an area where I only knew the basics but as I learn and draft assignments, I am getting better and quicker.
Use of library facilities is helping and will be beneficial in the workplace where you must do a report or to analyse a topic and requires a lot of research and you work must be backed up by evidence. Which leads me onto Harvard referencing where you show the audience where your evidence has come from.
Learning Strategies
The best way forward is to reflect on how I have done in the lectures and see where my deficiency lies. 
Being away from education for a long time I now must adopt the learning styles which are present and from this it will make it easier and quicker to learn.
Time management is crucial and having looked at Coveys method, this must be a factor which has to come at the top of the list. Preparation of a schedule of your days work is beneficial and I have started doing that.
Development of a PDP will progress my ability to be successful in the work life and IT skills are especially important. To progress these, I have started learning by asking and trial and error and going onto search engines to find how to do it.
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Appendices

Honey and Alan Mumford.
Learning results


	 ×
	1. I have strong beliefs about what is right and wrong, good and bad.

	√
	2. I often act without considering the possible consequences

	×
	3. I tend to solve problems using a step-by-step approach

	√
	4. I believe that formal procedures and policies restrict people

	x
	5. I have a reputation for saying what I think, simply and directly

	x
	6. I often find that actions based on feelings are as sound as those based on careful thought and analysis

	√
	7. I like the sort of work where I have time for thorough preparation and implementation

	√
	8. I regularly question people about their basic assumptions

	√
	9. What matters most is whether something works in practice

	√
	10. I actively seek out new experiences

	√
	11. When I hear about a new idea or approach I immediately start working out how to apply it in practice

	x
	12. I am keen on self discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.

	√
	13. I take pride in doing a thorough job

	x
	14. I get on best with logical, analytical people and less well with spontaneous, "irrational"

	√
	15. I take care over the interpretation of data available to me and avoid jumping to conclusions

	√
	16. I like to reach a decision carefully after weighing up many alternatives

	√
	17. I'm attracted more to novel, unusual ideas than to practical ones

	√
	18. I don't like disorganised things and prefer to fit things into a coherent pattern

	√
	19. I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done

	√
	20. I like to relate my actions to a general principle

	√
	21. In discussions I like to get straight to the point

	x
	22. 1 tend to have distant, rather formal relationships with people at work

	√
	23. I thrive on the challenge of tackling something new and different

	√
	24. I enjoy fun-loving, spontaneous people

	 x
	25. I pay meticulous attention to detail before coming to a conclusion

	 x
	26. I find it difficult to produce ideas on impulse

	√
	27. I believe in coming to the point immediately

	√
	28. I am careful not to jump to conclusions too quickly

	√
	29. I prefer to have as many resources of information as possible - the more data to think 	over the better

	√
	30. Flippant people who don't take things seriously enough usually irritate me

	√
	31. I listen to other people's points of view before putting my own forward

	√
	32. I tend to be open about how I'm feeling

	√
	33. In discussions I enjoy watching the manoeuvrings of the other participants

	√
	34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 	in advance

	x
	35. I tend to be attracted to techniques such as network analysis, flow charts, branching 	programs, contingency planning, etc.

	x
	36. It worries me if I have to rush out a piece of work to meet a tight deadline

	√
	37. I tend to judge people's ideas on their practical merits

	√
	38. Quiet, thoughtful people tend to make me feel uneasy

	√
	39. I often get irritated by people who want to rush things

	√
	40. 	It is more important to enjoy the present moment than to think about the past or future

	√
	41. I think that decisions based on a thorough analysis of all the information are sounder 	than those based on intuition

	√
	42. I tend to be a perfectionist

	√
	43. In discussions I usually produce lots of spontaneous ideas 

	√
	44. In meetings I put forward practical realistic ideas

	√
	45. More often than not, rules are there to be broken

	√
	46. I prefer to stand back from a situation

	√
	47. I can often see inconsistencies and weaknesses in other people's arguments 

	x
	48. On balance I talk more than I listen

	√
	49. I can often see better, more practical ways to get things done 

	√
	50. I think written reports should be short and to the point

	√
	51. I believe that rational, logical thinking should win the day



	√
	52. I tend to discuss specific things with people rather than engaging in social discussion

	√
	53. I like people who approach things realistically rather than theoretically

	√
	54. In discussions I get impatient with irrelevancies and digressions

	√
	55. If I have a report to write I tend to produce lots of drafts before settling on the final version

	√
	56. 1 am keen to try things out to see if they work in practice

	x
	57. I am keen to reach answers via a logical approach

	x
	58. I enjoy being the one that talks a lot

	√
	59.  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

	√
	60. I like to ponder many alternatives before making up my mind

	√
	61. In discussions with people I often find I am the most dispassionate and objective

	x
	62. In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking

	√
	63. I like to be able to relate current actions to a longer term bigger picture

	√
	64.  When things go wrong I am happy to shrug it off and "put it down to experience"

	√
	65. I tend to reject wild, spontaneous ideas as being impractical

	x
	66. It's best to think carefully before taking action

	√
	67.  On balance I do the listening rather than the talking

	x
	68.  I tend to be tough on people who find it difficult to adopt a logical approach

	√
	69.  Most times I believe the end justifies the means

	x
	70. I don't mind hurting people's feelings so long as the job gets done

	√
	71. I find the formality of having specific objectives and plans stifling

	x
	72. I'm usually one of the people who puts life into a party

	√
	73. I do whatever is expedient to get the job done

	√
	74. I quickly get bored with methodical, detailed work

	√
	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events

	√
	76. I'm always interested to find out what people think

	x
	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 

	√
	78. I steer clear of subjective or ambiguous topics

	√
	79.	I enjoy the drama and excitement of a crisis 

	x
	80. People often find me insensitive to their feelings


Myers Briggs personality profiling test
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	7
	x
	
	8
	
	X

	9
	
	X
	10
	
	x
	11
	
	X
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	15
	
	X
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	17
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	18
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	19
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	x

	Total
	1
	4
	
	2
	3
	
	1
	4
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	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perceptive






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
	(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 √


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

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 √

	(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
	(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
	(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) √

	(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√


9.	You have an eye problem.   You would prefer the doctor to:
	(a)	tell me what is wrong
	(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√


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√

	(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
	(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

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√


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
	R

	V

	
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 = 
	4

	Total number of A’s circled =
	3

	Total number of R’s circled =
	3

	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
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