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Executive Summary

The purpose of this report is to discuss how an individual present how to prepare for employability as well as discussing the strengths and weaknesses that the individual is required to have to be ready to look for a job. Also, it shows the importance of the recruitment process and how vital the process is and what steps are required to be taken. Further, this report gives an understanding of different learning styles which are applied to the individual. Go mad and swot analysis and the importance and relevancy of them is included to why they are needed for the individual. 
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Introduction

 Professional career development is the process of utilised by organisations to assist people in acquiring the skills as well as experiences required to perform not only the current but also future jobs. The process of career development involves exploring the skills of an individual as well as their strengths and weaknesses (Bolton, 2014). It can also be perceived as a plan written by an individual to help them advance through their career. Preparation of a career development plan is largely significant in enabling the success of an individual’s career in various. It enables organisations to retain top talents hence giving employees consistency in what they are best skilled at. Secondly, enables the organisation to boost productivity and engagement of employees by motivating them hence optimal productivity consistently. Similarly, it assists in the generation of knowledge transfer as well as retention of the knowledge especially when the ageing employees move out of the organisation (Al-Kassem, 2017). Additionally, career development is useful in internal skills and role gaps by creating a process and culture that enhances internal mobility to fill the career gaps in the organisations. Through internal mobility framework, employees can easily find roles that suit them hence enabling the organisation to fill the roles without incurring extra costs that concern hiring and training. As such, career development is of much significance in enhance career success for both individuals and the organisation. This report offers a detailed discussion of career development by looking at the various issues that assist in facilitating a career success. 
 Notably, the skills and knowledge that contribute towards effectively working in an organisation as well as being ready for employment are instrumental in ensuring that an individual succeeds in their career. As a potential employee, an individual needs to have specific talents, skills and knowledge that makes him/her sellable to an organisation. An individual should convince the organisation that they can be a boost in their quest to achieve goals by bringing in knowledge and skills that best suit the needs of the organisation (Al-Kassem, 2017). Being equipped with such knowledge and skills makes one appear ready to be employed. It also makes an individual able to deliver effectively in the organisation because of familiarity with the processes, concepts and procedures of completing tasks in areas where they are specialised. Additionally, organisations are likely to improve skills and knowledge of people who are talented in specific areas to enable them to perform better in the organisation (Bolton, 2014). Some of the basic skills and knowledge that contribute to effective work and make an individual ready for employment include communication skills. 
 Most people have found themselves in difficulty by moving from one organisation to another as well as moving from one department to another because of lack of professional career development as well as awareness of knowledge and skills that should be used to consistently provide quality service in a given area (Al-Kassem, 2017). It is, therefore, a problem that seeks to be addressed through the preparation of professional career development. As such, I am aiming to indicate in this report how I have developed the above skills and knowledge to contribute towards my ability to effectively work in an organisation and to be ready for employment. 
Recruitment process
 Recruitment can be described as the process of obtaining and hiring the most qualified and best candidates for specific job openings in a timely as well as cost-effective way. It involves the search for a prospective employee and stimulating as well as encouraging them to make applications for the jobs in the organisation. Whereas the process might sound simple, it is a complete life cycle that starts when the organisation identifies its needs about jobs and ends when the employees are inducted into the organisation. The other things that I think of when I hear the term “recruitment” include activities such as attracting candidates, job specification, screening the applicants, selection of the candidates, hiring the selected candidates as well as integrating them into the organisation’s structure. The major process why the process of recruitment must be implemented in an organisation is to find an individual who is best qualified for a given position in an organisation (Yeung, 2011). Such individuals should help the organisation to attain its goals and objectives. One of the major factor that influences the recruitment process is the organisation’s size. Large organisations are likely to demand new employees while small ones may only need a lean staff. Secondly, the employment situation in an organisation may affect the recruitment process in the company (Al-Kassem, 2017). The organisation’s salary structure, as well as working conditions, can also influence the process of recruitment. Finally, the process is affected by the growth rate of the organisation since fast-growing organisations have high chances of demanding for new employees while the slow-growing organisations may not need new employees. 
 An organisation is likely to go through five main steps in the recruitment of employees. 
2.0 Findings

2.1 Reflections on My Learning Journey
I have learnt through the discussions in class as well as situations in the cooperate environment that there are several work skills and knowledge benefits which accrue to an individual employee as well as the organisation at large hence facilitating a successful career (Gibb, 2011). Notably, communication skills play a significant role in the employability of an individual. In this case, communication skills can be largely classified as listening and talking skills. I have noted that an individual needs to be a good communicator to be employable. For instance, the learnings in class confirmed that I could be a can be a good employee if I have the skills to speak to clients in an easily understood way that makes them feel like revisiting the organisation in the future (Gibb, 2011). It is vital to be able to understand clients by showing to them use certain products by the organisation because they all want to understand how such products are likely to affect their lives. According to the class discussions, some instances may call for one to one interaction with clients rather than group interactions. As a good employee with excellent skills, I should deal with such clients at a personal level to ensure that they all get the same information in a better way (Perrewé, 2011). 

2.2 Time Management
Our learnings in class highlight the benefits of good time management. Time management contributes immensely to the proper organisation as well as planning of activities within a specific timeline (Chen, 2013). I have learnt that individuals should be good time managers to plan and organise how to deal with clients and respond to their problems in due time. Whereas there are many activities that an employee is expected to fulfil. It is important to be a good time manager to ensure that all responsibilities are completed with the right time. Good time managers have a understanding of how their hope to spend their days in the organisation hence reducing the time that could be wasted on unproductive activities such as engagement on social media (Chen, 2013). A candidates time management skills can be evaluated by observing how much time they take to respond to questions through phone conversations or email addresses as well as checking the time when they report for the one to one discussions. Also they learn to have good time management skills by having diaries as well as notebooks to put daily goals in writing before the day starts. 
2.3 Communication skills
            Talking and listening are some of the fundamental aspects of communication skills that I have learnt from the discussions we had in class. Everybody wants to be heard and contribute to a given issue (Ellis, 2009). Having a successful career calls for good communication skills to facilitate better satisfaction of the client’s needs. Customers tend to describe the needs that would want the organisation to solve for them. Also, managers guide employees on how to achieve the organisation’s needs by communicating the policies and objectives to them. As a good employee, I will need to listen to what they are talking about and get my turn to communicate my feedback as far as the issue at hand is concerned (Ellis, 2009). Communication would, therefore, assist in reducing the level of inconsistencies between what I do and what should be done in the organisation hence enabling a successful career. Addition, good communication between employees, customers and management gives an organisation a good reputation hence facilitating career success.
3.0 Identification of development needs
3.1 VARK Learning Style
As a developing individual, Visual and Kinesthetics are my most preferred learning styles. Notably, kinesthetics rate highest in my research findings and indicate the odds of learning best through action and visual modality. I scored all the four modalities therefore making me adaptable to as well as useful in various learning situations (Haibo et al., 2017). However in most cases, one may feel that there is an allowance for error whenever they apply the aural modality. The relevant knowledge needs to be learned as well as understood rather than repeating them in an individual’s head or continuously reading them over. The style of read/write which involves writing several paragraphs as well as reading notes repeatedly only enables memorisation while in the organisations, individuals should gain knowledge and understand concepts rather than memorising concepts which could later be tested as wider subjects. 
 After the review of the styles of learning, it's vital to make adjustments that can lead to improvement of the learning abilities in preparation for career success. During the learning process, it is essential to include practical activities and brain is storming issues as well as trying to describe situations to people who are not quite familiar with them (Perrewé, 2011). The learning style information could also be beneficial because it enables self-discovery as well as the gaining of the general learning theory. Through the addition of more learning strategies, one can boost their learning habits and feel a higher level of satisfaction from their work hence increasing chances of career success. 
Overall, the learning tools assisted me in identifying as well as understanding the best learning styles. It is easier to learn about skills that are helpful in facilitating career success by considering the specific tools which improve learning and understanding of the various concepts. As such, I can be identified as a multifocal learner who has a robust kinesthetic preference for learning. The VARK also pointed at the additional modalities which should be applied to reinforce the learning habits. 

3.2 The big five personality test
The big five personality test offered a detailed of the factors which are related to my characteristics fit as well as traits (Perrewé, 2011). The issues considered in this section include openness to experience, conscientiousness, extroversion, agreeableness and neuroticism (Haibo et al., 2017). Openness to experience is the difficulty and depth of the mental life of an individual as well as experiences. It largely deals with the willingness of the individual to try new things, to think outside the box or even to be vulnerable. The study findings revealed that I am imaginative, daring, original, creative and intellectual. By combining these factors, I can assist the organisation to move to the next level by achieving its objectives and setting up new ones. By scoring high in openness to experience, I proved to be an individual who likes to learn, likes to be involved in creative career and enjoys meeting new people. 
Conscientiousness is the tendency to control impulse as well as to act in ways that are socially acceptable by exhibiting behaviours which are goal-directed (Grumm and von Collani, 2007). As a conscientious person, I can delay gratification, perform a plan, work with the provided rules and effectively organise my duties. By scoring high on Conscientiousness, I hope to have a successful career and rise to leadership positions in the organisation. Additionally, I can determinedly reach my goals with sheer determination as well as consideration. 
Extroversion portrays two familiar ends of introversion and extroversion (Grumm and von Collani, 2007). It indicates where an individual obtains his energy as well as how he interacts with other people in a work environment. The extroverts tend to obtain their energy or recharge it by interacting with other people whereas the introverts grow weary of interaction and replace their abilities through solitude. The findings indicated that I am an extrovert who enjoys interacting with other people in the work environment. The traits I exhibited such as being sociable, outgoing, talkative, affectionate and socially confident confirmed that I am an extrovert rather than an introvert who would have portrayed the opposite traits. As such, I am seeking out on opportunities of social interaction in which I will be a lively party. I am equally comfortable especially in the company of other people and prefer actions instead of contemplation hence positioning me to be a better team member. 
 Agreeableness deals with the level in which people get along with the others in the organisation (Grumm and von Collani, 2007). Whereas extroversion deals with energy sources as well as the pursuit of interaction with other people, agreeableness is concerned with an individual’s orientation to other people. It largely deals with the overall interaction capacity of an individual. In most cases, individuals with high agreeableness are trusting, patient, kind, humble, sensitive and amiable. I can comfortably learn in the midst of other people because of the respect and liking that we have for one another. In such environments, it is easy to develop and professionally grow to be a better person in the given career. 
 Finally, neuroticism is a personality test that shows self-confidence as well as the level of comfort in an individual’s skin. (Grumm and von Collani, 2007) It deals with emotional stability of an individual as well as their general temper. Notably, I tend to exhibit anxiety, low self-esteem, worry as well as sadness which largely interferes with my learning process as well as ability to work in an organisation effectively. Additionally, I am temperamental as well as easily angered hence portraying characteristics of self-caution and less surety. 
3.4 Learning and development options and interventions available
            As mentioned above, the learning and development options preferred in this case the use of Visual and Kinesthetic styles as provided by the modalities of VARK (Ha and Shin, 2014). The options for learning and development are preferred because of their ability to facilitate long-term mastery of the concept through visual studies as well as perceptual preference through experience and practice (Ha and Shin, 2014). The intervention mechanisms available for Visual learning modality include the use of diagrams, graphs and labels among others (Sherfield and Moody, 2009). On the other hand, the intervention mechanisms for Kinesthetic modality include simulations, case studies and demonstrations among others. The two options are considered viable because of their emphasis on action-based learning. 
Support Mechanisms
            For the learning and development process to succeed, I intend to use mentors and professional training Mentors are experienced or senior people in a particular field who function as advisors, counsellors and guides to the junior employees or learners. In my quest to develop my career through visual and kinesthetic learning modalities, I consider using a mentor to offer support as well as feedback and direction on how things are done in my field of specialisation. I prefer a mentor because of the high level of personal contact which is likely to boost my ability to reach out to him whenever I need to make enquiries. Secondly, I would like to go through professional training which largely involves specialised training. Professional training would give me the opportunity to strike a balance between the theoretical aspect of learning and the practical bit of it. 

3.3 The barrier to learning and development
 The biggest barrier to my learning and development is my study skills. I tend to believe so much in actions that I forget to take notes and put important issues in writing for later understanding. At times, I end up forgetting important concepts that I would have otherwise remembered by perusing through my notes. Regardless of believing in practical activities and actions, it is vital to have noted, especially when learning new concepts to provide an avenue for future reference. 

Go Mad

Swot analysis
I have used swot analysis to analyze my strength and weaknesses as well as threat and opportunities which may occur.

Strengths
My main strength is that I tend to pick up on things and learn faster in a practical way rather than listening or watching.  I am well organized and I enjoy completing tasks on time this is the best way to plan ahead which saves a lot of time and stress. Another strength is I am dependable therefore I can be relied on by my employers at work. I do my very best to please others and not let anyone down.

Weakness
 One of my main weakness is confidence, having low confidence gives me low self-esteem which makes me feel not too good about myself. To overcome this I need to put myself out of my comfort zone, by doing this it will boost my confident level.

Opportunities
By completing certificate of higher education skills for the workplace course, this will enable me to prepare myself for the job market as I will learn all the skills that are required in an organisation.

Threat
There will be many threats that will be faced in the future. One of the threats will be failing assignments which will lower my confidence and put more pressure on myself.  So by taking effective notes and listening skills will be a key requirement to prevent failure. 
4.0 Personal development plan
4.1 Professional goal
            I am seeking to use my knowledge in business and management in a senior decision-making position in the next two years. Specifically, I am aiming for a managerial position in which I will directly influence decisions related to budgeting and financial planning. 

Strengths
•    Basic accounting knowledge
•    Robust analytics
•    Good communication skills
•    Basic computer knowledge


Development Opportunities 

I should exploit the following development opportunities in the next one year. 
•    I require experience in management of people
•    I should learn how to delegate duties to people

Objectives and Plan
•    I will create a delegation plan in the next six months to assist in the distribution of responsibilities among the juniors
•    I should study the human resource management proficiency course in within the next eight months. 
4.2 Monitoring Development
 In my quest to ensure that I achieve the above objectives and plans, I will employ a timed progress review (DeCenzo, Robbins and Verhulst, 2013). The reviews will be scheduled within a two months’ timeline. Through this schedule, I will evaluate the performance against the set timelines and determine the chances of achieving the result. Additionally, the reviews will enable me to determine whether more time should be allocated to the objectives based on the progress that I will make within two months (Sherfield and Moody, 2009). 
4.3 How to develop myself
            In my professional role, I will develop myself by interacting with many people in the same profession. Through interaction, I will have the opportunity to learn from different people and employ some of the strategies that use to succeed in their careers. Additionally, I will attend as many workshops and seminars as possible (DeCenzo, Robbins and Verhulst, 2013). Attending seminars and workshop would give me the opportunity to learn about new trends in the profession along with the latest developments in the contemporary business environment. Finally, I will set short-term development goals to boost chances of achieving the long-term career development objectives. 


PART 2

5.0 Identification of a suitable job
            The organisation would like to recruit a new employee for a marketing position. The decision to add a new member of staff in the marketing department follows the retirement of one of the members in the staff and increased need to promote the organisations products to existing customers and potential customers (DeCenzo, Robbins and Verhulst, 2013). 

5.1.1 Job description
            The purpose of marketing job is to provide high-level service to push the organisation's sales. As such, the marketing officer will act as the intermediary between the clientele and the organisation (Bassman, 2013). The marketing officer will also make calls as well as meetings with clients to assist in sales. Finally, the marketing officer will allow potential customers to make inquiries if need be. 
The duties that the employee will focus on include:
•    Engaging superior customer services through the facilitation of communication between the organisation and the clients
•    Demonstrating services and products as required by the management and the clients. 
•    Scheduling meetings and appointments as required by the management and customers. 
•    Responding to questions posed by the customers
•    Analysing as well as creating a plan to engage the target customers
•    Making products to appeal to the target customers. 
•    Demonstrating superior skills of time management as well as meeting the sales deadlines. 

5.1.2 Person Specification 
Candidates should have superior verbal and written communication skills, product knowledge, math skills, creativity, basic computer knowledge, database skills, target market analysis and presentation skills. 

5.1.3 Application form
Other than writing a cover letter, candidates are expected to fill an application form by providing the information below:
•    Name 
•    Nationality 
•    Level of education
•    Professional qualifications
•    Gender 
•    Last organisation served
•    Number of years of experience 
•    Unique Talents 

5.1.4 What to look for in the covering letter and CV
•    The ability of the applicant to communicate with an unknown audience through writing 
•    The ability of the applicant to organise his or her competencies and other details that appertain to job requirements
•    The level of qualification of the applicant about organisational goals as well as other applicants 
•    Nature of the applicant’s personal goals and objectives as well as their alignment with the organisational objectives, mission and vision.  
•    The ability of the applicant to convince an individual who doesn’t know him or her that he is the best candidate for the job. The convincing power is vital in the marketing department. 
5.2 Interview best practices
            The best interview practices can be categorised as best interviewer’s practices and interviewee practices. First, the interviewer should familiarise himself with the trending issues in the marketing department both internally and externally (Omotayo et al., 2018). Secondly, the interviewer should go through the application forms and letters of the candidates to understand their competencies as well as strengths and weaknesses. Finally, the interviewer should prepare the list of questions that he expects to ask during the interview process (Sherfield and Moody, 2009).  
            On the other hand, the interviewee should have a background understanding of the organisation, as well as a recap of the basic concepts in the marketing department. Secondly, the interviewee should familiarise themselves with the trending issues in the marketing environment. They should arrive at the organisation’s premise in time. Finally, they should exercise the best communication skills by listening well and responding to the various questions that are asked by the interviewer.































Conclusion (average of 10% of word count)

To conclude, this report has given an understanding of personal development plan and how effective it is which makes a student achieve their potential by understanding the process. One must analyse the skills of an individual as well as their strengths and weaknesses to minimize for a successful career. The individual must understand the qualities that employers often look for in employment and finding the right candidate. Furthermore, the student will understand the recruitment process for the career they wish to succeed in and know what is and what isn’t required for the specific job. Also understanding the job and what skills are needed to improve on before taking on the job role. 
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