Portfolio of evidence
 













	Portfolio of evidence

	

	University of Wales Trinity Saint David

	Anna Helbichova - 1808067

	Mary March

	Professional Career Development – BMSK4005














Contents
Introduction…………..………………………………………………………………………2
Time lifeline…………………………………………………………………………………..2
Self-motivation……………………………………………………………………………….3
VAK Learning Style………………………………………………………………………….4
SWOT analysis…………….………………………………………………………………...4
SMART goals…………………...……………………………………………………………6
Employability in UK………………………………………………………………………….7
What qualification means…………………………………………………………...………7
Recruitment and selection………………………………………………………………….8
Disciplinary procedures……………………………………………………………………..8
UK Low and Policy………………………………………………………………………….9
[bookmark: _GoBack]Ambitions and aspirations………………………………………………………………...11
Personal development plan………………………………………….…………………...11 
Conclusion………………………………………………………………………………….13
References………………………………………………………………………………….14















Introduction
The intention of this report is to build my portfolio of evidence. This portfolio will be focused on my skills and knowledge which are important for employment. By using time lifeline, I am going to look back on my past experience and consider what I want to develop in future, and I will discuss also about self-motivation and learning styles. I will use SWOT analysis to identify areas I need to improve and areas I am strong at. To make sure I am going right direction I will set SMART goals and monitor my progress I want to achieve. I will discuss about my understanding of employment as recruitment and selection, disciplinary procedures and also what are my aspirations and ambitions for workplace. Personal development plan will be used to get things done as planned. 
[bookmark: _Hlk15835008]
Time Lifeline
Time lifeline is useful technique which allowing me to look back on past experience to consider the future and move forwards.  Looking back on my past will help me to think about thinks that I mind to develop or change. Following graph representing key events that have influence my carrier.

My Time Lifeline
My name is Anna and I was born in smallest city in Slovakia, Velky Krtis. Even though my parents’ divorce, my whole family always support me, and they make sure I am good educated. As small child I start with activities for which my parents payed quit enough money. 
When I was five years old, I started taking Latin American dance lessons. Dance was my best activity I ever had I really enjoy dancing in studio. As eight years old I join primary art school and learn to play on keyboard. Because of these activities I was very often busy and did not had that much time to go out with my friends. When I become teenager as thirteen years old, I add one more activity in my life which was football. Since I start playing football, I travelled quite a lot with my playmates and coach as the match was played always with different city. 
When I start study at secondary art school, I stop with all my activities because of distance. I started living far from my house and paying for student accommodation. I was very interested in fashion design which I studied for three years. In last year of my secondary school I also did my driving licence.
 As seventeen years old I get my first job in Cyprus. From my seventeen years I worked during every summer holidays to get some extra pocket money. After secondary school I decide to start study textile technology and cloths design at university which I successfully completed, and I achieve bachelor’s degree when I was twenty-one years old. After University I tried to find job in area I leaved to be close to my family but unfortunately, I could not get anything permanent because the city where I leaved was smallest city of Slovakia and chances for employment there was and still are very low. That is why I decide to try get job somewhere else. 
As I always dreamed to work abroad and lear to speak English I n August 2011 I moved to London and get my first job in London. I start working for McDonald as crew member and I was promoted after few years as Shift Manager. It is nine years since I join McDonald now and I still working at same place. 
McDonald is place where I meet first time my husband and I get married in age of twenty-three. In January 2018 I become British citizen. When I was thirty-one, I was diagnosed with illness because of which doctor recommended me to go for operation or have baby as soon as possible as I am already thirty-one years old and my chances for pregnancy with my diagnosed illness going down. Because I do not have any family and friends from my country here in London, any change I going to do I need to deal with it very often on my own or only with my husband. 

[image: ]
Self-motivation
Behind every goal I achieved in my life was and always is some type of motivation. Motivation in form of rewards, prize which is not really big, but it keeps me to be motivated enough to achieve and push self to get things done. 
Self-motivation is the force that keep pushing us to go and keep moving forward and grow (Courtney A. 2018).
During the class with our tutor Mary we discuss Self-Motivation and did short quiz to give us a better understanding of how self-motivated we are and how hard we push self to get things to be done. After answering 12 questions of the self-motivation quiz I calculate my total and get result under which category I am falling in. The category I fall in shows that I like to get things done well and on time as planned and I do not let anything stand in my way. I am self-motivated and spend significant time and effort on setting goals and acting to achieve those goals. Successfully completed task always make me proud of self and keep me more motivated to start with another task and get another goal done. I like when I can monitor my success by achieving certificates, developing my experience, knowledge and getting job done better and better etc.

VAK Learning Style
The VAK Learning Style Model was developed by psychologists in the 1920s to classify the most common ways that people learn. Every person prefers to learn different way. There is not right or wrong learning style but understanding of preferred learning style can help develop faster and it can help to be more aware of straights, weaknesses, focus more on area in which I am not strong enough and become more balanced. VAK learning style have three different learning styles: Visual, Auditory and Kinaesthetic. Most of peoples prefer to learn in one of three ways but learning styles may be a blended of two or three styles (toolshero, 2019). 
By completing VAK Learning Styles Self-Assessment Questionnaire in class I find out that my preferred learning style which best suits me is visual learning style. I really enjoy learning through writing notes, reading, videos or other visual materials.

SWOT Analysis
One of the great tools for identifying strengths, weaknesses, opportunities and threats is SWOT analysis. SWOT analysis is strategic planning technique used to help a person or organisation identify how to play to strengths and manage weaknesses, as well as uncover opportunities for growth and eliminate threats that could keep from moving forward (MindTools, 2019).

My SWOT
When I start working on my SWOT Analysis, I recognise strengths I have. One of my strongest strength is Time management. I always manage to come and complete tasks on the time. Very rear happened that I am coming late somewhere. My lateness happening maybe two times a year, but I always informed my lateness ahead to avoid any future consequences. I prefer to come earlier than late. If I come to much earlier, I always use time to get something to eat, drink or I just use my extra time to read news or keep searching for any information I am looking for. Not only coming on the time but also, I like to work on and complete task ahead because it gives me great feeling and reduce my stress. 
I am considering self as organized person I always keep all my important documents as bank statements, payslips, certificates etc. in fails sort in order by date what helps me to get or find everything quicker. I always mark any exam, event, holidays, birthdays in my dairy to make sure there is enough time to get ready for certain day what will ensure me I will not forget on such important day.
I always say truth to other person face, but I try never hurt them with my honesty. I try to speak with kindness and respect and show value the other person. I always try to express my perspective as opinion and not as fact. 
Everyone who knows me they know I am trustworthy I never giving someone empty promises. I always keep my word and I always do what I say I am going to do.
I am considering self as always self-motivated because I like to complete tasks without needing another to encourage. Completing task, it is that what actually motivate me to keep going once task is completed, I feel exited and ready for another task to complete. 
My boss knows that whenever I come to work he can rely at me because I always deliver what he expect me to do and also trust me that end of the day everything will be ok and I will carry out my responsibilities at high standard as: travel path will be done regularly , targets will be set up and communicated, safe and tills will be counted and there will be not missing  money, everyone will get brakes on the time, employee meals and waste will be entered to the system, station observation check list will be completed and many others.
I start working for McDonalds franchise eight years ago but thanks this fast food I learn how to work under pressure especially during busy periods when I need to deal with more tasks at same time. 
I never copy others collage behaviour, usually I am the one who pool all the team forward when working and everyone feels to just give up. 
I think I may have good management skills us I am working as manager very often I need to deal with problems and making decisions, plane, communicate, delegate and manage time.
However, there are still opportunities for me to improve. Communication is one of the skills I need to improve more. I do communicate but sometimes I feel I do not communicate enough what sometimes lead to the misunderstanding. Because I am working in same workplace for eight years, all problems I am facing and I need to deal with everyday are usually same but I am going to change soon my career and I need to learn to deal with new types of problems well. As English is not my first language there are always some opportunities to improve for me in English language especially the grammatic.
My strongest weakness is that I can be very easily distracted for example when I am reding, writing or study and in background is too loud noise.
Sometimes taking me longer to adapt self with upcoming new modern technology I need to use in my workplace. That is why I am sometimes behind opposite of others.
For my threats I consider money, time and family growth. As I do not have any child and I am already thirty-one years old with diagnosed illness to wish change my career path and also have baby, my biggest threats become time. 

	Strengths

· Time management
· Organized
· Honesty
· Trustworthy
· Self – motivated
· Responsible
· Reliable
· Ability to work under pressure
· Ability to working on own initiative 
· Teamwork
· Management skills

	Weaknesses

· Easily distracted
· Modern technologies
 


	Opportunities

· Communication
· English language
· Problem solving
· Decision making



	Threats
 
· Money
· Time
· Life changing event (baby)





SMART goals
Word smart is helping evaluate personal or organisation goals. Setting goals have number of benefits. Smart goals help to go right direction and measure success. SMART stands for Specific, Measurable, Attainable, Relevant and time bound. When setting goals, it is very important to be specific and to know exactly what should be accomplished. Any setted goal should be measurable, so that success can be measured. The objective must be within the power of the person to whom it is assigned. The goal should be relevant and focused on achievement. Setted goal should motivate and have a timeframe for completion so that follow-up can be completed.

My SMART Goals
	Skill or ability area
	Specific task
	Measures
	Attain
able?
	Rele
vant?
	Timebound
	Follow-up

	Learn Microblading techniques of eyebrow.
	Practice Eyebrow shaping and Microblading with and without existing hair.
Practice pigments.
Learn about needles, blades, hand tools, equipment and PPI.
Learn about sterilisation of equipment. 
	Spending minimum of 16 hours a week with learning.  8 hours for reading materials and 8 hours for practice.
	Yes
	Yes
	From: 01/09/19
To: 29/02/20
	

	Learn to do Semi-permanent Makeup.
	Learn how to use machine and softap hand tool method.
Learn how to do lipliner, shading, powder brows, hair Stroke Brows, Ombre brows, combi brows.
	Spending minimum of 16 hours a week with learning 8 hours for reading materials and 8 hours for practice.
	Yes
	Yes
	From: 01/03/20
To: 31/08/20
	



Employability in UK
Employability in UK hitting record. There was over 32.7 million peoples employed during first three months of 2019 year in UK. Statistic figure shows that only small percentage of population in UK are not employed. This 1.36 million of unemployed peoples is only 4% of people aged between 16 to 64 years (BBC NEWS, 2019). 

What qualification mean 
There is huge range of qualification types in education awarded from awarding bodies in United Kingdom. Qualification is one of the major deciding factors for considering which candidate will be hired. Employers expect from stuff to have good knowledge, experience and skills relative to work to achieve targets, goals have good sales and profit with minimum direction and training (Cottrell, 2010).

Recruitment and Selection
It is important that legal requirements are consistently applied during recruitment and selection on new employees. As many organisations as for example restaurants need to think of a food cost problem, a service time goal or a staff development needed. Selection of right person is very important. All employees should be respect get opportunities to grow and work in positive, enthusiastic work environment. 
The organization profit relies lot of times on attracting the best, hiring the best and providing the best place to work. 
Many peoples using Jobcentre Plus when looking for job because Jobcentre Plus is government-funded employment agency which purpose is to help peoples find work through services such as external job vacancies and job-hunting programmes. Jobcentre Plus also provides financial support to eligible job hunters.
I personally prefer to just apply online as I did when I come to this country and I was looking for my first job. Within one week of Appling online I received call in which hiring manager told me that I was selected for interview. Once I passed through interview, I had 2 hours training where was my performance reviewed.
Questions at every interview are always tailored to ensure that the candidate has a consistent and fair interview. There are some questions which should be avoided during interview as asking about age, material status, sexual orientation and many others. 
The questions asked at an interview should relate more to the requirements of the job. Hiring Manager should avoid asking questions about child-care responsibilities particular when interviewing female candidates as it may be interpreted as indirect sex discrimination. 

Disciplinary Procedures
Every company have some disciplinary procedures. These disciplinary procedures may help to promote good employment relations as well as fairness and consistency in the treatment of employees. There are always occasions when problem arise in workplace. 
The disciplinary procedure comprises of two phases as:
Investigation which purpose is to gather all of the facts and not to come to any conclusions or make any decisions. 
Discipline which purpose is to revise all of the facts and review possible disciplinary outcomes and make a decision. 
Disciplinary action can mean a sanction such as demotion, first written/final written warning or dismissal which does not include suspension. Employee may be suspended in any situation where it is alleged or believed that the employee may have committed an act of misconduct/gross misconduct. Dismissals should be only be conducted by Business Manager and above. 
In many companies most common discipline problems are e.g. as lateness, nonattendance, cash discrepancy or performance. More serious acts of misconduct are gross misconduct. Gross misconduct which will lead to dismissal. 
As examples for misconduct may be:
Leaving job without permission whilst working. Failure to report personal injuries immediately to a manager. Harassment, victimisation, discrimination based on age, material status, sexual orientation, disability, race, colour, nationality, ethnic origin, religion or belief. Using obscene, vile or abusive language and many others.
The following are examples of gross misconduct that may end up as dismissal:
Removing or damaging any equipment or property of company without permission of company. Using, possessing, receiving, consuming, dealing, selling alcohol or drugs on the premises of work. Abuse or fail to follow any of the Company’s policies or procedures. Failing to comply with the requirements of the Data Protection Act and many others.

UK Low and Policy
Under the UK constitutional monarchy, the Government runs the country by implementing policies and is held to account by Parliament. A government policy is a plan of action by the Government. Legislation is law. Policies must always comply with existing low but may also lead to the proposal of new laws (POLICY GUIDE, 2017).

Minimum wage
The rates for minimum wage are changed every year in April. Peoples aged 25 and over they are getting the National Living Wage which is £8.21 for this year 2019. Workers aged beloved of 24 getting minimum wage of £7.70 p/h. For workers of age 18 to 20 the National minimum wage is £6.15 and under 18 it is £4.35 (Government, 2019).

Adoption pay and Statutory maternity pay
From April 2019 the adoption pays, and statutory maternity pay are both payable for up to 39 weeks at rate of 90% of average earnings for the first six weeks, then  for remaining 33 weeks is £148.68 or 90% of average weekly earnings whichever is lower (Government, 2019).

Shared parental leave
Shared parental leave increase for 6th April 2019 to £148.68 per week or 90% of average weekly earnings whichever is lower. Parents can share up to 50 weeks of leave and up to 37 weeks of pay and choose to take the leave and pay in a more flexible way e.g. in three separate blocks (Government, 2019).

Statutory sick pay
Statutory sick pay is paid by employer for up to 28 weeks at £94.25 per week if worker was qualified for Statutory Sick Pay and have been off from work more than 4 or more days in a row because of illness (Government, 2019).

Notice of termination
When terminate employment, the termination must be made immediately and give at least one week’s notice in writing. If worker is employed less than 4 weeks period of notice is not required. Worker, which is employed 4 weeks or more, but less than 2 years must give notice minimum of 2 weeks’ notice. Period of giving notice is depending how long worker is employed and continuously working. Period of notice is 1 week for each year of continuous employment. Maximum notice period is 12 weeks even worker is continuously employed for 13 years (Government, 2019).

Dress code in workplace
Every company have different occupation requirements.  Health and safety is very often very important factor for dress code. The dress code must avoid discrimination and apply to both men and woman equally. Every company have their own dress code policy, so it is best to know what are employer expectations.

Zero hours contract
Number of hours cannot be permanently guaranteed because the number of stuff is needed depends on how busy the workplace is. Zero hours contract means that peoples are on call to work when they need them, they do not need to give them work and they do not need to do work when asked. Zero hours workers are also entitled to statutory annul leave and the national minimum wage same as the regular workers (Government,2019).

Ambitions and Aspirations
My long-term career aspirations and ambitions are to become qualified permanent make-up artist and start running my own business one day. That is why I tried to set specific goals, research the steps and doing the work to get there. It will take time to get there but step by step, by following personal development plan one day I will definitely get there. Become one of beautician was always my dream because the place I am working now I do not really feel fulfilled there even I am working there for very long time. My aspirations giving me power to achieve my goals and jut go ahead. 

Personal development plan
Personal development plan is the process of creating an action plan enable to identify key areas of learning, planning, setting goals or personal development for self-improvement. Below is my personal development plan which covering the period:
From: October/2018       To: December/2022

My goals for the future are to improve my skills for workplace, achieve Ba degree in London, change career path and become qualified permanent make-up artist, start my own business and open my own salon. To achieve these goals will require support from my family and have enough time and money.



	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Improve my skills for workplace, change carer and achieve BA Honours Degree.
	Learn and gather lot of information from books, university materials and online sources.

Complete successfully written assignments and presentations.

Have minimum 80% attendance.
	Time
Money
Family support
	Certificate of Higher Education Skills for the Workplace.

Diploma of Higher Education Management and Leadership Skills for the Workplace.



Ba Honours Degree.
	October/2019











October/2022


	Become qualified permanent make – up artist.
	Study and practice at home and in the academy.

Successfully complete assessment.

	Time
Money
Family support
	VTCT Level 4 qualification
	December/2021

	Open my own salon.
	Get insurance, licence, training certificates.

Clinical waste contract

Premises with basin

PAT test certificate for electrical equipment

Safety certificate for fire regulations

First Aid certificate
	Time
Money
Family support
	Running my own business

Have good profit and sales
	December/2022





Conclusion
By building of my personal portfolio of evidence I got to know myself better. This portfolio helped me to look back on my past and identified what is my self-motivation, preferred learning style and also what are my straights, opportunities, weaknesses and treats. In this module I learn how important is to set SMART goals, understand world of employability, have ambition and aspiration to go ahead and reach my long-time dream. I find Personal development plan as very useful tool which helped me to identified key areas on which I need to focus for self-improvement. 
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