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Introduction
To some people career development and success comes through years of hard work and experience. For others it comes through having the right professional training and knowledge.
Having the right skills is essential for any field of work. These skills give you the right understanding and confidence to fulfil the requirements that come with career development and success. 
In today’s business world, with vastly differing careers and opportunities, there are underlying skills that can be useful throughout them all. These skills improve productivity and help achieve career goals.
Learning new skills is essentially a way of empowering yourself to face many sets of challenges that come your way. Skills open avenues to many career options. The overall goal as suggested by Maund, Schriek and Tinkler (2017) is to carefully consider one’s priorities whilst job seeking.
In this report I will attempt to put into words my thoughts on how I have understood the course and the skills I have learned thus far. In reviewing this I will discuss how this knowledge will benefit me, how it can all be applied in the real world and what I hope to gain from it all. 




















Reflective Review of Learning Journey

I feel that in-order to be faithful to this report and myself, I should start with a SWOT analysis of myself. This stands for Strengths, Weaknesses, Opportunities and Threats. It is a type of personal reflection tool. On a business level, Gürel and Tat (2017) explain that corporations often use it to help with management and marketing. On a personal level it helps with allowing you to understand where you really are with your overall situation in terms of life and career. So, I will start by listing some of them:

WEAKNESSES:
· Past work experience
· Not organised
· Fairly lazy

STRENGTHS
· Flexible hours in current job
· Computer literate
· Family
· 









THREATS:
· Finding time to study
· Assignments
· Interviews
OPPORTUNITES:
· Career development
· New and better skills
· Higher earning potential
· Improve self confidence








The aim of this analysis is to take some of the weaknesses and threats and try to turn them into opportunities. This is done by first clearly establishing the weakness and threat and then carefully considering how to go about turning it into an opportunity. As an example, one of my threats is that I get nervous at interviews. However, by gaining new skills from this course my confidence will be a lot higher therefore turning this into an opportunity.






SMART Objective
To develop my skills and knowledge I will need to arrange the SWOT analysis into a S.M.A.R.T Objective. I will lay this out as follows:
Specific: to achieve a merit grade in the course
Measurable: by gaining overall merit on all assignments and in-class assessments 
Achievable: with the right support, resources and perseverance
Realistic: with self-awareness, personal development and critical analysis
Time Bound: do all work on time and get regular feedback 

The S.M.A.R.T objective helps lay out a foundation for a personal development plan, which I will detail later on in the report.

Another means of self-awareness is the Johari Window. It was designed by Joseph Luft and Harry Ingham in 1955. This is more of a psychological tool. It offers ideas in understanding oneself and others. The benefit of this tool is to be able to look at yourself from a different perspective and analyse areas of weakness and improvement opportunities. 
[image: ]An example of a Johari Window. The boxes can be filled with personal information.



It was recommended that we apply the tool and find out more about our-self. So as an experiment to find out more about my “Blind Area”, I decided to ask my wife about things she notices about me, whether good or bad, that I do not notice about myself. The results are……. interesting.
According to my wife my weaknesses that I do not recognise are: That I’m lazy, I don’t get things done on time, I don’t understand things, very un-romantic and have no overall plan in life.
Amongst my strengths are: very considerate, spend time with family, not fussy with food, serious about children’s education, straight forward and honest.
Maybe I won’t ask my wife for feedback next time!
However, the results are very interesting nonetheless. I feel that I can work on these to improve my overall character and further help with achieving my academic and career goals.  In explaining principle five of his book, Covey (2004 p.249) states “Communication is the most important skill in life”. And after conducting this very personal test I will try to apply principle five, “seek first to understand, then to be understood”, in my relationship with my wife.

We have also learned many invaluable skills so far on the course. Amongst them are paraphrasing and the Harvard referencing standard. I will be implementing these skills throughout the report. These are very important as we must give information honestly and accurately. Plagiarism is a very serious offence in the academic field. Neville (2016 p.30) says: 
However, as stated earlier, plagiarism, specifically, is a term used to describe a practice that involves knowingly taking and using another person’s work and claiming it, directly or indirectly, as your own

The repercussions of plagiarism can lead to prosecution and damage to reputation.

Self-Awareness
Self-awareness is a process through which an individual can come to better understand them-self in terms of strengths, weaknesses, overall priorities, personality traits and more. Certain tests have been designed by academics to help people determine such traits. These come in the form of questionnaires and are called Profiling and Psychometric tests. Morgan (2017) mentions that these questionnaires have no right or wrong answer, but the responses help determine the most suitable field of work for individuals. Let’s look at 2 of the tests and see how they help with self-awareness. 
VARK is a profiling assessment tool, which helps someone find out the learning style they subconsciously prefer. It was designed by Fleming and Mills (1992). 
Khanal, Shah and Koirala (2014 p.0305) state “Learning styles is a term used to refer to the methods of gathering, processing, interpreting, organising and thinking about information”.
VARK stands for Visual, Aural, Read/Write and Kinesthetic. These are all different methods of learning. The aim is to enlighten someone about how best they can learn a new skill or study generally to gain more knowledge by placing them in one of these groups. VARK consists of 15 questions with 3 to 4 pre-set answers. There are no right or wrong answers to these questions. The answers given will however point to the strength of the individual in each learning group. 
After conducting the test (see appendix A) I have scored highly in the Aural and Read/Write categories of learners. So according to the test I best learn in the following ways:
· [bookmark: _Hlk528279188]Listening 
· Discussing
· Remembering examples and details 
· Making lists
· Taking notes
· Reading Books
· Practicing through theory
This has made me more self-aware as I will think about the avenue of learning to take when learning something new. And it certainly helps that the lecturers on this course are very easy to approach and talk to. This helps with discussing ideas and clarifying things. I should also mention that one of the disadvantages of being an “Aural” learner is that I can get very easily distracted by even minor things and go off at a tangent.
The benefit of all this is to break down the things that will be most effective in studying and learning. Thereby I will not waste my effort and resources in pursuing methods of learning that will hinder progress rather than advance it.

The next one I will look at is the Myers-Briggs Personality profiling test. As the name suggests, this test focuses more on an individual’s psychology to determine the type of person they are when it comes to dealing with people. 
The results of this test are quite a surprise to me. After conducting the test, I have scored highly in the Introvert category. (see Appendix B). However, I have also had high results in the Sensing, Thinking and Judging categories. 
I did expect to fall into the Introvert category as I see myself as a quiet person. The results show that I’m more of a balanced person than I let myself to believe. After some thought, I guess I can agree with these results. This has helped with my confidence. I do see myself as a considerate person, but I also approach a situation with careful judgement. Also when dealing with people I can assume that they too will have some characteristics of many different personalities.



[bookmark: _Hlk529481245]Go Mad framework 
Go Mad is a method of coaching and a framework for personal development and improvement. It can work on a personal as well as business level. It was developed by Andy Gilbert and Ian Chakravorty in 1999. In his Tedx talk (2016) Andy talks about how he wanted to help people make a difference which led him to researching and developing the Go Mad framework. Below I will lay out a Go Mad plan for myself with regards to The Skills For The Workplace course.  

Take Action & Measure Results: work to complete assignments and homework on time. Get regular feedback and look at ways to improve. Compare work with others to get another perspective








Self Belief: I realise that the goal can only be a reality through dedication.  Use all resources necessary

Personal Responsibility: continue to work hard through barriers, such as family life and persevere towards the goal. Regularly review skills and knowledge gained
Involve Others: get support from lecturers, family and colleagues 





Reason Why: I am doing this course to gain business and employability skills, knowledge and confidence. Leading to many career options open to me


Plan Priorities: to spend the required time to cover course subjects and research. At least 2 hours a day
Define Goal: to complete the course with high marks and start a promising career





The principles are interlinked and supported by each other.  I believe it also falls into the SMART objective ideas. It is an example of an action plan. This will be further elaborated in the Personal Development Plan that follows. But it gives a relatively simple structure of planning to start working on personal goals. If at any time one part of the grid starts to blur and go out of focus, then the whole picture can be looked at again and re-evaluated. For me this is an excellent way to keep focused on the overall aims and objectives. 
Personal Development Plan
One of the last things I will do in this report is to produce a Personal Development Plan. This will be specifically geared towards learning new skills. The plan will detail 3 particular skills that I intend to gain competence in.

	Skill
Number
	Development
Objective
	Specific Actions
	Barriers and how they will be removed
	Support required
	How I will know when I have achieved the objective

	

1
	

Research and Library skills
	Gain access to the online library. Aim to get information related to subject only, rather than general search results that do not benefit.
	Full time job and family. Access library 4 times a week. Each time spending at least 30mins to get used to overall layout and features.
	From my wife to look after the children if I’m working from home. Also from lecturers and colleagues if there are areas of the online library that I have difficulty with

	With practice the use of the online Library will become familiar. Searches and results will make more sense and I will know which academic field to look into for appropriate results.

	


2
	


I.T Skills
	Continue using relevant software to produce course material. Gain confidence in Microsoft Word and PowerPoint. 
	All the different icons and features within the software. Practice using different methods and features to produce the course work
	Check online guides on how to produce Word documents. Get hints and tips from colleagues and lecturers
	From feedback of lecturers about layout and design of work.
When it takes less effort to produce quality work

	


3
	


Gathering Information 
	Read relevant course material to get references and knowledge.
	From the many sources of information, narrow down appropriate content
	Online Library.
Text Books
	When retaining information from reading gets less stressful.




Conclusions
In the short time that I have been on this course and attended the lectures I believe I have acquired some invaluable skills. I am beginning to see how all these skills and knowledge can be applied in the work environment. From report writing, academic research, making action plans and many more things. As Baruch (2006) explains “the changing nature of work has resulted in major transition in the shape of careers and their management within and outside organisations”. However I believe these fundamental skills and knowledge will be appreciated in any professional workplace.
By the time I finish this course I would most like to come out with an increase in self confidence and belief that I can get a foot on the professional career ladder. The nature of this course will open many options for me whether I decide to work for a company of even for myself. Doing this course I have even learned new things about myself and my relationship with my wife!
There are many barriers to overcome, such as keeping up to date with technology, but I can see myself in five years applying the skills I have learned in a professional work environment. I will strive to stay focused and committed to my personal development plans. These plans will of course change and evolve over that time. Hopefully becoming more and more competent in the field of the business environment.











Appendix A
VARK – Fleming and Mills (1992)
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 = 
	2

	Total number of A’s circled =
	6

	Total number of R’s circled =
	7

	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
Appendix B
Myers Briggs personality profiling test
Instructions on how to complete the test
•For each of the following 20 prompts choose a. or b.
•Record your answers on the score sheet directly below question
•The score sheet runs horizontally along the row before going down
•Choose the answer that you think most accurately describes you
•Even if you agree with both answers, check one you agree with more.
•Answer as you really are, not you want to be.
•Make choices for the majority of your life situations.
•Having strong interests should not be used to cloud the results.
•Think of situations in which you are free to be yourself.
•There are no right or wrong answers.
•Answer honestly.

Questions
1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one
2.a. interpret literally or b. look for meaning and possibilities
3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating
4. a. organized, orderly or b. flexible, adaptable
5. a. more outgoing, think out loud or b. more reserved, think to yourself
6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical
7. a. candid, straight forward, frank or b. tactful, kind, encouraging
8. a. plan, schedule or b. unplanned, spontaneous
9. a. seek many tasks, public activities, interaction with others
b. seek private, solitary activities with quiet to concentrate
10. a. standard, usual, conventional or b. different, novel, unique
11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate
12. a. regulated, structured or b. easygoing, “live” and “let live”
13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself
14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”
15. a. tough-minded, just or b. tender-hearted, merciful
16. a. preparation, plan ahead or b. go with the flow, adapt as you go
17. a. active, initiate or b. reflective, deliberate
18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical
19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate
20. a. control, govern or b. latitude, freedom

Put your answers in the score sheet grid below
	
	a
	b
	
	a
	b
	
	a
	b
	
	a
	b

	1
	[image: ]
	
	2
	
	[image: ]
	3
	[image: ]
	
	4
	
	[image: ]

	5
	
	[image: ]
	6
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	7
	
	[image: ]
	8
	[image: ]
	

	9
	
	[image: ]
	10
	[image: ]
	
	11
	
	[image: ]
	12
	
	[image: ]

	13
	
	[image: ]
	14
	
	[image: ]
	15
	[image: ]
	
	16
	[image: ]
	

	17
	
	[image: ]
	18
	[image: ]
	
	19
	[image: ]
	
	20
	[image: ]
	

	Total
	
	
	
	
	
	
	
	
	
	
	

	
	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perceptive
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