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Introduction

In my report I will be writing about the understandings and differences of skills and knowledge that help contribute to working effectively in the workplace. I will look at my own strengths, weaknesses, opportunities and threats. I will then I will make a list for my employment goals and develop a personal development plan my (PDP). I will use books, websites and personal findings to complete this.

Currently I am an employee at a Martial Arts Academy where I teach/coach students from the age of 3 upward. My goal is to have my own affiliate club in the next 3-5 years. I am currently studying for a diploma in HE level 4 in skills for the workplace. I will talk about my goals in my findings using the SMART and SWAT systems.

I have found the SMART and SWAT systems extremely useful in helping me to set my goals for my future.





 





Findings

I found there are many ways that help individuals to work efficiently and effectively such as working as a team or individual. I have great understanding of what skills are needed for effective working such as having good time management to complete tasks that have been given to you or meet deadlines such as assignments and job tasks. Another useful skill is problem solving this enables you find a solution so that you can continue with the task in hand. Communication skills are also a valuable skill to have as without this worker’s  would not know relevant information to start or complete tasks expected of them or to pass on vital information that could effect the outcome of a task. Having all these skills is very important to work effectively as without these there would be no structure or efficient work weather this be in a workplace or a place of study. I currently use these skills in my place of work. They help me to achieve my work tasks that have been given to me and help others who work alongside me.

I believe I hold many skills that are valuable in helping me in the workplace making me ready for the employment sector . Some of the skills I have are communative skills, excellent time keeping skills, listening skills, problem solving skills, reliability and trustworthy.

I use these skills on a regular basis in my current job  but to take myself further  in the employment sector I I need to self develop and find what learning type suits me, also find out what type of personality I have. I have found that the table by Joseph Luft and Harry Ingham,1955 as highlighted in the below table.
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The table above shows the four main factors we use to get to know ourselves also it shows what we do not know about ourselves.
The first quadrant shows what is known to self and known to others this is the open area. A example of this is if I tell someone I participate in kickboxing and show pictures of my achievements I have opened up to others about myself.
‘The same is true when we talk about our day to day skills as well: people can see what we struggle with and what we excel at’ Morgan.P,the business students guide to study and employability,2017.

The next quadrant is what we don’t know about ourselves but what others believe about us this is the blind area. A example of this could be working well in a team but you think you don’t also you think you have a amazing singing voice but others disagree.

The next quadrant is what we hide from others this is the hidden quadrant. If we have a skill, personality, outlook to others but we keep it to ourselves.

The final part of the quadrant is when others or ourselves don’t know about us eg if I have never been bowling, played tennis or cooked a roast lunch then we will never know if we are good or bad at doing this, this is known as the unknown quadrant.

By using the Johari window I have come to the conclusion I tick all the box’s a fact I did not realise was true.

I am now going to write about my personal and my business SMART GOALS. The SMART goal setting system is written by George Doran, Arthur Miller and James Cunningham. 

S-SPECIFIC (what is the goal)
M-MEASURABLE (what will I do to make sure I complete my goal)
A- ACHIEVABLE (can I do it? Do I have control over it?)
R -REALISTIC/RELEVANT (Why is this applicable to my life?)
T-TIME BOUND (When do I want to achieve my goal?)

Specific
I plan on passing my current diploma so I can further myself to obtain a degree in business study’s. With this I can manage my own kickboxing business.
Measurable
I will ensure I stay on track of this by attending my current course, completing all assignments on time ,doing all research that is relevant to my course, by researching business opportunities within my chosen field and by keeping good time management.
Achievable
I believe this achievable if I stick to my measurables and focus on my targets I wish to achieve. The only way this won’t happen is if I slip off track with my 

Realistic
I can make this realistic by using every resource available to me. I can learn from books, internet, class notes, lectures and business courses.
Time bound
I would like to achieve my goals within the next three-five years. I will start by thin the work place by July2020. Then I will take the second step by starting my business studies in September2020.

I will now talk about SWOT in relation to my SMART goals. I filled out a TOWS conversion strategy table to break my goals down and find out my weakness and my strengths, also to achieve my goals sooner.

TOWS
T-THREATS
O-OPPERTUNITIES
W-WEAKNESSES
S-STRENGHTHS 

SWOT/TOWS analysis was created by Albert Humphry in the 1960’s and 1970’s. I found a article by Mike Morrison,2016 that during this time Albert had done this analysis to find why cooperate planning had failed.


Below is my SWOT strategy table:




PDP STATEGIES

	STRENGTH 
	PDP OPPERTUNITY
	STRENGH REQUIRED

	 Time Management 
	This will help me to stay on track with my SMART plan. It will help me achieve my goals and measurables.
	I will manage my work and free time to set aside time to complete my goals of running my own kickboxing class.




CONVERSION STRATEGIES

	WEAKNESS-THREATS
	CONVERSION STRATEGY
	WEAKNESS OR THREAT NEUTRALISED

	Over Working
	I can use my time management skills to look at  how I can cut working time into free time.
	Weakness neutralised into strength.




Using these strategy’s I will excel in both my personal and business life. They will help me achieve my goals.



Through my modules I have looked at different learning styles and have taken learning questionnaires. Fleming and Mills.1992 created V.A.R.K a learning style technique to understand what type of learner you are.

V-VISUAL
A-AURUL
R-READ/WRITE
K-KINAETSHETIC

A visual learner learns best through various ways such as videos, pictures, slides and posters.
Aurul learners learn by listening and talking. A example would be to record a tutor or themselves to discuss topics.
Read/write learners learn by writing down notes, read over notes use diagrams and graphs and make lists.
Kinaesthetic learners learn by being hands on for example going on field trips, real life examples and learning through trial and error.

I took a learning questionnaire developed by Fleming and Mills,1992. See appendix one.

On conclusion of questionnaire I was a kinaesthetic learner this means I learn best through sight, touch, taste, smell, hearing and examples of principles to name a few. I was surprised at this finding as I thought I was a visual learner but on reflection I can see the similarity so I agree with the outcome.

A other learning questionnaire developed by Peter Honey and Alan Mumford, 1992.  Similar to the works of Kolb D,1984, and his thinking cycle. Honey and Mumford suggest that there are four types of learners.

ACTIVIST-Like to deal with new problems, new experiences, and activities to keep them busy.
REFLECTOR-Think deeply about what you are learning, tend to be reserved.
THEORIST-Takes time to take in information, prefers to read lots of material.
PRAGMATIST-Like to be hands on, they’re enthusiastic.

I took this questionnaire to find out what type of learner I am I also took this home and tried it on my partner. The findings were the same for both of us as we came back with the same result. We both came out as Activist which on reflection is true to us both. It also concluded that we are both Pragmatist which is also very true and it ties in with the earlier questionnaire I took V.A.R.K.
A hand out given in class The Go MAD Framework developed by Gilbert, A and Chackrovaity, I. (2001)  this is a three level framework pyramid, level one, two refer to the personal planning and it links the foundations of which success is then built up from principles one, two and three. Hand out, UWTSD, 2019.  Below I have made my very own personal Go MAD framework. Please refer to appendix 3.












CONCLUSION 

In my conclusion I would like to look at my SMART  goals and will aim to revisit them in order to make sure I am on track of staying on track and achieving my future goals. I took an online test to help me find out exactly what type of person I am by using the Jung theory by Carl Jung,2019, by doing this I believe it will help me to achieve my goals by knowing what works best for my personality type. I hope to go on and achieve my SMART goals within the next three to five years by continuing to use all the different theories and different learning styles I have mentioned in this essay. By doing this I hope to achieve academically and professionally.
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                   GO MAD FRAMEWORK


TAKE A CLASS IN MY CURRENT JOB MEASURE MY PROGRESS




INVOLVE TUTOURS AND BUISNESS COACH
STAY ON TRACK WITH MY GOALS AND STUDIES
BELIEVE I CAN ACHIEVE MY GOALS





TO OPEN MY OWN KICKBOXING BUISNESS

CONSTUCT MY OWN CLASSES 
WORK FOR MYSELF












PERSONAL DEVELOPMENT PLAN (PDP)
"PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their own learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employment and continuing professional development contexts." -  The Quality Assurance Agency for Higher Education (QAA), February 2009
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