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[bookmark: _Toc49943632]Terms of Reference
                  I am writing this report as part of Professional career development module with date of submission 12th June 2020.This report was requested by UWTSD as part of studying to archive level 4 Certificate in Higher Education: Skills for the Workplace 
                 The purpose of this assessment is an opportunity to reflect about myself to discover who I am, to know myself better and to find/improve new skills and understand the standards of career development nowadays. I am going to investigate self-awareness, learning styles, SMART, SWOT, Kolb reflective cycle, personal development planning, employability skills.
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Procedure 
                To compile this report I have used articles, books, website, questionnaires, tasks-SWOT, Johari window, etc.
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Introduction
           Professional career development is about self- awareness which is the essential key of this concept. This module it is important as is inviting you to ask some searching questions like “who you are and where you are going?” It is a reflective module where you learn more about your person and how to set goals to reach success in time with skills that you already have developed .This report is about enjoying learning, learning types and ways to self-discovery, making a comparison between  the learning taught in school years back and the learning taught nowadays . 
      I will highlight my strengths and weaknesses and how can I transform them into opportunities leading to my personal development and set up archivable goals.
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Findings 
[bookmark: _Toc42772448][bookmark: _Toc42772525][bookmark: _Toc42793042][bookmark: _Toc42794090][bookmark: _Toc49943636]   SWOT 
The meaning of SWOT is Strength, Weakness, Opportunity and Thereat, was discovered by Albert S. Humphrey in 1960’s who was an American consultant in business and management specialised in organisational management and cultural change. 
       My SWOT analysis is a reflection about the person I am today and how I am going to develop in time, improving by learning and set up objectives and goals.
     Learning online in pandemic times it was very challenging and it was a thereat for me at the beginning but in time with a lot of improvement and a bit more confidence could say that now I see it as an opportunity .I am glad I was able to take this step and improve my skills and knowledge.

[bookmark: _Toc42772449][bookmark: _Toc42772526][bookmark: _Toc42793043][bookmark: _Toc42794091][bookmark: _Toc49943637]Strength
           The strengths are the best and positive aspect which shows “what you are best at”
From my point of view one of my strength could be adaptability which is a key element in today employability. One example of adaptability can be the learning of this module online and how I felt when I started. I was excited but at the same time, nervous as I knew that my digital competency was not at a very high level and it has been a long time since I have used a computer for learning purpose.
          I learned that the way to improvement is practice and self-awareness and that I can adapt to online learning with practice, support and a good plan.
      Time manager I could say is another strength of mine, as I like to be organised, plan everything in advance, creating a plan B in case of a fail of  plan A, write everything and plan day by day tasks I need to accomplish or what steps I need to take in order to archive a goal.

[bookmark: _Toc42772450][bookmark: _Toc42772527][bookmark: _Toc42793044][bookmark: _Toc42794092][bookmark: _Toc49943638]Weakness
          The weakness is the negative aspect which shows “what you are not best at” and how to identify it and transform it into opportunity or strength.
       The biggest challenge of mine it was to overcome my fear of online learning as I knew a little about it but in the same time the desire of an unknown world for me it was like a new discovery at that time . 
        I learned how to communicate effectively online and how to plan my online lectures, to structure what is urgent and what is important in my daily routine, how to self-organise in a way to archive my goals.
        Another weakness is self-confidence, that obviously in my case was at a very low level, till I start to realise that the only way to increase my level of confidence is through learning, gathering as much information possible 
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       Is looking into setting up your goals and if your goals are achievable. It is about planning and thinking “out of the box” helps me to have a better understanding of what is urgent and important and how to apply it in my daily routine.
      Attending this course is an opportunity, to obtain a level 4 qualification which opens more possibilities for me to access higher level jobs. My goal is to graduate Level 4 Skills for the workplace and I think is achievable because I have been taken already this opportunity to study it and improve my knowledge.
       As the course is online, another opportunity was to improve my digital competency and to remember how to use certain programs, which nowadays it is an important employability skill.
     Following this course, I had the opportunity to learn new things about self-discovery, self-awareness and how to develop my skills to obtain a higher position or to obtain a job.
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     Threats can be defined as fears and main fear can be the unknown. Is about challenging to overcome it and learn what you do not know. How to plan in a successful way to learn and prioritise what you want to archive.
   I consider one of the threats the time, thinking how to organise myself to attend and complete the courses without affecting my family life and my job. On the other hand, family and friends can be a threat as they can distract me and can not focus to complete my learning journey.
     A threat can be also communication (verbal and written), as English is not my first language and I find it a bit difficult at times to understand certain words that are not commonly used.
    Confidence ii is another threat, because of lack of information or knowledge about certain subjects (e.g. Digital competency or how to do a presentation, etc)

       Johari window and SWOT analysis helped me to reflect and discover my development goals spotting my weaknesses and threats and how to transform them into opportunities and strengths.
Johari window is divided in 4 windows:
1. know to self-know to others (open area)
2. unknown to self-known to others (blind area)
3. unknown to self -unknown to others (unknown area)
4. know to self-unknown to others (hidden area)

This window is about myself, making me aware how to expand more the open area and shrink the others 3 windows. This leads to better relationships with others and improvement of my personality. Asking feedback from colleagues, friends, relatives it is a good thing as makes me aware of how other see me in work or in day to day life. Also, I can set up goals to improve my personality if I have got critical opinions, giving me a chance to expand the open area sharing with the others who I am and to give myself a feedback afterwards.
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           SMART is coming from Specific, Measurable, Achievable, Realistic, Time bound. To have SMART objectives helped me to apply it to my personal professional career development by being more organized, to reflect on my strengths and weaknesses or blind spots and act upon them to minimise the weaknesses.
         A SMART goal is to obtain level 4 Skills for the workplace at UWTSD. It is a SMART goal as I think it has all SMART characteristics and I am working toward this to happen and I have improved my skills and online learning since.
       I have payed attention and took notes weekly on our online learning course and accessed website and online library to gather more information, watched Panopto videos and used Power Point and Microsoft Word to shape assignments.
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[bookmark: _Hlk42773546]Learning styles
      Learning style can be defined as ‘the way people absorb process and retain information’ (De Bello, 1990, p. 203). 
          Cofield,2005 stated that learning styles can be the substance of promoting effective learning and that using learning styles students will learn more effectively and efficiently.
     Reflecting, when I was learning to graduate high school (that was approximately 18-20 years back) I never used a computer for learning purposes and obviously I never heard about programs like Word Document or Power Point etc. I used to learn in the classroom reading books, write a lot of notes and in the spare time to do homework and read additional books.
          Nowadays the online learning is practiced more, and I find it better than the “classic learning” even if it was  difficult for me  when I first started using it, because I have been taught differently years back.
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Honey and Mumford
           In 1986 Honey and Mumford suggested that are four types of learning categories: Activist, Reflector, Theorist and Pragmatic. George Evans was saying “every student can learn, not on the same day or the same way”
         I always thought I am a reflector type of learner but after taking the questionnaire it seems that my type of learning is pragmatist and describes me as being practical and opened to new experiments.
           Being a pragmatic type of learner I know how to organise myself better, how to allocate my time in order to prioritise what is urgent/important and what are the steps that I have to take in order to improve my learning and skills.
[bookmark: _Toc42793050][bookmark: _Toc42794098][bookmark: _Toc49943644]
VARK
      One major criticism against VARK learning styles is that categorising learners into learning styles can impair motivation to improve one’s skills. Secondly, although there are a considerable number of studies illustrating preferences in learning styles among certain groups of learners, no or only weak studies have proven that focusing on individual’s preferred learning styles in teaching (or learning) would yield better results than not doing so (Pichler et al., 2009; Mayer, 2011). 
     Using VARK questionnaire and answering to 15 questions will result what type of learner you are out of visual, aural, read-write, kinaesthetic or a combination of all four.
      After taking the VARK questionnaire I have discovered to be a kinaesthetic type of learner; it is easy and fast for me to learn when some else shows/tells me what I have to do building up my confidence to implement it further. To improve my learning, visualising videos or pictures can also build up confidence and sinking more information.
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Myers Briggs Personality Profile

                  Myers Briggs frame is built in a 20 questions questionnaire in a way to comprehend our personality and self-awareness and it is divided in 4 categories. The first category is Extrovert vs. Introvert is describing from where an individual is getting the energy from. Extroverted gets his energy from external world and Introverted gets his energy from internal world. The second category is Sensing vs. Intuitive and it investigates how we perceive the information. Sensing is the individual who is receiving the information from the external world whilst the Intuition is the individual that trust their intuition and they get the information from internal world. The third category is occupied by Thinking vs. Feeling. Thinking is describing the individual who takes a rational decision based on logic and Feeling is describing the individual who acts on intuitions, feeling or sense. The fourth category and the last one is Judging vs. Perceiving. Judging is a very well organised individual who are undertaking actions according to their plan whilst Perceiving individuals are looking into ways to improve and discover methods to accomplish an objective.
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Personal Development Plan
                     To have a personal development plan is essential to acknowledge the value as individual/organisation and to be able to develop over a long period of time. For an improvement of skills is essential to have learning objectives and those objectives to be SMART. One of my goals is how to communicate effectively (verbally/writing) and to improve my digital competency. To accomplish my goals, they need to be Specific, Measurable, Achievable, Realistic and Time bound. My SMART objectives are specific and gives me an idea of how to keep up to date and develop further being compliant with the employers demands.
             Planning how to improve my communication through training, courses, online websites or asking someone that I know (family member or professional college) to train me to gain more confidence and this method applies to digital competency. The method of online learning helped me to get more confidence and knowledge about digital competency and how to apply it in the future and I am aware of employers demands looking high skilled employers nowadays.
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[bookmark: _Toc49943647]Conclusion
      Learning is essential to our lives and it is a beneficial process as we want to learn and improve whiling or not whiling as most of the times, we learn new things and not acknowledge it.
      In this report I underlined the importance of self-awareness, reflection, and ways to improve our thinking, how to create opportunities and reach our specific goals.
     Learning styles using VARK and Honey and Mumford questioner for a depth self-awareness and understanding of types of learning structured differently   and personality profiles using Myer Briggs structure that has as a base a questionnaire for better understanding of personality.
      I used SMART and SWOT to create opportunities and to analyse areas of improvement and how to use our skills at the standard of employability nowadays. To be self-aware is important as reveals a better understanding of personality, creates opportunities and how to make use of skills in an order to create a personal development plan.
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