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Terms of reference
The purpose of this report is to identify my strengths, weaknesses, and the ability to analyse myself to improve my overall skills.
The goal is to be the best version of myself and to be a better employee.
The deadline for the report is the 2’th of June 2023 and it was requested by lecturer James Squire-Wood, from University of Wales Trinity Saint David. 
 
Executive Summary
 
In this report I used all the tools that have been given to me in the Professional Career Development lecture to learn and discover more about myself.
After a long self-assessment and asking feedback from my friends and family I was able to complete the Johari Window and I found new and exciting things prior unknow to me.
By identifying my weaknesses and strengths using SWOT analyse and conversion strategies I was able to convert them into opportunities.
Using SMART objectives, I was able to analyse my business and make an informed decision regarding the future of the company.


 
Introduction
Personal development is an ongoing process of self-improvement, growth and learning that help us to achieve our goals and to be the best versions of ourselves.
It requires to make steps towards developing new skills, acquire knowledge and changing our behaviour that limits us from achieving our potential.
This personal development report aims to answer to my question: Who am I and how and what I need to change?  (Claremont, 2017).
It is a reflection on my progress, and it will also examine areas where I still need to improve.
 

Main findings
Using Kolb's reflective cycle, I understood more about myself by looking into my previous experiences.
It is a great toll which helps people to learn from their experiences Kolb's (1984).
In the first stage concrete experience the requirement is that I have had experienced something.
The following stage is reflective observation and it require you think about the experience.
In this stage I began to reflect upon it.
Third stage is abstract conceptualisation, and it requires that I analyse and explain my reflection.
The final one is active experimentation, and this is when I put everything that I have learned into practice (Main P ,2022)
 
‌
 
                                    Model of Kolb's Cycle of Reflective Practice
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Concrete Experience

In my workplace I must find candidates for certain positions within the company and eventually to induct and train them accordingly to our standards.
During one of my inductions as I had more that 15 candidates at one in a room and I rushed to finish the presentation and I skipped some slides.
The reason behind it is that the room was overcrowded, and I just wanted to finish earlier.
Eventually by skipping that bit my staff were missing part of their training and that lead to few claims as this caused issues in their workplace.
 
Reflective Observation
 
I analysed my experience by rewinding that day in my head repeatedly with the purpose to find out what I should have done differently to avoid what happened.
 
 
Abstract Conceptualism
 
From this experience I have learned that I should not rush and plan for example to reduce the number of candidates that I induct in one session and make sure that everyone is not leaving the room until I check that they have understood the information.
 
 
Active Experimentation
 
[bookmark: _Int_GeCtSTTk]Finally, I had made a plan of action by changing the whole induction process.
Now I only induct 7 candidates at once and after I pass all the information, I make sure that they understood everything by checking with them and giving them a paper test.
 
 

The Johari Window was first developed by Joseph Luft and Harry Ingham in 1955 to demonstrate a model of awareness and communication in interpersonal relations (Luft,1969). It has four areas well defined (Luft & Ingham, 1955).
 [image: ]




I have made my own Johari Window model based of what I have learned during the course.

	OPEN AREA
Punctual              
Loyal 
Supportive
Friendly
Honest
	BLIND AREA
Rushing
Lack of consistency
Dominant
Low empathy

	HIDDEN AREA
Emotive
Overachiever
Overcompensating

	UNKNOWN AREA
Public speaking
Good IT skills
People management




Johari Window tool helped me understand how others sees me and I found more about myself which was hidden or unknown to me previously.
I manage to do this exercise by asking feedback from others and applying what I have learned in class.
During this exercise I was pleased to find that my friends and family find me loyal and honest although in my workplace my colleagues described me as a person who lacks empathy and I always try to dominate them.
Having an improved vision upon how others see me after hearing the feedback I can work on myself to be a better person and colleague.
This is a useful tool that can make a difference in our understanding of more about ourselves and how others see us.



SWOT is an acronym that stands for Strengths, Weaknesses, Opportunities, & Threats.
It is a key tool used by organizations to evaluate their position in the market and to analyse the
internal and external environments of organizations during times of indecision (Rozmi et al., 2018;
Wu, 2020). 
A SWOT analysis is employed to assess aspects of business in terms of the strengths, weaknesses,
opportunities, and threats (Jackson et al., 2003; Kim, 2005).
I have made my SWOT analysis based on my experience as a recruitment manager and business owner.
	                   Strengths

Professional
Punctual
Multi-tasking
Loyal
Fast learner
Organized
Leadership skills
Teamwork
Communication skills


	                Weaknesses

Rushing
Impatient
Procrastinating
Taking risks
Too critical to myself



	                Opportunities

Negotiate better wages
Create better workplace conditions
Develop my people skills
Finding better ways to attract people
Improving reports
Working on IT skills
	                    Threats

Funding
Competition
Making uninformed decisions
Impatient
Rushing
Asking and expecting too much from people




By using SWOT, I can make an informed decision about the future of my business, and I have identified all four aspects that will help the business to reach its goals.

SMART objective
For objectives to be SMART it must be specific, measurable, achievable, realistic, and time-bound (Larrie A Rouillard, London).
This method is used either by companies or individuals to set objectives in a productive and effective manner (Peter F. Drucker, 1955).
This concept is not new for myself as I have used it during my time as a recruitment manager.
I have applied the SMART tool to analyse my own business and plan ahead.
My Smart objective is to expand my own business by buying more trucks and hire more staff.
I have set the time limit for 1 June 2024.
By using this tool prior now, I have found that is easier for me to use it in my future projects.

Conclusion
In conclusion, using the tools presented during the course I was able to identify and analyse all the factors that can help me to be a better version of myself and the factors that can limit my progress.
[bookmark: _Int_zyyMjCtX]By doing so, now I can make a plan of action to work towards my goals. 
Through this report, I have gained a deeper understanding of myself. I found my strengths and weaknesses and I can take steps grow and thrive both personally and professionally.
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