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[bookmark: _Toc42638177]Executive Summary

This report is providing an evaluation of my learning journey so far on the skills for the workplace level 4 so far. It reflects the last 6 weeks and what has been learnt. The methods used are personal reflection, questionnaires, and learning styles. I have completed a personal development plan and used Smart objectives to find out my preferred way of learning and to become more self-aware. Finding from the report are that time management is key area to be worked on as well as referencing.
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1.0 [bookmark: _Toc42638179]Terms of reference 
This report was requested by Mel Squire on 1st June 2020, the purpose of the report is to provide a reflective review of my learning journey Natalie Youb. I have compiled this report with the intention for it to benefit my employability skills. It will outline my strengths and weaknesses on employability skills. This report will be submitted on 12th June 2020.

2.0 [bookmark: _Toc42638180]Procedure
The procedure I followed to prepare the report is attended my weekly lectures and wrote down a basic reflection each week to look back at when writing the report. I thought about and noted down what I felt were my strengths and weaknesses and wrote a personal development plan. I looked at different learning styles and re watched the ponoptos provided by my lecturer. I completed activities given in Moodle.
My sources of information consisted of Mya Briggs questionnaire, VARK learning styles, Johari window example, articles from website and the information given by the lecturer.
3.0 INTRODUCTION
[bookmark: _Toc42638181]This report is a reflective review of my learning journey and personal development. I will use resources to gain a personal reflection of my learning journey. 
I have used S.W.O.T. analysis (Strengths, Weaknesses, Opportunities, Threats), and two learning styles VARK (Visual, Aural, Read/write, and Kinesthetic) questionnaire and Myers Briggs personality to explain my findings.
I have included a PDP (personal devolvement plan) with S.M.A.R.T. (Specific, Measurable, Achievable, Realistic and Time bound) goal objective.
Self-awareness is the first step towards learning, understanding my preferences, needs and desires will enable to reach my full potential.
I understand that learning new skills and reflecting on my journey will improve my knowledge and help me develop skills I already possess and improve my job prospects.
In the module different skills have been looked at in order to reflect on which skills and self-awareness techniques can be used to improve my self-awareness.
4 Different learning styles
Being self-aware is a huge advantage when it comes to your employability skills and can enable us to find our opportunities and make good decisions. Writing down plans can help you to see clearly your strengths and weaknesses.
I understand that I will have to gain the ability to self-assess my work as this is a critical skill for me to improve my performance and quality of learning. I need to assess my work accurately and identify what is required and what I am producing, then I can achieve my goals. I will use learning style questionnaires to identify my style and what suits me best in order to achieve the best I can.
Learning for me has been a struggle, I did not do very well in school due to my own behavior. When I had my children, I decided if I was going to stay at home with them then I would also try to gain more knowledge about what career I felt I wanted to do. I returned to college and got my Math’s and English GCSE which I did well in. I then have been studying with the Open University online. I did enjoy this however it was all online and the communication from tutors wasn’t very good. So far even though due to current situation we are not in the classroom, I feel so positive about the whole lectures on teams and being able to ask questions face to face in real time where possible. I have learned that I need that communication to learn. I would like to accomplish being able to apply for specific positions, gaining a better understanding of what I need to do to look more employable. I would like to start a career where I can eventually learn more and move up the ladder.

[bookmark: _Toc42638182]4.1 VARK
The acronym VARK stands for Visual, Aural, Read/write, and Kinesthetic sensory modalities that are used for learning information. Fleming and Mills (1992) suggested four modalities that seemed to reflect the experiences of the students and teachers.
According to a part of Russian Open Medical Journal, 01 September 2014, Vol.3(3), p.0305:
The VARK study is a test that askes questions to find out the way in which you prefer to learn. My test showed that I prefer to learn Aurally and that asking questions and being able talk things through is my preferred way of learning something. I do agree with these results and am not surprised by this, I feel this has always been the way I have learnt more and gained more knowledge. School was difficult for me and being given information to read and just asked to listen and then go away and do something wasn’t something that engaged me. I feel like this test has made me realize that communication on this course is highly beneficial for me and not to leave this to the last minute.

[bookmark: _Toc42638183]4.2 Myer Briggs 
Myers Briggs personality profiling test the purpose of the Myers-Briggs Type Indicator (MBTI) personality inventory is to make the theory of psychological types described by C. G. Jung understandable and useful in people's lives. The core of the theory is that much apparently random variation in the behavior is quite orderly and consistent, being due to basic differences in the way’s individuals like to use their awareness and judgment.
"Perception involves all the ways of becoming aware of things, people, happenings, or ideas. Judgment involves all the ways of coming to conclusions about what has been perceived. If people differ systematically in what they perceive and in how they reach conclusions, then it is only reasonable for them to differ correspondingly in their interests, reactions, values, motivations, and skills."
MBTI® Manual: A Guide to the Development and Use of the Myers-Briggs Type Indicator®
The Mya Briggs personality test is a set of questions designed to discover traits of your personality which can then be used to find out your learning styles. My results were that I am more of an extrovert and I have a distinct preference over feeling than thinking. In my opinion this is correct, and I am not surprised by these results. This has always been the way my personality tends to be.
[bookmark: _Toc42638184]
5 Identifying personal goals
5.1 SWOT
S.W.O.T. (Strengths, Weaknesses, Opportunities, Threats) analysis
S.W.O.T. analysis is a tool used to help identify strengths, weaknesses, opportunities, and threats related to business, project planning or general life. The origins of the S.W.O.T. analysis technique is credited by Albert Humphrey, who led a research project at Stanford University in the 1960s and 1970s using data from many top companies. The goal was to identify why corporate planning failed.
I have used this tool to identify my personal S.W.O.T
1.Strenghs
· Team player
· Adaptable
· Helpful
2.Weaknesses
· Being too critical of myself
· Unfamiliar with the latest software
3. Opportunities
· This course enabling me to see where I can improve
· To become more self-aware
4. Threats
· Procrastination
· Managing my time

[bookmark: _Toc42638185]5.2 Johari window
Learning to find the gap between my current skill level and desired skill level I will use the Johari Window to decide what skill or skills I need to develop and how will I develop these skills using Model 1: The Kolb Learning cycle.
The Johari window is used to explore self-awareness and help achieve a personal development plan, it represents skill, attitudes, motivation and other skills someone may need to develop both personally and professionally. The Johari window has four windows.
1. What is known by the person about themselves and that others also know. Known as the open area
2. What is unknown by the person, but others do know. Known as the blind area.
3. What is known by the person, but others do not know. Known as the hidden area.
4. What is unknown by the person and unknown to others. Known as the unknown area. 
I have identified that communication will help me on my leaning journey and keeping engaged.
[bookmark: _Toc42638186]6 Identifying barriers to learning
Main barriers to my learning are time management and the children not being in school due to the current situation. I most definitely haven’t got to grips with referencing and I really need to do some more research on this. The online lectures are most definitely keeping me engaged, and the module work on Moodle is very simple and easy to understand.  
[bookmark: _Toc42638187]6.1 PDP
Smart Objectives 
With my S.W.O.T I will develop a PDP (personal development plan) and set a smart goal using Smart Objectives.
S=Specific M=Measurable A=Achievable R=Realistic T=Time Bound
For my specific smart goal, I have recognized three skills I should make a priority to develop which are time management, analytical skills and report writing.
Time management is important because this is something I have and am struggling with since my children went to school. To improve this skill, I am going to make checklists for everyday prioritizing what needs to be done and by when. Barriers for me are laziness and if I find something difficult, I lose interest. I will overcome this with my mind set and reading thoroughly through tasks and information. Analytical skills seem important as I don’t fully understand how to analyze a piece of written work and haven’t really had experience of doing this. I feel slightly intimidated and scared by it but will overcome this by having a go and not being scared to get it wrong. Report writing is again something I’ve never done so I am scared about getting it wrong. I will look at some examples of reports online and in the library. 
Personal Development Plan
	
Objectives

What would I like to do better?
	
Success Criteria   
How will I achieve this, and how will I review and measure success?      

	
Actions 
What methods will I use to achieve my objectives?
	
Target Time

	Improve my Analytical thinking.
	Read more.
Analyze my decisions I’m making in day to day life.
	Keeping a diary/journal
	Ongoing

	Find out how to research and use the university library
	Do random searches. Use the university library for my module work
	I will use the online university library.
	12/06/2020 and ongoing.

	Improve my report writing.
	Think about what I’m going to say. Create a plan. Use techniques to engage readers.
	Find resources online to read and study.
	Ongoing throughout the course

	I will manage my time effectively, stay engaged and be organized.
	I will be aware of my schedule, use checklists and seek feedback from course tutors. I will hand in all my assignments on time and not leave them to the last minute
	I will set time aside each day for reading and completing activities. Prioritize assignments by their due dates. Create a schedule to work from and set deadlines. Avoid multi-tasking and concentrate on one aspect of work at each time.
	Ongoing throughout course

	Teach myself how to use power point and produce a presentation.
	Using my time to explore power point, watch the ponoptos on the module website.
	Make my own power points and allow my tutors to give me feedback.
	Ongoing throughout this course

	To be more self-aware
	Reflect daily as well as weekly for the course. Create a CV. 
	More effective research
	Ongoing throughout this course.



[bookmark: _Toc42638188]Conclusion
To conclude my reflective journey so far at the end of module one has been difficult yet encouraging in discovering what my strengths and weaknesses are. Using S.W.O.T. analysis (Strengths, Weaknesses, Opportunities, Threats), and two learning styles VARK (Visual, Aural, Read/write, and Kinaesthetic) questionnaire and Myers Briggs personality test. I have used the Johari Window and Model 1: The Kolb Learning cycle to gain a better grasp of my learning style how to set goals and achieve them effectively using a personal development plan for improving my employability skills.
Being self-aware is a huge advantage when it comes to your employability skills and can enable us to find our opportunities and make good decisions. Writing down plans can help you to see clearly your strengths and weaknesses. I understand that I will have to gain the ability to self-assess my work as this is a critical skill for me to improve my performance and quality of learning. I need to assess my work accurately and identify what is required and what I am producing, then I can achieve my goals
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