  





Executive Summary

The purpose of this report is to find out my weaknesses and strong points and how I can improve my abilities and skills. Furthermore, this report can clearly identify my progress and how I can use this to enhance my skills and understanding further. The report will highlight the skills that I lack and how I can upgrade my understanding of certain aspects of skills required in order to progress to further my career. 
As soon as I started this course, I realised that I need to further my skills and knowledge. The weaknesses that I encountered were learning new platforms which included IT skills that I have not used before, such as Moodle, Microsoft Teams and Word. 
Due to joining this course, I have now the ability to use these programs effectively myself. In addition, the course also promotes self-reflection and allows myself to improve on aspects which I was unaware of. 

Terms of Reference

This report was requested by my Professional Career Development lecturer Melanie Squire. The purpose of this report is to identify self-reflection on your strengths and weaknesses in order to progress further in skills and to give more opportunities in future careers. The report was requested on the 18th of January 2021. 
Another aim of this report is to understand the skills and knowledge needed for working effectively. Moreover, to establish employment goals and develop a personal action plan. Finally, to demonstrate readiness for employability and personal advancement through an understanding of personal strengths and areas of further improvement.






Procedure
The way I have compiled information for this report is by using journals, articles, and conclusions from reports to support my points. This also includes books online. I have also spoken to friends about their preference on learning and their skills that they use in order to understand things effectively. Gathering information this way has taught me everyone has their own unique way to learn efficiently. This has now made me experiment with different skills and ways in which I can learn, for example, this is shown in VARK and Myers Briggs.
Introduction
[bookmark: _Hlk64744622]Professional career development is vital for career success as it gives an individual experience and understanding of what is needed in the world of work and what qualities employers look for. Furthermore, it provides an individual of their shortcomings and to improve upon them. It gains them confidence by identifying their weaknesses and how to overcome them effectively. Professional career development can gain the understanding of self-awareness. For instance, according to a Harvard business review article in 2015, there are 5 ways to increase your self-awareness. One way is meditation, writing down your key plan and priorities, to tackle psychometric tests and profiling, to ask friends that you trust and to finally get regular feedback from your work.  (Tjan.A.K February 2015. 5 ways to become more self aware online). 
[bookmark: _Hlk64746056]The skills that you would need to work effectively in a workplace in todays society would be abilities such as being competent in areas such as IT and knowledge of programs and computing. Workers today are more productive than they've ever been. IT is fundamental in a workplace, this is underlined ‘’The use and control of IT provides an opportunity to be innovative in when we work, where we work and the way we work’’ (Peter Holland & Anne Bardoel (2016) 
[bookmark: _Hlk64746065] ‘’ Indeed, they argue that society is seeing a new wave of revolutionary technology that provides the platform for significant change in the way we work. These changes are creating renewed interest in how work is conceptualized – what we describe as the ‘smart-side’ of technology.’’ This is why it is fundamental to know the skill of IT as the way we work has changed greatly. (Howcroft, D.Taylor, P. (2014).
The aim of the report made me gain understanding of skills and knowledge needed for working effectively. Moreover, the aim also is highlighted to establish employment goals and to develop a personal plan to gain self-awareness of your current skills. Furthermore, another aim of this report is to demonstrate readiness for employability and personal advancement through an understanding of personal strengths and areas for improvement. This report therefore gives me an opportunity to fill in gaps in my knowledge and allows me to work on my current skills to become successful in future careers. Working with my strengths and weaknesses will allow me to achieve a higher standard in my workplace. 



Findings

7.1    From this course, I have gained knowledge on the use of IT skills such as using Teams and Moodle. These platforms have increased my understanding on computing and organising my work. I have also learnt my weaknesses and strong points which allow me to progress towards my grade and my further career. This is highlighted by ‘’self-assessment accuracy would improve subsequent self-assessment and task-selection accuracy in the absence of the feedback’’. Additionally, this course has made me self-improve and has made me aware of my lack of skills. (Raaijmakers, S.F., Baars, M., Paas, F. et al.(2019)
Another outcome from this course was the awareness of how vital learning is in order to become successful. For instance, learning helps improve knowledge, develop skills, enhance job prospects and can analyse and improve performance.
Another finding that I observed is how working upgrades your learning and skills. Working is interconnected with learning and consequently, workplace learning is the way in which skills are upgraded and knowledge is acquired at the place of work.
Honey and Mumford (1992) has taught me that there are different styles of learning and how I use this to find my preference in learning. The different types of learners include Activist, Reflector, Theorist, and a Pragmatist. 
By using Johari window method, it highlighted self-awareness and skills that I was not aware of before. I can now use Johari Window effectively to explore my hidden, known and unknown aspects of myself to progress further in my learning. 
[bookmark: _Hlk65265107]‘’Self-awareness seems to have become the latest management buzzword — and for good reason. Research suggests that when we see ourselves clearly, we are more confident and more creative. We make sounder decisions, build stronger relationships, and communicate more effectively. We are better workers who get more promotions. And we’re more-effective leaders with more-satisfied employees and more-profitable companies.’’ (Tasha Eurich January 04, 2018 Havard Business Review)
7.2   The challenges that I have faced at the beginning of my course is the use of new programs that I have not encountered before. I overcame my IT shortcomings by learning from Youtube tutorials on how to effectively use Teams and Word. Moreover, I had struggled with communicating online with new people and speaking out about my points and views. I practiced speaking to classmates more to build my confidence, this then boosted my engagement in class. 
[bookmark: _Hlk65265495]In the modern workplave, it is fundamental to know up-to-date IT skills in order to work effectively, for example, it is stated that ‘’ the World Economic Forum estimates that 65% entering primary school today will end up working in completely new job types that do not yet exist.’’ (Roger Harris & Berwyn Clayton (2018) 
7.3   Having this experience would benefit me in future job prospects by now knowing my difficulties I can now effectively use this to overcome future hurdles. It would give me more confidence on dealing with certain situations. Moreover, this course has taught me a great deal about managing time which will be a core foundation in any career.

7.4 The research I undertook was to look up Stehen Covey’s, The 7 Habits of Highly Effective People,these are as follows:
1. Be proactive
2. Begin with the end in mind 
3. Put first things first
4. Think win/win 
5. Seek first to understand , then to be understood 
6. Synergize
7. Sharpen the saw 
Covey,s.r.(2013) - Simon & Schuster 
I have also I have viewed numerous online videos.
7.5 The smart goal I have set for myself is to pass my level 4, then to proceed towards a level 5, then to achieve a level 6, which is a full degree.
 The importance of setting a goal is underlying as it allows to build motivation and a better standard of work and learning. This is highlighted ‘’The influence the performance, the potential achievements e.g. productivity or cost improvement have a strong impact on the individuals’ satisfaction and the willingness to cope with challenging tasks and objectives in the future.’’(Sven Asmus, Florian Karl, Alwine Mohnen, Gunther Reinhart,Volume 26, 2015)
In 2022 I shall pass level 4 and by beginning of 2025 I will have achieved my goal.
Then to pursue my career further.







7.6 I have done Weakness a swot analysis on my self, this is as follows:
	                        Strengths 

I have good communication skills; I am easy to talk to.
My punctuality is one of my strongest points.
I am a quick learner, so this is a good quality that I possess.
	Weakness

My IT skills need some improvement, so I am working on this issue. Technology is not my strongest of areas.
I have realized that good understanding of IT and technology is a must in today’s world.
                                        

	                         Opportunities 

Working on my weakness’s and threats this will enable myself to pass level 4, then to carry on to further studies level 5 and 6, eventually I will be in a better position for enhancing my career. 
	                           Threats 

Time management is a concern for myself, I have to learn to organize my 
day in order to fit in all my commitments. I am also improving my IT skills which is lacking somewhat.




7.7 Analysis 
The two forms of learning styles that I have completed are Myers Briggs and Vark learning style. The Myers Briggs personality profiling test questionnaire was very interesting I found myself being a mixture of an introvert and an extrovert but  more of an introvert than an extrovert, which was not surprising for me as I  anticipated this result. The second learning style is vark, which was surprising for myself I found out what kind of learning that suits me most, vark which stands for visual, aural, reading, kinesthetic , I found that mostly I am an aural learner which involves attending lectures, discussing topics with other students, discussing topics with lecturers explaining new ideas to other people, using devices such as tape recorder. Aural learning includes active listening which is fundamental skill to possess. For instance, ‘’Active listening is arguably the most important skill individuals must possess’’ although many people struggle with aural learning, this is evident by, ‘’Aural skills are some of the most difficult to acquire.’’ Moreover, it is also stated that ‘’aural skills education is more successful for everyone.’’ 
VARK defines different aspects of learning and how vital it is to find our your preference of learning in order to work efficiently. Using Aural learning has boosted my confidence to have discussions with others, now that I know my strong point of learning, I can now use this to further progress. It is stated that ‘’Students now begin their study of aural skills with full confidence in their ability to train their ear by understanding that they had different learning styles. This knowledge empowers them to seek the tools that are specific to their particular learning preference and not become frustrated with techniques that do not accommodate their style of learning.’’ (Athens Journal of Humanities & Arts - Volume 6, Issue 1 - By Christine Condaris 2019)
Reading and writing study strategies came second for me, these include making lists, dictionaries, reading textbooks, taking full advantage of the library, taking notes in class, writing essays, reading manuals (computing and laboratory). reading and writing is vital in order to progress further this is highlighted and stated ‘’Reading becomes one of the most important skills in learning English which many students are not mastering yet in gaining and comprehending information of a text, especially in their reading achievement.’’(Advances in Social Science, Education and Humanities Research, volume 317, 2019).
A way to become employment ready is to have the understanding of the skills that you need to acquire. 

Thirdly I am a kinesthetic learner, these involve doing things like, using all your senses for instance your sights, touch, taste, smell, hearing. An example of being a kinesthetic learner is going on field trips and lecturers who give real life examples, hands on approaches (computing), trial and error, exhibits such as samples and photographs. Overall, real life experiences help me learn and progress in my knowledge, it helps me remember key important information. Recipes -solutions to problems, previous exam papers. Kinesthetic learning, I feel is an effective way of learning as your own experience and feelings determine your understanding of things. For example, kinesthetic learning is shown to be preference as ‘’Among the unimodal group 34% of the students were auditory learners and 35.9% were kinesthetic learners.’’ this shows the importance of kinesthetic learning and how students use this learning skill to progress future in their education. (Saga, Z., Qamar, K. and Trali, G. (2015) 

Lastly, I found out I was a visual learner which includes things such as viewing pictures, videos, posters, slides, textbooks, and diagrams, graphs, flow charts, underlining different colours highlighters, also symbols. Many other students may feel the same way, for example, ‘’Based on various studies, students remember information better when it is represented both visually and verbally. These strategies help students of all ages to better manage learning objectives and achieve academic success. Visual learning also helps students to develop visual thinking, which is a learning style whereby the learner comes better to understand and retain information better by associating ideas, words and concepts with images’’(Raiyn, Jamal, Journal of Education and Practice, v7 n24 p115-121 2016)

After completing Myers Briggs and vark, I realised that this has really shown a light as to which forms of learning is better suited for myself. This has therefore helped me improve on myself as well as using the correct way to learn by having a strategy that uniquely works for me.

7.8   The skills that I need to improve upon in order for me to achieve my smart goal is firstly improve my computing skills such as getting more familiar with Microsoft word and be more confident in writing assignments, I am researching books on IT and also watching basic computing skills on Youtube, this has helped me greatly. Moreover, focus to organize my time management so I can fit all my commitments into my day. I have realised that managing time is not something you can learn just by reading books you have to put it in place by practicing it physically.
	
	Action Needed  
	Resources Needed 
(Including People) 
	Date(s) For Action) 
	Date for Review New opportunity to Practice and demonstrate Skill
	Aspirational            Goal (Specific, Measurable Achievable           Realistic, 
Resourced,
Time, based)                     
	Met?

	To grow 
Confidence to present
My views and
Opinions to 
Others 
	Talk more to peers in 
Breakout
Rooms to 
Boost my
Self esteem
	Talk to 
Classmates
And friends
To use 
Youtube
Videos as a
reference
	Practice with friends
Every
Sunday 3pm 

	I will ask friends to 
Give me 
Feedback
Every 
Monday 
Regarding my progress
	My goal is
To have the
Confidence to present 
Myself in
The workplace to communicate effectively 

	

	Time
Management
	Practice keeping to
Schedule
	Reminders
On phone

Timers/
Stopwatch


	Implement 
Straight away
	Check every week whether I 
Have kept to
Timetable

	I want to be
more prepared
and organized
to achieve my objectives
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