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[bookmark: _Toc86947573]Introduction
This report looks at a reflective journey of self-awareness, which represents an important aspect of leadership (Sturm et al., 2014). To start one’s self-awareness journey, I adopted the approach of Covey (2004) for solving personal and professional problems through recognizing seven habits of highly effective people. The first habit is “first things first” which explains that you need to be organised to achieve your goal. My current job is satisfying however, I am aware that I can do better and for the past 2 years I have come to realise that I would like to change my career and to do so I would need to up skill my current qualifications that I have. 
For me to reach my self-actualisation state, a position which Maslow describes as a motivation to one’s self-improvement (Kroth, 2007), I will work towards achieving my SMART goal. To do so, I conducted a SWOT analysis and identified employability skills that I will require to reach my goal. I employed Johari’s window and 4C’s self-awareness models. I also identified my leaning styles and utilised those to devise a personal development plan which will help me to keep a track of my progress.
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Main Finding
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SMART stands for specific, measurable, achievable, realistic and time bound. It was developed in 1981 by Doran. SMART analysis helps one understand and breakdown what is required to do to achieve their goals. My own S.M.A.R.T analysis is discussed as the following.
We rarely question the need for goals, and the familiar acronym SMART instructs us that good goals should be specific, measurable, achievable, realistic, and time-based Reeves, Fuller (2018, p 1-5). 
My specific goal is to change my job to a more stable job with more income as my current job is no longer stable due to Covid-19. For example, I would like to work for the NHS or the police as an administrator or medical secretary. To achieve this, I will need to pass this course, multitask, be more organised and focus on completing this certificate of HE by successfully passing all the modules in this course to achieve the outcome that I want and need. This has been made achievable for me because I am able to study and continue working alongside it as I live on my own and still need to pay my bills, so with hard work and with commitment I am hoping that I will complete this course by July 2022 and hopefully I will have a new job by the end of the year. 
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SWOT analysis is a method that can be used to recognise the strengths, weaknesses, opportunities, and threats of an entity. Developed in the 1960’s by Albert Humphrey. It is also used to help identify a person’s potential so he/she can develop important skills to achieve personal goals.
A SWOT analysis looks at both internal and external factors. To do a general personal SWOT analysis, we would start with identifying our strengths and weaknesses. These are things like personal skills, experience, knowledge, training and advantages. Where we are strong? What areas can we target for improvement? What areas are lacking? Herman (2017).
	Strengths
Organised
Hard worker
Bilingual
Able to multitask
Work experience
	Weaknesses
Self-critical
Self-doubt
Lack of confidence
Anxious
Over thinker

	Opportunities
Working a-long side studying
Change of career
Progression
	Threats
Covid-19
Funding
High unemployability


Below is my personal S.W.O.T Analysis, I have established what they are then I will apply conversion strategies. 






Conversion Strategies: 
I have chosen three conversion strategies which are below.
1. Strength to take advantage of Opportunities: Able to multitask – Working a long side studying.
I find due to being able to multitask I have this amazing opportunity to upskill my current qualifications while working. This will help me change my career and have a better life in the future. 

2. Weakness to overcome to take advantage of opportunities: Lack of confidence – Change of career.
I have always struggled with my confidence since a young adult, and this has stopped me from doing things that I have wanted to do and miss opportunities that have been offered to me. I have taken advantage of the skills course and using it as an opportunity to grow in my confidence which will give me the ability to overcome my weakness and apply for different jobs as I will have qualification and experience. 

3. Strength to overcome Weakness: Hard working – High Unemployability
I have 10+ years of work experience ranging from administration, retail and a management.  I am a hard worker however, due to Covid-19 there is high un-employability rate which means there are more people applying for the same job so there is more competition. By me upskilling and completing this course this will allow me to apply for more secure and higher paid jobs which others may not be able to due to lack of experience or lack of qualifications. 
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Employability Skills are a set of skills that a person needs to make themselves employable in a specific work environment, it’s a set of skills employers look for some skills are already present however, it’s necessary professional skills to be able to gain successful employment.
Firstly, I would need to identify my own Employability Skills that I need to develop to achieve my SMART goal.
Below are my Employability Skills:
1. Creativity.
2. Communication and Presentation Skills.
3. Self-Awareness.
4. Writing Skills.
5. Reading Skills. 
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The Johari window is a self-assessment tool founded in the 1960’s by Luft and Ingam.
This tool enables people to understand themselves emotionally and helps them understand how other people view them. It consists of four regions: Open/free area, Blind area, hidden area, and lastly unknown area.
Below is my own Johari’s window of self-assessment:

Open/free area: I am confident in saying that I am a very organised person, this is something that I’m proud of and I always voice it.

Blind area: I believe that I am not a creative person, it’s something that I have never had confidence in.

Hidden area: I come across as a confident individual however, I have no self-awareness and I am very self-critical.

Unknown area: I am confident when it comes to communicating with others however, when it comes to presentation, I find that it’s something that I haven’t tried and don’t feel comfortable trying either. 

Blind area to Open/free area
To move my blind, hidden and unknown areas to my open area, I would firstly start with my blind, when it comes to creativity skills, it all comes down to confidence so I would assign myself a subject where I would need to create something and then present it to friends, family, lecturers etc. Once I have done so I would ask for feedback on what worked and what didn’t work, by listening to the feedback I would be able to work on it and by doing so I would gain more confidence.
	Open/free area
Time Management
	Blind area
Creativity

	Hidden area
Self-awareness
	Unknown area
Communication and Presentation skills
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4 Stages of Competence is a model of learning created in the 1970’s by Noel Burch (1970).
The tool is made up of 4 stages which are Unconscious/Incompetence, Conscious/Incompetence, Conscious/Competence and lastly Unconscious/Competence. This tool helps you establish what skills you are competent in; however, you are unaware of or skills that you are incompetent in and are aware of. 
21st century skills or known as “4C” are the skills that students should possess in order to achieve the national education goal that is developing students’ potentials in order to be a citizen who is well-mannered, skilful, creative, knowledgeable, independent, and responsible for their own action and behaviour. (Kurniasih, E. and Pusparini, R.,2019).
 My own 4 stages of competence are discussed below:
I have now established my 4C’s so the next step is for me to recognise where my skills sit in the table, I have chosen to discuss my Conscious/Incompetence stage which is Reading, I have always struggled with reading especially when reading in front of a group or even friends and family, To improve my reading I would start reading box, articles and journals in my own private time and then once I felt more confidant in myself I would read in front of family and friends, Then I would asked for feedback to see what I may need to improve in. 

	Unconscious/Incompetence
Communication and Presentation Skills
	Conscious/Incompetence
Reading Skills

	Conscious/Competence
Time Management
	Unconscious/Competence
Writing Skills
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The next step I need to take is understanding myself and how I like to learn, The best way in doing that is looking in to learning styles and the different questionnaires that I can take to understand the best way I like to learn.  The term “learning styles” refers to the concept that individuals differ in regard to what mode of instruction or study is most effective for them Pashler, H. et al. (2008).
There are two learning style questionnaires that I have completed below which explains my preferred way of learning;
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VARK is a questionnaire created by Neil Fleming in 1987 that gives one an indication on different ways of learning. 
VARK above all is designed to be a starting place for a conversation among teachers and learners about learning. It can also be a catalyst for staff development - thinking about strategies for teaching different groups of learners can lead to more, and appropriate, variety of learning and teaching. (Wright, S. and Stokes, A., 2015, pp62-79).
 VARK consists of 4 categories which are listed below:
1. Visual Study Strategies.
2. Aural Study Strategies.
3. Reading/Writing Study Strategies.
4. Kinaesthetic Study Strategies.

I have completed the questionnaire and the results show that I prefer Reading/Writing Study Strategies. This means that I find it easier to learn by reading and writing for example: Reading textbooks, slides, and notes, writing down notes and making lists.
The results also showed that I prefer Aural Study Strategies which means I love talking and listening to others and I like to experiment with new things however, it does mean that I am easily distracted which I am sometimes. 
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Honey & Mumford is another questionnaire - similar to VARK which gives you an indication on different ways of learning. It was created by Peter Honey and Alan Mumford in 1986. 
Honey and Mumford's Learning Style Questionnaire has been proposed as an alternative to Kolb's. (Angus Duff, Tim Duffy, 2002,p147-163).
Honey & Mumford consists of 4 categories which are listed below:
1. Activist.
2. Reflector.
3. Theorist.
4. Pragmatist.
I have completed the questionnaire and the results show that I am a Reflector. This means that I like to observe my surroundings and assess the situation first before acting on anything and I also think deeply and like to try out new things.
The results also showed that I am a Theorist and that means that I think before I act, I need to take my time before I take in information, I am disciplined, good at asking probing questions and that I am a logical thinker. There are also weaknesses to being a Theorist which are intolerance of uncertainty, disorder, or ambiguity.

[bookmark: _Toc86947583]Personal Development Plan

	Development Objectives
	Specific Action
	Barriers and how to overcome them
	Support required
	How will I know I have achieved the objective?


	Creativity
	Create something specific and then practice until I can show it to family, friends, work colleagues or lecturers.
	Lack of confidence in the project and myself. Also being a little shy and anxious.
	Watch videos and vlogs one how to create something specific.
Help and information from my lecturers and support from family and friends.
	Once I have created something and I feel confidence about it.
Receive feedback from friends, family, and lecturers.

	Communication & Presentation Skills
	Write my thoughts down and how I would want my presentation to look. I would communicate through email or text as I find it easier to write my thoughts down.
	Lack of confidence in myself and no having much experience on PowerPoint.
	Research the subject and take a more in-depth course on PowerPoint.

Support from lecturers or family on how to use PowerPoint.
	Confidence in presenting a subject or report and feeling more confidence in communicating face to face.
Receiving feedback on my presentation from family, friends, and lecturers.

	Self-Awareness
	Having more faith in myself by reading about self-awareness and how to help myself.
	Being self-critical and anxious.
	Support and encouragement from family, friends, and lecturers.
	Being not hard on myself and having confidence in trying out new things.
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After completing all the necessary tools, trainings, and questionnaires I have my goal mapped out in front of me and I know what I need to do to achieve my goal and overcome any obstacles in my way. The tools have been very helpful and have made me realise my strengths and weaknesses, how to change something negative into something positive and how to develop my skills. 
By understanding what I need to do it will make it easier for me to achieve my goal by developing my Employability skills that I think I lack in, and this will give me the confidence I need to take the necessary steps to achieve my goal and change my career. 
This report has helped me understand my strengths, weaknesses and my learning style, by understanding all this it will help me in any future decisions I make and I will always use all the learning tools to help me make the right decision. 
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Appendix
Below are the VARK and Honey & Mumford questionnaires that I have completed.
VARK
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Honey & Mumford
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