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Introduction:

The reason for which I am writing this report is for me to reflect upon my life experience and discuss plans for my career. Efforts will be made to give a detailed account of key life experiences that have made an impact in my life decision and of the career path I have chosen. I will be discussing the key skills learnt from my life experiences and clearly show how these skills have helped me decide on my chosen career path and impact they have on my future career goals.  
I will shed light on my professional skills sets, state clearly my understanding of the use of these skill sets and show how they have impacted my choice of career in the past and how useful they will be in growing and reaching my future career goals. 
I made a decision to undergo a University programme in order to attain a BSc in Management followed by an MBA in Business and MSc in Information Systems and Technology. This Masters course, Is a conversion course and suitable for students without any form of IT background. I believe my education path will help me in achieving my desired career path. This report will be used to set out my professional career goals, plans already in motion to achieve these goals, my strengths, weaknesses and key areas that require improvement. 
Once I have achieved my education programmes which are my initial goal, I will be discussing my next plan which will include discussing how I plan to use the skills I have learnt effectively in a work environment and my overall readiness for my future employment.

[bookmark: _Toc18352900]Life-Line Experience:

I remember my first television interview at the age of 8, my father was being interviewed at home because of his job and I was told I was going to be part of this interview. I remember being asked what I will like to be when I grow up and immediately I said I would like to be a Lawyer. I dreamt about being in court defending innocent people and winning cases in court. As time past and I grew older I changed my mind because I realised my wanting to become a lawyer was mainly because I had older siblings that were lawyers. I changed my mind and wanted to study medicine because I loved physics and chemistry, however I could not stand biology so that was a major problem. I finally decided not to study medicine for 2 main reason: my hatred for biology got worse at every lesson and on one occasion my dad was ill and was on admission, on getting to his bed side I fainted on he sight of blood which they were passing into his body via a drip.
 I completed my primary and college education successfully with excellent grades but I was unable to carry on to University because I had to take care of my mother who was terminally ill.  
I started helping my siblings with their business and I was very good at negotiation and selling. I also started doing sales myself which was very profitable. Eventually I started work in a family business working between the marketing and sales departments where I gained immense experience and excelled. I was keen to excel in my career.
I relocated to the UK to start a new life and relocating was very vital to my success plan. On getting to the UK, I lived with my cousins and got a job almost immediately. Whilst working, I started taking short courses in business, marketing and Information Technology. I got to realise that in UK (WESTERN WORLD) Information Technology is the fastest growing industry and I knew I had to be part of this change. I l did a lot of short courses, learning how to use the computer and different software until I became very good with computers. I then proceeded in doing Prince 2 foundation. I was determined to used my IT skills, sales, communication, marketing and negotiation skills into good use and this got me a job in Project Management Office (PMO)  in a reputable company. I was determined to excel. 
I was financially independent and I was filled with fear of failure. As an orphan I knew I had to excel and fear of being homeless or unable to fend for myself engulfed me all the time so I thrived daily to excel saying to myself daily ‘ I will succeed and not fail’. This made me more determined to work harder and explore my objectives in order to achieve my end goal. I knew I still had to complete my BSc, and at least 2 MScs in Business and Information Technology.
I excelled in my PMO and rose to become the PMO manager after a few years in the company. I was responsible for recruitment, dealing with 3rd party supplier companies for the UK office and the other 3 different countries. My new position gave me more exposure and this also opened more doors to more training courses.  I attended several leadership and management trainings, were l was taught relevance skills and techniques and how to motivate the teams. 
In all my achievements, I still did not feel fully complete I still felt I hadn’t achieved my initial goal because I still did not have a degree. I also knew I could not achieve my 2 MScs without first doing my BSc which would take 3 years. So I became motived to enrol in a university where I could attend as an adult and achieve my career prospects. I was introduced to University of Wales – TSD campus where I started a 3 years University programme ‘Skills for the Workplace’ in October 2018
I decide to leave my employment because my programme was full time. I started my own business in retailing. This sustained me during my first year in TSD.

[bookmark: _Toc18352902]Learning Style

Every individual (student/employee) learn differently. Learning styles basically refers to an individual preferential way in which they absorb, process, comprehend and retain information. For example, in my last place of work the IT department had to give a demo on how a new system works, and I noticed the following:
· Some staff were making step by step notes as we were being taught
· Some had their laptops and had to replicate the same actions on their own
· Some just watched the demo without making notes or running the steps on their laptop.
At the end of the demo, all 3 groups of staff learnt how to use the system and each group used a different learning style. Most times a person’s learning style is influenced by their habits, culture, lifestyles or even their upbringing. An individual’s environment can also influence learning style. 
According to Honey and Mumford, there are four distinct learning styles:
· The Activist: They learn by getting involved in order to gain short term experience, which they then develop
· Reflectors: They normally review and reflect and think through the entire process, ensuring they understand taking care not to appear passive.
· Theorist: They learn by taking on a new situation and relating this to a theory in other to gain understanding
· Pragmatist: They learn by linking new information to real life problems or experience (Neugebauer, 2017).
An Individuals learning styles can impact on how well they display some of the key skills employers look for when recruiting. These skills are on the top of some employers list as it’s criteria for which an employer builds its work force. Skills like communication and team working can directly affect individual’s learning style. There are also other skills, skills such as organisational and time management skills, the latter skills can also be misread. 
Marton and Ramsden 1988 defines learning as “a process which aims to deliver a qualitative and relatively permanent change to how an individual sees, experiences or understands something in the real world” (Andrew Maund, 2017)
Pritchard 2008 defines learning style as “an individual preferred or best way to think, process information and demonstrate learning. Habits strategies or regular mental behaviours concerning learning with reference to educational learning an individual display “(Pritchard, 2019).
It is important for individuals to know their learning style, this will help them blend in properly in a new employment, team or a new role. Most companies support their staff using different training programs to help them understand their learning styles. This ensures the individual applies their skill set. 
Garbner (1967) defines communication as “a social interaction through messages. Communication is further defined as the exchange of thoughts information or idea that result in a mutual understanding between the sender and receiver. For communication to occur, the process requires at least one sender and receiver and a message that is transmitted with a communication medium” (Andrew Maund, 2017).  Following Garbner’s definition, an activist who learns on the go might get frustrated if unsure of what is expected of him. Someone that has an Activist learning style is likely to clash with his or her peers if communicated information is not clear. 
Based on the above analysis, I consider myself to be a Reflector. I have developed an approach in my life and work, I plan and review everything thoroughly and plan out my daily objectives. This I believe is a beneficial skill to hold on to and it can be applied to my new role when I return to work. 

[bookmark: _Toc18352903]Personal Skills SWOT Analysis:

According to oxford dictionary ‘ Skill is the ability to do something well, it is a particular ability or type of ability. A skill set is ‘a persons range of skills abilities’. There are three classes of skills set, 
· Basic skills: These are skills set we develop at early stages of our lives and are also known as personal skills. Some examples of basic skills are, reading skills, writing skills, listening skills, thinking skills, oral communication skills. 
· Academic skills: Essay writing, note taking, independent learning
· Employability skill. 
Some examples of Employability skills which employers look for in every employee are :
· Critical thinking
· Decision making
· People’s skills
· Time management 
(GÜREL, 2017)”SWOT Analysis is a tool used for strategic planning and strategic management in organizations. It can be used effectively to build organizational strategy and competitive strategy”.
SWOT stands for strengths, Weakness, Opportunities and threats. SWOT tool is also used by individual to help to understand themselves, who they are, what they want and where they are going (kenworth, 2017).SWOT Analysis can help an individual in pursuit of their career goal.
My personal swot analysis will help me recognise the key skills I have, my focus will be on areas of improvement, and the skill sets I can influence (internal skill sets) and areas I have no control over (external skill sets) such as opportunities and threats. 
[bookmark: _Toc18352904]By using the SWOT tool to analyse my skills, it will help me identify areas I need to improve on prior to an interviews and formulate strategies on how to achieve my career goal.

SWOT Analysis - PERSONAL	

	Strengths:

· Hard working
· Critical /analytical skills
· Doer
· Decision making skills
· Good interpersonal skills
· Communication skills
· Creative Minded
· Positive thinker
· Great public speaker
· Organised
· Logical thinker
· Time management
· Good Communicator
· Good listener
· Team management
· Team player
· Good Networking skills
· Self-Driven
· Open minded
· Good trainer

	Weaknesses:

· No University degree
· Does not take NO for an answer
· Irritable at lazy people
· Impatient
· Hold on to my Opinions
· Can be Stubborn
· Fear of failure
· Risk taker
· Can be argumentative
· Extremely busy
· Gets bored easily



	Opportunities:

· Academic qualifications and will achieve a BSc and MSc
· New Jobs
· New Business ideas
· Improved earnings prospects
· Better life style
· Learn nee technology
· Display skill learnt

	Threats:

· Keeping up with ever changing technology
· Brexit, likely of many companies moving their headquarters to Europe.
· Reduced job opportunities due to increased use of technology.
· Fewer managerial roles
· 




Whilst looking at my personal SWOT analysis, it seem some of my weakness can become opportunities. For example when I finish my university programme, I will have a degree, and there will be opportunities for better jobs and employment opportunities. 
Looking at the SWOT analysis above, it highlights the skills I need to improve which are crucial employability skills such as effective communication, team working skills and decision-making skills.

[bookmark: _Toc18352907]Decision making: 
Decision Making is an important skills identified in my SWOT Analysis. It is an important employability skill which is desirable by many employers and very key in my career plan. It is important to be able to make decisions in an organisation. Decision making skills should accelerate gaining knowledge that enables our choices to be more effective. The skills and model we use help us identify information and the importance of making decisions. Decision making involves applying critical thinking to any process in consideration, in other to come to an informed decision. According to Rudinow & Barry “Critical thinking allows for one to emphasize a rational basis for what we believe, set a standard and process for analysing, testing, and evaluating our believes” (Rudinow & Barry ,1994). When critical thinking is applied to a situation, decision makers are able to define the problem with context. This makes it easier to examine the evidence and understand the assumptions separating them from personal beliefs before coming to s conclusion.
Decision making skill can be difficult to attain. Most times we cloud our judgements with personal belief, sentiments and ideas thereby ignoring the facts at hands. It is therefore very important to develop critical thinking skills to overcome sentiments when handling sensitive issues.
Decision making skills are very important for me to fully acquire in order to achieve my career goal. This area is a continuous work in progress for me and my plan is to follow my progress plan so as not to deviate form my end goal.

[bookmark: _Toc18352905]Communication skill: 
Can a business strive without communication? The answer is NO. Communication is the most important aspect in any organisation. Communication Skill are used in the exchange of different kind of information (receiving or giving). Some examples include communicating ideas, feelings or happening around us. The way information is delivered can affect the intended outcome in either a positive or negative way. We are constantly in communication with family, friends, colleagues and even our enemies. Communication can be verbal and non verbal and to be described as a good communicator, the message must be effective on delivery. The recipient should be able to understand the message, reflect and digest the content and ensure the message is acted upon. 
Communication skills are vital and involve listening, observing, speaking and empathizing. 
In Mishra Krishna (2014)article, “employability skills that recruiters want”, “communication is defined as the ability or skills through which an individual can transfer their thoughts ideas and information” (katz, 2010). For communication to be classified as effective, the communication must be careful with the choice of words used, spoken or written. Words must be very clear and the recipient of the message. Must be put into consideration.
Communication skill is one I use everyday and I plan to improve on this greatly as part of my career plan because this is a skill that can elevate one in life or result in an individual’s downfall. 

[bookmark: _Toc18352906]Team working skills:

 Team working can be defined as the collaborating effort of a group to achieve a common goal or complete a task in the most effective and efficient way. The idea is seen within the greater structure of a team consisting of a group of people working together unaccountably to achieve a common goal.  Team working can be a difficult one because you have multiple people working together and each person has their own style of working and learning. The pace of one person may delay the outcome or can cause conflict if not managed properly. Team working skill is very relevant in organisations and employers tend to ask questions relating to team work at interviews in order to ascertain if the person can fit well with the team. Team working skill is a desired skill for employers as this brings in associated growth to an organisation.
Interpersonal skills are very important to succeed in team and for effective team communication. 
Team working skill was very relevant for me when I was working as I managed different teams on different projects. It enabled me to work extremely well during conversations with my team and at project meetings. My ability to communicate well with my teams, actively listening to my team members, always honest and acting responsible helped me to achieve this. However, I am still a work in progress and I believe improving on this skill will help me to excel in my career path. 

[bookmark: _Toc18352908]Personal Career development plan:
Personal development plan is an organized structure an individual can use to become aware of skill they have and focus on potential study, career to achieve their personal development options and goals. 
Personal Career development plan can be defined as “a methodical approach to maintain and improve professional and personal skills, to enable work effectiveness throughout an individual’s career” (A. Maund, 2017). 
In organisations, there are many people whose desire and dream is to climb up the ladder in their career. For such people a career development plan is compulsory because they have to follow the plan and achieve targets at different stages and reach their goals. In some employment sectors like – Medical, legal and other advanced professional, its is compulsory to have a personal carer development plan where they record the qualifications attained, conferences completed, lectures attended, clinical reviews etc. A Career development plan can be used as proof of experience and qualification for future employment.
On a Personal Career development plan, it is a norm to track areas individuals wish to improve on to achieve their goals. This plan can include skills such as people’s skills, verbal communication skills, conflict management and many more. These goals should be listed in order of priority and ticked off once achieved. This plan should be reviewed on a regular basis and reflected upon to ensure the objectives and goals are SMART. 
For objectives and goals to be classified SMART, they must be 
S – SPECIFIC: Be clear on what you will like to achieve
M – MEASURED: Have a clear plan on achieving your objectives and goals
A – ACHIEVABLE: Be sure you can actually execute tasks listed in your goals and objective.
R – REALISTIC: Be realistic, avoid being over ambitious, put all factors into consideration.
T – TIME CRITICAL: Plan wisely and give ample time, avoid setting unrealistic timeline.
I intend to create a personal career development plan in order to achieve my career goals. From the information and knowledge achieved from this course and research carried out during this assignment I have a better understanding of the advantages of a personal career development plan. With a well career plan, I am able to examine my current situation, identify areas of improvement, identify training and course I need to undertake to elevate me and help me with my career progression. 


[bookmark: _Toc18352910]Curriculum Vitae and targeted market

 Curriculum vitae is a Latin word for ‘Course of Life’, its also referred to as ‘CV’. 
Curriculum vitae is a written overview of someone’s education achievement, personal experience, technical skills and professional work done in their lifetime. It is a complete record of someone’s career and can be very extensive. A CV sells an individual skill to potential employers. An employer is able to determine if the details on the CV match the skill set required in the new team and if satisfied, the candidate gets an interview. Having a good CV is the first step in looking for employment. 
There are different types of Curriculum vitae namely:
· Chronological CV
· Functional CV.
· Combined CV
Chronological CV is the most traditional and most common CV used. This type of CV outlines the work experience in reverse chronological order enabling the individual highlight their most recent experience. The individual can amend their CVs to match the required skills set for the job. The chronological CV is ideal where there are no gaps in work history and you plan to stay in the same industry.
Functional CV highlights the skills and achievements gained in an individual’s career irrespective of where they have worked or when acquired. Functional CV is ideal where there are employment gaps and a change of career is needed. It is also an ideal type when there is lack of experience or just completing college or university.
Combine CV is also known as Chrono-functional CV. It is a combination of both the chronological and functional formats which makes the CV longer than normal. It’s best for displaying that you have the required skills and experience for the job you are applying for and have a vast experience of the industry you are applying for and also other industries. The combined format is best to use when applying for a managerial role.  
In order to increase one’s chances of getting a job, it is recommend to amend your CV to highlight the skill set advertised for the job. However, it is also advised not to amend the CV if you do not have the skill set because you will be caught at the interview and end up been black listed by the company. 
A cover letter should also highlight the skill set to further demonstrate your understanding of the advertised job role to the employer.








[bookmark: _Toc18352911]My Personal Career Development Plan


PERSONAL CAREER DEVELOPMENT PLAN

	Name: Osarugue Fajana



	Current Roles
	Business Student
University of Wale
TSD Campus

	Last Employment Position
	PMO Manager



	I am currently a full time student at University of Wale – TSD campus studying a Business degree programme to achieve a BSc. I intend to pursue an MBA in Business Administration followed by an MSc in Information Systems and Technology

My main aspirations are:
· To complete my University Degree with a 1st or 2:1 class
· Pass all the relevant accreditations relevant to my career path
· Gain a fantastic employment with an investment bank or stock exchange





	Goals
	Development & Training required
	Activities & plans
	Timelines

	
Achieve my University Degree 
	Achieve 1st class or 2:1 in Business Management

	· Attend all lectures during term times
· Complete all assignments
· Prepare a study plan 
· Have a study partner
· Have a mentor and adviser
	· 2 years- 2022

· Coursework deliverables through out the terms



	Gain Relevant Accreditations
	Attain a distinction in the examination to get certified and accredited.

	· Trained on relevant courses to get accreditation

	
· 10 weeks duration per course
· Full management accreditation by 2021 


	Employment
	· Apply for internship during school holidays 
· Apply for graduate programmes in investment banks and Stock exchange  

	· CV professionally written
· Recruitment agencies and in house recruitment teams researched.  Researched.
· Attended recruitment workshops.
· Active presence on Linkedin

	· Complete CV by March  2020
· Apply for companies internships by April 2020
· Attend recruitment workshops – On going task





[bookmark: _Toc18352912]Conclusion 

Employment is a means of survival. It is an on going process when we get to a particular age bracket in life. At times due to circumstances beyond our control some people tend to start earlier while others work beyond ages of retirement.
It has been quite interesting doing this assignment and carrying out research to gather information to complete this work. Though it is mainly about my professional career path, developing personal skills and gaining experience that will help in shaping my future, it also give me hope that following my personal career path will lead to achieving my career goals and objectives. Reflecting on life experiences and understanding and outlining my personal SWOT shed light on areas of improvement in order to become effective in my future employment. 
It is very vital for everyone looking for employment to have a personal career plan to keep track of their goals, put a tick on their achievements, record and cross out every training and course successfully completed and passed and target the next goal on the career plan. All these achievement and successes can then be added to the curriculum vitae in preparation for the career world.
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