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[bookmark: _Toc18007995]Introduction
This is a portfolio evidence of my knowledge and skills gained during the course Higher Education skill for the workplace. This course has discovered my hidden ability and skills and gave me knowledge outside my comfort zone which has prepared me for a job opportunity considering employers perspective. This portfolio will demonstrate my readiness, competency and capability for a job opportunity as well as my career planning. 
I have outlined my understanding of what is required of me from employers’, knowledge on academic and employability skills gained, learning style to focus on as a result of the in-class learning style exercise. My SMART goals, things that motivates me, my SWOT analysis, personal development plans and my continuous professional development. These are evidence of my readiness for employment, ability to work effectively, personal efforts for my career and understanding of myself in terms of strength and weakness. 
As a prospective employee I have gained knowledge and skills during higher education skills for the workplace adding on the skills I had before none the less I still need to improve in few of them.  Academic and employability skills are very important considering the perspective of employers and the scarcity of job due to modern technology. As a graduate employee, I am expected to gain academic and employability skills as evidence of my knowledge and skills for the job.
Since I will be graduating in few years, I have outlined my career plans to ensure that I am in the right track which is to become a manager of an organisation or to manage my own business. The first step is to get a degree on leadership and management which is an evidence of my readiness for employment and my career goals.
[bookmark: _Toc18007996]Employers and Employees expectations
Employers have expectations from their employees so is employees have expectations from their employers as well. Each party aims to achieve something out of the agreement signed by both parties and details of employer’s expectation are always specified in the employment letter or contract letter. Every organisation has their own aims and objectives and expects every employee to work towards achieving them by complying with the policy and procedure of the organisation. 
Employers expect employee to do the job with an open mind and as a quick learner to increase productivity. They expect employee to take directives and guidelines from their employers and to be reliable, honest and trustworthy, to arrive at work on time and don't leave until their shift is over. Effective communication by giving notice or inform if unwell and cannot make it to work or there is unavoidably delayed, follow company’s policies and procedures, integrity, ability to integrate quickly, ability to listen to others (Thompson, 2018). 
In another way employers expects employees to have what is refer to as employability skills before they are even employed, these are skills that employees need to gain in terms of knowledge and skills to prove their competency for the position given and to follow policies and procedures of the organisation I am confident of these expectations and have demonstrated them at my previous and current workplace and some of which I was taught in class during lectures on the topic of employers’ expectation from employees.
[bookmark: _Hlk18167910]Employees expectations must be understood by employers to ensure a promising result of the aims and objectives of the organisation. Both employers and employees have something to offer to one another and if either of them fails to deliver there is always a consequence. Employees expects their employers to offer good salary, good leadership and management, respect from colleagues, offers opportunities and development, career development and motivation, effective Communication and team working, safe working environment, equality and diversity (Thompson, 2018). 
I am well prepared with employability skills for employers who are looking for employee that will perform well and increase productivity of their organisation. I can work within a team effectively, attention to details, time management, effective communication skills, critical thinking, academic writing, problem solving and decision making, professional, ability to work alone and presentation skills. Consequently, these are what employers’ expectations from employees to ensure the aims and objectives of their organisation are achieved. 
[bookmark: _Toc18007997]lifeline 
As we have been educated about lifeline in class during professional career development lesson, it was interesting to see how good reflecting can help bring back memories, experience, feelings and knowledge gained.  It made me remember so many things some of which are good and some bad memories or life experience.  Thinking of where I started and where I am today made me realise that I am truly blessed, from birth to now was a long journey and I believe I have a lot ahead which I am currently working on. 
The lifeline exercise was very useful, I was able to reflect on my nursery to high school which I will mark high as this was the foundation stage that made me  who I am today and I had never sat to reflect on those days until we had the exercise in class . It was very motivating to reflect on how I was a very respectful, empathetic and kind person that made me have a very close relationship with my mum who is the reason why I am working so hard to see her happy and she is very proud of me. I reflected as a child I always consulted my mum in whatever I wanted to do which I believe made me value communication in any relationship, self-confidence and honesty as this was her advice throughout my childhood.
I got married after two years of finishing school, I rated low points because I can say it was an early marriage and could not focus on my education which was my main priority. I had my first child one year later and second one seven years later, this I rated high because they are the best thing I ever had. 
Reflecting this stage of coming to the UK, I rated both low and high because I came to join my husband after living a distance marriage for many years, and the fact that I had to leave my two beautiful kids behind was very stressful.  It was an absolute blessing when I got enrolled as a University student in the United Kingdom, where I ever dream to further my education.  This has motivated me more and currently in the process of getting there. Lifeline class exercise attached in appendix.
[bookmark: _Toc18007998]Smart Goals
SMART goals give an organised propose plan that makes it much easier to make results and assist maintain on track. Just the progress of outlining the SMART goals can lead an extensive means, nevertheless detailing the motives for achieving those goals makes all the difference in realising them. Initial step of planning goals is significant because it positions you in the higher level of people. The next and the undisclosed step for making your goals arise to reality are placing enough motivations on the goals to make them a reality (Whitaker, 2015).

The lecturer was assisting students to develop capability to outline their goals, implement the strategies, and advance their ideas. As it is known that students come across a list of difficulties during the process of developing their skills and preparing to achieve their goals.
The SMART goal worksheet in class was very helpful because it made me realise how important SMART can assist in setting out my goals. Below shows my understanding on SMART 
· Specific on my goals by making it simple and reasonable. I now understand more what I really want to achieve, the impact and its necessity to be achieve. I can prioritise my goals and start with the one on top and down to the list.
· Measurable goals are very importance because it motivates by understanding meaningfulness of the goal to ensure enough time and energy that it requires has been put in place and clearly shows how far I have gone in achieving that goal.
· Attainable or reachable goals needs to be identified before being outlined as it could lead to waste of time, energy and resources. 
· Realistic goals should be practical so one can applies them in real world but not something that is not sensible, do I really need them and how important are they. 
· Time bound in setting out goals is very important as well because if there is no time limit, the goal might never be achieved, or it will be dragged for ages instead add a specific date of implementation.
I have my three SMART goals which are academic, career and personal goals which I am optimistic about. These are goals that are specific, measurable, achievable, realistic and time certain. 
Academic goals are the short-term goals which I am already in the process to get a degree in leadership and management in two years’ time. I know it will be a bit tough because I don’t have environmental motivation, but I am determined, confidence, independent and working very hard to make sure I accomplish it within the time frame.
My career goal is to become a manager or to manage my own business in the future which I hope to achieve in five years’ time. The process is on as I am preparing to get a degree to add up to the skills I have and working on those that I need to develop.  I have already updated my CV and waiting to add up the experience and development I would gain from a voluntary job. The skills, experience and knowledge will prepare me for a job opportunity considering employers perspective.
Personal goals are the long-term goals that I wish to accomplish in ten years’ time, these are investment that I am planning to do which requires lot of capital. My long-term goal is to have my own business, buy a house here in the UK and back home in my country, look after my little angels to become responsible adults and to visit Mecca in Saudi Arabia to fulfil one of the pillars of Islam. SMART goals class exercise attached in the appendix.

[bookmark: _Toc18007999]Personal Development Plan
Personal development planning empowers people to take responsibility of their personal knowledge and skills. Education turn out to be proactive as well as reactive procedure, predictable and prioritised to improved instant development needs as well as longer term motivations. A personal development plan (PDP) is a method by which learning needs are recognised, objectives are set in connection to these, learning events are in to address these educational needs, and lastly to provide complete prove  of the new knowledge, understanding, or skills have been attained (Ireland, Cure & Hopkins, 2009).
[bookmark: _Hlk16704478]A well- organised workplace individual will experience assessment, which is a perfect time to dialogue a Personal Development Plan with their assessor. People may write it for themselves, however, they might not be convinced what their learning needs are, so the support of a colleague or colleagues is very useful. It can simply be done in a comfortable and quiet place to be able to think carefully considering what is crucial to learn for career development, not necessarily what you want to learn (Ireland, Cure & Hopkins, 2009).
I have demonstrated taking responsibility of my own career as I did enquire about the requirements and process of studying in England ever since I came to the country. I gathered all the information and requirements needed and then the result of the process was successful despite not having a motivated environment. Although I did not have evidence of what was my personal development plan, but I had it in mind. I now understand the importance of having the evidence or a written plan which will increase the motivation energy, I have done and attached one in the appendix.
My husband was never in support of me going back to school, I lost my job because my then manager refuse to reduce my contract hours and student finance took so long to respond. But because I am committed and determine to achieve my goals, here I am today few weeks to finish my Certificate of Higher Education Skills for the workplace. This certificate is the foundation of my career development as it can enhance me to get a better job where I can develop my knowledge and skills while having my degree in leadership and management preparing for the bigger goal. Personal Development plan class exercise attached in the appendix.
[bookmark: _Toc18008000]SWOT Analysis
Strengths, weaknesses, opportunities and threats (SWOT) analysis specifies an agenda for assisting individuals or organisations to recognise and list individual or business goals, and to additionally find the right approaches of attaining those goals. SWOT analysis is a practice used to study the strengths, weaknesses, opportunities and threats of individuals or businesses. SWOT analysis is used to recognise approaches for development and assist researchers or developers to succeed and priorities (Ahmad Reza Ommani, 2011).
When it comes to personal development, I can use this tool to analyse my future career outlook to provide self-awareness.  I have made plans to use my strengths to overcome my weaknesses and use the opportunity to overcome my threats.
Strength 
· I am honest, loyal, respectful, reliable and hardworking person and take responsibilities of my mistakes and learn from them.
· I am a very good team player, time management, attention to detail and deadline and communicates effectively.
· I can ask questions if I do not seem to understand to increase my knowledge.
· I am very patient in listening to people who are ready to talk before jumping into conclusion to make decision which helps me take the right decisions.
· I am an independent, ready to learn and coachable person that is committed to succeed in 
life.
Weakness
· I take too much time before reacting to an issue because I tend to consider people around me not to be harmed.
· I cannot say no to a polite request even I know it will affect me.
· I can take blame for others because I do not want them to be harm.
· I am easily distracted during communication if someone is talking to me at the same time.
· I am not good in public speaking and tend to avoid it.
Opportunities
· Work experience.
· Working on a Degree in Business Administration which could open doors for my career.
· Well connected with leaders and professionals 
· Access to social media, LinkedIn and Tweeter alongside digital skills considering the 21st century.
· Part time voluntary administration job already applied for it, waiting for respond, as they say experience is the best. Practising the knowledge and skills gain in the higher education skills for the workplace.
· Knowledge and understanding of employer’s perspective to be prepared to be the chosen candidate for my future job.
· I am about to receive my certificate in Higher Education, skills for the workplace which will assist me to start the foundation of my career. 
· I will continue at the University for a two-year degree course in Business Administration/ Leadership and management.
Threats
· I am very much committed to my family and I have no support.
· There is an increase in the number of graduates which could lead to a very high rate of unemployment
· Decrease in need of human resources due to modern technology.
· Non environmental motivation.
[bookmark: _Toc18008001]Self-Motivation
Self-motivation is the force that keep you going on and on towards achieving your desire goal, it is the internal drive to achieve, produce, develop and keep moving forward. There are several things that motivates people in life, but upon reflecting on what I learn in class during the topic Self-motivation and following the link in module, I now understand that one has to respond  to questions to take control of the goals you want to achieve which are self-motivation quiz and there are four factors essential to outline the strongest stages of self-motivation:
1. Self-confidence - One must believe in yourself that you can do something or self-efficiency. It is the fundamental tool of self-motivation because if you don’t believe in yourself, do not expect people around you to believe in your capabilities.
2. Positive thinking – to be motivated, think right of the outcome of what you want so it can give you more force to accomplish the goal in real life.
3. Strong goals and focus – ensure that the goals you are working on are solid and put in all effort it requires and concentration. 
4. Motivated environment – the environment, situation and the surroundings count a lot when you want to do something, it can either increase or decrease the force in achieving your goals (Gagne and Deci 2005).
I have attempted the self-motivation quiz to better understand how motivated I am, I scored 46, below was the exact scored detail indicated: ‘Wonderful! You get things done, and you don’t let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. Treasure this and be aware that not everyone is self-motivated as you are’, attached in the appendix. This is amazing, it has increased my confidence and motivated me more in believing that my set goals will be achieved in due time as schedule. Like any other person, I have my own things that motivates me in my life, the first being my mother, looking at how much she has been working hard to see her children been educated. 
I have always consulted my mother as she guides, advice and pray for me which motivates me a lot; she is not educated but one of the greatest women I know and is the first person to believe in me which added up my confidence. This has motivated me in so many things in the past and is still the force that is pushing me going. My confidence and believe of been an independent and responsible woman have been a wheel that also kept me on and on and I have the attitude of can do, willingness and not scared of failure. 
[bookmark: _Toc18008002]Learning styles
The term learning styles increases the understanding that people learn information in different ways. In current years, the idea of learning styles has gradually increased encouragement. The concentrated awareness and dialogue that the idea of learning styles has prompted among expert lectures at all stages of the educational structure. Furthermore, the learning-styles perception seems to have extensive receiving beyond educators but also among parents and the communities. This receiving is possibly not shocking since the learning-styles impression is actively encouraged by vendors presenting many different assessments, evaluation devices, and online knowledge to support teachers recognise their students' learning styles and familiarize their instructional methods accordingly (Parshler, H. et al, 2009).
There is a strong request in the idea that lecturers and lessons designers should put more consideration to students’ learning styles – by analysing them, motivating students to reflect and by creating teaching and learning consultations within. Additional indication for the impression that we have different learning styles seems to be observed when teachers notice that students vary hugely in the quickness and method with which they comprehend knowledge and concepts, and the confidence with which they progress and practice them (Coffield, F. et al,2004).
[bookmark: _Hlk16518949]Several lecturers practice the most familiar tools with clear credit of the source and why they have selected a specific model. Though, it is also common, mainly on work-related training, administration or expert advance courses, for trainees to inspect their learning styles using an unnamed survey without any additional enlightenment or justification. In many ways, the change of list of learning styles has reached an unexamined life of its own, where the concept of learning styles itself and the numerous resources to measure it are acknowledged without query. Additional academics encourage the impression of learning styles tools as an analytical evaluation tool that motivates an extra self-aware reflection about strengths and weaknesses. For followers of this impression, the concept of learning styles offers a method for lecturers and learners to dialogue further effectively about learning, using an additional concentrated language to do so (Coffield, F. et al,2004).
It was amazing to see how the learning style exercise in class results indicates my best learning style in real life as visual learning style. I believe it is right because I tend to remember what I see than what I was told or cannot explain in exact words as I was told. I have in many instances that I remember things by critically thinking what I saw either by closing my eyes or looking at one place for some time and will visualise what it was in my mind. This is an effective learning style that best work for me. Learning style exercise in class attached in appendix.
[bookmark: _Toc18008003]Johari Window
According to the module and lectures during the topic Johari window is a communication window or tool to use in self-awareness or better understanding of yourself and other people which can be use in different situations and environments. Johari widow works using four area quadrant which consist of two dimensions, the first is what you know about yourself and the second is what other people know about you (Shenton 2007). The four-area quadrant are: 
Open Quadrant: This is the information that is known by me and known by other people too. This could be by sharing the information with other people which is building trust within or by them observing or through what was disclosed to them. This area might contain too much information depending on the individual concept of sharing information. I might be the person that believe in sharing information, in this case I will have too much in the open quadrant. On the other hand, if I believe in not sharing or not trusting people then I will have a little in the open quadrant. 
Blind Quadrant: This is the information know by other people but not known by you.  It could also be move to the open quadrant if the other people have shared this information with you to widen the open quadrant. 
Hidden Quadrant: This is the information know by you and not known by others, which could also be added to the open quadrant by sharing it with the people that you have built trust with to increase the open quadrant. Some people do not have any hidden information as they cannot keep anything to themselves not even their romance.
Unknown Quadrant:  This is the unknown area of the quadrant, not known by you no by other people. This information could be known in the future with new experience and development.
Below is a sample of Johari Window Model:

                                            Known by self        Not Known by self

	
Open

	
Blind

	
Hidden


	
Unknown


Known by others 	


Not Known by others

			Table 1

(Design by me but the Idea from Module)

[bookmark: _Toc18008004]Career Planning
[bookmark: _Toc18008005]Continues Professional Development
According to Ireland, Cure and Hopkins (2009)  one of the problems with Continuous Professional Development is that there is a tendency to make choice grounded on either what is most simply and reasonably accessible or what seems most pleasant,  this is defined by educationalists as ‘perceived need’. People prefer to focus on what they can do best or that they love doing instead of developing themselves in those that they are not good at or that they do not enjoy doing. 
I am focused in the process and procedure in achieving my goals both long- and short-term goals which I have attained the initial once. Since I want to become a manager or to establish a business in the future and be a role model to my children and motivate others around me. The educational requirements are in the process as I am currently studying at the University of Wales Trinity Saint Davis.  where I have already gain employability skill and increase my confidence at the first year and two more years for a degree in leadership and management.
[bookmark: _GoBack] Leadership and management mindset is what I am working on to ensure that my career goals are accomplished. The leadership and management course will assist and equipped me meet my potential as the university provides extensive support team helping students of all level to develop and enhance their capacities. Therefore, I am taking the opportunity of all the facilities and support provided by the university to be competent enough to meet my career goals. 
[bookmark: _Toc18008006]Conclusion
Having the opportunity to get a degree is a blessing to me and I am hugely impressed on the level of commitment and dedication I have put on my studies despite all the things it coincide with, I have manage to focus and believe in myself. I have my goals and made plans and strategies on how to accomplish those plans.  So far, I have nearly finished my Higher Education Skills for the Workplace which I am confident that I will pass and proceed to the proper degree of Leadership and Management. This is an evidence of my preparedness for employment and progressing on my career plans and I am aware of the perception of employers or organisations.  
Reflecting on the lifeline and the things that motivates me has increase the motivation energy in me and I will take advantage of the discovery of my learning style will support in the process of getting my degree in leadership and management.
I am currently working on my weaknesses and turning the threat into opportunities using my identified strength and opportunities after I self SWOT analysis. I will ensure that I have made use of all the opportunities to accomplish my SMART goals and career plans.
Apparently, my career goals are on the way to be accomplish as my personal development plan is progressing. One of my SMART goals has been achieved which is the foundation of my career and I am determined, self-motivated, hardworking and focus on achieving my goals. 
The search for getting a job where I can put in to practice the knowledge and skills gained during the Higher Education skills for the workplace is ongoing and I have been shortlisted for an interview at the university. Please find evidence attached in the appendix. 

[bookmark: _Toc18008007]Reference 
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probably won't work

powetful vision of my

12 | create avivid
flltie success before embarking ona
Hew goal.
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