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1.0 INTRODUCTION.
(Drew and Bingham, 2010) describes a Portfolio as an assortment of pieces of evidence to demonstrate ability to perform (skills) or possession of knowledge about something, a certain field or profession. It carries an element of reflection of professional, learning experiences, goals, personal action and development plans.
 With the aid of the Personal journey lifeline, the portfolio begins with the journey that led me to where I’ am today, completing first year and certificate of ‘skills in the work place at UWTSD, after which I aim to enrol onto the management degree program and teaching career.
It proceeds to lay down an awareness of knowledge and a few relevant skills namely; Communication, Team working and Problem solving which enhance working effectively. 
 Using methods and techniques like SWOT analysis, SMART objectives and JOHARI’s window, it goes further to analyse personal strengths, how well equipped am for employment in today’s fragile and versatile working environments as well as areas that require further improvement /development.
 It finally concludes with an analysis of findings from above, a review and reflection of expectations and understanding of today’s world of employment, followed by employment goals, action and development plans.
3.0. Personal Lifeline Journey.



The figure above is an illustration of a personal lifeline journey that has led me to where am today, completing my certificate course at the University of Wales London campus and getting ready to enrol onto the degree program. It begins with childhood, early education which is responsible for shaping my life to what am today, secondary school education and college where I got my first qualification as a primary school teacher and later first employment which introduced me to the world of employment.  Taking a giant step to Europe for studies follows, then marriage which is responsible for what I have been for the last 10 years, what am today and most probably what am likely to become in the near future. The birth of my first and second child is another massive landmark in my lifeline journey which has taught me endless experiences namely; patience, perseverance and, love to mention but a few. It finally concludes with my accidental but greatly appreciated return to education to which am currently glued, and hope will open up new pathways through which I will hopefully get to recently refreshed academic and employment ambitions/destinations.

4.0. SKILLS AND KNOWLEDGE FOR EFFECTIVE WORKING AND EMPLOYABILITY
“The term employability skills refers to those skills required to acquire and retain a job” (McLarty, 1995). Employability skills are usually divided into ‘Hard’ and ‘Soft’ skills. Hard skills being “the technical expertise and knowledge needed for the job” (Marcel, 2012)  while soft skills are interpersonal attributes that one possesses e.g. communication, integrity and flexibility. Though there several skills which support effective working, the following are most probably some of the most important skills that enhance effective working.
Communication skills
Dr. Parul Saxena refers to ‘Communication’ as the glue which binds organisations together and it is the main ingredient for success in all successful organisations particularly in this digital world we live in today (Saxena, 2015).
Communication may be defined as the ability to share, transmit or exchange information, thoughts or ideas leading to mutual understanding between people (Morgan, 2017). It is most probably the most important skill a person needs and developing it improves every aspect of his or her life be it professional or social. The ability or inability to communicate effectively will dictate your performance in terms of securing employment and being able to retain employment. Every prospective employer will most certainly have a look at how effective candidates can communicate at job interviews. Communicating effectively gives you an upper hand at interviews, presentations, working cross culturally, teamwork, getting message across, problem solving, enhancing relationships, avoiding conflict and demonstrating leadership skills to mention but a few.   
Communication is divided into Verbal (e.g. oral communication) and Non-Verbal (e.g. gestures, facial expressions) forms of communication. “Successful careers require the ability to communicate effectively both orally and in writing; these critical competencies will become more valuable as technology intensifies the significant role of messages in the workplace” (Betsy, 2005). With the rapid advancement in technology and use of emails employers require competency of professional use of emails, stronger writing skills, use of vocabulary, avoidance of slag and self-expression (Stevens, 2005) 
Being successful at work or working effectively through communication efficiency requires one to be an effective listener, which encourages others to interact with you freely, being approachable, having ability to process information (instructions) gathered and turning it into a means of achieving your aims, objectives and responsibilities (SkillsYouNeed, 2019).

Problem solving and decision-making skills.
In economic terms ‘Decision Making and Problem Solving’ may be described as a concept or an act that involves choosing amongst two or more possibilities for purposes of finding a solution to an existing problem or plan for a better future. Decision making and problem solving are mostly high-level managerial activities which are in many cases creative, directional, adaptive, innovative and in many cases routine in nature (Morgan, 2017).  It is paramount that managers or administrators at whatever level should be well equipped with relevant problem solving and decision making skills in order to be able to ensure smooth running of their organisations. 
Organisational decision-making falls under the following three categories:
First and foremost, are routine decisions taken in an environment of clearly stipulated procedures, policies and regulations to handle common and well-defined problems. The ability of the in-charge to swiftly identify and respond to such problems though not major, before they escalate plays a big role in the smooth running of organisation.
On the other hand, when problems as well as alternative solutions appear somewhat unusual and vaguely understood adaptive decision making skills are normally called for. This may require some level of creativity and knowledge to overcome such problems
Lastly but not least are the adaptive decisions which deal with problems that are unusual and solutions require a very high level of creativity and innovation. Being able to develop skills that enable you to overcome problems that require high levels of creativity is key to success as an individual and an organisation. (Marcel, 2012) 
Teamwork skills/ Mullins575
A team may be defined as a group of people carefully selected, have a strong common purpose and are willing to work together to achieve a common goal (Mullins, 2005). Teamwork is an essential work pattern of all successful organisations and present day versatile working environments. Acquiring or being equipped with team working skills enables you to comfortably fit in working patterns as well as surviving with ease in the working environments. “The ability to work in teams is another area of skills development that is highly valued by employers…” (Bennett, 2000) PP110. It is no wonder therefore that institutions of higher learning have incorporated skills training as part of their syllabi, companies pay a lot of attention to team working skills during the recruitment and selection processes on addition to investing a lot of resources in improving workers’ capabilities to worker in teams.
Acquiring team working skills, Workers who work in teams, and organisations which put team work skills to better use, are beneficiaries to a wide range of benefits which include increased productivity, sharing of knowledge and skills amongst colleagues, saving a lot of time as work is done far quicker and easily, workers learn leadership skills as they accomplish assignments or projects, it also encourages creativity as workers find solutions to problems, improving their questioning techniques, respect for each other as they share ideas, being accommodative, benefiting from self-motivation as well as increased communication capabilities through interaction, observation and practise (Fellenz and Martin, 2010)




SELF EVALUATION
S.M.A.R.T goals analysis.
 S.M.A.R.T. like SWOT is also an acronym for , Measurable, Achievable, Relevant and Time-bound. It is a goal or objectives assessment tool to ensure set goals and objective will and can be achieved as expected answering who, when, what, why, how, where and which of your goal!
My goal is to get a master’s degree, which will enable me get into teaching in 5 years’ time with all the other details clearly stipulated in the personal development plan. Specific goals are not ambiguous leaving many questions un answered.
Secondarily, objectives set should always be measurable as it is mostly the only way you are going to know progress, how much you have achieved in what time.  Objectives are about targets and they should be measurable targets know if they have been achieved and before then how far to get there. My Journey has been divided into specific landmarks what to achieve every year or two years: level four, degree first and second year then masters.
Objectives should be achievable meaning having the ability and means to achieve them. Setting of targets that are not within the reach of those expected to achieve them. Having started my working life as a teacher(lifeline journey) at a lower level for a decade and shortly completing my level 4 where I have acquired numerous relevant academic and life skills. I have thoroughly prepared for the achievement of the goal set. Many people have achieved it with far less preparation for it, almost zero interest in course and minimal skills.
The objectives we set in life should always be relevant, purposeful, or making sense. If the goals don’t make sense or irrelevant the urge to achieve them becomes more difficult. Looking at my history, academic and career, skills, love for the job, opportunities and strength (SWOT analysis) the goals made clearly fall in line with set goals.
Lastly but not least, is the ability to measure the element of time related to the goals. It is all about when to achieve set goal and corresponding check points along the way. Is it possible to know when they are going to be achieve! Being able to know if behind or ahead of schedule. Goals set in my case have a target of five years with an allowance of a full year in case of eventualities. If all goes according to schedule, course can is be finished far ahead of proposed time.
All in all, it is vital to note that the goals I set are specific, achievable in the given time, relevant, measurable, to reviewed regularly to confirm there is no drift, and are relevant. S.W.O.T. Analysis is an acronym and a tool or technique used by an individual or organisation to evaluate, identify or analyse their Strengths, Weaknesses, Opportunities and Threats (Mindtools.com, 2019). It is mainly used by businesses to assess their environment, opportunities at their disposal, Threats Company has to take care of, Weaknesses to plan for as well as their strengths to exploit (Mullins, 2013). A personal SWOT analysis though somehow similar to organisational, it pays more attention to an already established individual goal one wishes to achieve.

SWOT ANALYSIS
As per my personal development plan, within the next four to five years I should have successfully changed my career to lecturing in institutions of higher learning as well as having acquired a master’s degree in business studies. The SWOT analysis is vital tool in helping me analysis my strength, weaknesses to guard against and try to improve on, opportunities to exploit and threats to do whatever I can to overcome and watch out for.
  My biggest catalyst (strength) for the ambition is the love for the teaching profession a job I have done for over a decade and have qualifications for at a lower level. My lower qualification at the diploma level as a primary school teacher, time I enjoyed the job and love for it appear to be inner driving forces and motivation I need to succeed in achieving my goal. Having spent all my life using English as the medium of communication and greatly improved its usage in a more professional manner particularly at the university level has increased my ability to succeed. Having my children and wife all pursuing educational qualifications, makes the home environment educational friendly, another boost I desperately need to achieve my objective. Having almost completed level four in such a short time and what I have been able to achieve academically for example academic writing, skills like preparing and making presentations and oral communication has given me more armour regarding achieving my academic objective. Major opportunities at my disposal include the ability to secure funding for the course through student finance is a key element in supporting my cause, a milestone I recently over came when I enrolled for this course.  It gives me a chance to concentrate on my educational commitments which would have been impossible without it. My location in London with hundreds of educational institutions, easy transport and communication network, and libraries to mention but a few is a key player is easing my load.  London also offers endless employment opportunities for both training and earning an income even before I complete the course. This will enable me develop my skills further alongside supplementing my merger financial resources. Achieving my objective widens my scope of employability opportunities and skills allowing to fit is London’s ocean of white collar jobs to which I have no access now. 
The weaknesses (mostly internal or personal) (Mullins, 2013) I may face achieving my aims and objectives mostly revolve around professional skills required and personal behaviour.  Achieving high levels of performance require improving numerous skills particularly communication. With all resources at my disposal libraries, online services, lecturers and opportunities to practice what I study that can be handled. After all the gap between what I have and what I need is very minimal. The amount of time that has to be dedicated to the course in order to be successfully completed is another worry to which I desperately need to find a solution. However, with external funding which automatically enables me to reduce working hours and minimal spending (cutting personal and family budget) the issue of time can as well be looked after.
The highest threat (most external) am most worried about is the institutional capacity to make me what am dreaming of. As much as I may be willing to succeed but with limited support from the institution/university, it may require me to stretch further than planned. The very high standards by university required of me is yet another threat that worries me. Britain’s exit from the European Union and change in government and policies regarding student finance (Niamh, 2017) and education system as a whole equally worry as well. What would happen if student finance and education system were to be abolished and altered respectively as promised by the United Kingdom labour party in the middle of my course!
All in all, the SWOT analysis is a very effective method used by so many organisations and individuals to assess capacity and for strategic planning purposes. The analysis so far gives me inner positive feedback and hope that am on the right track.

                             [image: ]
                                                      Johari’s Window Model.
Johari’s window model is a feedback, disclosure, relationship, self-awareness, team and personal development tool developed in 1955 by American psychologists Joseph Luft and Harrington Ingham.  It mainly focuses on team dynamics, and development, disclosure of information and getting feedback objectively, personality, and self-awareness development and training, as well as interpersonal communication.
 It looks at workplaces as being made up of people working in an environment built on mutual understanding alongside trust which enhances interpersonal co-operation a fundamental factor of high productivity and improved personal performance (Saxena, 2015)
  In many cases for fear of offending one another, people don’t tell others what they don’t like about them and likewise people tend to hide what they dislike about themselves (Morgan, 2017). 
Johari’s window tool helps to improve communication between workmates via self-awareness. If effectively used managers appreciate soft skills on top of building a conducive working environment rich in creativity and collaboration.  
In modern business world where soft skills, behavioural patterns and teamwork are playing a major role in improving and sustaining productivity, Jahori’s (relationship and personal development) window model becomes even more relevant. The model mainly divides content or information (skills and behaviour) into four panes or windows; 
Arena/Open free area
This pane represents information, feelings, behaviour, experience, values, knowledge, skills, and attitudes known to us as well as the public/everyone else or team. There is free and open sharing of information amongst team members, building of trust and higher levels of interaction. This pane enlarges as confidence and trust amongst team members grows resulting into wider sharing of constructive information, getting to know workmates better, working freely, and finally reaching higher individual and team efficiency capacity. Building on a bigger open area in all fields(learning and employment) it ensures better institutional cooperation and communication, less misunderstandings, better clarity, less mistrust and above all personal and team development to mention but a few.
Hidden Area
The ‘Hidden, or ,Facade’ (window) mostly represents information like feelings or interests we know regarding ourselves, however we categorise it as private and deliberately conceal it from other team members. This may as well include plans, bad intentions, secrets, worries, or inexperience. Through building of trust, higher levels of interaction and cooperation, individuals start moving or indirectly being dragged into ‘disclosure’ process letting go vital information regarding themselves further widening Open area resulting into higher levels of cooperation, productivity, trust, as well as less misunderstandings, conflict, fear, inefficiency and confusion leading to a more productive, and healthier working and learning environment. 
c). The blind spot pane (area)
This represents what the public or team known about an individual but the individual has no clue about. Through seeking and getting objective or constructive feedback it is possible to bring about self-awareness helping to widen the open area. The blind spot is a very unproductive area for both individual and team as some team members unknowingly do not operate to full capacity. Blind spot may as well represent knowingly held information making production or development personal or organisational slower than usual. Reducing this space through team members, managers or trainers helping colleague will widen the open area, enhancing higher productivity and faster development for both individuals and institution. It should however be note that individual holds key to disclosure, and seeking feedback, particularly pace at which it is done. All in all, management holds responsibility for creating a conducive environment for disclosure, feedback and rehabilitation. If successfully implemented this widens open area, makes individual more productive of being able to develop or learn at a higher level than usual (Horine, 1990)
d). Unknown pane or space 
Lastly but not least is the ‘Unknown space’ pane which represents information which is unknown to both individual and others (Mullins, 2005). It encompasses feelings, aptitude, skills and, attitudes that may be vital, undeveloped, unknown and hidden. Managers and trainers should endeavour to create an environment free from pressure, where nurturing of hidden ‘treasures’, talents, skills, and aptitude can freely be developed or unearthed through giving individuals a chance to experiment new things.
As much as we wish to widen the open area it should be noted that discovered or developed skills or talents’ destination after unknown area is not guaranteed.  It is still the duty of managers and trainers to ensure that individuals are helped and guided to avoid these discovered treasures from ending up either into Hidden or blind panes. If the unknown area is properly planned for and managed, it reduces the unknown area, and as long as these discovered treasures help widen the open area, it ensures improved interpersonal communication, smoother cooperation, coordination, as well as personal and organisational development.
Learning styles:
Honey and Mumford
Many scholars including Peter Honey, Alan Mumford (LeicesterUniversity, 2019) and Kolb, believe that people possess innate learning preferences which led them to base their closely related learning models on four preferences or styles: Reflector, Theorist, Pragmatist and Activists.
They suggest that people prefer to learn differently and recommend that for individuals to maximise their learning ability or experience, they should know how best they learn and should seek learning opportunities in those styles. 
Activists: Are described by (Morgan, 2017) as flourishing on the immediate, energetic, learn by doing, get their hands dirty, open-minded, rarely think in depth about their activities, prefer activities like brainstorming, competitions, role play and group discussions.
Reflectors on the other hand, are cautious and careful, taking in a lot of information before they jump in. They are keen observers, good listener and usually take informed decisions. Learn best through observing activities, feedback, paired discussions, coaching and interviews.
Pragmatists are as energetic as activistists, prefer already-made concepts, experimentation, enjoy trying out both new ideas and techniques.
Theorists are very perfectionists, systematic, logical, defensive and prefer using concrete information and theories. They thrive with statistics, models, quotes, stories and background information.
It is important to note that for effective learning and development of new skills to effectively occur, I need to adapt learning styles and activities for: pragmatists (discussions, case studies, problem solving, and experimentation), theorists (logical thinking, use of statistics, applying theories, and stories) as well as reflectors (being cautious, good listener, and good observer). 
All in all, my love for action, activeness, love for sports, extrovert nature of interaction even with strangers, open-minded, and appetite for action, activities related with activists greatly suit my learning and picking up of experiences. I greatly need to accommodate other people’s views not being self-centred, try experimenting, being patient and seeking for more information before taking decisions.
VAK LEARNING STYLE.
It is natural for all individuals to have a better way to learn, unique from others. It is vital to know how best one learns in order to make the process of learning for smoother and simpler. VAK learning style is one of many educators have singled out for its uniqueness.
It consists of three parts(learning styles): Visual, Auditory and Kinaesthetic or Tactile.
Visual learning style prefers seen or observable things or learning aids like maps, pictures, or diagrams. These students excel after observing and will always ask to have a look. It is a style I enjoy most because am not a fun of reading and made me learn doing presentations which was fun as am  a fun of reading. 
Secondarily is the Auditory learning style most associated with listening. Learning is easily done through sounds and most request to be told. Good at music and love to be given verbal instructions.
Lastly but not least is the Kinaesthetic learning style which prefers physical experiences like touch, feeling, hands on, let me touch people. Experimentation is a key word in the learning style. As a sportsman I greatly appreciate learning by doing and is also a very appropriate mothod for me to learn.
All in all, it is vital to learn other ways to widen scope of acquiring information though important that more easier methods are adapted for quicker learning. 


Personal Development Plan.
A personal development plan is a tool or document prepared with a sole purpose of developing your skills to achieve an educational or career objective. It is thoroughly and thoughtfully structured to help individuals, workers or students to effectively plan and own their learning, personal and career development process. It ascertains vital learning areas and actions that ensure adaption of new skills, alongside development of existing capabilities to enhance productivity, preparing for future roles and aspirations. It clearly stipulates individual’s long term goals, specific career goals, competencies, skills and experience gap, actions to be taken to rectify deficit and for how long.  Benefits of making a personal development plan are far reaching namely: improving of efficiency, effectiveness, confidence, avoiding over dependency, relating learning to career goals, motivation, maximising available resources, easy monitoring of progress, as well as being both proactive and reactive throughout the whole process. (Simon, 2013)


The above Personal Development Plan is both an educational and career path I intend to take for the next five years. Its end result is qualifying with a master’s degree in Business Administration and finally getting into teaching (lecturing), a profession I love, and worked in for almost a decade but at a far lower level.  
The journey I have already embarked on is broken into short term and long term milestones; two months to complete level 4, year one to have completed first year of level 5, year two to have completed second year level 5 and two years to have completed master’s program. Extra year has been added to cater for any eventualities. 
A lot of sacrifice is needed in order to achieve those targets particularly the high grades and skills. Whole essence of a Personal Development Plan is to develop and acquire skills and knowledge in order to be able to effectively perform or execute particular tasks in this case a master’s degree and teaching in a higher institution of learning.
Though teaching may be an art, it however requires one to be able to do things in a certain way which is taught or learnt. Communication (verbal, Nonverbal, Visual and Writing) skills are highest on development plan improvement or acquisition agenda particularly numeracy skills, commercial business awareness, public speaking, teamwork, time management, academic writing, reading, fast type writing, IT skills, presentation and listening.
The segments and their timings are particularly there to avoid drifting and to check on the progress of the plan particularly at the end of every year. A whole extra year has been added in as backup to cater for any setbacks.

Conclusion
[bookmark: _GoBack]This report looked at my portfolio starting with lifeline journey, to skills needed for employment, self analysis, learning styles, development plan and actions to take to achieve my goals.
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