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Introduction:

In this report we will be discussing about Professional career development which is very important for each and every individual to reach out to their specific career areas. Employment is essential to everyone but to be ready and trained particularly for a specific employment is required. For this we need skills and to development in our selves such as our behaviour, our knowledge and our capabilities, to know ourselves here self-awareness is important.
Self-awareness: Self-awareness is a concept to know ourselves internally what have we learned, how did we learned, what are our strengths or weaknesses and how we can improve the weaknesses and make the best use of our strengths.  (4th March 2020, 10.59)
So once we have known ourselves well we can also start planning how to improve ourselves which is known as self improvement.
Personal Development:
 Personal development consists of activities that develop a person’s capabilities and potentials, build human capital facilitate employability and enhance quality of life and realisation of dreams and aspirations.
Professional Development:
Professional development is learning to earn or maintain professional credentials such as academic degrees to formal coursework attending conferences and informal learning opportunities situated in practice.

Besides self awareness self motivation is also an important part. Without motivation one can not feel confident on the first place always. Feeling motivated in doing task at workplace or in personal life always makes the feedback better.
Self improvement is important to:
1.Improve our knowledge 
2.Develop our skills 
3.Enhance job prospects 
4.Help adjust to changes 
5.Keeping up to date 
6.Enhance understandings etc.
After talking about Self development and so on we will be approaching towards further discussion which is, what methods or theories we are going to adapt in our report. According to our study we have quite few theories they are: (SMART/ SWOT/ Maslow/ Johari/ 4 C/ Vark/ Honey & Mumford) in order to analyse our employabilty skills, capabilities, behaviours and learning style to enhance our proficiency towards employment.




Findings

Here we are going to talk about Personal (SMART GOAL) which is given bellow:
Paul J. describes the characteristics of SMART goals in his 2003 book, "Attitude Is Everything: If You Want to Succeed Above and Beyond." We'll expand on his definitions to explore how to create, develop and achieve your goals:
S = Specific (simple, sensible, significant)
Your goal should be clear and specific, otherwise you won't be able to focus your efforts or feel truly motivated to achieve it. When drafting your goal, try to answer the five "W" questions:
What do we want to accomplish?
Why is this goal important?
Where is it located?
Which resources or limits involved?
Example: You need to set some or one particular goal such as I need to get a job and for this I need to get myself a qualification for that.
M- Measurable:
It's important to have measurable goals, so that you can track your progress and stay motivated. Assessing progress helps you to stay focused, meet your deadlines, and feel the excitement of getting closer to achieving your goal.
A measurable goal should address these questions such as:
1.How much?           2.How many?
3.How will I know when it is accomplished?
Example: You need to be focused on the goal to and do the course with full focus and get yourself a degree.
Your goal also needs to be realistic and attainable to be successful. In other words, it should stretch your abilities but still remain possible. When you set an achievable goal, you may be able to identify previously overlooked opportunities or resources that can bring you closer to it.
How can I accomplish this goal?
How realistic is the goal, based on other constraints, such as financial factors?

R=Relevant
This step is about ensuring that your goal matters to you, and that it also aligns with other relevant goals. We all need support and assistance in achieving our goals, but it's important to retain control over them. So, make sure that your plans drive everyone forward, but that you're still responsible for achieving your own goal.
A relevant goal can answer "yes" to these questions:
Does this seem worthwhile?
Is this the right time?
Does this match our other efforts/needs?
Am I the right person to reach this goal?
Is it applicable in the current socio-economic environment?
Example: You have to choose wise the course because it’s important to choose the right course and get to the relatable job of you have chosen for you.
T=Time-bound
Every goal needs a target date, so that you have a deadline to focus on and something to work toward. This part of the SMART goal criteria helps to prevent everyday tasks from taking priority over your longer-term goals. A time-bound goal will usually answer these questions:
When?
What can I do six months from now?
What can I do six weeks from now?
What can I do today?
Example: By the one year of the Employability skills study I will learn and develop my skills and get myself a good job.

My SMART Goal
In order to finish my Employability skills course, I’m going to finish this course to get employment. And i will measure my progress by studying hard and attentively using my skills and capabilities and trying hard to get the best score from the result. This one year course will create confidence in me to progress my future and get myself to the desired goal.

why you are motivated to change your current situation – Maslow. You can link t with Covey’s 7 habits)

Motivation The Latin word movere, or motum, which means ‘to move’ was the original source for the word motivation (Webster's Collegiate Dictionary, 1941). Motivation has been described as what energizes, directs, and sustains behavior (Porter, Bigley & Steers., 2003). There are a variety of sources for motivation including goals, values, and the need for achievement, biological needs, and relatedness, among many others (Reeve, 2005). What moves people, and then keeps them moving, has been discussed at least since ancient Greece, but courses to teach motivation have been around less than 100 years, and the first textbook was not written until 1964. The first all encompassing motivational theories considered the ‘will,’ instincts, and drives. These attempted to explain all human motivation. 
Here I will write why I am motivated using Maslow’s Needs hierarchy (1943)
Maslow's hierarchy of needs is a theory by Abraham Maslow, which puts forward that people are motivated by five basic categories of needs: physiological, safety, love, esteem, and self-actualization. According to Maslow, we have five categories of needs: physiological, safety, love, esteem, and self-actualization.
Regarding my journey to return back to education I find myself in the step from Maslow’s theory are Self Esteem & Self Actualisation which are the last top two steps from the hieararchy. where I am to achieve my Higher Education, working on my life goals etc. After that a stable permanent job to accomplish a safe a healthy life with  fulfilment of peace and self satisfaction or feelings of joy and embracement (Self esteem).
Steven Covey’s 7 habits that helps me to be motivated, are given bellow:

Be Proactive: Take responsibility to direct, organise and enhance our lives 
Begin the End in Mind: Setting up and direct meaningful goals around values and roles.
First Things First: Organise and execute around the most important priorities.
Think Win-Win: Always look for mutual benefits in all interactions.
Think first to understand, and than to be understood: Listen closely to what people are saying.
Synergize: To produce a joint effect greater than the sum of their separate effects. Cooperate by respecting differences and building on strengths.
Sharpen the Saw: Continuously look for strengthen our body, mind and soul.

SWOT ANALYSIS

SWOT analysis is a technique developed at Stanford in the 1970s, frequently used in strategic planning.  SWOT was developed by Albert Humphrey. SWOT is an acronym for Strengths, Weaknesses, Opportunities, and Threats and is a structured planning method that evaluates those four elements of an organization, project or business venture. A SWOT analysis is a simple, but powerful, framework for leveraging the organization's strengths, improving weakness.


We can use SWOT analysis on ourselves to know our abilities and capabilities what are our strength, weakness how to overcome the weakness and find out our opportunities to minimise threats. If we have any weaknesses that can become a barrier in our employability and workplace. And how we can overcome those Weakness and convert it to our strength. At the same time we can use our strengths where we know where we can use it and  can make a good outcome using it.
Also we can find out what are our threats and how can we overcome the threats and Opportunities those are going to be beneficial in future decision making and so on.

Here i will be showing a SWOT ANALYSIS on myself is given bellow:

My Strengths
Good IT skills
Good communication Skills
Problem Solving 
Positive Thinking.
My Weakness

Lack of training for Workplace 
Time Management
Leadership Skills
Lack of Self Confidence.


My Opportunities

Develop IT Skills
Practice time management
Be Confident.

My Threats

1.Pandemic
2. Competitions
3.Challenges

Conversion Strategies

Strengths & Threats (ST): 
I can use my strengths to take advantage of them and use them to minimise my threats such as I can use my Positive attitude to deal with Pandemic situation where jobs are hard to get and keep applying for jobs online also use my IT Skills in that time what I already have.
Weakness & Strengths(WS):  I need to practice time management at home doing my daily home task and convert it to my strength and also minimise my lack of self confidence by communicating and socialise more, also get lots of feedback from people.
Opportunities & Threats: If I know what I need to focus on developing to bring up my skills than I can use it to minimise my Threats such as  working on my IT skills and use it this pandemic to find jobs online. At the same time I can practice using free time as we are in lock down hence nothing with the plenty of free time.

Skills Audit

What is Employability Skills?
Employability skills are the core skills and traits needed in nearly every job. These are the general skills that make someone desirable to an organization. Hiring managers almost always look for employees with these skills.
Moreover Employability are soft skills that allows to work well with colleague, applying knowledge to solve problems and to fit in into any work environment. Also professional skills that enables you to be successful in the workplace, these are also considered as transferable skills because you can apply them to a job in any industry.

There are kinds of employability skills and I’m going to talk about those skills which i lack of given bellow using Johari’s window :
Johari was invented in 1950s by Joseph Luft and Hari Ingham. It is a self awareness tool differentiated by 4 kinds of self information,
Known by people and yourself (Open)
Known by people but unknown to your self ( Blind)
Known to self but hidden from others (Hidden)
Unknown to self and unknown others.(Unknown)


Now I will link it with 4 Stages of Competence Invented by Noel Burch in the 1970s are given bellow:
1.Unconscious incompetence: In this stage you are not aware of the lacking yet others know it. From Johari model it’s called the Blind Spot area.
2. Conscious incompetence: This stage talks about the skills you are lack of you are aware of as well as people.
3. Unconscious Competence: The skills that appears in you naturally. Which can be considered as strengths.
4. Conscious Competence: the skills can be modified, and you believe it can come as a result in the most proficient way by practicing it well.

Critical Thinking
Critical Thinking refers to your ability to understand, analyze, and interpret information and draw conclusions. In any job, an employee will have to assess situations and solve problems. Employees need to think logically and make sensible judgments.
Analytical skills
Problem Solving
Creativity
Inductive Reasoning
Reasoning

Communication
All employers look for job candidates with strong communication skills. These refer to one’s ability to convey information clearly to others. Employers want employees with strong written, verbal, and nonverbal communication skills. Part of being a strong communicator also includes being a good listener; employees need to be able to understand the questions and concerns of their clients and listen to their employer’s directions.
Written Communication
Oral Communication
Interpersonal Skills
Active Listening
Attentive

Computer Skills
While most employability skills are soft skills, computer skills are hard skills that are required in all jobs. While some positions in the field of technology (such as software developers or IT specialists) require extensive programming knowledge, most jobs simply require basic experience with computers.
Microsoft Office program
Marketing based apps
Business apps 
According to Johari Model those are the skills I know I lack in which refers to the ‘’open area’’ from the model and linking it with 4C Model it results in ‘’Conscious Competence’’ which you can be proficient in it by practicing and learning.




















Learning Styles and Personal Development Plan
Acquisition of knowledge that leads to a relatively permanent change in behaviour which results from experience.
Learning can be deliberate and formal or unintentional natural activity or progression. Learning implies a different internal state, which may result in new behaviours and actions or new understanding and knowledge.

Different people learn differently. As an individual we have different characteristics in ourselves according to our life style, our capacity of understandings and different thinking processes. So accordingly there are multiple types of Learning styles according to every person. We can divide it in different styles.

Neil Fleming developed a method called VARK in 1987 which shows the ultimate styles of learning things differently.
Those are:

V= By Visual study strategy
A= By Aural study strategy
R= By Reading study strategy
K= By Kinesthetic study strategy

According to the styles I learn best by Reading study strategy and Kinesthetic study strategy.

Reading

People who learn by reading/writing basically reads books, articles, journals and also write it down to notes and memorising also.

Kinesthetic
Kinesthetic are those who chooses to learn by physical activities by visiting places and sites also by physically experiencing it. There are more of kinesthetic learning those are by attending classes and group activities, presentations also by doing, assignments as well as hands approaches.


Defining Personal Development Plan (PDP)
A personal development is a detailed action plan of improvement which is use to fulfil/learn/improve skills to help advance academic, personal or career baes goals. 
Here is my PDP showing bellow:
Development Objectives 	Specific Action	Barriers & How to overcome	Support Required	How will I know I’ve achieved it	Learning Style
1.How to achieve Leadership Skills	Practice taking more of lead to group discussion,		Being Shy, Being Nervous, Lack of socialising,	Practice gradually taking part in class activity.	From Lecturer, Coach, Line Manager	When it naturally appears it will show itself.	As a theorist I will try to focus on the problems and find the right solution for it.
2.Time Management	Practice finishing Tasks in daily life	Laziness, Not being Punctual	Family, Partner, Own self.	Feedbacks, Appreciation, Satisfaction.	Kinesthetic Learning
3.Good Communication	Socialising, Volunteering	Shyness, Introvert personality, 	Family, Friends, Lecturer	Feedbacks	Kinesthetic
5.Emotional Control	Being patient	Taking things personally	Family, Colleague, Friends, Teacher	Peaceful work life, Satisfaction.	Kinesthetic








Conclusion

This report tittle is Employabilty Skills which includes and holds a breif discussion about what employability and academic skills are and how important it is to be good employer and provides knowledge about how to gain, improve and develop those employability/academic skills required for the workplace.
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Appendices

The Questionnaire is scored by awarding one point for each ticked item. There are no points for crossed items. Simply indicate on the lists below which items were ticked by circling the appropriate question number.

2	7	1	5
4	13	3	9
6	15	8	11
10	16	12	19
17	25	14	21
23	28	18	27
24	29	20	35
32	31	22	37
34	33	26	44
38	36	30	49
40	39	42	50
43	41	47	53
45	46	            51	54
48	52	57	56
58	55	61	59
64	60	63	65
71	62	68	69
72	66	75	70
74	67	77	73
79	76	78	80
Activist 	Reflector 	Theorist 	Pragmatist				
			

Activist 	Reflector 	Theorist 	Pragmatist
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