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This report is all about employability, am I employable, how do I become more employable, the skills I have and how they can be applied to my chosen career path, the importance of reflection and putting a clear plan in place through Smart analysis. I have also done a swot analysis to highlight my strengths and weaknesses what opportunities I have and what could threaten my plans. How to strengthen my weaknesses and what my next steps are and how I plan to achieve them this is done using a personal development plan, putting a clear plan in place is the key to success. I will be discussing my thoughts and ideas on how I believe I am employable and how I could become more employable I have also taken the opinions of others through a wide range of books and websites just to get the opinion of the experts and what their thoughts are and if they match with my own. 
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I have learnt a lot about myself in the last couple of years especially about how far I can push myself, I have pushed myself past all my anticipated limits I haven’t let anything hold me back like I once used to. If something seemed hard and unachievable, I would not even try I would always say “I know my limitations”. But recently I have decided to push myself even if things seemed impossible, telling myself I would never know unless I try and if it doesn’t work out I can just re-evaluate things and start again on something more achievable. This has proved to be very hard work and at times stressful however, when I do get a win it makes it that much more fulfilling as I know how much hard work I have put in, where I once thought it to be unattainable.

When I started this University course I was already at College, having passed my BTEC 1st Diploma in Health and Social Care, I had then gone on to do my Maths and English GCSE, whilst attending a training programme at CGL Drug and Alcohol Treatment Centre to become a voluntary Drug and Alcohol Recovery Worker which would result in a paid position in time, plus running my own cosmetics business from my home. So I knew I may have bitten off more than I could chew however, I decided to give it my best shot and if it did prove to be too much I could withdraw from one of these although, I knew this would end up not being an option for me as once I start something I have to see it through as I don’t except defeat. High expectations often lead to success, this could be something that is very distinct that you desire to achieve or something that is more general like a plan and an ambition a vision of where you want to be and what you want to achieve if you limit yourself and set very low expectations the chances are that you will not achieve very much. (Cottrell, 2003, p.27). 

There once was a time when I would never have considered being a team leader however, this term I agreed to be the team leader for a group presentation with a little persuasion from my team mates and to my surprise I was quite good at it, so now I have decided to try new things as you will never know your true potential if you don’t even try. It is not a no that is the true enemy of leadership and change it is a “not yet” putting things off just prolongs your success and could indeed result in your failure, change has never failed because it’s too early however it could fail because of it being too late (Godin, 2008, p.101). 
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I am very passionate about helping and supporting individuals experiencing difficulties, especially vulnerable people this is what has driven me to study Health and Social Care. I believe I have many skills and knowledge to assist me to be able to become a Drug and Alcohol Recovery worker which is the profession I am planning to do. I have a head start as I have completed a training course at CGL a Drug and Alcohol Treatment Centre and I am now a volunteer for this company and with time I can have the chance to apply for a paid position within this company. One of our training days was dedicated to confidentiality as this is probably one of the most important things to learn in this profession and knowing what you can divulge and what you cannot is very important. Maintaining confidentiality enables you to safeguard service users, even sharing basic information can put them at risk so you must be aware of what you are saying and who you are saying it to at all times. (BTEC FIRST edexcel, 2013, p. 34). I am very empathetic, the definition of empathy is having the capacity to recognise and understand the feelings or difficulties of other individuals, basically being able to put yourself in someone else’s shoes, seeing things from their perspective. (Bounds, 2010, p. 197) I am also patient and kind I have an understanding for people with addiction and will be able to relate to them enabling me to be sensitive to their issues I am able to assist them without judgement and prejudice.

I am very sensitive to the needs of others and passionate about helping them to maximise their independence and helping them to fulfil their full potential. I am a strong communicator with the ability to talk and listen to clients. I am also friendly and tolerant, I am also capable of dealing with difficult situations, such as calming people down who are upset. I also work well under pressure. I have a very long history of working with people with addiction and mental health, both in my personal life and in my work life, so I have learnt the skill to be able to adapt to all different kinds of situations as people with these particular needs can have a change of personality almost instantly I have worked with very volatile individuals and I have mastered the skill of being able to be calm yet assertive all at the same time to encourage and persuade enabling me to diffuse such situations. Assertiveness is being able to communicate yourself directly yet honestly without the person feeling manipulated or bullied. (Maund, Schriek and Tinkler, 2017, p. 55).

 Because I am very open and treat my clients like people who matter this has encouraged them to open up about things they would have otherwise kept hidden, allowing me to get them the help they have needed and put safeguards in place to protect them and keep them safe. I have very good interpersonal skills I take a lot of pride in how I am perceived verbally and non-verbally. I think it is very important to be aware of your body language at all times as this can speak volumes without you even realising it. Effective communication is one of the most important skills in the workplace this includes verbal and non-verbal communication and effective listening, there are many parts to effective communication, we have non-verbal behaviour this consists of facial expressions it could be the way you move your eyebrows how much or how little eye contact you give, there are as many as 250,000 different facial expressions resulting in the quick thinking of the brain to acknowledge what signals are being dispatched by others. (Morgan, 2017, p. 253). I have gained quite a bit of knowledge from doing my academic and employability module about how to become more employable like the importance of having a good CV something that grabs the attention as this is very important as your first impressions count and if you don’t get them to look at your CV the chances are you will not get called in for that all important interview to even be able to present yourself giving yourself a chance at getting that job that you want. An employer gives your CV less than 10 seconds, so it needs to be just right. All CV’s should start with a strong opening. Be it a short personal statement or, if you have a lot of experience to talk about add that in, this is your chance to really convince an employer that the remainder of your CV is worth reading. It should consist of some very hard-working words that really sell at first glance. (Totaljobs.com, 2013). 
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According to Sinek (2019) ‘once you know WHY you do what you do the question is how will you do it’. I am very focused on my career plans and what I need to do next in order to move forward. I have a clear goal and that is to become a drug and alcohol recovery worker. So my first step is to start all of my online training on CRIIS safeguarding module as soon as I get my login details from my line manager and also to do my online SMART training so I can start to facilitate meetings once I have completed this. Alongside this I will continue with my English and maths, I will take my English GCSE in June or alternatively I will be graded for the work I have done in class and online since the lockdown, I was expected to pass the last time I was in College so hopefully that hasn’t changed since the lockdown as there has been a lot of added pressure and time has been a rare commodity. I will also take my maths assessment in June which may now be done online, and I was expected to pass that too so if all goes well I will take my Maths GCSE next year. I will also complete my University course and if all goes as expected I will pass that too and once it is completed I am planning on doing the level 5 at the end of the year. This is something I still need to investigate as I have not had time to discuss it with anyone because of the lockdown, but it is something I will investigate as soon as possible. 

Once the lockdown is lifted, I will also be able to go back to doing Women’s group and recovery workshop at CGL. I also need to read up on the safeguarding children’s and adult’s policies, Complete the children and adults e-learning modules, observe a home visit with staff, take urine and swab drug testing training, learn the harm reduction information sheet, observe needle exchange intervention, I have already had my needle exchange training, I have also done my naloxone training already so that is something I have been cleared on, I have also had my dry blood spot training so I will just need to shadow a member of staff whilst they are doing it and then I will need to be observed doing it myself, observe healthcare assessment, observe opiate medical assessment and observe alcohol medical assessments. The more training and experience I gain the closer I become to my goal. According to Cottrell (2008, p. 337) There can be no replacement for gaining experience in the workplace is it helps you to acquire a wide range of knowledge skills and even attitude that no amount of studying can teach, having some kind of work placement alongside your studies proves to be very beneficial.
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	STRENGTHS
	OPPORTUNITIES 

	Good team player
Good team leader
Motivated
An eagerness to learn
Determined
Good time management
Disciplined
Compassion 
Effective interpersonal skills
Empathetic 
Hard working
Understanding
Patient
	Studying at University
Studying at College
CGL training
Training on KHRIS
Online training
SMART training
Voluntary work

	WEAKNESSES
	THREATS

	Lack of computer skills
Lack of presentation skills
Lack of confidence
Over thinking 
Perfectionism
Anxiety
Lack of Knowledge


	Personal commitments
Financial restriction
Lack of childcare
Exhaustion
Not being able to juggle all commitments.
Child illness
Personal illness
Lack of time
Lack of resources
Poor internet connection
Lack of working materials
Lack of support
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I am aware of most my strengths some of these I acknowledged on my own yet some of them were brought to my attention, I have realised the more I push myself and step out of my comfort zone the more I learn about myself and the more I can achieve. You get ahead by understanding your strengths this helps when deciding on what career path to choose based on the things you know you are good at. (Pillay, 2014). Your strengths are what can aid you into becoming successful that is why it is very important to acknowledge them, reflect on them and build on them daily. My main strength is being able to interact with people being able to motivate by encouraging them to fulfil their full potential. I believe everyone has something to offer and can be amazing with the right help and support given the chance. I like to help people to believe in themselves, so would I definitely have to say that I am a people person. One thing I find I have a lot of is motivation and I have been told that I am good at motivating people which is quite a unique skill that I am very proud to possess. ‘Success is related to high levels of motivation’ (Cottrell, 2003, p. 27).
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I have many weaknesses but these I work on daily to try to turn them into strengths and because of this I have made some progress in this area, but I still have a long way to go. That is why these remain weaknesses, however some of my strengths were once my weaknesses so I know this can be the case for some of the ones I have today. Identifying your areas of weakness is just as important as being able to identify your strengths, as weaknesses can limit you from achieving your goals and can hold you back resulting in you not reaching your full potential. The great thing about weaknesses is that you can improve on them turning your weaknesses into strengths with some time and effort on your part. (Mercer, 2018) I would not have been able to do anything regarding computers 2 years ago but since going back to College and having to use computers for absolutely everything I have been forced into teaching myself how to do things on the computer through trial and error. I wanted to take an I.T course last year but with working from home, two days for my maths and English GCSE, two days of University and one day of training at CGL I just didn’t have any days left so I just couldn’t fit it in. However with the lockdown happening I have been forced into learning more about how to use computers to enable me to complete my assignments I have done this with the help of I.T support Google and YouTube and now I am so much more advanced in computer skills then I was before, however I still have a long way to go but am learning more every day. In order to be able to develop your skills and turn weaknesses into strengths this will need a level of reflection followed up by practice and more practice like they say practice makes perfect, however this on its own will not necessarily make you better at something other things are needed like feedback and the motivation to change and focus. (Morgan, 20017, pp. 36-37). 
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My academic goals are to pass my Maths and English GCSE and my University Skills for the Workplace Health and Social Care level 4 course and then to go on to doing my level 5 and then hopefully level 6 the following year. I would also like to be able to take an I.T course at some point so I can improve on my computer skills. I have a qualification in I.T but because it was so long ago almost 20 years ago to be exact it is no longer relevant and computer skills are one of my biggest weaknesses and it results in me not getting things done in a timely manner which is holding me back. I also intend to complete all my online training on CRIIS and to do my SMART training. My employment goals are to continue doing my voluntary work learning new skills and gaining experience, working closely with clients and facilitating groups. Through doing all of this I am moving closer to my main goal which is to apply for a paid position within this company as a Drug and Alcohol recovery worker. Having goals are what keep us moving forward and making continuous progress within our lives be it personal or career related, goals are the first steps in our Journey, and they are also our last (Osman, 2019).
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	GOAL
	To complete my skills for the workplace level 4 course 

	SPECIFIC
	To complete and pass all my assignments so I can complete my course

	MEASURABLE
	To complete all my assignments by September 2020. and pass all my modules 

	ACHIEVABLE
	To set 2 hours aside per day to study plus attending lectures 8 hours a week and start assignments by the third week of term.

	REALISTIC
	This goal is within reach if I put a clear plan in place and stick to it, because it is necessary in order to pass so I will put the work in to achieve my goal.

	TIMELY
	It can be achieved by September if I start now and stick to my plan as that gives me plenty of time to achieve.
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	Timeframe
	Short-Term
What do I want to accomplish in the next three to six months?
	Mid-Term
What do I want to accomplish in the next six months to two years?
	Long-Term
What do I want to accomplish in the next two to three years?

	My Goals
	Complete my University assignments
Pass my pre-GCSE Maths assessment.
Pass my GCSE English Exam
Continue my voluntary work in CGL drug and alcohol treatment centre.
	Pass my skills for the workplace health and social care certificate of higher education level 4 course.
Start and pass my skills for the workplace level 5 health and social care Batchelors degree.
 Enrol for my maths GCSE and pass the exam.
Enrol on a course covering basic Microsoft office.

	Start my skills for the workplace health and social care level 6 honours degree.
Enrol on a course covering advanced Microsoft office.



	Skills and Knowledge to be Learned
	Time management to make time to study all my subjects and set time aside to do my maths revision, go onto MathsWatch and MyMaths and complete all the work set and complete them in the time scale given.
Retention skills, to memorise all the math formulas. 
To work on English exam style questions and complete all the work set by Lewisham College on Seneca and Google Classrooms and complete them within the time scale given.
Build on my presentation skills for confidence in presenting to an audience.
	Build on mindfulness skills to aid with stress management when giving presentations.
Learn how to quickly reference all resources correctly using techniques from the Harvard handbook and similar.
Learn how to use Microsoft office suite proficiently to create basic, Excel, Word and PowerPoint documents
	Become efficient in creating assignments with lengthy word requirements.
Learn how to use Microsoft office suite proficiently to create advanced, Excel, Word and PowerPoint documents


	Next Steps
	Arrange childcare for the times I have free and am not at college, University or doing my Volunteer work to enable me to be able to study all subject areas.
Continue to go onto MathsWatch for maths revision.
Study and revise all of the papers and the questions in my AQA text book for English.
	To build on public speaking skills by doing more presentations and practising as much as I can.
Continue to use my student essentials referencing Harvard handbook resources
Research Information Technology courses to take that could help progress my office skills and access web content to build on specific Microsoft Office task as required.
	Continue to improve in efficiency in writing assessment with high word counts throughout the duration of my courses.
Enrol on an Information Technology course to build on my Microsoft Office Skills.

	Resources
	MathsWatch
MyMaths
Seneca
Google Classrooms
Moodle 
Online resources
Library
Textbooks
	UWTSD hub
Local speaker groups
Online resources
College prospectuses
Online courses
	University assignments
In class work sheets
Selected information technology course

	Time Schedule
	6 months
	2 years
	3 years

	When will I start?
	May 2020
	October 2020
	October 2021

	When do I expect to finish?
	September 2020
	September 2021
	September 2023









CONCLUSION

This report is all about employability how I am able to reflect in order to develop in my chosen career, the steps I need to take and my understanding of where I am today and the plan I need to put into place in order to be able to get to where I need to be setting goals is a very important part of career development. If your goals are unclear then what you need to do to acquire them will also be unclear (Morgan, 2017, p. 204). My SWOT analysis table is to highlight my strengths and weaknesses what opportunities I have and what things could threaten my goals and aspirations. The smart table shows me what my goal is and is it realistic and is it achievable and if so in what time frame, my personal development plan is me putting a clear plan in place to make sure that I can and will achieve all of my goals that I have set for myself and in the time frame I have set. I reflected on where I was, where I am now and what I did to get there and the thought process behind it. I looked at the skills I have and how I can build on those and turn my weaknesses into strengths helping me to become more employable.
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