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1. 
2. Introduction
 I believe we are all learning as we grow up, and I would like to improve my skills and increase my knowledge, although I want to build up more experience and confidence in order to develop myself in my career ahead. I chose this course Certificate in Higher education for the workplace as the modules seem really interesting for me and they are quite related to what I was doing for a living at that time. 
In my Portfolio I have written about my Life line including low and high points in my life.  I have stated some of my skills and knowledge I have and I have described different learning style and reflect on mine. I have written about Johari window and how to use it at work. Whether I am motivated enough or not the reader would find out after reading my portfolio as I am reflecting on my self-motivation as well. I explained what my understanding of UK employers are and presented my SWOT analyses including my strengths, weaknesses, opportunities and treats. In the end of my portfolio the reader will know my personal development plan and my employment goals and what I need to do to achieve them. 
3. Life line 
In order to reflect on my skills and what I have learnt from my high and low points in my live I will go through them, in particularly through the most important ones.
I am grateful for my achievements in my life till now. Alongside I have done a lot of good things and I have received an experience from my mistakes and achievements. Mainly I have high points in my life till now, but there are few low point, this is probably because I am positive person and I count more the good and bright side of my live. With this in mind the optimistic side is that we all have low points in our life for a special reason in terms of this there are happening to remind you who you are and where do you want to go and reach, to motivate you, to push you, to encourage you. 
Few of my high points are in Education, these moment for me were meaningful elements.  Next high part was when I pass the driving test and I got driving license. I managed to pay for it with my own money, which for the age of 17, 30 years ago, was not cheap. Initially I realized I was grown up enough to be useful for myself. 
The other useful experience for me was when I broke the shyness in me and motivate myself in the next high point when I participated in our traditional city event. At first I thought I cannot do it, but my motivation did a great job and later I felt grateful and proud of myself that I [image: ]achieved the next step of building my personality.

As I said earlier, education was the most significant part of my life and the next well done achievement was Bachelor degree. I am a person who want to learn constantly, so bachelor degree was not enough for me, that’s why I finished part time another bachelor degree- phycology teacher and in the mean time I managed to finish tour guide level as I love to travel and explore the world. When you travel you clear your mind, recharge with positive thoughts, and you are able to make right decisions and motivate yourself. 
For me the biggest learning started when I was 23 years old and then I moved to UK. I started studying English in Colchester College, then move to K College, studying English as well
  The most effective issue for me in my career was the low point when I was 27. I was about to step up in my career ahead, then I was displaced from someone else and that significant switch on my motivation to achieve even more, furthermore that point in life strongly inspired me and gave me a good start for the rest of my successful career ahead. At the moment I am running a department in one of the luxury hotels in UK Hotel du Vin Tunbridge Wells. The job help me itself to increase my experience, to attend many trainings and develop my skills.

2.1 My skills and knowledge and UK employer expectation
In order to define what employers want from their staff I will describe my skills, related to my job experience.
I am able to listen to the others and I quickly integrate myself within the organization. The real example is when I started my last job I had three days to learn everything about the role, company procedure and place before I took charge of the housekeeping department. In order to work safety for me the most useful aspect was when I participated in health and safety training, COSHH (Control of Substances Hazardous to Health Regulations) training, First aid training plus the experience I had from the past resulted in more self-confidence. 
I demonstrate good time management as when someone give me task to do  for a certain period of time I push myself and strictly doing it, even I always trying to get ready before the deadline. I pay attention to details. I am working in hospitality industry, in a company where we provide luxury quality with high standard of service to our guest. I am able to demonstrate ideas. I believe innovations lead to an easy-going work process.
What UK employers expect from their staff – the expectation is high and a complex of skills Purcell J (2009). Without honesty and integrity in all employee, the whole company will not get the expected results. To be a desirable employee by the UK employers I have to listen to the others to understand the team working process, company rules and procedures. With this understanding the employee will be able to integrate quickly. All companies also looking for a person who has got knowledge in health and safety rule at work in order to avoid work accidents, health issues and claims ahead. Also an employee with good time management is highly respected. That is another skills employee need to have to get easy to the position they want. An employee with well managed time will be able to meet the dead line of the task as an individual and score as a whole company. The company will have good reputation and feedback from the customers, additionally UK employers are looking for people able to pay attention to details, especially because this is very important in order to deliver high quality and professional company success.
2.2. Different learning style –Honey and Mumford’s learning cycles and VAC learning style
People are learning in different style. There is no right or wrong learning style as long we keep learning. We are all different and the best thing is to be aware of our personal learning style. There are a few learning style classifies by Kolb, Gibbs and Honey and Mumford learning style. Along with these there is Visual, authority and kinesthetic learning styles. According to appendix 1 and appendix 2, I will reflect on Honey and Mumford learning style as well as that I will describe my visual, authority and kinesthetic learning style. 
Honey and Mumford’s (1986) learning cycles 
After I did the worksheet in class exercise (see Appendix 1) I found out my different style of learning according to Honey and Mumford learning style. I am more reflector and theoretic than activist. While I am learning I use combination of review (reflect on what is good, what is not good, shell I do it this way or that way), conclude (that is using ready models and facts, proving that this will is working) and plan (I want to see how to put my learning into practice in the real world I like to see demonstrations of real world application)
I am the person who think it through first and  looking for any proved theories before  I make the decision. I am more a reflective learner in a class and that allows me  more time for thinking about new lessons, however I have to stop periodically to review what I  have read and  think of possible questions or applications. It is helpful  for me writing a short summaries of readings or class notes in my own words. That is  enable me to retain the material more effectively.
Everyone shows a preference for one or few of Honey and Mumford's learning styles. Each of these styles is associated with a different set of learning activities. Sometimes  there is no opportunities for us to choose our learning activities. Although if there is chance to choose we can choose those which best suit our learning style. Moreover it is beneficial to improve for myself in other learning styles, in order to get the most knowledge while learning.
Honey and Mumford learning style is very applicable at my workplace. I am leading a team and it is important for me to know their learning style. By understanding the learning styles of those under my supervision I will be able to tailor my activities to get the most out of their potential. Once recognize it I will be able to request certain task from a person with closure learning style in order to get the best results.
According to the worksheet in class exercise (see Appendix 2) my learning style is as follow:
Visual – 17, Authority – 6, Kinesthetic learning stile – 7
I use combination of visual, authority and kinesthetic learning style, but mostly I am a Visual learner as I remember the best what I see pictures, diagrams, films, demonstrations, etc. as a mainly  visual learner in a class I always try to find first diagrams, demonstrations, sketches, photos, or any other visual representation of course material that is predominantly verbal. I prepare a concept map by listing key points and draw lines with arrows between concepts to show connections, especcialy I write summaries or outlines of course material in my own words in term to improve my understanding of material. I Pay attention to visuals as some material like picture truly is worth a thousand words.
Importantly at the University, I am studying at the moment, the classes are presented in very interesting way. A good combination of presenting the information is used and this is helping me to understand better. I mainly listen to lectures and read material written on boards and in textbooks and handouts.
2.3. Johari window model
Everyone has the right not to share their hidden area and trust the others, but in order for trustfully environment there is a need of knowing to each other. Johari Window explaining that process, furthermore I will related to my workplace.
Fig.1 Johari Window model[image: ]
 
 As shown above in Fig 1. Johari Window model shows the process of giving and receiving feedback. It is important to be used in personal life and especially at work. Although the aim for everyone is to grow the open area, this is great example of how to build trust in the team, by reducing the blind area.
In my workplace all department, everyone can work toward an individual goal as well as the group's aim. In order to decrease blind spot between me and the team I am using feedback consistently and remain receptive to that feedback. Moreover I reduce the size of the hidden information from the group by telling them about perceptions, feelings, and opinions about things in others and myrself. This feedback tells the group members (in particularly my team) exactly where I stand, also they no longer need to guess about the meaning of my actions.
 As an experience team leader I suggest to the other team leaders to open their behavior to the group members, as because of this openness, the members will not need to interpret (or misinterpret) more personal meanings into behavior. They will see your actions and words, and they know you are open for giving feedback.
    2.4. Self-motivation
All of my achievement by now are results of my self-motivation, that’s why is important to describe it in deep.
Motivation is defined as “a human psychological characteristic that add to a person’s degree of commitment. It is the management process of influencing employees’ behaviour”. (Badu, 2005)
Conversely, Bartol and Martin (1998) relate motivation to the force that stimulates behaviour, provide direction to behaviour, and underlies the tendency to prevail. In other words individuals must be stimulated and energetic, must have a clear focus on what is to be achieved, and must be willing to commit their energy for a long period of time to realize their aim in order to achieve goals.
I am a definitely self-motivating person. What most motivate me is that feeling proud of myself after I achieved certain dreamed goal in my life, also this satisfied feeling when I earn the step by hard working, studying and pushing myself, motivates me for the next goal. I keep striving to learn more, to achieve more, and to reach further in my desires. Particularly authority is the other part of my motivation. When people surround you (friends, family or colleagues and bosses) appreciate my job, my achievement, this keeps me motivate as well.
Everyone can have a difficult time and period in their life. That’s why it is important to keep yourself surrounded with positive people. As one of the factor could let you down and demotivate is the negative people around you who do not support you. I need to find a way to keep improving my self – motivation, and check it at times to times in case of losing it. I need actively to keep the motivation level high in order to succeed in my life, whether a personal life achievement or work related.  
I am a positive thinker and believe in myself most of the time. That is helping me to set the goals easy and deal with the challenges ahead. According to the worksheet self-motivation I got 52 points (see Appendix 3). I get things done and I do not let anything stand on my way. I make a conscious effort to stay self – motivated, and I spend time and effort on setting my goals and acting to achieve them, also I attract and inspire the others with my success.

2.5. SWOT analyses
My Strengths – I have a tour guide certificate, giving me huge knowledge and allows me to explain about Bulgarian history and nature. I have Level 3 Admin, PA and secretarial Certificate helps me to deal with any paper work at work at the moment and gives me a bit more confidence in organizing tasks. I have been trained as a fire warden, which gives me knowledge about fire safety not only at work, but at home as well. I have attend Basic Legionella awareness training in water system (Based on ACoPL8), which gives me knowledge about how the bacteria in water can harm and how to prevent any cases. I have attend mental health first aid course that is helping me to deal with different people attitude at work and in life as a whole. I have amazing hospitality certificate giving me knowledge about guest expectation and how to deliver great service.
I am a good listener, I am able to communicate well avoiding any conflicts as I have got Bachelor degree Humanity teacher in four subjects (Psychology, philosophy, Ethics and world and personality). I have finished Bachelor Degree Sociology that’s why I am a very observe person. I like to talk only when I know the right things to say. That does not mean I am not talkative. I am talkative and social person. I communicate well with the others. Sometimes I use innovation to create different things as the routine can kill everything.
I am very organized and well-planned task person whether at work or in personal life. I lead one of the department at the hotel where I work.  I plan the daily, monthly and yearly tasks for the team at work, organizing training and updating for the departments. In my personal life I deal with all the bills and deadlines, organize holiday etc.
I am very strictly and critic to myself. That is a good strengths as critic encourages me for keep improving and moving forward.
Weaknesses – I am confident with the trainings and skills I gained by now, but I want to learn more. I need to improve my speaking and writing skills as English language is second language for me. One of my negative habits is when I deal with more than one task at the same time and that is how I do not get them done quickly and efficient at the same time. I should learn how to concentrate all my energy in one thing and avoid this strivings for more.
Opportunities – I have the opportunities each month to do a departmental presentation. As a head of the department to talk and present ideas, what we achieved and how we did it. Also planning the next goals for the next month. This will help me to eliminate or reduce my afraid of public speaking ahead.
Threats – Getting guest complains stop me to succeed as an excellent manager at my workplace. This is hard to avoid as guest they have always right and they keep complaining. This is a big challenge. Also another threats is conflicts in the team could show lack of well coordinate the team and training.
4. Understanding and expectation of world employment
Employability is a complex term. Adecco (2012) describe being employable as, “ […] having the skills, attitudes and belief necessary to win a job, succeed in that role and move on to an even more fulfilling role in the future” (p. 40). Many higher education people finding it difficult to become employed in the sectors they were aiming at ( Bridgstock, 2009) .The key for success is  employer’s ability to find the right person at the right time and at the right place. Employee with higher education always been attractive to employers due to their skills of analysis, critical debate, ability to make connections and read widely.  Billett’s research shows how the evolving relationship between self and work impacts powerfully upon the development of self-identity, self-awareness and personal agency (Billett, 2010). Reflection is part of this progression and the development of reflective skills assists with the process of knowing how to learn. Reflecting on learning achievements can empower the learner to make intelligent decisions about how to move ahead with their learning needs. Working towards becoming a reflective practitioner enhances what a worker can bring to their job role, as well as the development of their future career plans (Schon, 1983)
When experience, learning, theory and practice are merged together, there is a far better chance for innovation than seeing any of the aspects separately. Gray (2001, p. 24) indicates that reflecting actively and usefully is a process that generates the development of “a dynamic synergy and dialectic between academic learning and work-based practice”. 

5. Personal development plan and employment goals (see Appendix4)
To write my personal development plan is quite responsible as I will draw my next chapter in my life. I need to think in deep what I want to achieve and where I want to see myself in few years’ time.
My first goal in my life is successful completing Level 4 Certificate in higher education for the workplace. This is a short-term time goal as I have only few week left to study hard and prove my skills. To achieve this goal I need to prepare assignments. For that purpose I need to be organized as in the same time of studying and preparing for the exam I am working full time. A good preparation is need as there is dead line for that. Also I need to pass all the criteria and show to the lector that I understand the module and implement the skills I gained during it in my assignment. The lector is giving me all the guide and support I need.  
My mid- term time goal is to start a counselling course. As I said earlier one of my strengths is that I am a good listener and I like to work with people, listen them and help them. In addition to my university study this course will help me to build more knowledge and confidence of how to interact with people in my life. This is a good opportunity and advantages in my career development ahead. It is always a bonus a certificate like this.  I need time to study and high striving to achieve this goal. This course will help me to develop a strong foundation of knowledge and competency that can be transferred into my work. On the other hand this course is related to a degree I already have, so I am positive about it as I think it will be easy for me to study through it. 
My long – term goals is to finish successfully bachelor degree in Business management at University of Wales Trinity Saint David. For that goal I need to develop different skills and complete all the modules. I am highly motivated and I will use all my strengths to achieve it. I need to develop my weaknesses in order to manage all the step leading me to my goal. 
I see myself in the next 5 years (see Appendix 5) as a successful person in my career. I will finished bachelor degree. I will be working with people in the organization. I will be managing people, helping them by using my knowledge and skills. After I get my degree and fished the counselling course I will be able to use both of them in my career achievements.
 Also I see myself as a mother. I will have family with children. This is my personal plan creating family. For that purpose I need to be social, meet more people, analyze them and choose the right one for me.
The other personal goal is travelling around the world. For that purpose I need to save money, organize holiday at work, choose destination and enjoying.


6. Conclusion
People may well be clear on what they wants to achieve, but unclear about what they need to learn to do it, they know they need to learn something, but cannot necessarily specify it in advance (Brookfield 1984). In addition to that I can clearly state I know what I want to achieve and that’s why I am studying in this University now and literary I am writing my report for my professional career development.
We are all learning when reflect on what happened. People constantly reflect in order to understand events in their lives and as a consequence hopefully add and enhance meaning. Reflection is associated therefore with “looking back” and examining the past in order to learn from what happened and perhaps not repeat mistakes. However, it is also increasingly associated with reflecting on action (Schon, 1983) and encourages an exploring of thoughts and feelings; looking for insights; and maximizing on self-awareness which all tie the process closely to identity formation (Lacan, 1977).
In this writing I have described different part of my portfolio including life line, my SWOT analyses, my personal development plan, self-motivation, I explained my learning style and what UK employer expect from their staff. 
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Honey and Mumford: Learning Styles Questionnaire

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the
results depends on how honest you can be. There are no right or wrong answers. If you agree more
than you disagree with a statement put a tick. If you disagree more than you agree put a cross by it. Be
sure fo mark each item with either a tick or cross. When you have completed the questionnaire, continue
this task by responding to the points that follow.

_N\ 1. | have strong beliefs about what is right and wrong, good and bad.

. | often act without considering the possible consequences.

1 2
i 3. | tend to solve problems using a step-by-step approach.
D 4 | believe that formal procedures and policies restrict people.

E\ 5. | have a reputation for saying what | think, simply and directly.

ﬂ 6. 1 often find that actions based on feelings are as sound as those based on carefut thought and
analysis.

@ T { like the sort of work where i have time for thorough preparation and implementation.

] 8  iregularly question pecple about their basic assumptions,

& 8. What matters most is whether something works in practice.
& 10. | actively seek out new experiences.

_N\ 11.  When | hear about a new idea or approach ! immediately start working out how to apply it in
practice.

& 12. 1 am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a
fixed routine etc.

[J 13. Itake pride in doing a thorough job.

& 14, | get on best with logical, analytical people and less well with spontaneous, "irrational” people.
m_ 15.  lake care over the interpretation of data available to me and avoid jumping to conclusions.
g 16. | like to reach a decision carefully after weighing up many alternatives.

D 17.  I'm attracted more to novel, unusual ideas than to practical ones.

Q 18.  1don" like disorganised things and prefer to fit things into a coherent pattern.

m_‘ 18, Taccept and stick to laid down procedures and policies so long as ! regard them as an efficient
way of getting the job done.

H_ 20. | like to relate my actions 10 a generat principle.

HH_ 21.  Indiscussions | like to get straight to the point.

& 22.  itend to have distant, rather formal relationships with pecpie at work.
[] 23. tthrive onthe challenge of tackling something new and different.

[Z] 24. tenjoy fun-ioving, spontanecus people.

u 25, 1 pay meticulous attention to detail before corning te a conclusion.
D 26.  |find it difficult to produce ideas on impulse.

] 27. Ibelieve in coming to the point immediately.

& 28. 1am careful not to jump to conclusions too quickly.

D 29. | prefer to have as many sources of information as possible -the more data to mull over the
better.

D 30. Flippant people who don‘t take things seriously enough usually imitate me.
31.  1listen to other people’s point of view before putting my own forward.
&mu. | tend to be open about how I'm feeling.

in discussions | enjoy watching the manoeuvrings of the other participants.

i prefer to respond to events on a spontaneous, flexible basis rather than pian things out in
advance.

| tend fo be attracted {o technigues such as network anatysis, flow charts, branching
programmes, centingency planning, etc.

It worries me if [ have to rush out a piece of work to meet a tight deadline.

| tend 1o judge peopie's ideas on their practical merits.

Quiet, thoughtful people tend to make me feel uneasy.

| often get imitated by people who want to rush things.

It is more important to enjoy the present moment than 1o think about the past or future.

| think that decisions based on a thorough analysis of ail the information are sounder than
those based on intuition.

i tend to be a perfectionist.

in discussions | usually produce lots of spontanecus ideas.

in meetings | put forward practical realistic ideas.

More often than not, ruies are there to be broken.

| prefer to stand back from a situation and consider all the perspectives.

| can often see inconsistencies and weaknesses in other people's arguments.
On balance i tak more than | listen.

| can often see better, more practical ways to get things done.

| think written reports should be short and o the point.

| befeve that rational, logical thinking should win the day.

t tend to discuss specific things with peopie rather than engaging in social discussion.

i like people who approach things realistically rather than theoretically.

In discussions | get impatient with irrelevancies and digressions.

If I have a report to write | tend to produce lots of drafts before setting on the fina! version.
1 am keen to try things out to see if they work in practice.

I'am keen fo reach answers via a logical approach.

i enjoy being the one that talks a lot.

in discussions | often find | am the realist, keeping people to the point and avoiding wild
speculations.

t like to ponder many alternatives before making up my mind.
in discussions with peopie | often find | am the most dispassionate and objective.

In discussions I'm more likely to adopt a “iow profile” than to take the lead and do most of the
talking.

I like to be able to relate current actions to 2 longer-term bigger picture.
When things go wrong | am happy to shrug it off and "put it down to experience”,
I tend to reject wild, spontaneous ideas as being impractical.

It's best to think carefully before tzking action.
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On balkanee | do the listening rather than the talking.

{fend to be tough on people who find it difficult to adopt a logiczl approach.
Most times | believe the end justifies the means.

i don't mind hurting people’s feelings so long as the job gets done.

i find the formality of having specific objectives and pians stifling.

I'm usually one of the people who puts life into a party.

| do whatever is expedient to get the job done.

1 quickly get bored with methodical, detailed work.

| am keen on exploring the basic assumptions, principles and theories underpinning things and
events.

I'm always interested to find out what people think.

| like meetings to be run on methodical iines, sticking to faid down agenda, etc.
| steer clear of subjective or ambiguous topics.

| enjoy the drama and excitement of a crisis situation.

People often find me insensitive to their feelings.

You score one point for each item you ticked. There are no points for crossed items. Circle the

questions you ticked on the list v&o@
(4

Totals

TS
4 13 (3)
(%) 8 11
(19 13
17 m.uwv 21
23 G 27
24 20 35
37
1 @ &
%0 49
@.& @D 50
g g <
51 54
a8 <7
)
75 70
74 73
80
vist _um_smm_.mﬁ

Your result may show that you have a particular _@m_ﬂmzw styie. it may be useful to bear this in mind as you
approach tasks. Was the approach you adopted the best one in the circumstances? Would adopting another
leaming style have improved you performance?
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18. When I have to revise far an exam, I generally:
a) write lots of revision notes and diagrams
talk over my notes, alone or with other peopie
imagine making the movement or creating the formula

15. If I am explaining to someone [ tend to:
a) show them what 1 mean
&B) explain to them in different ways untit they understand
¢) encourage them to try and talk them through my idea as they do it

20. 1 really love:
watching films, photography, tooking at art or people watching
b) listening to music, the radio or talking to friends
¢} taking part fn sporting activities, eating fine foods and wines or dancing

21, Most of my free time is spent:
a) watching television
talking to friends
¢) doing physical activity or making things

MNm:;aﬂnd_._nmﬂm:ms_umao:__:m&__i
./\M.w arrange a face to face meeting
b) tailk to them on the telephone
¢} try to get together whilst doing something else, such as an activity or a meal

23. 1 first notice how people:

3 look and dress
b} sound and speak
¢) stand and move

24,11 am angry, 1 tend to:
MMV keep replaying in my mind what it is that has upset me
b) raise my voice and tell people how I feel
c) stamp about, slam doors and physically demonstrate my anger

2a. [ find it easiest to remember:
k faces
b) names
¢) things I have done

26, 1 think that you can tell if someone is lying if:

“@]> they avoid iooking at you
b) their voices changes

c} they give me funny vibes

© V Chislett MSc & A Chapman 2005,

VAK Test

From www. businessballs.com, Not to be sold or published, Authors accept no liability.

27. When I meet an old friend:
a) I say “it's great to see you!”
b) Tsay "it's great to hear from youl”
@ I give them & hug or a handshake

28, I remember things best by:
writing notes ar keeping printed details
b} saying them aloud or repeating words and key points in my head
¢} doing and practising the activity or imagining it being done

28, 1f I have to complain about fauity goods, 1 am most comfortable:
@ writing a letter
b) complaining over the phone
¢} taking the item back to the store or posting it to head office
30. I tend to say:
1 see what you mean

b} I hear what you are wwﬁ:.n
€) I know how you feel

Now add up how many A’s, B's and C’s you selected.

A's = %wM\ Bs= C's =

If you chase mostly A’s you have a VISUAL leamning style.

If you chose mostiy B's you have an AUDETORY learning style.

% !
If you chose mostiy C's you have a KINAESTHETIC learning style. /) %M\% Gi (a5 Q,\\ N\ﬁ\% Q\Aﬁmw
i

Some people find that their learning style may be a blend of two or three styles, in this case read
about the styles that apply to you in the explanation below,

When you have identified E_.._T learning style{s), read the learning styles explanations and
consider how this might help you to identify leaming and development that best meets your
preference(s).

Now see the VAK Leaming Styles Explanation.

© V Chislelt MSe & A Chapinan 2005,
From www.businessballs.com. Not te be soid or pubhished. Authors accept no Licbility.
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How Self-Motivated Are You?

Taking Charge of Your Goals and Achievements

Are you motivated to achieve what you really want in life? And how hard do you push
yourself to get things done?

Wanting to do something and motivating yourself to actually do it are two different
things. So, what's the difference between those who never reach their goals, year after
year, and those who achieve one goal after another? Often, it's their self-motivation.

Self-motivation is the force that keeps pushing us to go on - if's our internal drive to
achieve, produce, develop, and keep moving forward. When you think you're ready to
quit something, or you just don't know how to start, your self-motivation is what pushes
you to go on.

With self-motivation, you'll learn and grow - regardless of the specific situation. That's
why it's such a fundamental tool for reaching your goals, achieving your dreams, and
succeeding, in this journey we call life.

So, how self-motivated are you? We've put together a short quiz to give you a better

understanding of how self-motivated you are. After the quiz, we'll discuss some specific
tips for improving your self-motivation, so that you can achieve still more in your life.

The Self-Motivation Quiz

Use the online test below, and click the 'Calculate my total' button at the foot of the test.

© Mind Tools Ltd, 1995-2008.

 ['m unsure of my ablhty to achieve the goals I -
sct for rnysclf L. E/ L L'____ E B

leffort and work even harder ifI've suffered a Ej e
setback ' - .
et goals and objectwes to achieve my vision 0
formyllfe -
I think posmvely about settin g goals and
making sure my needs are met.
I use rewards (and consequenccs) to kecp
myself focused. For example, if I finish my
report on time, I allow myself to take a coffee
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5 |1 believe that if I work hard and applymy e
|abilities and talents 1 will be su ccesl

8 [When an unexpected event threatens or
'eopardizes my gaal Ican tend to walk away,

[ tend to worryabout why I won't reach my “

goals, and T often focus on why something

[ create a vivid and powerful vision of my
L future succcssbeforecmbarkmg on a new goal e |

Total= 0

Score Interpretation

'Score Comment

T"

‘Wonderful! You get thmgs done, and you don't let anythmg stand in your

way. You make a conscious effort to stay self-motivated, and you spend
44-60  Isignificant time and effort on setting goals and acting to achieve those
goals. You attract and inspire others with your success. Treasure this - and
be aware that not everyone is as self-motivated as you are!

- {You're doing OK on self-motlvatmn You're certainly not failing -
{however, you could achieve much more. To achieve what you want, try to

i

{528"43.- - lincrease the motivation factors in all areas of your life. Read the relevant .
% © 77 |sections below, and work on them to strengthen your self-motivation. .
}f" You allow your personal doubts and fears to keep you from succeedmg

| You've probably had a few incomplete goals in the past, so you may have
I 1227 convinced yourself that you aren't self-motivated - and then you've made

that come true. Break this harmful pattern now, and start believing in
yourself again. The tools and tips below will help you get back your
motivation.

e
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Personal Development Plan

Section 1 - My Goals

What are my overali goals
that | want to accomplish
in this time period?

Example: become a
Student Affairs Officer;
learn computer graphics

Section 2 - Skills and
Knowledge to be
Learned

What specifically do | heed

need toworkon? . -

Examp!e Student adwsmg,

Banner, Dreamweaver
develop a procedures
manual '

Sectlon3 Next Steps e Co
o Lm 4 j &

How am l go:ng to acqulre 3 /

the skills and knowledge? ;

il 5"!‘-
//

How am I ‘going 1o do this.

Exampie take :
‘Dreamweaver c.‘ass, do an

Informatronaf :nterwew, set
up a pro,-'ect autime R

_ ord
to learn? What projectdo |

B

Short-Term Time Frame

What do 1 want to

Mid-Term Time Frame

What do | want to

‘| ‘accomplish in'the next

three to six months?

“accomplishinthenext — |

six months to two years?

Lonish CEHren
gducadt O
[

il 5

(,uuf-f’l’”""
mext eV

Stot o
coteiselld b

Long-Term Time Frame

What do  want to
accomplishin the next
two to three years?

o rsly B
z?Jgéymz eamiv(j
2Ot vinceue

j&a’mb[’. C‘W‘-J

U,vi’O.\'J bt”

[
NS

'": D

ffﬂi "w«f“"‘“w‘k +

J J_ff ?iﬁ/’

4o Lowk PO f(zf iy

: / A ga z_=j“.?;l r'f/ L

.'/ ’

£ 5 Y.

1!

Develo ,!:u i /}/
L f,j et [ )

Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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Short-Term Time Frame Mid-Term Time Frame Long-Term Time Frame
What do ! want to What do 1 want to What do | want to

SR |..accomplish in the next accomplishinthenext | accomplishinthenext [
three to six months? six months to two years? two to three years?

Section 4 - Resources

/ //"{/L ﬁ JEReN /fdf a¢ (:; e
! ) !f’],f

pud

What resources do | need?

oo g
C g s
3 3j}{’} BLA] Vi

mm—

Example: free time; funding

s
;
L=

Section 5 - Time Schedule

What is my time schedule?

“whenwisara | 1911012018\ 5[0 5 /2019 15/10] 2019

5t when do | expect to finish?

)5/04] 2020

sene Trwier | ) o1 [ 209

Date

Wh?’h- have .|.C0mp_|_e__i_:_ed each :
St

nog /i /2019

Date
5 { 4 ~ (r- { f iy !
0// /102009 )
_ . |
Date
|
Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
i
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SMART Tasks Specific - Measurable - Agreed - Realistic - Time-bound Name | Sveoiuls

specific task (what is the measures ’ soreed | realistic timings |comments/actions (follow
skill or ability area | task or abjective? attach | (standards and gre . (start/finish | up notes - attach details if
- " (isit?) (isit?) -
details if appropriate) parameters) appropriate)

G : _
\a\.&&\&k\ws \n\(\—hul@
Hoen

This management tool was developed by alan chapman consultancy and you may use it personally or within your organisation provided copyright and www.businessballs.com is
acknowledged. Publication in any form or use in provision of business services to a third party is not allowed without permission from alan chapman. Support and advice on
using this system is available from alan chapman via email advice@alanchapman.com. Free online training and systems (and explanation of task delegation and other theories)

are at www.businessballs.com. © alan chapman 2002. :

ac16/02/2003

www.businessballs.com. © alan chapman 2092
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Your lifeline

Many people find it helpful to look back on their experiences in order to think about what
their priorities are and what they want from life. Producing a lifeline helps to give shape
to the past rather than see it as a confusing jumble of events and experiences. This can
be the first step towards considering the future and moving forward,

1.

Print this form and, starting from your birth to the present day, note down key
events in terms of the extent to which they mark high or low points of your life.

2. Were these key events instigated by you or the result of outside influences?
3.
4, Think about what happened and how you felt. What does this say about you and

Do these experiences have anything in common?

how might that affect your future decisions?

This lifeline should show your high and low points. Include key events in your life.

High points

f.ow points

Source: http://www.open.edu/openlearn/ocw/mod/oucontent/view.php?id=281308&section=2.1

Copyright © The Open University




