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[bookmark: _GoBack]Professional career development skills are important to both employers and employees. It is important for the employer to know what I have to offer but of equal importance is the need for the me to identify my own strengths and weaknesses to be able to identify what my training and development needs are. Without being aware of my weaknesses I cannot convert them into a strength by beginning with self -reflection and feedback to start my self-development and improve skills and abilities. To start this journey I will use a swot analysis to help identify my strengths, weaknesses, threats and opportunities relating to my overall career goal and similarly a tows analysis  both of which are an acronym for threats ,weaknesses , strengths and opportunities . They also consider external and internal factors which impact on my goal. I have found personal effectiveness tools have been useful identify personality traits that I may or may not be aware of. 





According to Stephen r. Covey there are 7 habits to highly effective people, a lifestyle that allows you to recharge and be effective in the long run ,be proactive don’t let external influences rule you, take charge of your own future, begin with the end in mind have a vision or plan for what you want to achieve in life, prioritise your work load don’t get distracted by unimportant tasks and focus on what brings you closer to your goal, think win- win, take others into consideration it is mutually beneficial. Have the desire to see others point of view and learn from them ,seek first to understand listen to others point of views and then recommend rather than act on impulse ,synergise work as a team to produce better results by being openminded the last of the 7 habits are to sharpen the saw and grow by looking after ourselves physically mentally socially and spiritually in order to grow all 4 must be developed (COVEY 1989).
In order to be successful in my goal I will adapt these 7 habits and plan my own self development by completing my smart, then using the other analysis to identify the areas that require my development.

Smart is an acronym and usually stands for 
SPECIFIC/WHAT EXACTLY IS YOUR GOAL
MEASURABLE/HOW CAN YOU MEASURE IF YOU ARE ACHIEVING YOUR GOAL
ACHEIVABLE /ARE YOU GOING TO BE ABLE TO ATTAIN THIS GOAL
REALISTIC/IS YOUR GOAL ONE YOU ARE LIKELY TO ACHIEVE
TIME SCALE/WHAT IS THE TIMESCALE YOU HAVE ALLOCATED TO REACH YOUR GOAL
(MORGAN 2017 P38-40)


My smart objective is 
S- improve my employability by identifying my strengths and weaknesses in readiness for employability and personal advancement
M-I will be able to measure this by passing all assessments
A-I have previously attained a ‘levels and gcse so know it is within my capability
R-I am on the course attending all lectures and have achieved similar things before
T-I will achieve this by summer 2020.

In order to achieve my goal, I firstly need to identify where my strengths and weakness lie one way, I will be able to do this is to use a swot analysis.


STRENGTHS
I have 30 years of retail experience, dealing with customer service, wages systems, stock management and recruitment.
I achieved 8 gcse’s and 2 a’ level qualifications 
Adaptable to working as part of a team and individually

WEAKNESS
Having been out of management for 17 years my knowledge of computerised systems is out of date and needs developing
Speaking in front of others



OPPORTUNITIES
Career opportunities
Develop digital skills

THREAT 
Lack of confidence
Elderly dependant parent
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Tows analysis is another way of identifying the factors that could be improved to achieve my end goal. By using tows it also factors in external and internal influences.to use tows I will look at my results and try to convert them.

Using my STRENGTHS to take advantage of any OPPORTUNITIES
My retail knowledge would improve my opportunities of advancing my career back into a management role.


Use my STRENGTHS to minimise any THREATS
Take confidence from my experience and my abilities after 30 years of retail background

Improve my WEAKNESSES by taking advantage of any OPPORTUNITIES
Development through the skills in the workplace course to improve employability and digital skills gain confidence and show employers willingness to undertake new skills and be open minded to new challenges.

Eliminate WEAKNESS to avoid THREATS
Take part in presentations to gain experience and knowledge, put plan into place to have support with possible family illness, keep up to date on college work and stay ahead of all deadlines to avoid not being able to complete coursework by deadlines.


















A similar theory to the Stephen Covey’s idea of 7 habits is the go M.A.D framework which also develops its system around 7 tools to understanding how successful people think. The go M.A.D framework was developed by Andy Gilbert and Ian Chakravarty in 2001 aiming to enable people and teams to solve problems easier and improve productivity helping both individuals and companies to succeed by focusing on what they really want and how they plan on achieving it by understanding like Tovey how successful people think. At each different level of the triangle different areas are being identified the planning, then motivation by oneself and those around you then achieving the actual goal. If the goal isn’t achieved the framework is there to be able to reflect and revisit.
Working on my weaknesses is as valuable as developing my strengths to become balanced person.
1.WHY - to enjoy my job and be fulfilled by my career
2.DEFINE GOAL- enhance my career opportunities
3.PLAN PRIORITIES- manage time for all assessments and coursework
4.SELF BELIEF-I can achieve success, I have past management experience, achieved further education at a ‘level and I am now continuing development
5.INVOLVE OTHERS-family members are supportive and fully on board to enable me to meet my goals
6.PERSONAL RESPONSIBILITY- I am committed to the course and career development
 I will manage my time to achieve best results
7.TAKE ACTION AND MEASURE RESULTS-complete all assessments on time and to the best of my abilities, I will measure this by the completion of all module assessments and reflecting on my results
SEE APENDIX 1













Another way of structuring my  self development and evaluation would be to apply Maslow’s theory of needs to understand what I am motivated by ,there are 5 tiers to Maslow’s pyramid the first four are described as deficiency needs and at the top is self growth.The deficiency needs motivate us when they are not met but do not need to be met fully to be able to move on to the next level but with growth the need continues to be desired possibly even more so.This Photo by Unknown Author is licensed under CC BY-SA-NC



The physiological needs can be described as basic without theses we would have no motivation to try and develop onto the second tier safety which refers to  our stability regarding employment, housing,health.the third tier is for our need to love and feel loved as family and friends giving us the sense of belonging.Esteem can be split into two categories; self esteem and the need to be respected.Once these four tiers have been met then a person can realise their full potential and achieve their desired goal .Maslow contines to develop his theory and points out that people can be multi motivated and determined by more than one basic need .Maslow(1962) believed  self-actualisation could be measured through peak experiences ,when you see the world for what it is and the feelings of euphoria ,joy and wonder.Self-actualisation is a continual process of becoming rather than a perfect state (simplypsychology) majority of people will not achieve full self-actualisation and Maslow estimates that only two percent of people would reach that state.I believe that my tier would be the self esteem and until I can meet these needs then I will not be able to move onto self -actualisation.


 
 MASLOW’S Theory is a motivational theory compared to  Johari’s which is self awareness(LUFT AND INGHAM,1955) This Photo by Unknown Author is licensed under CC BY-SA

Johari’s window has four quadrants which contain and represents feelings and motivation known about a person and whether it is known by the person or by others. The aim of the window is to develop the open area because the larger that area the more effective we are (online business balls).
Quadrant one is the open arena- what we and others know about ourselves
Quadrant two is the blind spot -what we know but others do not
Quadrant three is the hidden -what we do not know about ourselves, but others do
Quadrant four is the unknown -what we and others do not know about ourselves
Johari’s window is achieved by asking and receiving feedback in order to develop the open area and reduce the blind side.














Self-awareness can assist me to recognise and evaluate my beliefs, values ,actions, reactions etc it can help me to not only see my own attitudes but also how I see others .The Myers Briggs type indicator was designed by Katherine Cook Briggs and her daughter Isabel Briggs Myers ,it measures how people perceive the world and how they base their decisions. The test breaks down people’s personalities into 16 different types. My Myers Briggs personality profiling test showed that I am an introvert character with the other categories of the test results being balanced.
SEE APPENDIX 2
Which learning styles are the best for me will assist me when I develop my personal action plan. Honey and Mumford (1992) identified that individuals have natural learning preferences closely related to Kolb’s reflective cycle.
They divided the groups into four types 
ACTIVISTS -enjoy new experience and enjoy the here and now, act first consider later
REFLECTORS-ponder over new experiences, think things through thoroughly before deciding, enjoy observing others and take a back seat
THEORISTS-logical, like to analyse and synthesise
PRAGMATISTS-keen to try new experiences to see if they work in practice 
[image: ]My questionnaire results showed I am a theorist/reflector the most common combination. Reflectors learn least from being forced into the limelight and theorist learn least from having to participate in situations emphasising emotions and feelings both connect with the Myers Briggs theory that shows I am an introvert.
SEE APPENDIX 3
   








[image: ]Another learning style I have applied is Vark which is an acronym for visual, aural, read/ write and kinaesthetic introduced by Fleming and Mills (1992). Vark’s questionnaire suggests strategies that are the most useful to assist the individuals learning as each individual learn differently. My completed Vark questionnaire showed that I learn best from kinaesthetic studies followed by read/write, this does not link with the Honey &Mumford which identifies my learning style as a theorist that likes reading.


























Having assessed and analysing my skills and knowledge using a variety of tools available to me ,to be able to achieve my career  goal of returning to retail management a personal development plan will provide me with the structure and guidance I need to be proactive and achieve my aim(REED ONLINE).Goals are most motivating when applied in the present and positively -I am able ,I will(COTTRELL 2013).A personal action plan will reflect me as a person and can be seen as building blocks on which to develop and understand myself(BURNS AND SINFIELD 2012) 
To fulfil my career goal,
 I will improve my communication skills both written and speaking by being successful on this course, I will develop these skills enabling me to communicate on all different levels from staff training, dealing with customers and management of all levels. 
I will develop my presenting skills with continuing practice for all assessments making sure I maintain eye contact with those listening to the presentation and reflecting on feedback I receive and from myself.
I will become more confident in my ability with success on this course and by gaining knowledge and experience.
I can continue developing my computer skills by daily use for my coursework.
All of these are measurable by my assessments and the duration of the course.

SEE APPENDIX 4















I have concluded that by undertaking this report I have learnt that by being aware of my weaknesses and what they are I have the opportunity to develop them to achieve my career goal .In respect of  Maslow’s theory confidence will enable me to develop on to the next level which I had identified in my swot and tows analysis. Similarly the Myers Briggs test categorised me as an introvert, all theories coming to the same conclusion. The learning preferences that I have identified as reading, writing and hands on experience will aid my development by knowing which way I maintain information the best, I believe that knowledge and experience are the best way of gaining confidence and achieving my career goal. I will maintain my motivation if I want the outcome and believe that it is likely. (WONG 2012)
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APPENDIX 2
Myers Briggs personality profiling test
Instructions on how to complete the test
•For each of the following 20 prompts choose a. or b.
•Record your answers on the score sheet directly below question
•The score sheet runs horizontally along the row before going down
•Choose the answer that you think most accurately describes you
•Even if you agree with both answers, check one you agree with more.
•Answer as you really are, not you want to be.
•Make choices for the majority of your life situations.
•Having strong interests should not be used to cloud the results.
•Think of situations in which you are free to be yourself.
•There are no right or wrong answers.
•Answer honestly.

Questions
1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one
2.a. interpret literally, or b. look for meaning and possibilities
3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating
4. a. organized, orderly or b. flexible, adaptable
5. a. more outgoing, think out loud or b. more reserved, think to yourself
6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical
7. a. candid, straight forward, frank or b. tactful, kind, encouraging
8. a. plan, schedule or b. unplanned, spontaneous
9. a. seek many tasks, public activities, interaction with others
b. seeks private, solitary activities with quiet to concentrate
10. a. standard, usual, conventional or b. different, novel, unique





11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate
12. a. regulated, structured or b. easy-going, “live” and “let live”
13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself
14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”
15. a. tough-minded, just or b. tender-hearted, merciful
16. a. preparation, plan ahead or b. go with the flow, adapt as you go
17. a. active, initiate or b. reflective, deliberate
18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical
19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate
20. a. control, govern or b. latitude, freedom


Put your answers in the score sheet grid below
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	b
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APPENDIX 3
Mumford and Honey questionnaire

[image: ]













2
13
16
14





	APPENDIX 4


REFERENCES

BURNS, T AND SINFIELD, S (2012) ESSENTIAL STUDY SKILLS.3RD ED. LONDON: SAGE PUBLICATIONS LIMITED
BUSINESS BALLS (2019) THE JOHARI’S WINDOW.AVAILABLE AT HTTP://BUSINESSBALLS.COM/27TH. OCTOBER.2019
COTTRELL, S (2013) THE STUDY SKILLS HANDBOOK .4TH ED. HAMPSHIRE: PALGRAVE MACMILLAN 
COVEY, S (2015) THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE.1ST ED. MIAMI: MANGO MEDIA 
FLEMING, N (1987) VARK. AVAILABLE AT HTTP://WWW.VARK-LEARN.COM/1ST NOVEMBER 2019
GILBERT, A (1997) GO M.A.D THINKING. AVAILABLE AT HTTP://GOMADTHINKING.CO.UK/27TH OCTOBER 2019
MORGAN, P (2017) THE BUSINESS STUDENTS GUIDE TO STUDY AND EMPLOYABILITY.LONDON: SAGE PUBLICATIONS LTD
REED (2019) PERSONAL DEVELOPMENT PLAN.AVAILABLE AT HTTP://WWW.REED.CO.UK/CAREERADVICE/PERSONAL DEVELOPMENT PLANNING/26TH.OCTOBER .2019
SIMPLY PSYCHOLOGY, MASLOW.AVAILABLE AT HTTP://WWW.SIMPLYPSYCHOLOGY.ORG/MASLOW/26TH.OCTOBER 2019
WONG, L (2012) ESSENTIAL STUDY SKILLS,7TH ED. BOSTON USA: ANNIE TODD

2

image2.png




image3.jpeg
Helpful

i
g
2
£
3
2

@n
15}
2
g
3}
=

Strengths

(uonezuv310 0y) JO SANGLNE)

uIgLIo [euIiuy

T

Opportunities

(UDWUOIIAUD DY) JO SANGLIIE)
ur31I0 [BUIN)XH




image4.jpeg
Helpful

i
g
2
£
3
2

@n
15}
2
g
3}
=

Strengths

(uonezuv310 0y) JO SANGLNE)

uIgLIo [euIiuy

T

Opportunities

(UDWUOIIAUD DY) JO SANGLIIE)
ur31I0 [BUIN)XH




image5.png
morality,
creativity,
spontaneity,

problem solving,
lack of prejudice,

Self-actualization

friendship, family, sexual intimacy

security of body, of employment, of resources,
of morality, of the family, of health, of property

Physiological




image6.png
morality,
creativity,
spontaneity,

problem solving,
lack of prejudice,

Self-actualization

friendship, family, sexual intimacy

security of body, of employment, of resources,
of morality, of the family, of health, of property

Physiological




image7.png
Known to Self Not Known to Self
Kn:;wn Arena Blindspot
Others ‘Open Self” Blind Self”
Not
Known | Facade
to | “Hidden Self Unknown Self

Others





image8.png
Known to Self Not Known to Self
Kn:;wn Arena Blindspot
Others ‘Open Self” Blind Self”
Not
Known | Facade
to | “Hidden Self Unknown Self

Others





image9.png
Fle  Home st Design  Transitions

25
»
ol
@

Click to add notes

Side220f25 [}

H O Type here to search

Animations

PCD Week 4 DB

Sideshow  Review  View Help 0O

Types of Learners

Theorist

QStudents need to
take time to take
in information

QThey prefer to
read lots of
material

QThey think about
something before

applying it

Search

Reflector

QStudents think
deeply about what
they are learning

QThey like things to
be fried and tested

QTend to be
reserved

1% Share

© Comments





image10.png
et Desgn Taors  Anmators  ShdeShow  Rave

Hep e Format

Kinaesthetic

=|ike physical activities

= Fidget with pens whilst studying

= |ike to try new things

= Do not like reading and often poor
at-spelling

= Use their hands whilst talking

Cicktoscdnotes

fype hre o search iy -




image11.png
Fle  Home Insert

Help O search

() PROTECTED VIEW B coeful—fes rom the e can contin viruss, Unless you et i, s e oty rtectd View. | _EnaeEding

g [)
GUERD
el
10

Siide 8 of 47

H O Type here to search

ure
Results

Person: Involve

Respon: hlluv‘ Others

The Go MAD® Framework

Plan
Priorities

The framework can be used at a personal level by applying the key principals to making a difference in your life.

© Comments.





image12.png
M S B UWTSD Hwb - AppsonGoc | [ 4. HoneyandMumfordieam | B 4. HoneyandMumfordic X | + v - x
<« O @ file:///C:/Users/audra/OneDrive/Documents/4.%20HoneyandMumfordLearningStylesQuestionnaire.pdf Yo = L e

Findonpage | Enter te No results Options X
4 ofs | P = 4 @) P Fittowidth [[) Pageview | A) Readaloud 7 Addnotes (S B | %

2
2
El
w2
a7
&7

™

Totss

G Febed Tt Pragmatst

H O Type here to search





image13.emf
                                                                          PERSONAL DEVELOPMENT PLAN                                            

DEVELOPMENT  OBJECTIVE  SPECIFIC  ACTIONS  BLOCKERS AND  HOW THEY WILL  BE REMOVED  SUPPORT  REQUIRED  HOW WILL I  KNOW WHEN I  HAVE ACHIEVED  THE OBJECTIVE  

IMPROVE  CONFIDENCE  GAIN  KNOWLEDGE  AND EXPERIENCE   PRACTICE  SPEAKING SKILLS  LACK OF  CONFIDENCE IS A  BLOCKER BUT  WILL IMPROVE  WITH  KNOWLEDGE  AND EXPERIENCE  MY  COMMITMENT ,   ATTEND ALL  LECTURES,  WORK  INDEPENDANTLY ,   PRACTICE  SPEAKING SKILLS ,   LECTURER  SUPPORT    AFTER EVERY  ASSESSMENT   SUMMER 2020  

SELF  DEVELOPMENT  THROU GH  LEARNING  TURN IN ALL  ASSESSMENT S  ON TIME AND TO  THE  BEST OF MY  ABILITY  MANAGE MY  WORK  COMMITMENTS  WITH COLLEGE  WORK ,   GET AHEAD OF  ANY  ASSESSMENTS  ALLOWING TIME  FOR THE  UNE XPECTED   MY  COMMITMENT ,   LECTURER  SUPPORT,  FAMILY   COMMITMENT  TO BE ABLE TO  TIME MANAGE  SUMMER 2020  


Microsoft_Word_Document.docx




		DEVELOPMENT OBJECTIVE

		SPECIFIC ACTIONS

		BLOCKERS AND HOW THEY WILL BE REMOVED

		SUPPORT REQUIRED

		HOW WILL I KNOW WHEN I HAVE ACHIEVED THE OBJECTIVE



		IMPROVE CONFIDENCE

		GAIN KNOWLEDGE AND EXPERIENCE

PRACTICE SPEAKING SKILLS

		LACK OF CONFIDENCE IS A BLOCKER BUT WILL IMPROVE WITH KNOWLEDGE AND EXPERIENCE

		MY COMMITMENT,

ATTEND ALL LECTURES, WORK INDEPENDANTLY,

PRACTICE SPEAKING SKILLS,

LECTURER SUPPORT



		AFTER EVERY ASSESSMENT

SUMMER 2020



		SELF DEVELOPMENT THROUGH LEARNING

		TURN IN ALL ASSESSMENTS ON TIME AND TO THE BEST OF MY ABILITY

		MANAGE MY WORK COMMITMENTS WITH COLLEGE WORK,

GET AHEAD OF ANY ASSESSMENTS ALLOWING TIME FOR THE UNEXPECTED 

		MY COMMITMENT,

LECTURER SUPPORT, FAMILY COMMITMENT TO BE ABLE TO TIME MANAGE

		SUMMER 2020





                                                                     PERSONAL DEVELOPMENT PLAN















































image1.emf

BURNS,T   AND SINFIELD,S (2012) ESSENTIAL STUDY SKILLS .3 RD   ED .LONDON :SAGE   PUBLICATIONS  LIMITED   BUSINESS BALLS ( 2019) THE   JOHARI’S WINDOW .AVAILABLE AT   HTTP: //BUSINESSBALLS.COM/ 27 TH   .OCTOBER.2019   COTTRELL, S   ( 2013)   THE   STUDY SKILLS HANDBOOK  .4 TH   ED.  HAMPSHIRE: PALGRAVE   MACMILLAN    COVEY, S (2015)   THE   7 HABITS OF HIGHLY EFFECTIVE PEOPLE. 1 ST   ED. MIAMI: MANGO   MEDIA    FLEMING ,N(1987) VARK .AVAILABLE AT  HTTP: //WWW.VARK - LEARN.COM/ 1 ST   NOVEMBER 2019   GILBERT, A (1997) GO M.A.D  THINKING.   AVAILABLE  AT  HTTP: //GOMADTHINKING.CO .UK/27 TH   OCTOBER 2019   MORGAN, P   ( 2017)   THE   BUSINESS STUDENTS GUIDE TO STUDY AND  EMPLOYABILITY .LONDON: SAGE   PUBLICATIONS LTD   REED(2019)PERSONAL DEVELOPMENT PLAN.AVAIL ABLE AT  HTTP://WWW.REED.CO.UK/CAREERADVICE/PERSONAL DEVELOPMENT PLANNING/ 26TH.OCTOBER   .2019   SIMPLY PSYCHOLOGY , MASLOW.AVAILABLE AT   HTTP: //WWW.SIMPLYPSYCHOLOGY.ORG/MASLOW/ 26TH.OCTOBER   2019   WO NG,L ( 2012)  ESSENTIAL STUDY SKILLS ,7 TH   ED. BOSTON USA  :ANNIE TODD        




Microsoft_Word_Document.docx

BURNS,T AND SINFIELD,S(2012)ESSENTIAL STUDY SKILLS.3RD ED.LONDON:SAGE PUBLICATIONS LIMITED


BUSINESS BALLS (2019) THE JOHARI’S WINDOW.AVAILABLE AT HTTP://BUSINESSBALLS.COM/27TH .OCTOBER.2019


COTTRELL, S (2013) THE STUDY SKILLS HANDBOOK .4TH ED. HAMPSHIRE: PALGRAVE MACMILLAN 


COVEY, S (2015) THE 7 HABITS OF HIGHLY EFFECTIVE PEOPLE.1ST ED. MIAMI: MANGO MEDIA 


FLEMING ,N(1987) VARK .AVAILABLE AT HTTP://WWW.VARK-LEARN.COM/1ST NOVEMBER 2019


GILBERT, A (1997) GO M.A.D THINKING. AVAILABLE AT HTTP://GOMADTHINKING.CO.UK/27TH OCTOBER 2019


MORGAN, P (2017) THE BUSINESS STUDENTS GUIDE TO STUDY AND EMPLOYABILITY.LONDON: SAGE PUBLICATIONS LTD


REED(2019)PERSONAL DEVELOPMENT PLAN.AVAILABLE AT HTTP://WWW.REED.CO.UK/CAREERADVICE/PERSONAL DEVELOPMENT PLANNING/26TH.OCTOBER .2019


SIMPLY PSYCHOLOGY,MASLOW.AVAILABLE AT HTTP://WWW.SIMPLYPSYCHOLOGY.ORG/MASLOW/26TH.OCTOBER 2019


WONG,L (2012) ESSENTIAL STUDY SKILLS,7TH ED.BOSTON USA :ANNIE TODD














image1.png




