



[image: ]Reflective portfolio






Module Title: Professional career development BMSW4005
Gina-Nicoleta Oprean 1918859
Lecturer name: Olubukola Adegbite




Table of content
1. Introduction…………………………………………………………………………………………….........................2
2. Personal development plan…………………………………………………………………………………………….3
3. Skills required for my future employment……………………………………………………………..……3/4
4. Concepts learned from this module…………………………………………………………………….………4/5
5. Conclusion…………………………………………………………………………………………………………….………..6
6. [bookmark: _Hlk68390677]Reference list………………………………………………………………………………………………………………….6




This Photo by Unknown Author is licensed under CC BY





Introduction: After completing 10 week of professional career development module, I’ve learned a lot of useful methods strategy which helps me to have a better understanding of the steps I should follow to improve myself and to achieve my goals. The feedbacks that I receive from my lecturer help me understand where I should make a change and what to improve to have good performance at workplace and in private life. Looking back, I could say that I improve many things and I collect a lot of knowledge which are helpful such as: 


	My goals
	Priority goal
	Deadline
	Possible obstacles 
	Improve my changes of meeting my goal
	Where can I ask for support?
	Review

	To take the driver licence
	-Learn the Highway Code
-Start driving with the instructor 
	I want to get my driving licence by the end of May 2021
	-I cannot do my driving lesson in Lockdown
-Not to learn the highway code in time  
	Learn from the highway code 2 hours every day
-Find the best instructor  
	Friends 
Family 
	

	To open a food trailer and become a self-employed 
	-Buy a food trailer

-Find a street for trading
-Get the licence from Council 
-
	I want to start working with my food trailer by the middle of June.
	The seller not to deliver in time the trailer
-Struggling to get the licences from Council 
	-Prepare the menu
-find the best supplier for my ingredients 
	My partner
Family 
Friends 
Business advisor 
	


Personal development plan 

[bookmark: _Hlk68379428]Skills required for my future employment 
For my future employment which it will be a restaurant manager, to get the job and to perform well, I will need the fallowing skills:
· Communication skills is one of the most important skill for a manager. It is important to have good communication skills to communicate with costumers and with the staff. A very important part of the communique is also listening not just speaking “Good listening skills are invaluable to forming a rapport with others. Most people react very strongly to feeling they are not heard or that someone is really listening” (Cottrel,2015). Communicating you can solve problems that apers at workplace either with colleagues or customers. 
· Time management is also important for good performance at workplace, not having a good time management you can fall to complete a task in time. Using 4D I manage my time Do my priority tasks, Delete tasks that are not important, Delegate tasks to someone who can help me and Defer tasks that are not a priority. 
· [bookmark: _Hlk68210239]Problem solving and decision making is the most important skill for a manager. A manager usually takes decisions to solve a problem, but it can be a problem that need to be solved right away and here the manager must take a quick and good decision to solve the problem. The identification of the problem is the first step the next step is to    search for alternatives options, compare your options and decide which one it will solve the problem, implement the choice, and see the results.     
· Commercial awareness: “The UK real estate students agreed that the most important definition of commercial awareness is a “person's ability to understand the economics of business” (Joanna,2018).  The understanding of how industry operate to make money, what your customers want, who are your competitors is what an employer looking for when recruiting. When you are aware about how things work in your organisation you can develop new market strategy, complete tasks easier and you have more chance to get a promotion. 
· Teamwork is also an important skill, working as a team can help to complete tasks in time, to find solution and to solve problems. Is going to be easier if all the team comes with their ideas and their solution to a problem. Teamwork is when you will help your colleagues in need and when they help you without expecting noting back.
· Patience is important when working with people, it can happen often to deal with an angry customer or dissatisfied in this case you need to keep calm and solve the problem without getting angry or upset.  

     Concepts learned from this module

I have learned a lot of helpful concepts from this module which is going to help me to improve myself at workplace and in private life such as:
· How to write good CV. My previously CV was an incomplete one and I was using the same CV for all the jobs that I was applying. When my lecturer teaches me how a CV should look like and what to include, I write a new one and I include all my experience from previously jobs I also include my skills and I mentioned that I’m multilingual. After a few days a restaurant manager contact me to come for interview.
· How to prepare myself for an interview. On week 6 of our module, we had a mock interview with our lecturer. Before the interview she gives us properly information on how we should prepare for it, to be dressed smart, to use body language, to do a research about the company to be able to ask and answer questions, to keep eye contact with interviewer and she also advise me to rehears with a friend or with myself in the mirror. I prepare myself the same way for a real interview and the result was that I got the job.
· Why I should and how to write a Personal Development Plan (PDP). From this module I learn that PDP is a method which helps you to achieve your goals step by step. The first step on writing a PDP is to set your goals think what you really want, see which goal must happen firs, set a deadline for when you want to achieve it, the deadline will push you to dedicate yourself more for achieving your goal, identify obstacle and opportunities, see what you can do to improve your chance to achieve your goals, find who can support you if required, review how you are doing. Setting up a PDP helps you monitor and dedicate to achieve your goals.
· Self-Awareness:  Oxford Dictionary definite Self-awareness as “Conscious knowledge of one's own character, feelings, motives, and desires” (Oxford Dictionary, 2018). From this module I learn that it is good to be aware of your traits, feelings, behaviours, weakness this will allow you to do improvements through different ways, you can ask for feedback from a friend or a relative to understand how others see you, what are yours defects and qualities from this you can do improvements. You can improve self-awareness paying attention on how other people and you behave in different situation either good or bad. More self-control will help you to make good decision in a situation. Understanding self-awareness helped me to make changes on my behaviour and outline my qualities to use them to find a suitable job. 
· Employment legislation is one other thing that I’ve learned from this module. The terms and condition of a contract must be understood and fallowed either from employer or employee. Is important to know your rights and the condition that a contract have. I’ve learned that employment legislation contains much more then I knew it for example the recruitment process “The Equality Act 2010 makes it unlawful for employers to discriminate against job applicants (and existing workers) because of a ‘protected characteristic” (Moodle, 2021), I understand that it is unlawful to be discriminate at workplace or at an interview because of a disability, race, religion, sex, sex orientation, pregnancy or marriage status. Your personal data which your employer have access at has to be used only for legally reasons, your employer is not allowed to share them in other purpose. For a full time, worker, the minimum amount of holyday paid is 28 days. Health and safety at work must be protected by the employers a safe working environment has to be provided by employers depending on the industry that you are working the health and safety change. 
· Career development: Cambridge Dictionary defined Career development as the process of learning and improving your skills so that you can do your job better and progress to get a promotion. Career development process contain four steps
Step 1-Discover yourself, identify what is important to you what are your interest and if they relating to career this will help to choose your next movements do develop your career
Step 2- Explore options: before choosing your field do research about the requirements that needed to achieve your goal. Have a good understanding of the industry before starting to develop your career, it can happen that you may don’t like the environment, or you do not have the possibility to work on that field. 
             Step 3- Make choices: at some point you need to make a choice and start your           career, when doing this it is very important to think and analyse your options is also important that you choose an industry that you like and suits you. Many people are starting career in industry that do not suit them or they do not like it, and this will affect the development of career.
Step 4-Take actions to achieve your goals 



Conclusion: Overall it may be said that from this module I’ve learned a lot of things that I already put in practice or I will put in practice to develop my chance for good performance at workplace and in private. I have more chance to get my dream job knowing how to write a good CV and how to prepare myself for an interview. I do have a clear view and I’m following my Personal Development Plan to achieve my goals and I m aware of my own character, feelings, motives, and desires I’m also improving myself. Employment legislation will help me either as an employer or employee and career development will help me to achieve my goals step by step.
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