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STUDENTS WILL PRODUCE A 4,000 PORTFOLIO OF EVIDENCE WHICH DEMONSTRATES AN UNDERSTANDING OF THE SKILLS AND KNOWLEDGE WHICH CONTRIBUTE TOWARD WORKING EFFECTIVELY, THEIR READINESS FOR EMPLOYMENT, AN UNDERSTANDING OF PERSON STRENGTHS AND AREAS FOR FURTHER DEVELOPMENT, AS WELL AS ESTABLISHING THEIR EMPLOYMENT GOALS AND DEVELOP A PERSON ACTION PLAN/DEVELOPMENT PLAN.

Introduction: -
This report or portfolio of evidence is going to cover my skills and knowledge and how it contributes to working effectively.  Understanding my strengths and areas for further development through reflection.  Establishing my employment goals and how I am to go about it by covering how to apply for jobs, interview techniques and equal opportunities policy.  I will go into details of how to develop my person action plan/development plan.  “we have much more personal responsibility for developing good social relations, making relationships work and forming judgements about the appropriate behaviour in any setting.  We all, too, have a greater individual legal responsibility for our decisions and actions” (Cottrell, 2010).
Self evaluation
This is who I am:  extremely sensitive, empathetic, friendly, shy, I love people although I love my own space too, to get in touch with myself.  I am independent, I suppose I have had to be as I brought up two boys on my own, who fortunately turned out brilliantly.  I am strong, considering what I have been through.  I am tidy, I don’t like living in a disorganised environment, so that makes me organised too.  I am respectful of others because I like to be respected too.  I love peace and hate confrontation,   but I will retaliate if I am treated unfairly.  My only drawback is I give up at the first instance if I feel like I am failing at what I am doing.  SWOT analysis: “A SWOT analysis is a useful, quick tool for taking stock of your situation.  It is a simple way of analysing your level of readiness for a new task.  It can take you to the core of an issue very quickly.  SWOT stands for Strengths, Weaknesses, Opportunities, Threats” (Cottrell, 2010).
In order to work effectively, one needs ‘People Skills’, these are inter-personal skills, being able to work effectively with a range of people.  Intra-personal skills are being open minded when it comes to one’s attitudes and emotions, ‘People Skills’ are vital to one’s success in a wide range of careers.  These are important for a successful economy as much as knowledge, information and technical skills.
In the modern world, we are much more likely to interact and work with all kinds of people from all walks of life globally, unlike in the past where work was restricted in one area, where you also grew up.  People are personally responsible for having good social skills in order to work well with others, without bias or judgement.  Ones decisions and actions have now legal implications too which wasn’t the case in the past (Cottrell, 2010).
Self-motivation
Having done the self-motivation quiz on moodle, I scored 35 marks, apparently this means that I was doing fine at self-motivation.  I was not failing but I could achieve more.  In order to achieve what I want; I was to increase the motivation factors in all areas of my life.  Self – efficacy is a belief in own ability to succeed and the ability to achieve the goals we set for ourselves.  This belief has an impact on how to set goals for yourself and the choices you made towards achieving those goals.
When you develop a level of self-confidence in yourself not only you start believing you can succeed but you start to recognise and enjoy the successes you have had along the way.  Eventually you will be inspired to achieve more in your life.
According to Cottrell, (2010), these are techniques some people use to motivate themselves:
Being realistic: nothing is achieved without setbacks, effort and hard work and even times when you feel like giving up.  Being positive is a good thing but one must be realistic.  Being unrealistic can find unprepared for obstacles in your way.  Therefore, having in mind that nothing is straight forward prepares you.  Otherwise it could come as a shock and lead to failure and giving up.
Setting high expectation: it is good to set high expectations for yourself.  Setting low one, you end up achieving very little and missing out on opportunities.  Setting high expectations, you must have a good plan, making sure you are proactive in creating the right opportunities.
Setting realistic milestones: some goals set can be challenging and can take longer to achieve; therefore, it is important to set yourself targets to keep yourself motivated that you are on the right line to success.
Rewarding achievement: It is important to reward yourself when you reach in between targets.  It does not have to be big reward.  For example, a tea break, doing something fun such as calling a friend or having a meal.
Harnessing support: it is good to have support from a group or a friend to check in on you that you are meeting your targets.  Having that support from outside circles can has a massive impact on your success.
Recording success: if you keep a record then it is easier to monitor and reward your achievements.  It is useful to see your achievements on the task at hand and for future reflection to see how far you have come and a future motivator too for further goals.
Hunting out the interest:  it is far easier to succeed at a task if you enjoy it. Often if you find a task difficult, you are more likely to find it boring too.  However, you can make a task seem interesting even if it was not to begin with.  For example, you can set up challenges and targets for each stage of the task, do a variety of research on the subject therefore increasing knowledge and interest, which motivates to know more about the subject matter.  All having said, one must have an idea what motivates them and work on it (Cottrell, 2010)
Skills and knowledge
Employers normally look for persons who have several qualities.  Employers should have suitable personal transferable skills, motivation, skills and expertise required for a specific role, if appropriate and personality. For example, how one feels about taking risks, diligence in your work, willingness to learn to do well.  Qualities will be different from company to company (Morgan, 2017)
Employability skills are a set of social mannerisms that can be learnt to assist you in working with other people in different settings.  These mannerisms and skills are personal, although they are not inborn but once learnt can be used in different settings, therefore they are transferable.
It is hard to say what Employability Skills are as there many types of skills.  In the 1990s, the emphasis was on communication, interpersonal or social skills. It was thought that individuals must be good at oral communication and be good at teamwork.  Now, the focus is on having a wide range of skills which can be used in many different settings.
According to Moss and Hind (2005), does not only discuss traditional skills such as communication, interpersonal and social skills, but also learning and study skills, body language skills and numeracy skills. Skills of a complex nature such as working with, and leading other people, problem solving, decision making and critical thinking are covered as week as in information gathering, consultancy, and undertaking extended projects.  Skills such as making a presentation, being interviewed, and taking part in sales or negotiations.  These are core skills that can be used in your career development.
When the then Prime Minister of the UK, Tony Blair came into power, he explained that ‘education was the best economic policy we had’ (cited in DfEE, 1998).  However, after a study by Brown and Hesketh, 2004; Lafer, 2004, found that qualifications were only part of the solution and that soft skills were very important in low and high end of the labour market.  “Soft skills are defined by Moss and Tilly (1996) as skills, abilities and traits that pertain to personality, attitude and behaviour rather than to formal or technical knowledge” (Maund, et all, 2017).
A wide portfolio of employability skills is being fully supported by both the public and private sectors.  It comes from several different sources, such as employers, educational validating bodies and government.  The job market has changed from being about the bright young academics to being centred on the person with management aptitude, shown in the employability skills, in addition to their abilities intellectually.   Therefore, due to employers demands, educational institutions are more focused on employability skills training.  Employability skills development is very important on courses approved by universities and courses at colleges (Moss and Hind,2005).
I am fortunate enough to be employed in the area of health care and I embarked on Level 4 in Health and social care to be prepared for a higher position in the industry than I am currently doing.  There is a lot of emphasis on team working, communication, verbal and none verbal, good listening skills, interpersonal skills and intrapersonal skills too as I work with people from all over the world and look after people from all over the world too.
Teams and communication is a very big part of my job, so I will give you a brief meaning of what a team is according Maund, et all, (2017), teams are groups of people who are there to do relevant tasks of the organisation they work.  They might share one or more goals. Teams are there to achieve tasks that are related to a common goal. In order to do this people must interact with one another way to be successful at the task or tasks.
Communication is also a vital part of my work and this involves verbal and non-verbal communication.  Hasson, (2015) states that communication uses words, written or spoken to transmit thoughts, ideas and feelings.   My work, working with vulnerable people with dementia is vitally important.  Non-verbal communication is about sharing ideas, information and feelings without words.  It is about body language such as posture, gestures and facial expressions.  Non-verbal communication gives you an idea of the meaning to the attitude and feelings of the person behind them.
I am fortunate enough to have embarked on this course while working in the industry I wish to remain for the forceable future.  I hope to go and apply for a better job once I qualify.  I feel I will be ready for employment in a better position because I have learnt new skills such as presentation using power point, excel for qualitative and quantitative research therefore my IT skills have gone up a notch.  My team working skills have very much improved through learning about conflict resolutions, and the benefits of team working.  I have been able to learn more about what all these skills are about and why there are important.  “Businesses and corporations are well aware of the potential of teams and frequently use them to carry out the missions of their organisations” (Maund et al, 2017). 
Personal strengths and areas of further development: -
I believe to work in health and social care you must have some of these strengths which I believe I possess.  You must care for the welfare of other less able than you.  Respectful to others no matter their background, race, ethnicity, culture, gender, sexual orientation.  You must be hard working in order to get things done.  You must be reliable, employers want staff that they can rely on, who will turn up for work regularly and on time.  You must be compassionate to those not as fortunate as yourself to work in the health care industry and empathetic to others.  I believe I possess all these qualities. I am enthusiastic about my job even when I am not feeling up to it.  I am confident even when I do not feel like it.  My communication is up to par and I believe I am trustworthy, and I have good time management because I like to be on time.  “’Soft skills’ are skills such as oral communication and teamwork, which are less easily quantifiable than academic qualifications”.  “Employers value soft skills in the following areas: 1. Managing yourself: intra-personal skills: Self-reliance, self-awareness and focus; the capacity to learn, plan action and take the initiative; resourcefulness, motivation and realism”.
2. “Managing people: people skills: Networking; teamworking; communication skills in negotiating, persuading and influencing; customer focus; leadership and ability to support and motivate others; cultural awareness; languages”.
3. “Managing projects: Skills and qualities: Business awareness; a strong work ethic; being able to get on with a task and achieve a result; application of IT skills; numerical reasoning; problem-solving; managing projects; versatility, flexibility and multi-skilling; willingness to take risks; competitiveness; being logical, methodical and systematic; being practical and results-orientated” (Cottrell, 2008).
Further development skills:  I must further develop my ability to  priotise , which is knowing what task should take precedent.  Working under pressure is a skill that is very important in most organisations.  There is a lot of demands in health and social care, caring for vulnerable people.  Its important to be flexible as tasks can need to be done at short notice and in health and social care, they tend to work on a rota basis and shift work.  Therefore, flexibility is important as you can be called on at short notice.  My IT skills will need to be developed further because now I only have basic skills. “Learning takes place in a sequence involving three inter-related stages”.  The learning model involves, experience which is about new encounters and conditions, reflection is about new encounters and conditions by self and other people’s opinions and learning of new encounters and conditions (Hind and Moss, 2005).
The art of reflection: -
One example of a reflective model is GIBBS 1988.  This consists of description of the event, how you felt at the time.  Evaluating what was good or bad, analysis, analysing the situation to make sense of it.  Conclusion to investigate what else you could have done and the action plan, what you would do in a similar situation.  This reflective process requires you to be open-minded and reasonable when considering your own skills and this requires a, methodical viewpoint (Hind and Moss, 2005).
According to Cottrell (2010), reflection is a type of thinking.  It is associated with deep thought aimed at better understanding.  
Reflection in other words is about hindsight, for example if I had done this or that, it wouldn’t have happened.  However, there are people who make the same mistakes all the time.  “it takes time and practice for people to develop good reflective skills” (Cottrell, 2010).
The growth of your reflective skills helps to refine your ES because only through experimentation and analysis will you learn (Hind and Moss, 2005).

Employment goals: -
I am currently working in health care industry and I plan to stay in this industry.  I embarked on Level 4 to better my chances of a better Job, less demanding physically.  I have been thinking of applying for the post of assistant social worker.  First and foremost, I will search up on indeed for a vacancy on an assistant social worker.  I will have to analyse the vacancy for required skills and experiences, examine the job description and then person-specification, then decide if I qualify to apply.  I also have the option of staying on at my current job and applying for a senior role if a vacancy should arise.
 Person action plan/development plan: -
The plan is look for a better job after level 4 “the job-seeking process involves six stages: exploring, researching, applying, interviews, following up, and negotiating” (Maund et al, 2017).  Skills: I am caring, respectful of others, hard-working, reliable, compassionate, enthusiastic, confident, good communication skills. I feel in work I need to improve on priotising, not good at working under pressure and I am not flexible.  I need more practice at IT skills.  Strengths: I have good time management; I like to be on time.  I am loyal, I like working on my own initiative, I do not wait around to be told what I ought to be doing.  I am honest, hard-working, organised, reliable, if I say I am going to do something, I make sure it is done.  Currently the job I am doing needs me to be a team player therefore I am a team player.  I am trustworthy and I take it upon myself to be motivated, to enjoy what I am doing always however difficult it might seem.  Weaknesses: I am not flexible because I do not like last minute changes, I like to know what I am doing days in advance.  I do not like to work under pressure and I easily give up when things are not going my way.
I have enjoyed learning presentation skills, which required me to work in a team.  I learned that in order to achieve an end goal within a team, you must compromise, you must drop your ego in order to achieve the result of a task or project.  This realisation is going to make me a better team player in future.  “Working in a high-performing team can be an extremely rewarding experience.  All those in the team understand each other, practically support each other and encourage each other as the task progresses.  They put their ego aside for the good of the team” (Morgan, 2017)
I will have to design a CV to apply for a job, I must have to have a different CV for different jobs although I can have a template from which to design individual applications.  A CV is about creating a personal brand which includes; knowledge for example qualifications, your attributes such as personal strengths, your skills such communication, team players and so on and then how you like to spend your time, for example hobbies.  According to Morgan (2017) “this means that you need to think about what makes you special – and make sure that the employers get to see it, for the right reasons”. A CV should have a covering letter which is an introduction of your CV.  A CV is the bones, a cover letter provides the link and muscle.  “The covering letter gives the employer a formal introduction to what is contained in the CV”.  Key to writing a successful covering letter is your potential to write concisely and clearly to capture the employer’s interest (Morgan, 2017).
I will be updating my CV on the ‘Indeed’, joining LinkedIn and looking up on government websites for vacancies.  Before applying I will have to do a research on the different organisation I might be interested, by contacting them directly.  According to Morgan (2017), it might help you to consider the following in order to deduce if you want to work for that organisation.
· “What is the organization’s strategy for doing what it wishes to do? (This may be challenging to find out since it is commercially sensitive, but it will show you where the opportunities might be within the organisation in a couple of years.)”
· “How does the organisation train and develop its staff?”
· “What is it like to work there – are individuals friendly, or are lower level employees not treated well?
· Are there many rules and procedures to follow or are people fairly free to get on with their work in their own way?”.

Interview: -
To show professional brilliance, you will need to organise your message, foresee the questions, write down your answers, rehearse your answers, organise your appearance, and lessen your nervousness (Maund et al, 2017).
It is vital to understand that the interview is perhaps one of the few possibilities you will have to find out about the organisation before you dedicate to working for it, if you are given the possibility to do so (Morgan, 2017).  
I would be interested in a company that believes in equality and diversity, therefore monitoring equal opportunities, equality and diversity in the workplace and recruitment. “Legislation on race, sex, disability, age, sexual orientation, and religion is aimed at protecting against unfair practices and discrimination”.  However, it does not mean that all workers and in all areas of work within the company will be affected equally, nor that there is no discrimination whatsoever (Cottrell, 2010).
According to Hind and Moss (2005), one of the reasons for an interview is for communication purposes with the interviewer to use your well-advanced verbal and non-verbal communication skills.  Furthermore, the interview will be looking to initiate your intellectual skills and so a complication may be placed, or conditions put to you to decode.
The main communication skills needed for doing ‘well’ at an interview are likely to be interchangeably as those used in a good discussion.  Creating a good understanding, smiling and speaking clearly are usually vital, however being skilled at enchanting in conversation is not going to be enough for doing ‘well’ at a selection interview (Morgan, 2017).
When an employer puts out a vacancy for future employees to apply, he is looking for certain qualities and skills, therefore an interview is a two-way communication.
According to Cottrell, (2010) employers naturally want no difficulties when it comes to recruiting.  They want the job done to a minimal cost.  They look for recruits who are as much as its possible, already skilled, confident, who need minimal direction and training, and who will understand what is expected in the interest of the organisation.  This is different for each organisation. For some organisations, it means they only employee people with prior experience; and others, it may mean that new employees are expected to read work situations well, be quick learners and be able to work on their own initiatives with minimal interruptions to work colleagues and supervisors.
“Apart from specialist skills and knowledge, employers consistently argue that they want graduates to have better ‘soft skills’.  Soft skills are those skills which are often hard to measure but which oil the wheels of any work situation” (Cottrell, 2010).
I can offer my employer a world of life experiences such time management, organisation skills, time management, hardworking, reliable, compassionate, caring, trustworthy and range of other learned skills such as presentation skills. “Employers are likely to have much more interest in your broader development and its applicability to their workplace than subject knowledge” (Cottrell, 2010).
Conclusions: -
I have self-evaluated myself, investigated who I am, what makes me work effectively with others and how I can improve myself.  I have examined my strengths and weaknesses.  Looked into reflective skills, my employment goals.  Discussed development plan for applying for jobs and interviews.  It is vital to have good team working skills as most employers find that to be important in health and social care.  “The ability to work effectively with other people is a demand made by everyday life.  There will be many times in your life when you will have to work in a group and be responsible for completing certain tasks which will contribute to an overall whole” (Hind and Moss, 2005).
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