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Executive Summary

The purpose of this report is to analyse the importance of professional career development through learning and understanding the process of recruiting a management position for a business. The report outlines the barriers of learning and how it can be implemented through studying. The value of professional development plan will guide individuals to a successful future. This report will also discuss the various study skills which could help individuals to maintain good progress throughout their learning career. 
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Introduction 

Professional Career Development is extremely important for any individuals, who would like to have a successful career in an organisation. Career development will help individuals towards achieving a lifelong goal and gaining promotion within a business. It will also help an individual to build their own strengths and further improve their knowledge. Planning on a successful career is the positive approach for individuals to achieve their lifetime achievement and this will also create job opportunities for the future. As an individual you are responsible for your own career development, you will need to be consistently developing your own skills which will allow you to keep on track in order to achieve your career goal.
To achieve a professional career in an organisation, it is important to study and develop specific skills and knowledge required for a business. The key skills which are needed to deliver in a business are self management, problem-solving, teamwork and critical thinking. It is important to develop these skills as employers will look for individuals with these specific skills in order to make the business successful. Learning specific skills could be challenging at times therefore it is important to write a self- assessment plan which will help individuals to develop their skills. It is important to get regularly feedback on specific skills and knowledge which will help individuals to believe in themselves and their ability achieve their ultimate goal.
The aim of the report is to analyse the key planning on a professional career and also the importance of developing employability skills for individuals to be employment ready. Without employability skills it will make it difficult to be ready for an employment. It is vital for individuals to learn and develop these skills if they would like to have a successful career in a business.
The most important part of a business is the recruitment process. It is essential for businesses to have a good recruitment process as this will guide them to recruit the best candidate for the business. It is crucial for businesses to recruit the right individual for the job as it will have a good impact on business long term. The benefit of a recruitment process is that it will help narrow the selection of the best possible candidate for the job role.
 The procedure of recruiting a management position in a business would be to advertise on social media, recruitment centre and job centre plus etc. Once you have received all applications you would need to select a group of candidates for a phone interview. Successful candidates will then be invited for a face-to-face interview. During the interview process you would narrow it down by assessing and scoring individuals, by setting them tasks to complete on employability skills and then select individuals for the final interview. During the final interview you will have to select the best person which fits with your business. This is the most important decision you will make for your business.
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Learning Process

The first step I would take for my learning process would be to get valuable information about my personal interests, value and skills through creating a self – evaluation plan. This will guide me to develop my study skills and knowledge required to be employment ready. The importance of carrying out a self- evaluation will help me to reveal my personal character and also to define my strengths and weaknesses. I could then continue to work on my weaknesses to develop my skills as this is crucial for me to achieve my goal. It is essential for me to learn and study the employability skills as it is required to be delivered in a business. Self-evaluation will give me the right approach for my learning career. I will need to give my full commitment if I were to progress in my learning.
The benefit of creating a self- evaluation plan for me was too able to have a clear understanding on my personal development and learning and be able to recognize my own strengths and weaknesses. I could than score and assess myself on my personal development and learning which will give me the key information that I need to improve on my own study skills. It is vital for me understand and learn the importance of my study skills if I were to progress in my learning. Self- evaluation has given me the valuable information about my personal interests and values which I could take forward in to my future career of learning (Stella Cottrell 2015).
Being in university has given me the opportunity to study and learn the importance of employability skills and how to improve my knowledge and take it forward in my professional career. It is important for me to get feedback from my university lecturer, and target those areas to improve my skills and knowledge. Also being part of a friendly team has motivated me to develop my personal skills and knowledge. It is important for me to study hard and socialise with the group as this will help me to develop my interpersonal skill. So far in my learning I have enjoyed my experience with my lecturer and my fellow students, it has been a fun place to study so far. Also my lecturer is approachable which make me feel comfortable on completing my tasks.
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Self Evaluation Plan
This is an example of my self-evaluation plan.                                                                                                           For each of the following statements, I will rate myself as outlined below.                                                                                                                                                                                  Rating 1= strongly disagree 2= disagree 3= maybe agreeable 4= agree 5= strongly agree.
                                                                                                                          Ratings
1. I am positive about learning.                                                     1     2     3     4     5     
2. I have the ability to use positive language.                             1     2     3     4     5
3. I am good at communicating with others.                               1     2     3     4     5
4. I am good at planning my work.                                                1     2     3     4     5
5. I have the patience to get through difficult times.                 1     2     3     4     5
6. I am good at meeting my targets.                                              1     2     3     4     5
7. I am motivated to do well in my studies.                                  1     2     3     4     5
8. I can work under pressure.                                                          1     2     3     4     5
9. I am easy going person.                                                                1     2     3     4     5
10. I have the confident working in a team.                                    1     2     3     4      5           
                                                                  Total score out of 50                                 41     
 The above score summarise my personal interests, and values on my study skill. I have also used a personal SWAT in addition to my self- evaluation to find out my personal strength and weakness.
my strengths are working in a team which makes me feel confident to share my points with the group. Also I like to organise and prepare my work to meet the deadlines.
my weaknesess is the presenting information in front of a big group as I get very nervous and stressed when I am  performing a speech in front of the audience. I will have to practice multiple times with my group to be ready for my presentation as this will increase my confidence.
I have been given a great opportunity to study a foundation degree in university. To achive my goal I will need to be attending lesson reguarly and hand in my assignments on time.
My threat is that I get stressed out very quickly when facing difficult situations and this may cause disruption in my learning. I will have to prioritise my work in order to get out of difficult sitations.                                                                                   Page 4                                                                     
Barriers on my learning
Presentation Skills

Presenting in front of an audience is one of my weaknesses in my learning. I get very nervous and stressed when I am talking in front of an audience. It is important for me to overcome my nervousness in order to deliver my presentation. It is crucial for me to practice multiple times in front of my family and friends to make me feel comfortable before delivering my presentation in front of my peers. Also receiving feedback from my presentations will help me to improve on my presentation skills. To calm my nervousness I will need to be attending other pupils’ presentations and taking down key notes to help me further improve my skills on delivering a presentation. Before delivering my presentation it is important for me to have a conversation with my peers to make me feel comfortable on delivering my speech. Also, instead of thinking about my situation I will try and visualise myself about what I am going to say during my presentation. In my presentation I will need to keep the tone of my voice clear at all times and has the correct body language to make the audience feel comfortable during my speech. At the end of my presentation I will ask the audience if they have any question for me to answer. It is important for me to be ready for any tricky question when asked by the audience. 90 per cent of the success of your presentation is determined on how you structure and approach your messages to the audience (Emma Ledden 2013).
Computer and I.T Skills
 
 IT skills are required in most jobs and careers and are the most powerful skill in success of today’s businesses. It is important for me to start with the basic functions of the Microsoft office suite, such as outlook, spreadsheet, word, PowerPoint and excel. It is vital for me to learn the basic IT skills which will help me to complete all aspects of my personal learning skills such as writing essays, presentations, and reports. Most businesses will look for an individual with IT and computer skills to able to deliver in their business and therefore it is important for me to learn IT skills. Also, it will help with my personal life to keep in touch with my family and friends around the world through face book, twitter, and emails. The main types of IT skills required in a business are operation skills to keep the IT systems and infrastructure working effectively and securely. Development skills are needed for the businesses to create the computer systems such as programming and database design. Word processing is the main computer applications, which many individuals will use to complete their assignment for their study (Alan Clarke 2005).
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Team Work Skills

It is important for me to develop my team work skills for my learning if I would like to achieve my goal. I don’t have the confidence to deliver my views during group discussions.  I feel very anxious when asking questions. It is crucial me for to start with a team that I feel comfortable with which will build my confidence and also create a strong bond with my team will make it easy for me to complete my task. I will need to give my full commitment to my team because it will show I have                                                                                                                                                                                                        the willingness and I am sacrificing my time to the team. As a team it is vital for individuals to feel the sense of togetherness and by supporting each other with motivate the team to do well in a particular task. Most businesses will look for individuals with team work skills who are capable of working in a part of team to bring togetherness. Businesses during an interview will ask individuals to perform a group task to show them if they are capable of working as team. It’s been indicated by Belbin (1981) that the two most important factors in a business is that individuals are (1) have the knowledge to contribute to the team and (2)  skills and talent are needed by an individual to bring to a certain task (Peter Morgan).
Communication Skills

Communication skills are an important skill if I were to develop my learning successfully. It has been my weakness for number of years, I don’t have the correct body language when communicating to my peers as I lack in confidence. It is vital for me to work on my body language and my attitude which could solve major or minor issues in my leaning. When working in groups is vital for me to maintain direct eye contact and stay relaxed which will make me feel comfortable to perform my tasks to the best of my ability. Listening to individuals in other groups will encourage me to deliver my speech without feeling nervous and will allow me to have expressed myself clearly so that other pupil s can understand what I am trying to say. It is important for me to get feedback from my group which will help me to improve my learning. In 2014, the Graduate Management Admission Council asked 600 employers in a survey what skills are most valuable for a new recruit - communication skills were at the top (Alan Barker 2016).
Problem-Solving

Good at problem-solving skills will make me get through difficult situations in work and my learning career. It is important for me to structure a problem by identifying and analysing the situation which will help me to understand the nature of the problem. This will help me to deal with the problem more quickly and efficiently. It is important for me to think creatively when approaching a problem I may face on a daily basis. I will perform different activities in my groups to develop my problem-solving skills. There are 3 steps of solving a problem, first find out the problem, second to attempt to solve the problem, third to elimination the problem (Karl Popper 2013).
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Experience

Most businesses will find individuals with previous work experience background for them to get a job within their business. It is therefore very important for me get involved with work experience programmes. This will help me to develop new skills and gain knowledge to progress into my future career. It will also give me the confidence to apply for future jobs and build my own career. Work experience will allow me to make crucial decisions on my professional career and it will give me a clear understanding on what skills and qualifications are required for a certain career. 
Recruitment Process
                                                                       
I will be recruiting for a customer service manager for Marks & Spencer’s in our Cardiff Store. My first step would be to advertise for the job role through recruitment centre, social media and job centre. I will be given the full job description of the customer service manager role for Marks & Spencer. I will looking for an individual who have 2 years experience in management role and also a HND or degree in business management will increase their chance of getting the position. We are looking for individual with time management skill, problem-solving and critical thinking. Salary will start from £25000 to £4500 depending on individual’s experience.
Job Role

The role of a Customer service manager would be to lead a group of customer service staff to provide excellent customer service to our business. The main role would be to train and supervise group of individuals to deal with customer enquires in an appropriate manner which will satisfy the customers’ needs and wants. As a manager you will have respond to customers demand quickly and efficiently to able to have a successful businesses reputation. The most important role would be to deal with customer complaints in an excellent manner which will make the customers satisfied and return to the business. If you are interested for this management role please send your CV to the recruitment centre. Successful candidates will be called in for a face- to- face interview in our Cardiff Store.
Review Applications
I will be carefully reviewing all applications CV to look for individuals who is capable working in a team and who have the right skills and qualification for this management role. It is important for our business to recruit a person with flexibility and motivation that will bring success to our business for long term. Good candidates should highlight on the CV clearly how their experience aligns with this management position, which will persuade me to call them for the interview. Also I will be looking at individuals CV to find out if they have the following skills.                                                                                                                                                                                                                                                                                                                                         
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: Time Management skills.
: Strong Communication skills.
: Excellent interpersonal skills.
: Good IT skills.
: Problem-solving skills.
: Self-motivation skills.
: Presentation skills.
Interview Process

 I will start the interview by asking individuals for their name and previous professional background, to see how well they might be suited for this job. It is important for me to avoid unnecessary questions and look for candidates with previous work experience and their qualification. This will minimize my time and the companies’ time to get right candidates for the job. During the interview process I will be setting out a presentation tasks for each individual to complete in groups; this will help me to look for candidates with management skills, team work skills and their presentation skills. Also in pupil’s body language and appearance will help me to identify if they are suited for this job. The will be also a skill based assessment for each candidates to complete. I will be than assessing and scoring each candidate and the top 10 will be selected for the final face-to-face interview. The successful candidates will have to bring a list of reference and qualification certificate for the final interview.
Final Interview

I will be interviewing each candidate one- by- one and will also asking each candidate to complete a final task to be complete within 30 minutes as described below.
: Can you describe a time that you have demonstrated creativity in solving difficult problems?
:  Where would you see you self in five years time?
: Can you describe a critical issue you have solved, and what steps you took to solve the problem?
:  How would you deal with an angry and frustrated customer, and what will you offer them alternately?
: What qualities would you bring to our business?
: Why should we hire you for this job?
: How can you improve on the business success?
: Can you list you strength and weakness?
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At the end of the interview I will be asking each candidate if they would like to ask any question, and will be thanking each candidate for the time and effort they have taken throughout the recruitment process. Myself, and the recruitment team will be carefully assessing and scoring each applicant and I will have to make the final decision on the top candidates who is best suited to our business. The refusal candidates will be getting an email to say that they were unsuccessful for the job and could reapply in the future, and the successful candidates will get a phone call to say they have got the job.
Learning Styles Questionnaire

1. You have invited a group of friends for lunch. What will you cook?
a. Ask them what they would like to eat.
b. Search up recipes you think they would like.
c. Cook something you are already familiar with.
d. Look at food images to become inspired.
2. You are about to purchase a new BMW car. Apart from the price, what will influence you to purchase.
a. You heard from a friend, all the good things about the BMW.
b. You watched the advertisement on television.
c. Taking the BMW for a test drive.
d. You have read good things about the car.
3. You about to go for your driving test. You would prepare yourself by;
a. Have a practice lesson before the test.
b. Ask the instructor for guidelines.
c. Reading over the ‘show me,’ ‘tell me’ questions.
d. Asking the instructor to show you any manoeuvres you are unsure of.
4. You and your family want to go in a museum, but you don’t know the location. You would ask;
a. The museum to give you direction on the phone.
b. Someone to draw a map for you.                                                                                   
c. Someone to write down the direction.
                                                                                   Page 9
d. Someone to take you to the museum.
5. You are about to buy a mobile phone.  How will you know which phone to purchase?
a. Ask family and friends which phone they think is good to purchase.
b. Read online what are the best phones out there?
c. Going into a phone shop and checking out different phones.
d. Trying out different phones to see which one is most suitable for you.
6. You are about to open up a bank account. Which account will you be opening?
a. Going to the bank and finding out which one is most suitable for you. 
b. Reading about various accounts online and which is best suited for you.
c. Asking friends and family which accounts they have opened up.
d. Going to the bank and look at the various accounts. 
7. You have been invited for a job interview. What will motivate you to get the job?
a. The starting salary is excellent.
b. Observing how the company handles their business – is it well known?
c. You had good feedback from friends about the company.
d. Developing and improving on your current skills.
8. You first day in work and you are feeling nervous. How would you overcome your nervousness?
a. Planning and organising the night before.
b. Arriving to work early as you can.
c. Hand shaking and greeting your colleagues.
d. Try to think of other things to distract you.
You are looking for a cheap holiday. What will you are doing to find one;
a. Ask a friend or family member to show pictures/videos for cheap holiday destinations they have been to.
b. Going to a travel agent.
c. Looking up newspapers and articles on cheap destinations.                                                                               
d. Searching on the internet.
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10. Someone was asking for your advice, on how to use a computer. You would show them;
a. The basic function of the computer.
b. How to use the internet to go on website.
c. How to use the computer and get them to try it for themselves.
d. The instruction booklet for the computer.
THE VARK QUESTIONNAIRE SCORING CHART
This is an example how you would use VARK category. If you have answered question 2 b category, you would circle the letter.
	Question 
	A category 
	B category
	C category
	D category 

	               2
	               
	              V
	
	




	Question
	A category
	B category
	C category
	D category

	             1.
	A            
	R
	K
	V

	             2.
	A        
	V
	K
	R

	             3.
	K            
	A
	R
	V

	             4.
	 K        
	V
	A
	R

	             5.
	 A         
	R
	V
	K

	             6.
	 K          
	R
	A
	V

	             7.
	R        
	V
	A
	K

	             8.
	R        
	K
	A
	V

	             9.
	 V        
	A
	K
	R

	            10.
	 V
	A
	K
	R

	
	
	
	
	



Calculating my scores:
 I have counted each of the VARK letters and circled to get my score for each VARK category.
                                                                     
Total number of V’s circled = 3
Total number of A’s circled = 0
Total number of R’s circled = 4
Total number of K’s circled = 3
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 The meaning of VARK as follows;
V-by Visual Strategies                                                                                                                                                                                                A- by Aural Study Strategies                                                                                                                                                                                                                    R- by Read/write Study Strategies                                                                                                                                                           K-by Kinaesthetic Study Strategies

This VARK sheet has given me the valuable information which I can improve on my future learning.
The above information I have used from website www.vark-learn.com.
Smart Goals:  
I have also used a smart goal to achieve on my professional career.
Specific: I will develop my specific skills required throughout my learning career.
Measurable: I will measure my progress by getting regularly feedback from my university lecturer.
Attainable: I will set myself targets each week to stay on track on achieving my goals.
Relevant: It is relevant for me to identify the key areas where I will need to improve on.
Time – Based: I will need to attend lesson on time each week and hand in my assignment on before the deadline to achieve my goal Glenn Parker (2009).
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Conclusion 

The report concludes the importance of developing a professional career through learning and studying different skills to be employment ready. This report also highlights the importance of the recruitment process and what individuals need to do in order to be prepared for interview process. The learning style questionnaire will help individuals to develop the study skills and to have a clear understanding on what they need to do in order to achieve their future goal.
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