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1.0 [bookmark: _Toc66335306]Executive Summary

The aim of this reflective report is to research and actively use strategies for personal reflection and career development planning.
The report highlights the importance of self-awareness and self- reflection within professional career development. 
The report includes identifying a SMART GOAL, SWOT Analysis, Learning Styles, Employability Skills, Profiling Questionnaires and Personnel Development Plan. 
The report concluded that we must continuously reflect, review and improve our skills to achieve successful career. 



[bookmark: _Toc66335307]2.0 Terms of Reference 

This report has been requested by Melanie Squire – Lecturer and Academic Ethnic Minority Liaison Officer and written by Lorena Maria Mihalcea – 2019847
The aim of this reflective report is to research and discover the views, practices of online learning for adults returning to education and to explore the skills needed for a successful career development. The report was requested on 09.02.2021 and must be submitted by 05.03.2021

[bookmark: _Toc66335308]3.0 Procedure

For this reflective report I have used different sources such as:  academic journals, books, hanboks, websites, psychometric tests and, personality profiling questionnaires.



[bookmark: _Toc66335309]4.0 Introduction

The purpose of this reflective report is to reflect on my personal learning journey and career development as an adult returning to education after 6 years of gap. This report is focusing on my first five weeks of online learning.
Professional career development it is a continuous process of learning in which an individual must reflect and review on their learning journey, identifying weaknesses, opportunities, strengths and threats that would help them to work on how to achieve the skills required to be an effective and valuable employee. 
Good professional development requires individuals to examine their competencies/skills and, build a plan for addressing the specific areas that needs improvement. (Bureau, D. 2017, online).
In educational development, career development provides a student guidance for choosing a career. Often educational institutions have career counsellors to provide guidance with their educational development. The counsellors are qualified to identify gaps in areas that needs improvement in terms of career development and, ensuring the student reaches its maximum potential (Cicco, 2018, online).
Noble et al. (2014) claims that not all students have a clear idea about their selected career but that the students are having a better understating as soon as they experienced the course. 
In the recent years, the number of adult’s learners has increased, and the reason is that online learning lessons are compatible with older students learning habits (Liyanagunawardena & Williams, 2016). 





[bookmark: _Toc66335310]5.0 Findings

[bookmark: _Toc66335311]5.1 What did I learnt? 

In the first week we have learned about Johari Window (Luft and Ingham,1955) and the importance of self-awareness, time management and how to effectively prioritise tasks using Stephen Covey’s time management Matrix. (Covey,1989) We have also completed a S.W.O.T Analysis to recognise our strengths, weaknesses, opportunities and possible threats. (Humphrey,1960). Lastly, we learned the definition of a SMART Goal and how to set up learning objectives.
In the second week we have worked on activities that helped us identify what type of learners we are and what are our preferred learning styles using different models of questionnaires as tools - Myers Briggs Questionnaire, VARK Learning Style Questionnaire. 
In the third week we learned how to identify employability skills that are a priority to our professional development.
In the fourth week we have learned how to identify a SMART goal and what employability skills are relevant to our SMART goal. We have also learned how to make a professional development plan.
Lastly, on the fifth week we have focused on how to structure our first assignment.  

[bookmark: _Toc66335312]5.2 What challenges did I face and what learning and development strategies did I employ to overcome them?

The main challenges I faced were time management and finding a balance between work, study and personal life. Another challenge I faced was that I was not prepared enough for my first lesson - my internet connection was extremely poor on the first day resulting in me feeling embarrassed for being late for the online lecture.
To be more effective with my time management I organised and broke down the tasks into subtasks as milestones to have a sense of achievement and to feel motivated. I established precise deadlines for important tasks and used a calendar to track of all my activities. 
[bookmark: _Hlk65822689]To avoid being late I did try to use my time efficiently ensuring that I have twenty minutes free on my scheduled before every significant event or lecture. Finally, I completed few study time record sheets and different time management activities suggested by (Cottrell, S.1999,2003, p.72-83) handbook, so that I know exactly how I spend my time.  

[bookmark: _Toc66335313]5.3 How can I apply this learning to my career development journey?

I am going to apply this learning on all the aspects of my life - work, academic and personal development to achieve a balance that would allow me to be under less stress and pressure. I will use a reflective learning journal to keep my progress in track and reflect on the things that must be improved. I will consider all the gaps in my time management and investigate solutions to avoid potential stressful situations.
To be able to see significant improvement I must use all techniques and tools that I have learned through my journey.


[bookmark: _Toc66335314]5.4 What follow-up research did I undertake?

I have researched “The Study Skills Handbook” because helps adults’ students to prepare for their academic year by engaging the student in different fun activities which would eventually determine the keys area we need to work on and how to do it. (Cottrell, S.1999,2003). I also used this handbook to complete activity sheets that helped me improve my time management skills. 
Another book that caught my interest because it highlighted the habits that an individual must practice to become effective was “The 7 habits of highly effective people”. Covey (1999) claims that we must:
· stay proactive		
· begin with the outcome of the situation in mind 
· put first things first and prioritise tasks effectively 
· think win – win 
· seek first to listen then to be listened 
· always looking for opportunity to create synergy 
· take action (“Sharpen the sow”)


[bookmark: _Toc66335315]5.5 SMART Goal

S – I would like to complete my Certificate of Higher Education in Skills for the Workplace (Level 4). The course gives me the opportunity to progress to the BA (Hons) Leadership and Management Skills for the Workplace Program (Level 5) and, eventually obtain an honour degree. 
M – To be able to achieve my goal I must attend to all online lectures, I must organise my time effectively to be able to continue my caring role without feeling overwhelmed and pressured by lack of time, I must stay consistent and motivated with my learning.
A – It is achievable because it is a long-term goal I have been planning and working on from long time and I am extremely dedicated. My challenge will be staying consistent as my full-time caring role for my sister will always come as a priority and could have a negative impact on my learning and presence to the lectures.
R – It is realistic because I am motivated to learn and be a great student regardless my personal life difficulties and challenges. One failure does not define the outcome.
T – I aim to achieve this goal within three years’ time. Taking it one step at the time



[bookmark: _Toc66335316]5.6 SWOT analysis 
Swot analysis helped me identify my SMART goal by highlighting the key areas I need to focus on allowing me to have a better understanding about further opportunities and possible threats that I might face

	[Strengths]
· Digital Skills: 
Digital drawing/ painting - 3D Design using Affinity Designer/ Auto-Sketch Book Software. Good understanding of all Microsoft Software’s including Microsoft Project. Social media platforms admin experience, very good at building medical templates, planners, activity logs, risk logs, prioritised requirements list and more. Slightly familiar with the business methodology: Prince 2, Prince 2 Agile 
· Creativity, Inventive 
· Good listener 
· Effective communication skills 
· Visual learner 

	[Weaknesses]
· Lack of consistency due to disappointment from previous failures 
· Not flexible with my time due to my work schedule which is never stable 
· I have not practiced my skills from awfully long time, and I have forgot some of the things that could benefit me now
· I have not finished my studies due to my caring role (24/7) I am looking for my disabled sister and I am the main carer. This makes it extremely difficult for me to find time for myself, studies or personal activities.
· Lack of effective time management skills due to trying to do to many tasks in one day
	

	[Opportunities] 
· An honour degree to be able to build a career in the future when my caring role is going to finish.
· The opportunity to learn more and add new skills that will help me be a great employee
· Finding a job within the University so that I could actively apply the skills I learned 
	[Threats]
· My sister health condition could change any time from great to not so well and this could affect my attendance on the course.
· Not being able to fully understand the course material due to English not being my first language
· Feeling too tired to focus and be active on lectures due to the lack of sleep caused by unhealthy sleeping habits
	






[bookmark: _Toc66335317]5.7 Learning Styles 

Myers Briggs Psychometric Test revealed that I am introvert, intuitive, perceptive, and act/judge based on feelings. (Briggs, M. 1975, 2019) I do agree with everything besides being an introvert. I have recently discovered that I am an ambivert. Revola, Harahap and Suwarno, (2016, p87) claims that ambiverts people are both introverts and extroverts due to their ability to adapt to any situation or environment. I believe I am an ambivert because I do adapt easily to any social environment and I do take actions to balance my introvert and extrovert side. 
VARK Questionnaire has left me a bit surprised because I have found out that I am more of kinaesthetic learner not a visual one as I thought. I do agree somehow with the idea, but I am looking into taking further research to be able to have a better understanding. (Neil,1987) I have always found easy to learn by watching not by trying first, but I do also like to take action and get involved if I do understand the process. I often observe and listen rather than talk or act.
 
[bookmark: _Toc66335318]5.8 Employability Skills

The main skills I need to improve to be a great student and later a valuable employee are: time management and IT and digital skills. I am also looking into improving my reading and writing skills.
Managing time efficiently will help me organise and prioritise tasks according with their level of importance. This is very important to me because I am a hyperactive individual and I do have many tasks to complete in one day. Not managing my time properly can lead to stress that could be avoided. 
IT and Digital skills would help me prevent situations in which I miss out from the lecture due to technical issues. 
Reading and writing are crucial to be understood and to send a clear message to others.

[bookmark: _Toc66335319]5.9 Personnel Development Plan
[bookmark: _Hlk65832671]
	Development Objectives
	Action 
	Barriers and how they will be eliminated
	Support Needed 
	How I will know when I have achieved the objective/goal  

	I.T. Skills & Digital skills. 
	Volunteer to take surveys as student representant.

I will do extra research every weekend.

Practising my Digital and I.T. Skills by building different structures of academic writing such as (reports, reflective writing, etc).
	Lack of understanding some words – I plan to use a mobile application dictionary so I could always access when needed. I will make notes with the words I did not understand in the class and I will further research their meaning. 
	Help from the IT Team to launch a survey for a specific group of individuals - adults’ carers that returned to education so I could get a better understanding of how they manage their caring role and student life 
	
I will measure the success by reflecting on the marks I will receive and the tutor feedback on my assignments.


	Effectively use time management.
	Developing new habits that helps me manage my time effectively. 


Organising my schedule daily. 
Completing daily a “To Do List “in which I prioritise the most urgent tasks that cannot wait.
	Lack of support due to a policy which is not in place now within the Gwent Health Board. This policy allows other people to take of my caring responsibilities and allows (CHC) to offer respite time for me. 



	To be able to be flexible and focused on my learning I must ask for external support from (CHC) Continuous Health Care Team, Gwent Health Board, etc. – They will provide caring support for my sister so I could earn some free time. 
	I will review weekly to see what does need to be improved and how much progress has been done. 

Asking Family and friends for a constructive feedback and tips on how they manage their time. 




[bookmark: _Toc66335320]6.0 Conclusion

First, I have learned that reflecting on my learning journey it is important so that I can understand different aspects of my-self and be aware of my lifestyle. Self-reflection gives us the opportunity to take a moment and look back at the things and actions we have been doing, we are doing, or we will be doing – also further career planning to make positive changes. 
Next, I have learned how to identify the skills that must be enhanced with the help of SWOT Analysis and investigated solutions to overcome the challenges acknowledged. 
 Moreover, I have been successfully setting up learning objectives that are important for my professional career development – learning objectives are important because it shows us exactly what are the areas that must be developed focusing on completing tasks, considering risk factors and gives an idea about a potential solution. 
Lastly, I have learned that we must constantly develop our skills and add more skills so that we can continuously progress in our personal and professional life - It is crucial to understand the skills and knowledge needed for working effectively.
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Myers Briggs personality profiling test
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VARK Learning Style Questionnaire
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Kinesthetic Study Strategies ﬁ

K

If you have a strong Kinesthetic preference for learning you should use some or
all of the following:

INTAKE
To take in the information

o all your senses - sight, touch, taste, smell, hearing
* laboratories

o field frips

o field fours

« examples of principles

« lecturers who give real-life examples

o applications

« hands-on approaches (computing)

o trial and error

o collections of rock types, plants, shells, grasses ...
o exhibits, samples, photographs

+ recipes - solutions Yo problems, previous exam papers

SWOT - Study without tears
To make a learfable package:

Convert your lecture "notes” into a learnable package by reducing them (3:1).

» your lecture notes may be poor because the topics were not ‘concrete’ or
‘relevant’.

o you will remember the "real” things that happened

o put plenty of examples into your summary. Use case studies and
applications to help with principles and abstract concepts

« talk about your notes with another "K" person

o use pictures and photographs that illustrate an idea.

» go back to the laboratory or your lab manual

o recall the experiments, field trip...

OUTPUT
To perform well in the examination:

« write practice answers, paragraphs..
s role play the exam situation in your own room.

You want to experience the exam so that you can understand it.
The ideas on this page are only valuable if they sound practical,
real and relevant to you.




