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Introduction
The purpose of this report is I to demonstrate the knowledge and the skills of employment that is requiring for effective work; how the learning about employability skills has influenced and reflected on my willingness to work and make personal progress through understanding them. 
What learning styles helped me get through this process. I will give my view of understanding of, VAK and Honey and Mumford reflective models. Making self-analysis on my strengths and weaknesses will allow me to consider better about what prospect I have for finding a job that matches the skills I have. On the other hand, I will describe which skill I need to improve and will specify my smart objectives. Reflecting on all those points,s I will create a career development plan. 
Reflective practice improves the way we work and learn and increases confidence and become a more qualified professional. David Kolb's model is learning through experience. Gibbs' model is learning through repetition. For writing my reflective report, I will use Gibbs' reflective cycle. Going back, repeating the steps I went, trough the analyses, I will find my gaps that I did not realise and sow then. The six-stage cycle will give me clear self-esteem, and from what I have missed, I actually will learn something new about my mistakes.
Description
I came to this country almost two years ago, with the expectation of a better standard of living, but without an obvious picture for my professional realisation.  I went through some difficulties, as each newcomer. However, I was able to adapt to my new lifestyle reasonably quickly. Legalising my status and my right to work in this country as a self-employed, after a few months, I started working as part of a cleaning team at a medical centre.  After one year, I decided to focus on the health and social care sector and started working in that direction to achieve my goals.  
My self-motivation was the main power pushing me forward to start my education, as was my family's support—additionally, the shared experience of friends working in this field.  An essential part of this process was to arrange my smart goals correctly and to complete the step by step.  To be hired in my choosing role-a family support worker, I must meet the requisite criteria, such as education, qualifications and skills.  Enrolling in University was the way to get the knowledge I needed. 
One of the modules in the course – PCD, was focused on to understand the essential role of effective communication, working with others, proper time-management. Negotiation skills, problem-solving and decision making. In a world where modern technologies are part of our daily life, they are skills needed and at the Workplace. The employment; what is employment legislation; what are methods of recruitment and selection, and what is ethical and professional conduct.
Feelings
I felt a little stressed and confused. Many new things I had never thought of before made me feel uncertain about my abilities. I knew that effective Communication was one of the main criteria for a successful career. Good time management and organisation tasks were new to me. I learnt problem-solving and decision making are likewise an essential part of skills in the Workplace. My worries motivated me, even more, fill the missing knowledge and skills, and to understand the Health and Social care environment. 
Health and Social care environment 
Health care and Social care is the treatment of ill health and medicinal conditions in hospitals, health centres and the community. Social care is the care and assistance of helpless people, usually in the community. Careers can develop in both sectors because they work together.  The qualities, skills and values ​​required for this job are very similar.  That means that new roles in both sectors may be to cross in the future.  Encouraged by the Government in the UK to promoting Health and care, the sectors are creating new integrated models for this (healthcreers, 2020). 
Developing self-motivation
Motivation can result from many factors, according to an individual's attitudes. Achieving goals, improving the financial situation, improving lifestyle, education, career and much more. Self-motivation is the ability to motivate ourselves. This skill keeps our consciousness awake and makes us develop. In case of failure, this should not deny us, but to continue to be committed to achieving the set goals (skills you need,2020). For me, it is an essential positive attitude, which feeds my self-motivation. At the end of the first term, we had a group task. The external factor that motivated me was taking the exam itself. We had disagreements from the very beginning, but that encouraged me to analyse the pros and cons of the situation and reduce the tension. I self-motivated so that I could get the satisfaction of a friendly atmosphere in which we would finish the presentation. In the first example, I had to do and the second one, I wanted to do. Weeks three of the first term had a class activity -self-motivation test (Appendix 1). Factors that help improve it - self-confidence and self-efficacy, focus and go for solid goals, positive thinking and positive thinking about the future and encouraging environment. 
Learning and reflection of learning style
· Kolb's Experiential learning cycle
Morgan (2017) says this experiential model is based on our experience. We are to having and thinking about it. Kolb's style includes four stages-experience, reflection, theorising and planning. It implies a return to the activity. To consider and analyse -what happened, how can I use it, why did happen. Develop new ideas, testing new ways, applying theory for an explanation. 
When I was a member of the group class presentation, now I go back to my experience of this task. I think that if we had adhered to the Belbin's theory for tam role, we were going better results.
· Honey and Mumford learning style
Honey and Mumford (1982,1992 cited in Cottrell, 2010) determine four styles of learning – activist, reflector theorist and pragmatist learning style. Their work is inspired and built upon Kolb's model. According to their quiz and completing the questionnaire (Appendix 2 ). My highest score (18 and 15) identified myself as a reflector and theorist I agree with this, and it defines my learning style. I observe and take notes. For example, if I need to discuss some topic of lectures. I go back to the previous lesson, analyse what I learnt to understand the sequence and the connection. Collect more information, and after I can give my viewpoint.
· VA(R)K learning style
Fleming and Mils(1992) developed the idea that every individual has a different way to take the information – visual and verbal; kinaesthetic, auditory. Reading and writing is a preferential style of learning (Morgan, 2017). I did a quiz in week three of the first term (Appendix 3). My learning style is visual; for auditory my score 9, and kinaesthetic -8. These indicators are not decisive for my level of understanding and learning. The learning process involves them all at different times. Each of them complements the other. The close results show that. I can agree that this is my preferred style. I have to see, to observe the non-verbal expressions, not just verbal ones. Photos, tables, giving examples by the teacher only facilitate the assimilation of the information. Reading and taking notes, marking pages, making a list of where I will gather information, for example - this is an integral part of my learning. If I face the fact of learning only auditory, I will not achieve any success.
After University and at work, we continue to develop our skills and gain new knowledge. Knowing what our learning style helps us to take new information, retain and apply it more effectively at the Workplace. Keeping learning is a crucial factor in achieving our career goals.
Setting goals -Smart goals 
	Specific goals
	Measurable
	Attainable
	Relevant
	Timed

	Success completion of course certification ( Health and Social care)
	I started to study in October 2019 with a duration of training for one year.
	After passing the University entrance, I will work hard for success.
	I want to work as a Family worker, and I need od appropriate qualification.
	I have to complete in October 2020.

	To develop my employability skills needed to
be  more competitive at the job market
	I will monitor my progress during training with the feedback of in-class activity, assignment marks.
	I am satisfied with the results after Term 1. I have opportunities to improve more skills and abilities to the end of education.
	Employability skills are essential for employment and every job.
	During the study, I will use this time to find my missing skills and improve them.

	To gain experience by practice with voluntary activities in the HSc area until I study.
	The feedback from individuals, colleagues and management will be criteria for how I am ashamed.
	A lot of organisation in this sector looking for volunteers ( shopping for the elderly, walking with them and so on)
	Since I do not have much experience with this work, it is an excellent option to gain one. 
	I can do this when I am free on the weekends.

	
	
	
	
	


                                                                                                                                                                          Table 2 SMART OBJECTIVES
Top of FormBottom of FormEmployability skills
The skills necessary for getting, doing and keeping a job are Employability. Between skills sought by employers and those developed at University have some overlap. Few lists of different source, government guidance to University, Human Resource professionals across the UK and others shows require similar skills. Ones of the main are Communication, listening, team working, time-management,  problem-solving, application of IT (Morgan, 2017).
Assessing the importance of working effectively and the need to have these necessary skills, I will present my analyse about my strengths and weaknesses.
SWOT analysis
	Strengths
	Weaknesses

	Time-management 
Working in a team
Organisation skills
Responsible
Applying IT
Analytical and Critical thinking
	Oral Communication
Presentation skills
Negotiation skills
Leadership skills



	Opportunities

	Threats


	Using my self-motivation and organising my time, I can spend time to improve my weaknesses by more learning and practice.
Analysis and self-criticism will show me where is the problem and how to solve it.
Opportunity for a better job.
Save time applying digital skills for research and collect information.
	A lack of confidence.
My weaknesses can hinder the continued development of my strengths.
Uncompetitive on the job market.



                                                                                                                                                                Table 1 Strengths and weaknesses

Effective Communication requires to suspend assumptions and judgments of others to stay open to new ideas. It is a method of interchange ideas, thoughts, knowledge and information such that the aim or intention is fulfilling in the best suitable manner. (Maund, Schriek and Tinkler,2017). 
Communication is one of the essential skills I need to improve.  It is the basis of every other skill and required by every employer no matter what we do.  Poor communication leads to low professional productivity.  English is my second language, and this is the main barrier for me.  When I came to London and started working, I was very insecure, embarrassed to ask questions if I didn't understand something.  In this way, I did not appreciate my priorities at work, for example, what I should do first, what is most important.  It led to a job not well done.  
If I listened more actively, and my Communication was more effective, the results would be better.  These mistakes motivated me to develop this skill.  Communication is also the basis of teamwork. Working effectively with others is another skill that employers looked. To effective development team need to applayBelbin team role—to asses abilities of others as well as my one. Regardless of preferred behaviour, functions are required to ensure attitude toward tasks (Cameron, 2009).
An essential role in team working is and leadership position. The organisation are increasingly relying on employee leadership skills. When working on a project in a team, there is an opportunity to exercise leadership quality (Cameron,2009). A lot of people see leadership as an influence. It could have been better if the self-proclaimed leader was respectful. The leader had to be the person who motivates us and monitor the work progress. Improving this skill, I will become more confident.
The ability to negotiate is likewise part of teamwork. In most cases, there is a need for negotiating with others outside of the team. The criteria for good negotiators are effective communication, analysing situation and opposition—decision making and working with difficult people (Cottrell,2010). I will give an example again with our teamwork at the University. I can say that I have negotiation skills, which I need to develop further. 
In the beginning, we had to react in some way to the problems that arose in order not to waste time in conflicts. The problem was the struggle for supremacy between two members. We had to choose an organisation, but both sides did not accept another opinion. I decided to present my choice and tactfully convince them that this was the right decision, which it really was. It is challenging to work with difficult characters, but the right approach must be found. This makes me think I'm a good negotiator, but only when I know the people on the team.
Researching and finding a job
Reaching and finding a suitable job is not such a short process. We need to be aware of our ability and skills to compare with the requirements of employers. Ones of the most effective ways which lead to finding a job are online search, direct contact with the employer and direct application to the employer. Essential indicators in a job search are the working hours, location and type of work. Application form, Covering letter and CV are documents we need to support our application for the chosen position. After finding a job, the next step of employment is the interview. To perform well, we need to know more about the company and use that during the conversation. Demonstrating of willing to work and contribute to the company will show our attitude. Evaluating what went well or wrong will allow us to how to improve the mistakes. T h skills for organising, written and verbal communication, self-management and reflection are an essential part of this process (moodle, 2020).
I will present bellow the profile of my chosen role in Health and Social care area.
· Family support worker
To research what my job opportunities were using an online source. I prefer to work with children, and that is the position, Family support worker is suitable. I will present part of this job profile (prospects, 2020)
· Description job
As a family support worker, you'll offer everyday help and emotional care to household experiencing short or long-term difficulties. Typically employment by local authorities' social services departments or charitable organisations (prospects, 2020).
· Responsibilities
My work might involve a social worker to assessed and support those in need jointly. Part of my responsibility is the completion of initial assessments to avoid escalation of problems. Work with colleagues and social specialists to monitor progress. Compliance with standards and legislation on professional practice.Privacy and protection policy. Administrative activities. Staying with the family in times of crisis when a family member is in the hospital, for example. Physical and emotional care.  I have to manage my commitments (prospects, 2020).
· Working hours and salary
Full-time, 37 hours per week. Part-time, casual and hare job available. Starting salaries is £18000 - £24000.
· Qualification
Minimum Level 3 Qualification in Health and Social Care. Employers expect to see experience and knowledge of safeguarding practices, and procedures and Disclosure and Barring Service (DBS) check (prospects, 2020).
· Skills and work experience
Communication and listening skills. Flexibility and integrity. Organisation and problem-solving skills. Effective teamwork skills. IT skills and a positive, non-judgemental, empathetic and sensitive approach. The capability to maintain expert knowledge of local services. The experience in this sector is required. This position allows developing my career to a supervisory or managerial position (prospects, 2020).
Employment 
· Recruitment and section
Recruitment is a process of identifying candidates who willing to apply for a specific job or training programme. The information submitted by all candidate has to be processed and compared. They must meet the already announced requirements in the advertisement. Those who best meet these requirements are selected and move forward in the selection process. Human Resources Management usually is involved in this operation. (Morgan, 2017)
"The Rehabilitation of Offenders Act 1974.  That gives individuals with spent convictions and attentions the right not to disclose them when applying for most jobs and buying insurance. Apart from those given prison decision of more than four years, most individuals with convictions will benefit from it at some fact in their lives. The changes came into force on 10 March 2014" (unlock,2020).
The other main legislation is the Discrimination: Equality Act 2010. I learnt what recruitment and selection process including - information about the job description, person specification and specification shame, which sources I can use, selection methods and the recruitment policy (moodle, 2020) 

· Employment legislation
Employment law defines the rights and obligations of employees and employers. The crucial part of the legislation which governs many terms and conditions of employment is the Employment Rights Act 1996.
Employees:
· Sick Pay
· Maternity, paternity, adoption and mutual parental leave and pay (workers only get pay, not leave)
· Minimum announcement periods if their employment will be ending, for example, if an employer is dismissing them
· Advocacy against unfair dismissal
· Request flexible working
· Time off for emergencies
· Redundancy Pay (Government of UK, 2020)
Employers:
· A written statement of employment 
· A statutory minimum level of paid holiday
· Payslip with ll deductions, such as National Insurance contributions (NICs)
· Statutory minimum length of rest breaks
· Statutory Sick Pay (SSP)
· Maternity, paternity and adoption pay and leave (Government of UK, 2020)
These are part of the rights and obligations. The topic is extensive and covers many aspects. Here is a difference between a worker, employee and self-employed with a contract. On the other hand, the employer's responsibility depends on the employment status of the employee, and what type of contract he will have.

· Ethics and professional codes of conduct
Human Resource Management departments determine codes of conduct. The actions of the employees govern by HRM both inside and not infrequently outside of the company. The areas they cover : 
· "one's the use of language
· standards of honesty
· matters of sexual ethics
· disrespectful behaviour
· use of company time
· balancing employment responsibilities with one's personal life bullying and discrimination
· what it means to be professional" (Dowson, 2015 p312)
The responsibility for compliance with ethic codes of conduct rest with the company's board of directors or management. Respect, integrity and diligence at the Workplace. Following a professional code of conduct means professionalism. It is an outside link to the individual who accepted and followed it. Professional principle guides how to work, which practice is good, and what is not. Responsibility for professional competence. Professionalism has limits, and ethical practice recognises not only for the client and the company, likewise and for the practitioner as a person (Dowson, 2015)
The basis of effective problem solving related to employee conduct is Communication. If there is a problem, all the facts should be gathered and discussed with the employee. The manager must be respected to commit responsibly of the employee to the commitment to solve the problem within specific deadlines. In the case of repeated serious problems regarding poorly done work, and the absence of a good reason, disciplinary measures are applied. Discrimination, theft, abuse of mail, social media are classified as gross misconduct, and disciplinary action is taken. Upon formal complain of an employee, an interview with the accused follows. Depending on the sorely of the harassment, the solution is re-training or disciplinary action (moodle,2020)
Self-evaluation 
When starting to build a career in this sector, I imagined things easier. Most of the knowledge I gained was utterly new to me. There were periods when I doubted the right path, but after month, I began to get a clearer picture of my future realisation. Now I feel much more confident, developing my skills and knowledge. That brings me much closer to my career goals. However, there is still what I  to improve.
Conclusion
The motivation to learn more than just to work and take the opportunity to grow in the Workplace is a career. Receiving financial compensation as a result of the commitments made is just a job. It is the main difference between a job and a career. That is an essential step for everyone. We have to be clear with our objectives, how to planning for achieving goals.
Personal Development plan 
	Skills name
	Why is this skill important?
	How I improve this skill?
	What resources or support will I need?
	Target dates for review and completion

	Communication
	Opportunity for a better job. I will do my job well. If my Communication is effective, I will be good teamwork, and I will improve my professional image.
	More learning about component of communication process such as non-verbal communication, listening. To be more confident and asking questions, giving gove opinions.
	It was part of my learning course.
More conversion with friends. online sources, for example, sites, there I discuss some topic, will present my ideas 
	Starts Oktober 2019
To Oktober 2020


	Language skill-English speaking
	I will feel more confident, which will improve and my Communication ( written and oral). It will be easier to write my assignment.
	 I am reading more books.
 Watching movies and clips with English subtitles, I have to increase my vocabulary. I strive to learn new words and their meanings.
	Online English course (New Skill Academy)
Personal teacher. Close friends to show me my mistakes.
	While I feel confident to speak fluently,


	Negotiation 
	Easier agreement in deals
avoiding conflicts, I will develop into better employee
	To be an excellent negotiator have to create and study these skills, more practice. Communication and listening are praying a vital role.
	My course of qualification in UWTSD. Recommended literature from the study Module, the notes of our tutor.
	Starts Oktober 2019
To Oktober 2020


	Problem-solving 
	These skills are essential both in a personal and professional aspect. Problem-solving is one of the required skill for employment. It will show my ability to find the issue, evaluate it and analyse it.
	I have to learn to ignore the stress of the problem itself.
I have to think more about reason and circumstance. I will achieve it by learning. In my everyday life, I am trying to analyse every minor issue.
	At University by lectures and in-class explanation and examples of the teacher. I will give back again to repeat.
Online sources such as guides materials about this skill.

	Starts Oktober 2019
To Oktober 2020


	leadership
	This skill will make me more confidence. The employer looking at their employee required these skills and they are valuable for all job.

	I will improve with more practice. At University, doing presentation tasks . in everyday life, I am trying to organise some event with friends. 
	My colleagues from Universit. My friends and online resource reading about that. 
	Starts Oktober 2019
To Oktober 2020


	Public speaking
	To present my ideas clearly and confidently and keeping the attention of listeners. It helps to be a good leader. Good speaker leads to opportunities for career development.
	I have to learn more about how to speak in front of people, how to make a presentation. I have little practice with two presentation assignment in both terms.
	My course of education, in additional recommended literature of this Module. Online sources relating to this point. My family and friends will help me with my development.
	Starts Oktober 2019
To Oktober 2020
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How Self-Motivated Are You?


Taking Charge of Your Goals and Achievements

Are you motivated to achieve what you really want in life? And how hard do you push yourself to get things done? 


Wanting to do something and motivating yourself to actually do it are two different things. So, what's the difference between those who never reach their goals, year after year, and those who achieve one goal after another? Often, it's their self-motivation. 


Self-motivation is the force that keeps pushing us to go on - it's our internal drive to achieve, produce, develop, and keep moving forward. When you think you're ready to quit something, or you just don't know how to start, your self-motivation is what pushes you to go on. 


With self-motivation, you'll learn and grow - regardless of the specific situation. That's why it's such a fundamental tool for reaching your goals, achieving your dreams, and succeeding, in this journey we call life. 


So, how self-motivated are you? We've put together a short quiz to give you a better understanding of how self-motivated you are. After the quiz, we'll discuss some specific tips for improving your self-motivation, so that you can achieve still more in your life. 


The Self-Motivation Quiz


Use the online test below, and click the 'Calculate my total' button at the foot of the test.

© Mind Tools Ltd, 1995-2008. 

Top of Form


		Question

		Not
at all

		Rarely

		Some
times

		Often

		Very
Often



		1

		I'm unsure of my ability to achieve the goals I set for myself. 
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		2

		When working on my goals, I put in maximum effort and work even harder if I've suffered a setback. 
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		3

		I set goals and objectives to achieve my vision for my life. 
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		4

		I think positively about setting goals and making sure my needs are met. 
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		5

		I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time, I allow myself to take a coffee break. 
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		6

		I believe that if I work hard and apply my abilities and talents, I will be successful. 
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		7

		I worry about deadlines and getting things done, which causes stress and anxiety. 
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		8

		When an unexpected event threatens or jeopardizes my goal, I can tend to walk away, set a different goal, and move in a new direction. 
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		9

		My biggest reward after completing something is the satisfaction of knowing I've done a good job. 
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		10

		I tend to do the minimum amount of work necessary to keep my boss and my team satisfied. 
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		11

		I tend to worry about why I won't reach my goals, and I often focus on why something probably won't work. 
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		12

		I create a vivid and powerful vision of my future success before embarking on a new goal. 

		[image: image56.wmf]

		[image: image57.wmf]

		[image: image58.wmf]

		[image: image59.wmf]

		[image: image60.wmf]



		[image: image61.png]





 Total = 

0








Bottom of Form
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Score Interpretation


		Score

		Comment



		44-60

		Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are!



		28-43

		You're doing OK on self-motivation. You're certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life. Read the relevant sections below, and work on them to strengthen your self-motivation.



		12-27

		You allow your personal doubts and fears to keep you from succeeding. You've probably had a few incomplete goals in the past, so you may have convinced yourself that you aren't self-motivated - and then you've made that come true. Break this harmful pattern now, and start believing in yourself again. The tools and tips below will help you get back your motivation. 





Factors in Self-Motivation 


Self-motivation is complex. It's linked to your level of initiative in setting challenging goals for yourself; your belief that you have the skills and abilities needed to achieve those goals; and your expectation that if you put in enough hard work, you will succeed (or at least be in the running, if it's a competitive situation). 


Four factors are necessary to build the strongest levels of self-motivation: 


1. Self-confidence and self-efficacy. 


2. Positive thinking, and positive thinking about the future. 


3. Focus, and strong goals. 


4. A motivating environment. 


By working on all of these together, you should quickly improve your self-motivation. Let's look at each of these factors individually. 


1. Self-Confidence and Self-Efficacy (Questions 1, 2, 6, 8)


Part of being self-motivated is having good levels of self-assurance, self-confidence, and self-efficacy. More on these below!


Being highly self-assured means you will set challenging goals for yourself, and it's also a resiliency factor for when you encounter setbacks. If you don't believe in yourself you'll be much more likely to think, "I knew I couldn't do this" instead of, "This one failure isn't going to stop me!"


Albert Bandura, a psychologist from Stanford University, defined self-efficacy as a belief in our own ability to succeed, and our ability to achieve the goals we set for ourselves. This belief has a huge impact on your approach to goal setting and your behavioral choices as you work toward those goals. 


According to Bandura's research, high self-efficacy results in an ability to view difficult goals as a challenge, whereas people with low self-efficacy would likely view the same goals as being beyond their abilities, and might not even attempt to achieve them.


It also contributes to how much effort a person puts into a goal in the first place, and how much he or she perseveres despite setbacks. 


By developing a general level of self-confidence in yourself, you will not only believe you can succeed, but you'll also recognize and enjoy the successes you've already had. That, in turn, will inspire you to build on those successes. The momentum created by self-confidence is hard to beat. 


Take these steps: 


· Think about the achievements in your life. 


· Examine your strengths, to understand what you can build on. 


· Determine what other people see as your strengths and key capabilities. 


· Set achievable goals for yourself, work to achieve them, and enjoy that achievement. 


· Seek out mentors and other people who model the competencies, skills, and attributes you desire. 


As you begin to recognize how much you've already achieved - and understand how much potential you have - you will have the confidence to set goals and achieve the things you desire. The more you look for reasons to believe in yourself, the easier it will be to find ways to motivate yourself. 


		Our article on Building Self-Confidence teaches you how to develop this self-confidence, and gives you steps you can use to start feeling great about yourself. It will also put you firmly on the path to self-assurance and self-efficacy. 





2. Positive Thinking, and Positive Thinking About the Future 
(Questions 4, 9, 11, 12)


"Your life today is the result of your attitudes and choices in the past. Your life tomorrow will be the result of your attitudes and the choices you make today." 

- Author Unknown 


Positive thinking is closely related to self-confidence as a factor in self-motivation. It's important to look at things positively, especially when things aren't going as planned and you're ready to give up. 


If you think that things are going to go wrong, or that you won't succeed, this may influence things in such a way that your predictions will come true. This is particularly the case if you need to work hard to achieve success, or if you need to persuade others to support you in order to succeed. Your thoughts can have a major influence on whether you succeed or fail, so make sure those thoughts are "on your side." 


Positive thinking also helps you think about an attractive future that you want to realize. When you expect positive results, your choices will be more positive, and you'll be less likely to leave outcomes to fate or chance. Having a vivid picture of success, combined with positive thinking, helps you bridge the gap between wanting something and going out to get it. 


To apply "the power of positive thinking", do the following: 


· Become aware of your thoughts. Write down these down throughout the day. 


· Challenge your negative thoughts, and replace them with positive ones. 


· Create a strong and vivid picture of what it will be like to achieve your goals. 


· Develop affirmations or statements that you can repeat to yourself throughout the day. These statements should remind you of what you want to achieve, and why you will achieve it. 


· Practice positive thinking until you automatically think about yourself and the world in a positive way, every day. 


		For even more tips, see our article on Rational Positive Thinking. You can also take our short quiz, Are You a Positive or Negative Thinker?. 





3. Strong Goals and Focus (Questions 3, 7)


As we've said above, a key part of building self-motivation is to start setting strong goals. These give you focus, a clear sense of direction, and the self-confidence that comes from recognizing your own achievement. 


First, determine your direction through effective goal setting. 


		To set comprehensive goals in all areas of your life, use our Life Plan Workbook. 





When you set a goal, you make a promise to yourself. Part of the strength of this is that it gives you a clear direction. Part is that you've made this promise to yourself, and you'll want to keep this promise. And part is that it's a challenge, and it's fun to try to meet that challenge! 


But don't set just any goal. According to Locke's goal-setting theory, your goal should have the following characteristics: 


· Clarity - Effective goals are clear, measurable, specific, and based on behavior, not outcomes. 


· Challenge - Goals should be difficult enough to be interesting, but not so difficult that you can't reach them. 


· Commitment - Goals should be attainable, and should be relevant - that is, they should contribute in a significant way to the major objectives you're trying to achieve. 


· Regularity of Feedback - Monitor your progress towards your goals regularly to maintain your sense of momentum and enthusiasm, and enjoy your progress towards those goals. 


· Sufficient Respect For Complexity - If the goal involves complex work, make sure that you don't over-commit yourself. Complex work can take an unpredictably long time to complete (particularly if you have to learn how to do the task "on the job"). 


When you have a variety of goals, be sure to schedule your time and resources effectively. You can achieve the "focus" part of self-motivation by prioritizing, and by establishing a schedule that will help you succeed. It doesn't make sense to work until you're exhausted or give up one goal to achieve another. 


Using tools like the Urgent/Important Matrix and the Action Priority Matrix, you can quickly and easily see how each goal activity fits into the bigger picture of your overall objectives. If you fully understand your priorities, you probably won't feel as pressured to do everything at once. This can reduce stress and help you to concentrate on the most important strategies. 


See our article on Prioritization for a summary, and for links to our top time management and prioritization tools. 


4. Motivating Environment (Questions 5, 10)


The final thing to focus on is surrounding yourself with people and resources that will remind you of your goals, and help you with your internal motivation. These are external factors - they'll help you get motivated from the outside, which is different from the internal motivation we've discussed so far. However, the more factors you have working for you, the better. 


You can't rely on these "environmental" or outside elements alone to motivate you, but you can use them for extra support. Try the following: 


· Look for team work opportunities. Working in a team makes you accountable to others. 


· Ask your boss for specific targets and objectives to help you measure your success. 


· Ask for interesting assignments. See our article on Maximizing Job Satisfaction for tips on getting the most from your job. 


· Set up some goals that you can easily achieve. Quick wins are great for getting you motivated. 


· Buddy up with people who you trust to be supportive, and ask them to help keep you accountable. 


· Try not to work by yourself too much. Balance the amount of time you work from home with time spent working with others. 


When you start your self-motivation program, you may tend to rely heavily on these external factors. As you get more comfortable and confident with your self-motivation, you'll probably use them only as needed, and for a little extra help. 


Key points:


Self-motivation doesn't come naturally to everyone. And even those who are highly self-motivated need some extra help every now and then. 


Build your self-motivation by practicing goal-setting skills, and combining those with positive thinking, the creation of powerful visions of success, and the building of high levels of self-efficacy and self-confidence. 


Your attitude and beliefs about your likelihood of success can predict whether or not you actually succeed. Set goals, and work hard to achieve them. Examine ways to improve your self-motivation, and regularly reassess your motivation levels. If you actively keep your internal motivation high, you can significantly increase the likelihood of achieving your hopes, dreams, and visions of the future. 
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Honey and Mumford: Learning Styles Questionnaire

(week 4 T2-10/03/2020 A. Ivanova 1909640)

(If you can agree more than disagree with a statement, check the box.)

1. I have strong beliefs about what is right and wrong, good and bad.

2. I often 'throw caution to the wind'.

3. I tend to solve problems using a step-by-step approach, avoiding any 'flights of fancy.'

4. I believe that formal procedures and policies cramp people.

5. I have a reputation for having no-nonsense, 'call a spade a spade' style

6. I often find that actions based on 'gut feeling' are as sound as those based on careful thought/ analysis.

7. I like to do the sort of work where I have time to 'leave no stone unturned'.

8. I regularly question people about their basic assumptions.

9. What matters most is whether something works in practice.

10. I actively seek out new experiences.

11. When I hear about a new idea, I immediately start working out how to apply it in practice

12. I am keen on self-discipline, such as watching my diet, taking regular exercise, sticking to a routine.

13. I take pride in doing a thorough job

14. I get on best with logical people and less well with spontaneous 'irrational' people.

15. I take care of the interpretation of data available to me and avoid jumping to conclusions

16. I like to reach a decision carefully after weighing up many alternatives

17. I'm attracted more to a novel, unusual ideas than practical ones.

18. I don't like 'loose-ends' and prefer to fit things into a coherent pattern.

19. I accept and stick to laid down procedures and policies as long as I regard them as an efficient way of getting the job done

20. I like to relate my actions to general principles

21. In discussions, I like to get straight to the point

22. I tend to have distant rather formal relationships with the people at work

23. I thrive on the challenge of tackling something new and different

24. I enjoy fun-loving, spontaneous people. 

25. I pay meticulous attention to tackling something new and different.

26. I find it challenging to come up with wild, off-the-top-of-the-head ideas.

27. I don't believe in wasting time by 'beating about the bush'.

28. I am careful not to jump to conclusions too quickly.

29. I prefer to have as many sources of information as possible – the more data to mull over the better

30. Flippant people who don't take things seriously usually irritate me

31. I listen to other people's point of view before putting my own forward

32. I tend to be open about how I'm feeling

33. In discussions, I enjoy watching the manoeuvring of the other participants.

34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things in advance

35. I tend to be attracted to techniques such as new work analysis, flowcharts, contingency planning.

36. It worries me if I have to rush a piece of work to meet a tight deadline

37. I tend to judge people's ideas on their practical merits

38. Quiet, thoughtful people tend to make me feel uneasy.

39. People who want to rush headlong into things often irritate me

40. It is more important to enjoy the present moment than to think about the past or future

41. I think that decisions based on a thorough analysis of all the information are sounder than those found on intuition.

42. I tend to be a perfectionist

43. In discussions, I usually pitch in with lots of off-the-top-of-my-head ideas

44. In meetings I put forward practical, realistic ideas

45. More often than not, rules are there to be broken

46. I prefer to stand back from a situation and consider all the perspectives

47. I can often see inconsistencies and weaknesses in other people's arguments

48. On balance I talk more than I listen

49. I can often see better more practical ways to get things done

50. I think written reports should be short, punchy and to the point

51. I believe that rational, logical thinking should win the day

52. I tend to discuss specific things with people rather than engaging in 'small talk.'

53. I like people who have both feet on the ground

54. In discussions, I get impatient with irrelevancies and 'red herrings.'

55. If I have a report to write I tend to produce lots of drafts before settling on the final version

56. I am keen to try things out to see if they work in practice.

57. I am keen to reach answers via a logical approach

58. I enjoy being the one who talks a lot

59. In discussions, I often find that I am the realist, keeping people to the point and avoiding 'cloud nine' speculations

60. I like to ponder many alternatives before making up my mind

61. In discussions with people, I often find I am the most dispassionate and objective

62. In discussions, I'm more likely to adopt a 'low profile' than to the take the lead and do the talking

63. I like to be able to relate current actions to a longer-term, a bigger picture.

64. When things go wrong, I am happy to shrug it off and 'put it down to experience.'

65. I tend to reject wild, off-the-top-of-my-head ideas as being impractical

66. It's best to 'look before you leap.'

67. On balance I do the listening rather than the talking

68. I tend to be tough with people who find it challenging to adopt a more logical approach

69. Most times I believe the end justifies the means

70. I don't mind hurting people's feelings so long as the job is done

71. I find the formality of having specific objectives and plans stifling.

72. I'm usually the 'life and soul of the party.'

73. I do whatever is reasonable (necessary/appropriate) to get the job done

74. I quickly get bored with methodical, detailed work.

75. I am keen on exploring the basic assumptions, principles and theories underpinning things/events

76. I'm always interested in finding out what other people think

77. I like meetings to be run on methodical lines, sticking to laid-down agenda etc.

78. I steer clear of subjective or ambiguous topics

79. I enjoy the drama and excitement of a crisis situation

80. People often find me insensitive to their feelings























Scoring

You score one point for each item you ticked.  There are no points for crossed items.  Circle the questions you ticked on the list below:
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Your result may show that you have a particular learning style.  It may be useful to bear this in mind as you approach tasks. Was the approach you adopted the best one in the circumstances?  Would adopting another learning style have improved your performance?




At this point you may also find it helpful to read through Characteristics of the Four Learning Styles, which follow.  This provides more detail and should help you clarify your sense of your own preferred style(s).

Activitists (Do)

· Immerse themselves fully in new experiences

· Enjoy here and now

· Open minded, enthusiastic, flexible

· Act first, consider consequences later

· Seek to centre activity around themselves

Reflectors (Review)

· Stand back and observe

· Cautious, take a back seat

· Collect and analyze data about experience and events, slow to reach conclusions

· Use information from past, present and immediate observations to maintain a big picture perspective.

Theorists (Conclude)

· Think through problems in a logical manner, value rationality and objectivity

· Assimilate disparate facts into coherent theories

· Disciplined, aiming to fit things into rational order

· Keen on basic assumptions, principles, theories, models and systems thinking

Pragmatists (Plan)

· Keen to put ideas, theories and techniques into practice

· Search new ideas and experiment

· Act quickly and confidently on ideas, gets straight to the point

· Are impatient with endless discussion







image1.wmf



image2.wmf




image5.emf
VAK Learning Styles  Self.docx


VAK Learning Styles Self.docx
VAK Learning Styles Self-Assessment Questionnaire

(week 3-30/10/2019) A.Ivanova 1909640

Circle or tick the answer that most represents how you generally behave.

(It’s best to complete the questionnaire before reading the accompanying explanation.)

1. When I operate new equipment, I generally:

a) read the instructions first

b) listen to an explanation from someone who has used it before

c) go ahead and have a go, I can figure it out as I use it

2. When I need directions for travelling, I usually:

a) look at a map

b) ask for spoken directions

c) follow my nose and maybe use a compass

3. When I cook a new dish, I like to:

a) follow a written recipe

b) call a friend for an explanation

c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:

a) write instructions down for them

b) give them a verbal explanation

c) demonstrate first and then let them have a go

5. I tend to say:

a) watch how I do it

b) listen to me explain

c) you have a go

6. During my free time I most enjoy:

a) going to museums and galleries

b) listening to music and talking to my friends

c) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:

a) imagine what they would look like on

b) discuss them with the shop staff

c) try them on and test them out

8. When I am choosing a holiday I usually:

a) read lots of brochures

b) listen to recommendations from friends

c) imagine what it would be like to be there

9. If I were buying a new car, I would:

a) read reviews in newspapers and magazines

b) discuss what I need with my friends

c) test-drive lots of different types

10. When I am learning a new skill, I am most comfortable:

a) watching what the teacher is doing

b) talking through with the teacher exactly what I’m supposed to do

c) giving it a try myself and work it out as I go

11. If I am choosing food off a menu, I tend to:

a) imagine what the food will look like

b) talk through the options in my head or with my partner

c) imagine what the food will taste like

12. When I listen to a band, I can’t help:

a) watching the band members and other people in the audience

b) listening to the lyrics and the beats

c) moving in time with the music

13. When I concentrate, I most often:

a) focus on the words or the pictures in front of me

b) discuss the problem and the possible solutions in my head

c) move around a lot, fiddle with pens and pencils and touch things

14. I choose household furnishings because I like:

a) their colours and how they look

b) the descriptions the sales-people give me

c) their textures and what it feels like to touch them

15. My first memory is of:

a) looking at something

b) being spoken to

c) doing something

16. When I am anxious, I:

a) visualise the worst-case scenarios

b) talk over in my head what worries me most

c) can’t sit still, fiddle and move around constantly

17. I feel especially connected to other people because of:

a) how they look

b) what they say to me

c) how they make me feel

18. When I have to revise for an exam, I generally:

a) write lots of revision notes and diagrams

b) talk over my notes, alone or with other people

c) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:

a) show them what I mean

b) explain to them in different ways until they understand

c) encourage them to try and talk them through my idea as they do it

20. I really love:

a) watching films, photography, looking at art or people watching

b) listening to music, the radio or talking to friends

c) taking part in sporting activities, eating fine foods and wines or dancing

21. Most of my free time is spent:

a) watching television

b) talking to friends

c) doing physical activity or making things

22. When I first contact a new person, I usually:

a) arrange a face to face meeting

b) talk to them on the telephone

c) try to get together while doing something else, such as an activity or a meal

23. I first notice how people:

a) look and dress

b) sound and speak

c) stand and move

24. If I am angry, I tend to:

a) keep replaying in my mind what it is that has upset me

b) raise my voice and tell people how I feel

c) stamp about, slam doors and physically demonstrate my anger

25. I find it easiest to remember:

a) faces

b) names

c) things I have done

26. I think that you can tell if someone is lying if:

a) they avoid looking at you

b) their voices changes

c) they give me funny vibes

27. When I meet an old friend:

a) I say “it’s great to see you!”

b) I say “it’s great to hear from you!”

c) I give them a hug or a handshake

28. I remember things best by:

a) writing notes or keeping printed details

b) saying them aloud or repeating words and key points in my head

c) doing and practising the activity or imagining it being done

29. If I have to complain about faulty goods, I am most comfortable:

a) writing a letter

b) complaining over the phone

c) taking the item back to the store or posting it to head office

30. I tend to say:

a) I see what you mean

b) I hear what you are saying

c) I know how you feel

Now add up how many A’s, B’s and C’s you selected.

A’s = 13                       B’s = 9                            C’s = 8

If you chose mostly A’s, you have a VISUAL learning style.

If you chose mostly B’s, you have an AUDITORY learning style.

If you chose mostly C’s, you have a KINAESTHETIC learning style.

Some people find that their learning style may be a blend of two or three styles, in this case, read

about the styles that apply to you in the explanation below.

When you have identified your learning style(s), read the learning styles explanations and

consider how this might help you to identify learning and development that best meets your preference(s).

VAK Learning Styles Explanation

The VAK learning styles model suggests that most people can be divided into one of three

preferred styles of learning. These three styles are as follows, (and there is no right or wrong learning style):

· Someone with a Visual learning style has a preference for seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, etc. These people will use phrases such as ‘show me’, ‘let’s have a look at that’ and will be best able to perform a new task after reading the instructions or watching someone else do it first. These are the people who will work from lists and written directions and instructions.

· Someone with an Auditory learning style has a preference for the transfer of information through listening: to the spoken word, of self or others, of sounds and noises. These people will use phrases such as ‘tell me’, ‘let’s talk it over’ and will be best able to perform a new task after listening to instructions from an expert. These are the people who are happy being given spoken instructions over the telephone, and can remember all the words to songs that they hear!

·  Someone with a Kinaesthetic learning style has a preference for physical experience -touching, feeling, holding, doing, practical hands-on experiences. These people will use phrases such as ‘let me try’, ‘how do you feel?’ and will be best able to perform a new task by going ahead and trying it out, learning as they go. These are the people who like to experiment, hands-on, and never look at the instructions first! 

People commonly have a main preferred learning style, but this will be part of a blend of all three. Some people have a very strong preference; other people have a more even mixture of two or less commonly, three styles. When you know your preferred learning style(s) you understand the type of learning that best suits you. This enables you to choose the types of learning that work best for you.

There is no right or wrong learning style. The point is that there are types of learning that areright for your own preferred learning style. Please note that this is not a scientifically validated testing instrument – it is a free assessment tool designed to give a broad indication of preferred learning style(s).

More information about learning styles, personality, and personal development is atwww.businessballs.com. With acknowledgements to Victoria Chislett for developing this assessment.

Victoria Chislett specialises in performance psychology and its application within organisations, and can be contacted via email: performance_psychologist at yahoo.com.

© V Chislett MSc & A Chapman 2005.

From www.businessballs.com. Not to be sold or published. Authors accept no liability.
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