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INTRODUCTION

3.
The purpose of this report is to carry out a reflective report and elaborate on multiple skills and concepts that have been attained whilst learning the Professional and Career Development module. The report will include a personal development plan that has been put together using evaluation tools that have been learned in class.
The report will elaborate on evaluated expertise which have been attained through learning this module and is necessary for future employment. The report will also evaluate the theories, skills and abilities acquired from this module.
A reflective report is an especially important method after learning any module (mirroring) as it gives you a chance to recognise more and improve the relevance of any module (Rosier, 2002). To write a good reflective portfolio you must follow some major bullet points which are what your forecast goals are and what steps you took in achieving it, what you learned from the project, what you did whilst learning and how you felt, what others experienced and what they felt, the result of the project, what feedback you received from your lecturer and what individual strengths and weaknesses were disclosed.


ABSTRACT

4.


4.1
There are a few skills required for obtaining future employment. First, you must put together a personal development plan. A personal development plan helps you to progress on skills that will be beneficial for employment life (Morgan, 2017). Throughout a business life an employer is always investing in their employees, this is by putting them through training programs and refreshing and updating their skills and knowledge. 
Personal development helps to enhance their production and get to their full potential at each phase of their employment.
Second, you must go through a self-awareness questionnaire, this will improve your self-awareness. The best way to do this is use some popular tools such as Johari windows, Personality tests and Learning styles quiz. These tools help you understand how self-aware you are and what you need to improve. Self-awareness helps us to evaluate your thoughts, feelings, and behaviours (Carver, 2012).
Self-awareness enhances your skills by understanding what you are good at and what you must better yourself in, increase satisfaction level by lining up standard to your actions, improving leadership qualities by evaluating how your staff recognise your behaviour and we construct on our strengths as well as recognise areas where want to make development.
Third, you must explore your employment opportunities. To explore your employment opportunities, you must look out for what is in trend, do some research, keep multiple options available and most important you must know yourself (Crosby, 2000). 
When looking out for trend you should look out for trends that would shape out the future of Uk jobs and skills, for example how the Covid-19 would affect employment and if the job you are applying for is becoming increasingly flexible with working hours. Doing research is especially important as this will help you understand what you can do with your degree and what career options you have, having multiple options open to you will be extremely useful than having one job open to you like shortlisting of jobs you prefer and having options can help attain transferable skills.
Knowing yourself will help you understand what motivates you, what are your employment desires, what your strengths are, and your weaknesses are and what kind of personality you have.
Fourth, you must produce your C.V and cover letter, then you must prepare yourself for the interview. First you want to brand yourself, to do this you need to have values and principles, have good networking, have a profile existence in web or social media and have an effective selling point. Then we need to create an effective C.V and cover letter, this will sell you to the employer and get you an interview. To make an effective C.V you should compare them, it should not be too long, it should highlight your profile, skills, expertise, education, employment history and your hobbies (Yate, 2003). The C.V should be tailored to the job you are applying for, should be formal, good format, good English and in black and white. Where the covering letter should be short, to the point, should not repeat information from your C.V, it should highlight why you are suitable for the position and better than other applicants and highlight your quality for the job. Then you will apply for the job and prepare yourself for the interview. When preparing yourself for the interview you should do a full research on the company as this will benefit you in the interview, you should go through questions and answers that may be asked at the interview, you should remember some questions to ask the person doing the interview, always be prepared to answer questions to back up what you have written in your C.V, find out what their goals are and what they wish to achieve in a few years as you can ask them these questions at the interview, find out where they are located and how long it takes to get there before hand, dress up smartly when attending the interview and always have good eye contact, lastly you should have a career development in place as this will help you to understand yourself, investigate your options, make choices and take actions and always keep track of employment legislation.

5.
Personal development plan.
The procedure of a personal development plan is the goal you want to obtain and where you want to be in a short or lengthy period of employment, evaluate present realities (Eisele, Grohnert et al, 2013). 
The five personal development plan templates that I have had a look at and compared are quite similar in improving their performance, where they are now, reaching their goals and how they will achieve it. The pdp templates are remarkably similar in meaning but put in different wording. Most pdp templates have a time frame but some do not. Few things in common are which obstacles can come in your way, review period, what is needed to achieve the goal such as selecting the appropriate development activities to meet those perceived needs.
The most common things about pdp templates are they are done in a chart so everything can be visual and clear. Some pdp templates are for professional development on understanding your job and how to improve and some pdp templates are for personal development which is about communication and time management. Some are colour coded and some are made figures. 

5.1
Learning styles.
Learning style theories are used by individuals in diverse ways that is more productive for them (Pashler, McDaniel et al, 2008).
I am an auditory learner. A person who likes to hear and listen to learn. This process helps to remember and understand things that I have heard. I find it easy to store information on the way it sounds, and I find it easier in spoken instruction than written ones. For information to feed into my brain I often read it out loud because I must hear or speak to know it.
Sometimes I might hum or talk to myself when I get bored. Some things that an auditory learner does to learn sit where you can hear, study new material out loud to learn better.
For example, when i was studying at university in May 2020 and my tutor was ade, I was having problems understanding first but then I asked ade to explain the assignment and give an example so I could listen, hear, and understand properly.

5.2
Career options.
Area manager - (1) After evaluating myself I have leadership qualities.
ATM - Warehouse manager (2) I like taking charge and this is something I will think about after completing all my graduation.
Store supervisor - (3) I would consider these options as well as it will help me to reach to the other positions and this includes taking charge, making decisions.
Team leader at warehouse - (4) I could gain experience to reach my goals and to add to my C.V.

5.3
My C.V compared against C.V found online: Job application.
The most similar things that I found about my C.V and the three C.V that I found online based on my job application were that they were all black and white not in colour. They all had the same font size, they were all clear and the skills and capabilities stood out. They were all in the similar order, they all had a profile, skills and expertise, employment history, education history, personal information, interests, and hobbies. 
The only difference I could find was the layout of the C.V and one of the C.V had a picture of the applicant on the top left-hand corner. The main difference I found on the three C.V against my C.V was that two of them had assistant manager or assistant manager resume on the top of the C.V under the name.

5.4
Pros and Cons of future employment and education plan.
When taking up employment the advantages you will have of being an employee are you will have employee benefits, you will not be worried that will I not have money next month as with a regular job you will get money every month. Income security, easy to obtain credit and career development opportunities.
Disadvantages are making someone else rich, little control in decision making, little control in time schedule.
Being self-employed: advantages are you are your own boss, more opportunities to earn money, interesting projects to execute, making decisions for yourself.
Disadvantages are Paying more tax, no more paid leaves, multitasking all the time and unsteady pay.
Continuing education: Advantages can make new goals, may be profession switch, can lead to new higher positions with big salary, Gain much more knowledge.
Disadvantages are returning to studying you will have to manage your time schedule very carefully.
Taking a Gap year: Advantages are it gives you time to pursue other passions, gives you a chance to work and get money behind you, look impressive on your C.V.
Disadvantages are risk losing academic momentum, risk losing valuable time, it can be expensive.

5.5
Diversity and Inclusion should be taken up in the workplace as it benefits employees as well as employers. The main three benefits of putting diversity and inclusion in place of a business environment is market competitiveness, talent, and corporate reputation. 
Research shows (the psychological contract) that when people are looking for a job, they want to be employed in a business environment where there is fine employment practice in place. As workers have talent which they contribute at work they want to be appreciated from time to time. For businesses to be combative and determined than other businesses they need all their employees to always give 100%. When recruiting employers easily identify diversity and inclusion in reserving the skills and quality they require. 
People with different identities and diverse cultural background are widely welcomed in today's organisations. It is important in workplace and organisations to decrease and prevent invidious bias and discrimination to get rid of unwanted conflict.

CONCLUSION/RECOMMENDATION

6.
The conclusion of this report is if you use the correct tools for every action, you will complete your actions effectively. If you have an unobstructed vision and mission and evaluate your present realities, you will prepare an effective personal development plan. So, if you use the Johari windows, personality tests and learning style quizzes you will prepare yourself effectively for self-awareness. Exploring multiple job opportunities will give you a wide range of employment options. Comparing C. Vs, highlighting skills and expertise, tailoring the C.V for the job you are applying for and keeping your C.V formal, good format and good English will get you an interview.
Diversity and Inclusion is very important in today's employment.
To prepare yourself for an interview you should have researched the company, reviewed the questions and answers that might be asked in the interview, review questions that might be asked to back up your C.V and research on the company's goals.

For recommendation you should shake hands firmly of interviewer, answer question completely but briefly, point out work related skills, focus on strengths and avoid weaknesses, reference particular items on resume and avoid use of empty and slang words.
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