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1.0 [bookmark: _Toc74901368]Executive summary

The main purpose of this report is to reflect and discover myself, it is about how I plan my career development, how I improve and how I set SMART goals to reach a higher level in my career.
To have a successful career, I need to improve my skills, gain more  self-confidence ,develop more knowledge and think positively.

 This report helps me to understand and to find out which are my strengths, weaknesses, opportunities and threats, which learning style suit me better and which my employment goals are, for a continuous development career.



[bookmark: _Toc74901369]2.0 Terms of Reference

This report was requested by lecturer Melanie Squire, who teaches the Professional Career Development module for the purpose to develop my career through knowledge and skills to make my work easier and more efficient, and the deadline is June 18, 2020.


[bookmark: _Toc74901370]3.0 Procedure

To compile this report to be done on time, well-structured and well-made I  utilized a lot of sources that support my work.
First, I used academic reference where I applied  Harvard Referencing  which helped my report to be enriched with important information from credible sources, in addition I used Academic books, Journals and Website. 
.

.


[bookmark: _Toc74901371]4.0 Introduction


In order to have a successful career, we have to plan it in detail, first we have to set our goal for that we need time, skills, knowledge, positive thinking, we have to think about how to get there because it is a lot of hard work, just by focusing on what we want to achieve in our professional career, this would certainly help us find our way to success.
So , what is a Career?
A career is defined in the dictionary as: ,, An occupation undertaken for a significant period of a person’s life and with opportunities for progress.”(Oxford Dictionary n.d) 
In addition, Simonsen, (1997, p.6-7 cited in Mc Donald and Hite, 2015, p4) defined career development as a continuous process of a person's life, occupation and education. He also stated that development reflects skills, growth and knowledge, furthermore, he mentions that career development is successful only if it is helped by both parties (individual and organizational) and only through good organization, chance and business support. 
“Personal and professional development is about being the best that you can be.’’( Dowson, 2015, p 8)
Why is career development important? Because, as for me and everyone else, we all want to grow more, gain as much knowledge as possible, we all want to find a good job, advance in our jobs and progress further in our careers, for this we need to be prepared, for this rapidly changing world because lifelong learning can improve our quality of life. 
Visca, (2019) stated lifelong learning as a continuous learning to develop more our “skills and improve our knowledge”  at the workplace and as well is an opportunity to be better prepared for the new era of change.




[bookmark: _Toc74901372]5.0 Main Findings

[bookmark: _Toc74901373]5.1 What did I learn?

The first thing was to build my confidence, to believe that I can do everything I set out to do and step by step I started to discover and analyse myself to know what my strengths, weaknesses, opportunities and threats are and how can I improve them, having a SMART goal can help me achieve the best and easiest way to succeed in a career, in addition, I discovered what my learning styles are and how I can learn better, how I can use them to achieve my goals, moreover I learned about communication, teamwork and presentation skills, which are some of the most important employability skills, and last but not least, I learned how to make a personal development plan to track my daily progress.













[bookmark: _Toc74901374]5.2 What challenges did I face and what learning and development strategies did I employ to overcome them?

One of the challenges for me was the lack of confidence, before starting this course I was not sure if I would pass the interviews, if I would finish this course, there were so many "ifs" in my mind, but willing for a change in In my life and career, I said to myself why not, I have to try, to overcome that I try to think positively and not to say that I can't, to interact more often with other people, to share my ideas and thoughts with people who are close to me, to read more about this, because the more I communicate, the more confident I will become in myself and in speaking.
Another challenge for me was to acquire time management skills and organize my program, as a student you can underestimate the significance of time, being a full-time student, I tried to organize what I need to do, in addition, to maintain a full-time course, with schedule with a part-time job and 2 energetic children was an added struggle. In the end, I managed to organize myself in time, having a good planner and prioritizing important tasks first, but I can say that it was a stressful situation.
Dawson, (2014) said that according to certain research, the main challenges for mature students who want to continue their studies relate to insufficient time management, moreover, she said that through self-motivation, they can increase their desire to learn, the more they will find the necessary time that they did not know they had before.









[bookmark: _Toc74901375]5.3 How can I apply this learning to my career development journey?  


BusinessBall (2017) mentions that Johari Window is a model that is useful for improving self-awareness and describes how other people perceive us in a group.
First of all, the Johari model will help me to increase the open area more and decrease the blind area to allow other people to give me feedback about my abilities, attitude, feelings. For example, Johari Window helped me a lot to be more confident in myself, because now I know how other people see me, how they perceive me. Secondly, I will be more interactive with others, so that others know more about how I am. Third, I will try to reduce the unknown area as much as possible and I will try to be more active and involved in many activities.















[bookmark: _Toc74901376]5.4 SMART GOAL

“A SMART goal refers to both personal development and professional goal setting and it is able to encompass virtually all walks of life.’’( Green, 2015)
Setting us a goal help us to success but having a SMART GOAL gives us the chance to progress, achieve and improve our goals. Our Smart goal need to be clear (Specific), must be trackable (Measurable), need to be attainable (Achievable), must be based on necessary resources (Realistic), and has to have a timeline(Timely).
My SMART goal is to become a manager at my workplace within a year, by studying and finishing my Level 4 Certificate Skills for the Workplace which can  help me to develop the skills I need for the job. My Goal is SMART because:
Specific – it is because I want to become a manager at my workplace
Measurable- it is, to achieve this ,I have to pass this course with good grades for the development of my skills and knowledge
Achievable -it is, because I am already a crew trainer, and I train people in my job 
Realistic – it is, having this chance to do this course will help me a lot at my work and also in my career having the skills that all the employers are looking for
Timely -  it is, I will give myself 1 year for that











[bookmark: _Toc74901377]5.5 SWOT analyse and how this helped me to my Smart goal

To be successful nowadays, a SWOT analysis is a good opportunity to analyse myself, to know my strengths and what I am good at, to find my weaknesses and to know how I can face them, how I can improve them, what opportunities I have to develop more and what threats I encounter in life and how I can overcome them, having a personal SWOT can help me to focus on how I can achieve my goal.
“Take action on Personal SWOT analysis outcome for the positive result.” (Buzzanalysis 2016)
According to CommunityToolBox, if we identify our strength, weakness, opportunities, threats, it is easier for us to prioritize our work, planning it for a future and a growing career. My SWOT analyse can be found in the table below:
	STRENGHTS

IT SKILLS                                                                               
ABILITY TO WORK UNDER PRESURE
PROBLEM SOLVING
TEAMWORK
POSITIVE
QUICK LEARNER

	OPPORTUNITY

THIS COURSE
BECOME A MANEGER
FIND A BETTER JOB
BETTER PAID JOB
MORE POSITION AVALABILE
LEARN AND DEVELOP MORE





	WEAKNESSES

TIME MANAGEMENT
COMUNICATION SKILLS
PRESENTATION SKILLS
LACK OF CONFIDENCE


	THREATS

COMPETITION
SHIFTS
HEALTH
BETTER QUALIFED PEOPLE






[bookmark: _Toc74901378]5.6 Learning Styles and how those helped me with my learning

“ ….a learning style is a preferred  way of thinking, processing and understanding information.’’( Sheve, Allen and Nieter, 2010, p.9)
The Vark is a questionnaire that can indicate for each person their learning style. VARK means (visual, aural, read/write, kinesthetics)
My results for this questionnaire are: 
· Visual                  3
· Aural                   6
· Read/Write        4
· Kinaesthetic       7
I am a kinesthetics learner and I think the result is correct because this type of learner represents me, being a person who prefers to learn things by practicing them, I like to be active in learning, to participate in the lesson and to experience new things and I can say I am a problem solver


The Honey and Mumford  questionnaire is  meant to help any individual in finding the correct learning style.  There are 4 styles: Activist, Reflector, Theorist and Pragmatist.
My results for this questionnaire are:
· Activist           9
· Reflector        17
· Theorist          12
· Pragmatist      10
From my results it shows that I am a Reflector that is correct, I am that type of person who observes first, and I also like to take time to assimilate any information received.

Knowing our learning style is very important to us and can help us a lot in our future career. Identifying what is the best type of learning style for us can save us time in study, knowing how to learn can be easier instead of harder.



[bookmark: _Toc74901379]5.7 What employability skills are relevant  for me to achieve my SMART goal and how I will acquire these.

Morgan (2020) states that concentrating on the skills we have enriched from school will be very useful to us at work.
The employability skills I need to work as a manger at my workplace are as follows:
· Good communication skills
· Problem -solving skills
· Ability to multitask
· Ability to work well under pressure
· Leadership qualities
· Time management
· Ability to effectively direct others
· Positivity
· Teamwork

To achieve these skills, I need to prepare and take one skill at a time and develop it further. I need to have a good attitude, motivation and be positive. I must develop my communication skills not only online but also face to face and to develop my soft skills by doing a lot of different activities.




[bookmark: _Toc74901380]5.8  Personal Development Plan

Grit (2019) said that to develop our skills we must use a Personal Development Plan for our progress in our career. 
To support my work, I chose the Morgan P model.
	Skills
	Action needed
	Resource needed
	Date for action
	Date for review
	Aspirational Goal
	Met?

	Time Management
	Make an action plan

Be organized

Do the important 
task first

Eliminate distractions
	Make a good planner

Set remainders

Family help

Online resources

	Planning my workday every morning after a schedule
	Every night to check what is done for that day and to improve more with each day
	I need to spend my time wisely to prioritise well my activities to accomplish all the tasks that I have to do in a certain period of time

Effective time management can improve my personal and professional life helping me to save time

Having a good time management is an important employability skill that many employers are looking when hire an individual
	

	Communication
	To interact more on lesson

Go to seminars

Inspire from books

	Website

Books

Support from my colleague’s


	I need to do study daily

	After one month I will  review myself to see if I put in practice my knowledge

	I want to improve the ability to communicate more effectively with my tutor, colleagues for a better understanding of lesson
	






[bookmark: _Toc74901381]6.0 Conclusion



Having a goal to pursue in my career, I think it is achievable I just have to put it into practice, knowing what my strengths are, I just have to focus on my weakness and remove all barriers to achieving my goals, also having a structured personal development plan can help me be on the right track in my career and realise my goal.

The more we learn, the more we can progress and develop having the opportunity to find better jobs, we just need to be prepared for all the changes that the 21st century has in store for us and to be more grateful for our fulfilling life.
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LEARNING STYLES QUESTIONNAIRE



    VARK QUESTIONNAIRE


This questionnaire aims to find out something about how you learn best.  The follow up materials will then give you tips on how to use your preferred style for maximum benefit.
Choose the answer which best explains your preference and circle the letter next to it.  Please circle more than one if a single answer does not match your perception.  By the way, there are no ‘right’ or ‘wrong’ answers!  No further information can be given as it may prejudice your responses.
When you have completed the questionnaire, use the marking guide to find your score for each of the categories, Visual, Aural, Read/Write and Kinaesthetic.

1.	How many syllables are in your first name?
	(a)	one
	(b)	two
	(c)	three
	(d)	more than three

2.	You are about to give directions to a person who is standing with you.  They are 
staying in a hotel in town and want to visit your house later.  They have a rental car.  You would:
	(a)  	draw a map on paper
	(b)  X	tell them the directions
	(c)	write down the directions (without a map)
	(d)  X	collect them from the hotel in my car

3.	You are not sure whether a word should be spelled ‘dependent’ or ‘dependant’.   I would:
	(a)  X	look it up in the dictionary
	(b)	see the word in my mind and choose the way it looks
	(c)	sound it out in my mind
	(d)	write both versions down on paper and choose one

4.	You have just received the latest copy of a magazine with an itinerary for a conference, this is of interest to someone else.  You would:
	(a)	phone them immediately
	(b)  X	send them a copy of the printed itinerary
	(c)	show them on a map of the world
	(d)	share what I plan to do at each place I visit

5.	You are going to cook something as a special treat for your family.   You would:
	(a)  X	cook something familiar without the need for instructions
	(b)	thumb through the cookbook looking for ideas from the pictures
	(c)	refer to a specific cookbook where there is a good recipe

6.	A group of students from another school has been assigned to you to find out about the geology of your local area. You would:
	(a)  X	drive them to a wildlife reserve or park
	(b)	show them slides and photographs
	(c)	give them pamphlets or a book on wildlife reserves or parks
	(d)  X	give them a talk on wildlife reserves or parks


7.	You are about to purchase a new compass clinometer.  Other than price, what would most influence your decision?   
	(a)	the salesperson telling you what you want to know
	(b)	reading the details about it in a journal
	(c)  X	playing with the controls and listening to it (road testing it)
	(d)  X	it looks really smart and fashionable

8.	Recall a time in your life when you learned how to do something like playing a new board game.  Try to avoid choosing a very physical skill, eg. riding a bike.   You learned best by:
	(a)	visual clues – pictures, diagrams, charts
	(b)	written instructions
	(c)  X	listening to somebody explaining it
	(d)  X	doing it or trying it

9.	You have an eye problem.   You would prefer the doctor to:
	(a)  X	tell me what is wrong
	(b)	show me a diagram of what is wrong
	(c)	use a model to show what is wrong

10.	You are about to learn to use a new program on a computer.   You would:
	(a)  X	sit down at the keyboard and begin to experiment with the program features
	(b)  X	read the manual which comes with the program
	(c)	telephone a friend and ask questions about it

11.	You are staying in a hotel and have a rental car.  You would like to visit friends whose address/location you do not know.   You would like them to:
	(a) 	draw a map on paper
	(b)  X	tell directions
	(c)	write down the directions (without a map)
	(d)	collect me from the hotel in their car

12.	Apart from the price, what would most influence your decision to buy a particular textbook?
	(a)	I have used a copy before
	(b)  X	a friend talking about it
	(c)	quickly reading parts of it
	(d)  X	the way it looks is appealing

13.	A new movie has arrived in town.  What would most influence your decision to go (or not go)? 
	(a)	I heard a radio review of it
	(b)	I read a review of it
	(c)  X	I saw a preview of it

14.	Do you prefer a lecturer who likes to use:
	(a)  X	a textbook, handouts, readings
	(b)	flow diagrams, charts, graphs
	(c)  X	field trips, labs, practical sessions
	(d)	discussion, guest speakers


	Total number of V’s circled = 
	3

	Total number of A’s circled =
	6

	Total number of R’s circled =
	4

	Total number of K’s circled =
	7





















Honey and Mumford : Learning Styles Questionnaire


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

	
	1. I often act without considering the possible consequences

	x
	1. I tend to solve problems using a step-by-step approach

	x
	1. I believe that formal procedures and policies restrict people

	
	1. I have a reputation for saying what I think, simply and directly

	x
	1. I often find that actions based on feelings are as sound as those based on careful thought and analysis

	x
	1. I like the sort of work where I have time for thorough preparation and implementation

	
	1. I regularly question people about their basic assumptions

	x
	1. What matters most is whether something works in practice

	x
	1. I actively seek out new experiences

	
	1. When I hear about a new idea or approach I immediately start working out how to apply it in practice

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

	x
	1. I take pride in doing a thorough job

	x
	1. I get on best with logical, analytical people and less well with spontaneous, "irrational"

	x
	1. I take care over the interpretation of data available to me and avoid jumping to conclusions

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

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

	x
	1. I don't like disorganised things and prefer to fit things into a coherent pattern

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

	
	1. I like to relate my actions to a general principle

	x
	1. In discussions I like to get straight to the point

	x
	1. 1 tend to have distant, rather formal relationships with people at work

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

	 
	1. I enjoy fun-loving, spontaneous people

	 x
	1. I pay meticulous attention to detail before coming to a conclusion

	 
	1. I find it difficult to produce ideas on impulse

	 
	1. I believe in coming to the point immediately

	 x     
	1. I am careful not to jump to conclusions too quickly

	 x   
	1. I prefer to have as many resources of information as possible - the more data to think 	over the better

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

	 x
	1. I listen to other people's points of view before putting my own forward

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

	x
	1. In discussions I enjoy watching the manoeuvrings of the other participants

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

	
	1. I tend to be attracted to techniques such as network analysis, flow charts, branching 	programs, contingency planning, etc.

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

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

	x
	1. Quiet, thoughtful people tend to make me feel uneasy

	x
	1. I often get irritated by people who want to rush things

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

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

	
	1. I tend to be a perfectionist

	
	1. In discussions I usually produce lots of spontaneous ideas 

	
	1. In meetings I put forward practical realistic ideas

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

	x
	1. I prefer to stand back from a situation

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

	
	1. On balance I talk more than I listen

	x
	1. I can often see better, more practical ways to get things done 

	x
	1. I think written reports should be short and to the point

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



	x
	1. I tend to discuss specific things with people rather than engaging in social discussion

	x
	1. I like people who approach things realistically rather than theoretically

	x
	1. In discussions I get impatient with irrelevancies and digressions

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

	x
	1. 1 am keen to try things out to see if they work in practice

	x
	1. I am keen to reach answers via a logical approach

	
	1. I enjoy being the one that talks a lot

	x
	1.  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

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

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

	x
	1. In discussions I'm more likely to adopt a "low profile" than to take the lead and do most of the talking

	
	1. I like to be able to relate current actions to a longer term bigger picture

	
	1.  When things go wrong I am happy to shrug it off and "put it down to experience"

	
	1. I tend to reject wild, spontaneous ideas as being impractical

	x
	1. It's best to think carefully before taking action

	x
	1.  On balance I do the listening rather than the talking

	
	1.  I tend to be tough on people who find it difficult to adopt a logical approach

	
	1.  Most times I believe the end justifies the means

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

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

	
	72. I'm usually one of the people who puts life into a party

	x
	73. I do whatever is expedient to get the job done

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

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

	
	76. I'm always interested to find out what people think

	x
	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



Activist       Reflector       Theorist           Pragmatist

     9                  17                12                     10
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