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Introduction of Learning and Personal Development Plan
The success of a person in today’s competitive workplace essentially depends on the knowledge, skills and experience acquired by the individual. These competences are a must have requirements of the employers to ensure they hire the best candidate for the position.
In this assignment I will demonstrate a strategic and effective skilled programme to be put in place to monitor and continually measure progress. Stressing the fact that the credibility of a development plan is based uniquely on the commitment of an individual to continuing self-obligations, discipline, and navigating through and in-between working and paternal responsibilities.
I will write about the external and internal factors that impacts the process and steps of moving forward towards achieving the desired goal, as well as skills and practices required to compete in the modern work place.
Self-Evaluation
As the sunrise of year 2018 illuminated the green planet, the discussions around the automation industry was getting louder. In my current occupation of driving for a living, a critical analysation of the future transport industry dawned on me that it will steadily shrink, and I had to do something about it quick.
Motivation
After a brief reflection exercise, a decision to go back to learning was made, I had no elusions that it is going to be emotionally and physically exhausting, the first challenge was the discipline of keeping the motivation drive going, which is redundancy.
Research by Mandy Bass, https://www.mindtosucceed.com/outlined the two major factors that propels people to action, reward and fear. In both theories, goals must be well-defined. She argues that the principle factor which triggers reaction is the value behind what gets you up every day in the morning.
She explained the three keys for action, the drive, the direction and the value. We often speak about the goals and how to get there but not the value around it. Coming to university to get a degree is the goal and direction but, establishing a nursing home could be the value around it and seldom revealed.
And the fear of becoming redundant and losing your home is what keeps some people going, but more often we speak about money, status, location or simply for love. Reward driven people will focus mainly on the achievements and this is where the “SMART” acronym comes in.  a tool to help you set motivational goals to stay on track. Goals must be specific, measurable, achievable, realistic and timely. And fear driven people are always worried about the frightful consequences of failure. For example, if I do not get a degree I will end up on the street.	Comment by Habib Magala (1812271): 
[image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\695858E6.tmp]
Paul J Meyer in his book “Attitude is everything: If you want to succeed above and beyond” stressed the importance of defining the smart goals to achieve the target by answering the five “W” questions: 
1-What you want to achieve. for example, a degree in health and social care. The first step is a certificate in higher education which will give you the skills and knowledge required in the workplace.
2- Why a degree is important. Because the future depends on it.
3- who is involved. social responsibilities must be well balanced.
4- where is located is crucial mental ,physical, as well as financial     circumstances. 
5- which resources, funds security and provision must be assured.
Measurable 
On our first day in the classroom during the introduction session, a few of the participant when asked which branch of health care they are pursuing, the answer was “will decide towards the end”. Which meant that the variables in health care need to be simplified further. They knew what they wanted but still needed to specify between nursing homes, hospitals, and many other fields in healthcare. At first, they appeared to be lacking in specifics, but university is all about diffusing student with knowledge, enhancing new skills and how the real world works. (Morgan P, The business student’s guide to study and employability 2017 page 9)
Ryan Blair articulately said that, once the goal is specified, it becomes a powerful magnetic force pulling you towards achieving your objectives. 
www.thebalancesmb.com



Measurable.
Measuring progress is fundamental to the success of the objectives.
 [image: C:\Users\User\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\FA7F8D2A.tmp] quickanddirtytips.com 
You will always monitor the pace of your progression, evaluate measure with realistic and tangible prospective strategy and use the outcomes to adjust accordingly. school exams and university essays and assignments are testimonies of progress and measure.
Achievable	
Think global not local is a good concept for cooperations but it has to be imbedded in reality. It should take you out of your comfort zone but still remain possible. And you will be able to look back at missed opportunities. www.mindtools.com. Universities encourages students to have a journal, to fill in periodical self-reflection quizzes as checklist to progress.
Realistic and Timely
Realistic goals have to undergo a critical check, prospects and concerns will be examined to emerge with a significant and high chance of success. If the obstacles cannot be eliminated, and the goal is relying on magical nostalgic thinking, the whole project will be unrealistic and disappointment is almost certain, because things do not always turn out the way we expected. And timed goals enforce a sense of emergency and a commitment to meet deadlines. Within the time frame a target can be properly measured and resources would be focused on achieving the target.
I believe I am clear in analysing this tool. I want to work in health and social care, a good progress during the learning process and assignment results will indicate success or failure. I am motivated by the reward of financial freedom and fear of growing old on benefits. And it is realistic because the government has provided the necessary resources, and it is fixed for three years.
               [image: Image result for swot analysis]liveplan.com
Swot stands for: Strength, Weaknesses, opportunities’ and Threats. It is an important reflective tool that helps student to analyse their path to success, self-scrutinize what they have and have not, and what needs to enhance further. It sheds a light, a clear understanding of self-strength and weaknesses and identifies the opportunities available and disadvantages or push and pull factors. It is a thorough analysis of your inner situation ( strength  and weakness) and the external factors ( Opportunities and Threats )  https://www.mindtools.com/pages/article/newTMC_05.htm
During a tutorial discussion with my tutor, I decided to branch into mental health. She emphasised the importance of volunteering in the practise as to get to know the works involved. In my previous work as a delivery man, I used to visit a day mental clinic centre for young adults where I was allowed inside the clinic to empty three bins of waste documents for shredding. I was given a brief induction of acting normal and reply to their questions which was mainly “what is your name” which I answered with a smile. Basically, I find working with them rewarding in a way I fail to explain, It is more like  dealing with children who do not know what is right from wrong, who needs round the clock care and affection for no fault of their own making, and  I believe in supporting other people at the point of vulnerability, a believe enshrined in my faith.
Personal Development Plan
A personal development plan is useful because it encourages students to learn to develop themselves and plan for the future by becoming more mindful of their capabilities and opportunities around them, a continuous cycle of self-reflection
Benjamin Franklin’s was quoted saying “ He who fails to plan is planning to fail” google/goodreads.com/quotes.  A personal development plan intends to identify the gap between the social skills you have and have not. Language skills or sports for instance. Deciding what you need to develop is a personal decision based on where you are and where you need to be. Peter Morgan 2017 p28.
The essence of the four Johari four boxes is to narrow down the three areas of blind, hidden and unknown into the open area.
[image: Image result for johari window model]
The Johari window(1955)  was advanced by two American psychologists Joseph Luft and Harrington Ingham (Harry) , during their research in group dynamics at the university of California Los Angles ( Businessball.com) is another important and subjective tool to collect information about ourselves and improving self-awareness. The starting point is to ask other people of what they think your good and bad at? This might include your parents, and other family members, your best friends, fellow students, your tutors. their views are regarded as accurate according to Peter Morgan (2017) p28, due to the close relationship that exists around.  
Topically as human beings, we are very good at hiding aspects of behaviour we resent about ourselves, but by integrating and socialising with others, people can see what we are best at and what we are struggling with, eventually everything will surface, and  I agree with the Arab slogan “ eyes can reveal what is in the heart.”
With Johari model, the open box is about what you know about yourself. The blind box is the opposite but what others knows, by asking and collecting feedbacks, sensitive sometimes, information will be gained especially in areas others were intentionally covering-up from you. (Busunessballs.com) The hidden area is what you try to conceal. Some aspects of your life should remain private and hidden but, areas that relates to personal development should be disclosed as a checkpoint to excellence. And the unknown is what provokes, what?  because you had no idea about your deed and neither others around you in respect to workplace.

This exercise is very important in both the personnel development plan and the professional development plan.  As I said before life do not always stands still, it leads in all manner of directions.  we change plans, jobs, and as technology advances, our soft skills, interactions, inter-personal and working environment will revolve with time.
This model focuses on feelings, experiences, intentions, views, skills, motivations, attitudes and so on, from a psychology framework to enhance growth and development. Evaluating and developing a plan to strengthen the areas you are struggling with, will make the difference, and will help you become a stable and a competent employee. 
I personally experienced what change is really like. Through the first semester I was floating above water in Microsoft word, it then became a real issue when we started calculations, graphs, with excel and power point programmes. I discovered my lack of skills in those areas and I sank like a brick. The assignment in that subject will be indictive to the level of my competence.

Professional development Plan
The definition of PDP is: a written document drafted to vision, assess, and guide       professional career activities. It is about your current position, a tangible plan to were you want to go. Google/healthcareers.nhs.uk. It is tangible because it is written down with real words and not just an idea in your head, can be referenced in future to fill in the gaps and proofs your interest and commitment in the pursuit of objective.
Crissy, s, youtube video training session on Moodle.eatyourcareer.com
This facet is better understood by the question posed by the tutor in the classroom (what employers want?) by comprehending the skills required to be hired, you begin to structure a career development plan to reach your destination.
Among the skills needed are: competence, Time keeping, Positive attitude, Communication skills, Teamwork, Honesty, Flexibility, Attention to details, Motivation, critical thanking, to mention but a few. From the psychological discipline, this skills are necessary to gain confidence as effective employee.
In my case my goal was to get employment in health services as a graduate in a permanent position. So education and training was my first option to fulfil my aspirations. Everything was considered. Work, family, finance, location, the job market, local situations, politics and global issues, awareness of the sector and its employability record (NHS). Information had to be gathered, analysed intellectually and emotionally before a final decision was made. I used a force field analysis, a decision-making strategy, a term I did not know then, to reach my conclusion.
The strategy was engineered by an American social psychologist Kurl Lewin (1951) 
  https://www.odi.org/publications/5218-management-techniques-force-field-analysis
it is widely used to measure facts that influence social situations. It helps to analysis the forces that will help drive the situation towards the desired and intended outcome or chocking it before, or during the process, an understanding of what is required to manage and implement change efficiently.
The East London NHS foundation trust on its website clarified the Force Field Analysis as a tool intended to identify “ driving (positive) and restraining (negative) “ gravities that will impact a situation in a positive way or in a negative way, and when the positive and negative energies are identified, a thought through decision can be made to implement change and reduce the negative forces.
https://qi.elft.nhs.uk/resource/force-field-analysis-2/
Because  I did not have a  Health and social care background, I spoke to two classmates who were currently working in the health sector and employed by the NHS, who provided me  valuable information, they assured me that it is not of a vital importance to have, but hard work will be needed to prosper, and volunteering at this stage is crucial in terms of my option before  graduation, the tutor warned. It gives crucial ideas of the nature of the job you are attracted to.
On the health careers NHS website, three entry routes were listed to get into the NHS. https://www.healthcareers.nhs.uk/
1-school livers, with prospects in administration, domestic services, clinical support work and many others.
2- Apprenticeships, that provide NHS healthcare. They are open to anyone from 16+. The duration course is from one to five years to complete, conditional to the qualification required and the employer. Participants will develop knowledge skills, including English and Maths in combination with relevant workplace skills to a competence level of satisfaction.
3- High education, abundant opportunities are available for high education individuals’ in areas such as health sciences for example, nursing, midwifery and dentistry, Or Social care or public health, which mainly focuses on educating aspects of people’s lifestyles to live a healthier life. The website assured the reader that every role in the broader healthcare sector is “essential to running the NHS”.
[image: ]
 Reading through this diagram in peter Morgan’s book the business students guide book to study and employability p44, It was very interesting to identify myself with a number of transferable skills I learned from my previous experiences. Working for WH Smith in 2007 as a newspaper delivery driver, we had to carry a hand held scanner or EPOD device ( electronic proof of delivery )  with a £700.00 tag price if lost, and because of my previous IT skills, I needed very little training to gain competence in using it at that level which turned out to be completely irrelevant at university level.

With books online, my library skills were old and obsolete, and had to adapt to new ways of searching for knowledge. The contents in the diagram draws attention to reflect on the existing skills and exert efforts to improve and fill in the gaps and further develop those are missing to enhance employability in the work place.  Assertiveness is another core skill I need to practise. Andrew Maund in his book Certificate in Higher Education  (2017)p55 defined assertiveness as the confidence to express oneself energetically, truthfully and respectfully towards another person without bullying or patronising. I find myself numb most of the time especially in complex situations unable to communicate my concerns or stand up for what is right. Group discussion in class had a positive impact, because my poor English I was embarrassed to voice my ideas and my stuttering nature has been always a drag but, with encouragement from group members my confidence is steadily growing.

 Verbal communication, IT, reading skills are the areas I need to invest significant amount of time in order to establish a credible self-confidence. I am confident in other areas of communication for example: active listening. I always pay close attention to people talking to me without interruption, also paying attention to nonverbal clues to respond appropriately to other people’s emotions and body language, and at the same time being conscious of own body language to ensure sending the right clues to others. Communication skills are vital as they demonstrate the persons thinking and have immense power to defuse tensions or irritate emotions.
                                                                                                                                                                                                                                                                                                                                                              My area of weakness is in presentations, Analysis, quantitative and reading skills. All this topics are being covered in the Moodle and I have great passion in learning everything on offer by the end of the course 2019. Throughout the classroom self-assessment exercises, tutors have highlighted spelling mistakes which shows that I must intensify efforts to seek help and follow a plan to correct them in order to become an effective employee.

Analysis and Data collection

Data is a raw material (words, numbers, sounds, images, symbols) when processed and analysed becomes information. Information is a combination of data, context and meaning. For example: 21041926. This numbers are data with no meaning or context, but when is analysed and processed, they represent information regarding the birth date of Queen Elizabeth ll. Data is valuable, in a business sense, the more information you have about your clients, the better you will perform in meeting their interests and needs. It can also predict future variables. https://www.lotame.com/what-are-the-methods-of-data-collection/

There are two categories of collecting data. Primary data and secondary data.
 Primary data is information collected for the first time from the original source under the control and supervision of the collector. for example: a soldier returning from a war he was involved in describing the event. Also, diaries, letters, oral history and interviews.                          Secondary data is information that has been already been collected by someone else, a database for example, journals, periodicals, official records.
https://www.google.com/search?q=primary+data+meaning&safe







Business problem
Data analysis
Data Collection
Information
Decision making





There two types of data.  Qualitative data analysis: which uses words to describe something, and quantitative data analysis: which uses numbers, or categories, that can be labelled with a number.
Data Collection Methods
Data can be collected using a questionnaire, conducting an interview or by observation.
After graduation from the University, comes the time to enter the world of work.
 
Recruitment: recruitment is the process of attracting new employees into the organisation.           
https://www.sage.com/en-us/blog/glossary/what-is-recruitment/
It is all about having the right person, in the right place, at the right time. The process of recruiting candidates must be Efficient in terms of procedures and resources.
Effective in producing suitable candidates, in defining the role clearly on job description and person specification, the best will be welcomed on board.
Fair close scrutiny of the procedures to ensure that selection is conducted on merits and diversity taken into account.

The Equality act (2002)
The equality Act become Law In October 2010, replacing the previous legislation ( Race Relations Act 1976 together with the Disability Discrimination Act of 1995) for both employers and employees to be mindful of each others obligations according to the law.
https://www.acas.org.uk/equalityact .It was designed to protect people against acts of discrimination, harassment, and general victimisation in the work place. The act pointed out 9 
categories of people that needs protection: Religion and belief. Race. Disability. Age. Marriage and civil partnership. Pregnancy and maternity. Sex and Sexual orientation. It is against the law to discriminate potential employees in recruitment arrangements, advertising, during the interviews, in terms and conditions of work, or in selection methods.
And senior employees are not excluded, they are protected in terms of opportunities, promotions, Transfers or training. The act made it obligatory to adopt a recruitment policy at work that sets reasonable requirement standards, and to avoid biased practices. and by keeping to the letter of the law, even family members must adhere to the regulations.

Good Practice at Work.

Good practice at work goes beyond legal rights and workers well being to support staff and create a warm environment to boost moral and motivate productivity. Good management of people is essential to their well being which will improve efficiency and performance. acas.org.uk. When employees are well informed about their duties, their rights, their obligations and have the liberty to express their views in a two way communication process, they will perform at their best and they will be proud to warrant success of the company.

Effective communication is vital in the workplace. Different styles can be utilized include: Face to face meetings, emails, company literature, notice board or individual letters.

Gender Equality.
A survey by the Guardian newspaper revealed that gender discrimination in the workplace has changed very little, with many young women suffering sexual harassment, job in security and low salaries compared with male colleagues. Around a quarter (23%) of women between the age of 16 and 30 have been indecently stressed at work but only 8% actually reported it, a poll for the young women trust claimed.
The main reason ladies get cold feet on reporting workplace troubles is the fear of losing their jobs. Dr Carol Easton, chief editor of the young women’s trust said: the way young women are being treated at work, https://www.theguardian.com/ 13/sep/2018.  their salaries and wellbeing are still trailing well far behind their male counterparts.
Ex-offenders and work.
2018 statistics shows that over 11 million people in United kingdom have been convicted of a crime . https://www.nhsemployers.org/your-workforce . They went on to say that: it is not a unlawful to employ an ex-offender. however, it could be illegal to discriminate someone with a criminal record. And they quoted the ministry of justice and department for work and pensions   positive contribution and encouragement to employers (2011) that: offering employment to ex-offenders can significantly reduce re-offending by between 30-50 per cent.
 During a job fair workshop, I attended in 2013, the trainer said to everyone in the room that, anyone with a criminal record is wasting his time here, you are free to live, now. Three young men stood up and walked away. Google has listed a number of charity organisations that helps and looks after ex-offenders around the united kingdom and indeed the world. https://caringforexoffenders.org. Is run by a church.
https://www.indeed.co.uk/Ex-Offender-jobs-in-London So It is good news that ex-offenders are allowed back into the community after an incarceration and rehabilitation.
In may 2017 the high court ruled that, Disclosure and Barring Service (DBS) infringes peoples right to family and private life under article 8 of the European convention of Human rights.
https://www.peoplemanagement.co.uk/
Disciplinary Procedures and Grievance Procedures
Disciplinary procedures is a formal way to tell an employee whose standards of performance or behaviour is below the expectations and to offer assistance to change and improve. There are four stages of standard procedures for dealing with employees who breaks the rules:
· A verbal warning recorded on paper and stored on file for six months.
· A first written warning recorded on paper and stored on file for 12 months.
· A final written warning recorded on paper and stored on file for 12 months.
· Dismissal.    							
This stages applies to minor recurring offenses, first offenders usually receives a non-recorded warning. However, offences that constitutes a gross misconduct starts at final stage 4. And grievance procedures are for employees against their employers.  
[bookmark: _GoBack]Conclusion. I believe I have outlined my strategy of moving from my current employment in the transport industry into working in Health and social care industry. Modern technology has changed the workplace, it has enforced the need to be adaptive and flexible. The world of work is increasingly becoming more complex, with new inventions competing to centre stage and consumers cannot wait to acquire a new gadget. I know where I want to be in three years’ time, I may have missed some of the tools in my school bag, but I am more determined than ever to reach my destination.
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