




PROFESSIONAL CAREER DEVELOPMENT
Runa Begum


Executive Summary

This report has been created to state why Professional Career Development is important in a work place. It also shows my Knowledge of understanding the skills requires to become employable, and the process of recruitment and what steps needed to recruit for a particular position. 
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Introductions

According to Open College, (2018). Professional Career Development is important for career advancement depending on personal career goals and individuals learning style, also on position and experience. Professional development can be planned, such as manager development and employee development. Employee development will be done by company training, but if looking for promotions within the company than learning the goals and objectives of the industry should be part of professional development. On the other hand, managers need to set professional goal and work on them, also promote employee development and find ways of improving employee skills. Another way a manager can polish professional development is by improving communication, teamwork, time management, IT, numeracy, and so on. By doing this it allows to have good relation between managers and employees.

The skills and knowledge which contribute toward working effectively and being employment ready are Teamwork/leadership, Communication, Time-management, Problem-solving, Computer/IT, Presentation skill, Interpersonal skill, Critical/Analytical thinking, Numeracy, negotiation skill and so on. In the competitive market employees need to demonstrate theses skills efficiently and other range of skills required by employers. Without these skills and the knowledge of them it will be hard to be employable. 

I have developed my skills by applying some learning cycles such as Myers Briggs, VARK and Honey Mumford. I also done a Personal SWOT on my-self and a GO MAD, personal development plan. Theses has given me the knowledge of self-awareness and will add toward working successfully and will make myself employment ready.

Morgan, (2018). Explained recruitment process is a method Organisations uses to identify applicants, applying for jobs. The steps in the process are Personal specification, Advertising, Screening and selection.









Findings
Skills You Need, (2018). On reflecting in my journey, I have found that learning is important because it helps improve knowledge, develop skills, enhance job prospects, keeps you up to date, improves understanding and it can be fun.  I have developed myself in self-awareness and having a better understanding of others. Also learned what my learning styles are, what are my strengths and weaknesses. I also have developed my creative thinking skills, by reading books, topics about learning and how to develop them. Asking how things are done and why. Watching what is going around me also feeling and paying attention to others. Talking about experiences with others and thinking about learning how to value time properly. 

On my learning journey I did some Questionnaire on learning styles. The three I found interesting are Myers Briggs, VARK and Honey & Mumford.

Myers Brigg
MBTI, (2018). Explains Myers Briggs is a type indicator questionnaire, invented by Isobel Briggs Myers and her mother Kathrine Cook Briggs. Kathrine Briggs was inspired by Isobel’s future husband Clarence Myers, to start research on type indicator, to see how people observe the world around them and make decisions. Also, to develop human understanding and enable individuals to reach their full potential. Myers Briggs type indicator shows how people approach, take in information, and make decision. Type indicator helps individuals to appreciate their strengths, gifts, potential development needs, and differences in personality and productivity in diverse groups interests, reactions, values, motivations and skills. There are several types of Type Indicator such as-
If you prefer to focus on external world and your inner world? than it is called Extrovert (E) or Introvert (I).
If you like to focus on the basic information you take in or like to explain and add meaning? Then it is called Sensing (S) or Intuitive (N).
When making decisions if you first like to look at logic and steadiness or like to look at people and special circumstances? Then this is called Thinking (T) or Feeling (F).
When dealing with outside world if you like to decide things or like to stay open to new information and options? Than this is called Judging (J) or Perceptive (P). 
When this test was applied on myself I found my Type as Feeling (F) and Perceptive (P) as both had the high score of 4.
HumanMetrics, (2018). This applies to me Because I am an emotional person and like to decide thing based on my feelings and emotion. I can also do thing without preparation, make thing up as I go, and search for different option if necessary. 



VARK	
Cherry, (2017). Explains VARK is a learning style developed by Neil Fleming in 1987. It is an inventory made for individuals to learn more about their learning styles. VARK learning style learners have preferences for Visual learning, Aural learning, Reading/Writing learner, Kinaesthetic learner.
Visual learners memorise by looking at pictures, movies and diagrams. They like to see information visually more rather than written or spoken format. They observe rather than talk and find verbal instruction difficult. There are some questions you could ask yourself to see if you are a Visual learner and they are-
        Do you like to see details to memorise it? 
        Do you take notice to body language?
        Is art and beauty important to you? 
        Does visualising help you remember better?
There is good chance that you have a visual learning style, if you have answered yes.

Aural learners like to hear information’s, enjoy talking to others, learn with music and easily get distracted. They are also good at attending lectures, meetings and conferences. They are good at remembering things but have difficulty with written instructions. Ask yourself these questions –
       Do you like attend lectures than reading books?
       Do you find reading out loud? better when remembering information?  
       Do you like to go over your class notes or listen to recording of you class lecture? 
       Do you like make song whilst remembering information?
If the answer is yes than you are an Aural learner.

Read/Write learner like to take in displayed information as words. They also have a habit of taking notes, making lists. They learn best when reading and writing and good at spelling.  The questions to consider are-
        Do you find reading books better when learning new information?
        Do you like to take notes when gathering information and reading books?
        Do you enjoy reading, taking notes and using power points?
If you have answered yes than you are a Read/Write learner. 



Kinaesthetic learners like to learn by physical activities such as touching and doing things. They prefer to try new things and use their hands whilst talking. They also do not like reading and are bad at spelling.  These questions will show if you are a Kinaesthetic learner and they are-
        Do you have difficulty sitting down for long time?  
        Do you like to do tasks that involve objects and materials?
        Do you like to do physical activities to learn things?
        Are you good at doing things such as cooking, sports and paintings?
If you have responded yes to the questions, then you are a Kinaesthetic learner.
I have applied the VARK learning style on myself by answering the VARK questionnaire and it shows that I am a Read/Write and Kinaesthetic learner because I got highest points on these two-learning preferences which is 5 points each. By understanding what my learning preferences are it will be helpful and my learning more enjoyable. 
I am a Read/Write learner because I like to do lots of reading such as book, newspapers, magazines, and articles. I also like to write storeys, assays, letters and keeping a dairy. It also shows I am a Kinaesthetic learner because I like to do things with my hands, try out new things and not good at spellings.   As a learner I would like to develop myself by attending relevant courses available to me.
      



Honey and Mumford
University of Leicester, (2018) Suggests, Honey and Mumford is a learning style developed by Peter Honey and Alan Mumford, it is based on Kolb. There are four learning style preferences and they are Activists, Theorists, Pragmatists, and Reflector. It was invented to maximise individuals personal learning needs and to understand their style of learning, also to find opportunities to learn using that style. By understanding your learning style, you become smarter and get better at learning the way it suits you best. Makes learning easier, more effective and enjoyable. Having a better knowledge of your learning preferences will give you more hits and less misses. Makes you all-rounder at learning, help you learn from wide range of experiences such as formal, informal, planned and some spontaneous. Improves awareness of how to learn, opens the process of improvement. Learning how to learn is the key to development.








Activists
Activists like to do things by getting their hands dirty. They like problem solving, group discussions, puzzles, roleplay and like new experiences. Love challenges and like to do lots of activities but gets bored with long term activities. They tackle by brain storming. 
Theorist
Theorist like to understand the problem step by step in a logical way. They are perfectionist and like to analyse, also adapt and observe with logical sound theorists. They prefer to read lots materials, like models, statistics, stories, information and applying theories.
Pragmatists	
Pragmatists like to try out ideas, techniques, to see if they work. They look for innovative ideas and take the opportunity to practice. They are impatient when having open discussions, but are down to earth people also respond to problems and opportunities with a practical decision by taking it as a challenge.

Reflector
Reflector learn by observing and thinking. They tend to be reserved, seat at the back in meeting, discussions and lectures whilst observing others before making their own point. Like to try and test thing out, collect data and take time to come up with a conclusion.


SWOT 
Professional Academy, (2018). Mentions that SWOT was invented by Albert Humphrey in the 1960s. He done researches on projects at Stanford University by collecting data from companies and organisations using swot to make decision. SWOT is a procedure to identify Strengths, Weaknesses, Opportunities and Threats in individual’s persona gain, businesses, profit and no profit organisations projects. SWOT identifies the internal and external factors which has a positive and negative influence in an objective. It can be used when planning a strategic process, because it gives a strong support in decision making. Therefore, it helps uncover opportunities for success and highlights threats before it is too late.  Strengths and weakness identify internal factors. Opportunities and threats identify external factors.

Strengths- has a positive internal factor and resources which support which support a successful outcome. Which is under your control.
What are we best at?
What skills do I have that I can contribute to?
Do I have connection with important people?
Weakness- has a negative internal factor and resources which goes against a successful outcome. Which is not under your control.
What are we worst at?
What is your negative habits?
Are you restricted in what you do? 
Opportunities- has a positive external factor which gives businesses and an individual to prosper on or to use in its advantage.
Is the market sector growing?
What weakness other organisations have that we can use to our advantages?
What new technology are available and how can we use the to our advantages?


Threats- has a negative external factor which has no control and can be a risk for your plan and the business.
Is anyone else competing with you?
Can social threat be a threat?
Does changes in technology be a threat?

WEAKNESS- my weakness is in presentaions because i lack in confidence. I have poor eye contact and poor in verval communication. My weakness is also in report writing because I find structuring a report difficult also in harverd refferencing. 
STRENGHTS- my streanghts is in Time management because I can manage time by keeping a dairy, delegating tasks by priority, planning and keep balance between my personal time and study time. 
Buck, (2017). Suggests there will be never enough time, therefore, doing a facing a to-do list will help in time management.

                                                                     HIGH IMPACT


HARD TO DO                                                                                                                                EASY TO DO


                                                                        

                                                                    LOW IMPACT

My strenghts is also in numeracy because I love working numbers. I have had experience by helpeing my husband in managing finances when he had a business.                                                                      
OPPORTUNITES- the opportunities I would like to have is to work in a banking sector.
THREATS- my health is my threat, because I suffer from hypertension/high blood pressure and I am anemic
I would like to make my Weakness in presentation to Strengths by practicing more presentations with others. Practice to have good eye contact and take speech classes. Also, attend student support classes for report writing and learn how to reference. Than make the Strength in to Opportunity so these skills can help me achieve my goal in becoming a Corporate Bank Manager.
University of Kent, (2018). Says I can make my Strengths in to Opportunities by doing extra classes in numeracy and learning how to manage time more effectively by using time log to review my progress, taking regular breaks, shearing task or problems and avoiding distractions. This will help me in productivity, gain confidence and have impact on others.
Also make the threats in to my strengths by taking suitable treatment needed and looking after my-self.
An example of Weakness to Strengths to Opportunities.  
I did not know that I would be able to do the Certificate of Higher Education: Skills for the Workplace, that was my Weakness. By doing this I now know I can do this, it my strengths. I would like to finish this course and graduate and work in a Corporate Banking. Which will be my Opportunity. 
 
GO MAD
Best Results, (2018). Explains GO Mad is a frame work of focused thinking solution which enables people to achieve results and improve productivity. It was founded in 1997 by Andy Gilbert. GO MAD is important because individuals think differently, and it determines their actions, results and wellbeing. Therefore, by developing it enables individuals, organisations and teams to think effectively. Which will help them achieve and contribute in gaining better results quickly and easily. 


















Reason why- I want to do this because it is my dream. I want to do it for myself and to become a role model to my children. I want graduate and work in corporate banking.
Define goal- To graduate in this course, then to do a suitable course in corporate banking. I would like to achieve it by 5 years.
Plan Priorities- Attend this course, do assignments, research, do a course in banking and work placement.
Self-belief- I can do this because I love studying and working with numbers. I have done this before when I was working. Also helped my husband with book keeping when he had a business. I have got my families support.
Personal Responsibilities- I am going to this by looking at the reason why I want to do it and my goals. I will make sure that I achieve my goal by focusing on the reasons why I want to do it.
Involve others- The people who are involved are my lectures, study skill tutors, university, work placement in banking and my family.
Take action and measure results- I have already started toward my goal by attending this course. I will measure my results by checking on the feedbacks I get.



SMART goal
CMI, (2011). Suggests I can achieve my goal by having a SMART goal. S.M.A.R.T is defined as Specific, Measurable, Attainable, Relevant, and Time Bound. SMART is used to set out objectives in assessments and performances of an individual, business or a team is trying to achieve. It was credited to Peter Drucker (1955) and G.T. Doran (1991). It is important to understand the procedure of setting objective right, otherwise the individual, business or the team could go in the wrong direction.
Specific- I would like to become a corporate bank. I want to do it for myself and my family, because I love working with numbers.
Measurable- By completing this course and graduating.
Attainable- It is attainable by setting targets, completing assignments before deadlines and reading lots of books articles, journals.
Relevant- To gain general knowledge and skill to be employable and in the banking industry. Also, because it is the right time for me.
Time bound- It will take 3 years to complete this course and further 2 years to do a course in banking to reach my goal.
Personal/Professional Development Plan (PDP). 
E-Learning Modules, (2018). Explains Personal/professional development plan is a means for individuals to set goals for learning and training. It is also a process of continuing professional development to stay on the top and demonstrate professional status. PDP should define time, activities, barriers and outcome. Plans will be different for individuals. Therefore, different learning activities such as training, reading, going to meetings, observing others and developing new skills needed for the goal.

University of Bath, (2018). Also explains Personal Development Plan is a process for individuals, to reflect on their learning or performance also achieve and plan for education, career and personal development. It is a cycle of self-reflection. PDP helps individuals learn how to develop themselves and show them their capability and opportunities that are around them. PDP can be used in academic and personal life.

Development Objective.	Specific Actions.	Barriers and how they will be removed.	Support required.	How will I know when I have achieved it?	
To improve presentation skills.	To practice and work with others in researching how to improve in presentation skills.	My barriers are confidence, verbal communication, and eye contact. I can overcome them by planning, practicing how to have good eye contact and taking speech classes	Doing team and individual presentation and receiving feedback from others, also attending study support classes.	By receiving valuable feedback after doing presentation with confidence. 
To develop in report writing.	Attend student or study support classes for report writing.	Barriers are how to structure the layout of report and how to reference. I can remove the barriers by attending support classes, researching, receiving feedback, and learning about referencing.	Guidance from lectures and support from study skills tutor.	By achieving excellent results on the report and having positive feedback.


The additional support is available to me are my family by helping in house work, Student finance by paying my tuition fees and the university for giving me the chance to learn by attending the lectures.

I would monitor my development by doing a Kolb learning cycle and a Gibbs reflective cycle.

The Kolb learning Cycle
McLeod, (2017). Says Kolb is a learning cycle published by David Kolb in 1984 to help develop in learning. There are four stages of learning process. The concept of Kolb learning provides flexibility in wide range situations to the development and provides new concept and new experiences. 





Gibbs Reflective Cycle.
Oxford Brookes University, (2018). Mentions Gibbs reflective cycle was invented by Graham Gibbs in1988. It helps and encourages individuals to think carefully about the prosses of experience or activity.

	




 







	
	


The recruitment processes
Morgan, (2017). Explains recruitment process identifies applicants who wants to apply for jobs or a training programs. It is usually done Human Resource Management or Personal Department. They undertake the process, but it may vary depending on the Organisations method. The process has different elements to it, some are straightforward than others. Therefore, when there is some job advertisement organisations will undertake some sort of job analyse and develop a way to identify or decide what they are looking for.
The process of recruitment is- 
Personal Specification- 
              Analysing the job, Writing the Job description, Detailing the skills needed.
Recruitment-
Advertising
Screening-
              Topping and Tailing
Selection-
              Using experts to make decisions.



Job Description 
Barclays Business Manager
Location- Cardiff
Department- Business Management
Hours- Full Time
Shift- Daytime
Posting date- 19/February/2018
Closing date- 19/April/2018
Reference- 90218469

Barclays, (2018). As a Barclays Business Manager responsibility will be managing the growth of the portfolio of small- business customers. Such as building good relationships, meeting our customers business needs. Also, be engaged in providing new services, making a high-profile role to create a group of stakeholders. This is a fantastic opportunity to work with in the local market to attract and keep new customer in the bank. 

The responsibilities will involve

Contributing toward growth in our business customer base by advising detailed business reviews, make a strong understanding of business issues and opportunities.

Using planned tools to inform customers on potentials areas for growth. 

Proactively clarifying digital services to ensure customers have confidence in their channels.

Identifying customers’ needs and providing answers that are right for them.

Dealing with feedback to improve the service, dealing with customer enquiries within the deadline.


Skills required
Experience in relationship management in team-based environment.

The ability to analyse, also provide advice and support.

Ability to use appropriate digital and social media tools support small business in their growth.

Have the knowledge in working in digital products, products and process.

A good knowledge of the market, analysing latest trends that can highlight for improvement, also any threats and opportunities for customers. 


There are five steps to the application process.
Step 1- Application- The organisation will be looking for contact details, education and work experiences.  The organisation will also ask for a CV and Cover letter.

Step 2- Online assessment- The organisation will ask to complete an online assessment exercise via a link provided by the organisation, which will help to measure the skills and capability that are relevant to the role.

 Step 3- Application review- Application will be reviewed along with online assessment exercise. Also, a telephone interview will be organised to discuss applicant’s experiences depending on the role has been applied for.

 Step 4 Interview- If the application has been progressed, then a face-to-face interview will be prepared. The interview can be done in applicants chosen time, therefore, a time slot will be sent through e-mail.

Step 5 outcome- The applicant will be updated throughout the process. After attending all interviews, the organisation will contact the applicant within 5 working days to notify the outcome.


CV
Morgan, (2018). In a CV the organisation will look for is applicants
Personal statement.
Skills.
Education and Qualification.
Work experience.
Additional responsibilities and activities.
Hobbies, interests and achievements.
References



Covering Letter
Morgan, (2018). In a covering letter the organisation wants to see if the applicant can write a letter with good English, formatted in certain way. Also, summarise why they are suitable for the job. The applicant should add information he/she has done rather than repeat the information in CV.  The covering letter should tell a different aspect of the applicant’s stability. 

Questions 

Williams, (2012). Says different Organisation asks different questions depending upon the job specification. There are different Question types such as Open questions, Closed questions, Probing question and leading questions.
The frequent questions all Organisation will ask are-
Do you have any experience?

Why would you like to work here?

Can you tell me about your-self?

How do you find working with teams?

What are your weakness and Strengths?

What skills do you have that other do not have?

Why do you want to change your job?

How would you deal with a problem?

How well do you work under pressure?

Are you reliable?

Are you flexible to work different hours?


In terms of Personal brand, the organisation will be looking for in an applicant are their unique skills and experiences they might have. Which will make them stand out from others.
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Myers Briggs personality profiling test

Instructions on how to complete the test

«For each of the following 20 prompts choose a. or b.

«Record your answers on the score sheet directly below question
«The score sheet runs horizontally along the row before going down
«Choose the answer that you think most accurately describes you
«Even if you agree with both answers, check one you agree with more.
«Answer as you really are, not you want to be.

«Make choices for the majority of your life situations.

«Having strong interests should not be used to cloud the results.
«Think of situations in which you are free to be yourself.

«There are no right or wrong answers.

«Answer honestly.

Questions

1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one  ¢A b
2.a. interpret literally or b. look for meaning and possibilities b

3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating
4. a. organized, orderly or b. flexible, adaptable |3

5. a. more outgoing, think out loud or b. more reserved, think to yourself o

6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical A
7. a. candid, straight forward, frank or b. tactful, kind, encouraging [

8. a. plan, schedule or b. unplanned, spontaneous a

9. a. seek many tasks, public activities, interaction with others A i

b. seek private, solitary activities with quiet to concentrate

10. a. standard, usual, conventional or b. different, novel, unique
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11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate ko

12. a. regulated, structured or b. easygoing, “live” and “let live” =)

13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself b

14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”

15. a. tough-minded, just or b. tender-hearted, merciful

(=)

16. a. preparation, plan ahead or b. go with the flow, adapt as you go a b

17. a. active, initiate or b. reflective, deliberate

18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical

Q

b

19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate i

20. a. control, govern or b. latitude, freedom  \o
Put your answers in the score sheet grid below
a b a b a b a b
1 v v 2 v 3 — 4 =
5 — 6 = 7 — 8 i
9 N v 10 — 11| w? Ve 12 i
13 " 14 A 15 v 16 o L
17 o 18 v 19 [ 20 —
Total e e
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