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Introduction:  This report is focused on looking at the individual skills and qualities needed for employment. Gauge the level of professionalism and assess the level of being able to fulfil market needs.

  Employment is an agreement between an employer and an employee that the employee will provide certain services on the job. The employment agreement ensures that:

· The work will happen in the employer's selected workplace 
· The work is premeditated to achieve the employer establishment’s goals and mission
· In exchange for work completed, the employee receives compensation

An employment agreement for an employee can be verbal, written in an email, or it can be a job offer letter. The offer of employment can be implied in an interview or written in a formal, official employment contract. (Heathfield, 2018)
	

Professionalism is an all-encompassing concept denotes the entire package: how a person thinks, acts and looks on the job. This consists of all the things from one’s personal skills to their experience and their habit of work. The word ‘professionalism id used in a positive way. It is considered a compliment when someone is said to be acting professionally. Soft skills are massive elements of professionalism. Reportedly, soft skills are as important as technical skills in some occupations. Though not measurable like computer and math skills, the lack of these can be easily noticed. A person’s level of professionalism influences their interaction with others, friends, family, co-workers and supervisors. It involves what a person can do in their personal and professional life. The fundamental value or professionalism is an obligation to goals that meet the goals of others. (Haroun, 2016)


Market Needs is talking about what product the company will provide, what the customers for this product want, and how they overlap (MarketingProfs, 2008).



Short and long-term visions


Long-term goals give us a sense of direction and resolution. However, long-term goals require to be broken down into short-term goals. Short-term goals can be considered the stepping stones for the long-term goals, since they are simpler and easier to achieve than long-term goals. Both aid us to stay driven and engrossed. They are both related to each other and help in the completion of each other. Being able to achieve short-term goals gives a sense of accomplishment, this feeling helps to motivate and build momentum towards the long-term goals (Johnson, 2017).

Short-term goals- is something that can be achieved in the near future. The near future can mean today, this week, this month or this year. Something one wants to achieve this year. It can be done in 12 months or less (Johnson, 2017).

Personal short-term goals: finishing this course by getting a grade of 60% or more.


Long term goals- is something one wants to do further down the line in the future. Long-term goals need time and planning. They cannot be achieved in a week, or even a year. They need 12 months or more to accomplish and include the fulfilment of short-term goals (Johnson, 2017). 

Personal long-term goals: Graduate from the University and a get a job matching personal skill sets and career ambitions.


Potential roles and their suitability

According to (Discovery.livecareer.com, 2018), personal work personality is said to be ‘Conventional type’. 

The Traits
· Thorough and detail-oriented
· Likes set procedures and routines
· Prefers office settings
· Prefers clear lines of authority


Conventional types can show great attention to detail, they have the aptitude to be well-organised and are able to follow commands well. The ideal jobs for this work personality types are the day-to-day duties are systematic and fixed.  These personality types are good at overseeing others, particularly when the guidelines and responsibilities are well defined.

Being meticulous, dependable, rational and resourceful are some of the attributes of this personality type. They do not like working with ideas, rather with statistics and details. Some of their strong suits are being accurate and precise. Accounting, statistics, computers and clerical tasks are things they excel at. 

Some potential roles that are suitable for this personality type are: 

· Cashier
· Restaurant Crew Member
· Accounting Assistant
· Hotel Front Desk
· Pharmacy Aide
· Postal Service Mail Carrier
· Court Reporter
· Dental Assistant
· Executive Assistant
· Community Coordinator



Belbin Test

The Belbin Test assess how an individual behaves in a team environment. It is, therefore, a behavioural tool, subject to change, and not a psychometric instrument. It is acknowledged that there are 9 types of people in groups.  Each group has their personal strengths and weaknesses. The nine types of people in groups are: 

Plant, Specialist, Monitor Evaluator, Implementer, Shaper, Complete Finisher, Teamwork, Coordinator, Resource Investigator.



                             [image: https://www.123test.com/team-roles-test/diagram/activiteiten/1:21/23:17:17:17:13:13:13:7:0/Analyst:Exec.:Innov.:Expert:Driver:Compl.:Team.:Chairman:Expl.]
(123test.com, 2018)

Analyst: The analyst tends to be reserved and critical. The analyst will also respond to plans and ideas in a coherent and practical way. They will favour a careful tactic to matters and will assess them according to their accuracy before acting.


Personal Belbin test result: 
Team worker: They are cooperative, perceptive and diplomatic. They listen and deter friction. Some of the weaknesses that a team player can have are: they can be indecisive in a critical situation. They have the tendency to avoid a clash (Belbin ® Team Role Summary Descriptions, 2016). 




Research and learning styles

Achieved 13 in the Visual department of VAK Test
[image: http://kimbiggio.com/wp-content/uploads/2014/12/img_learning_style.png] (Biggio, 2014)
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 prefers seen or practical 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 directions or watching someone else do it first. These are the people who will work from lists and written directions and instructions.

· Someone with a Kinaesthetic learning style prefers physical experience - touching, sensing, holding, undertaking, 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!



HONEY AND MUMFORDS:

[image: http://thepeakperformancecenter.com/wp-content/uploads/2013/12/Homey-Mumford-title.jpg] (Thepeakperformancecenter.com)


Theorist(17)
Theorists (Conclude)

These people can think through problems in a reasonable manner. They value level-headedness and neutrality. They can conform different facts into comprehensible concepts. They are disciplined, they have the purpose to fit things into rational order. They are very keen on making basic assumptions. They like systematic thinking and having basic ideologies and philosophies.


Reflector(16): Reflectors (Review)

Reflectors are people who stand back observe. They are cautious, and they like to take a back seat. They gather and analyse data about experience and events, they are slow to reach conclusions. They use information from past, present and instantaneous observations to preserve a big picture perception. 



JOHARI WINDOW 
For a team to function efficiently, there needs to be an element of belief. The JoHari Window model helps in building trust in the team and how to improve personal development. 

The Johari Window is the psychological model that talks about the relationship and common understanding between the group members. In other words, It is a psychological tool helping in the understanding of an individual’s relationship with himself and the rest of the people in the group.
 
The goal behind the creation of a Johari window is to allow an individual to develop trust with others by unveiling information about himself and also to know what others feel about himself through feedback.

The Johari Window model is made up of four quadrants that explain the overall relationship of an individual with himself and with other group members. These are as follows:

[image: Johari Window]

1. Open Self: This quadrant shows the behaviour, motivations, attitudes, knowledge skills of an individual that he knows of and is willing to share it with others. The open self is characterized as a state where the individual is open and straightforward to himself and others about what he is doing, how is he doing and what are his intents.
Meticulous, Reserved, Introverted.
2. Blind Self: The blind self-shows the state of an individual known to others but not known to him. It generally happens, when an individual or a subject copy the behaviour of some significant personalities instinctively since his childhood.
A good observer, kind, respectful.

3. Hidden Self: This quadrant of the Johari window shows the state of an individual known to him but not known to the others. This is generally seen in the individuals who are introvert and do not like to share their private lives with anyone. The individual keeps his feelings, ideas or thoughts to himself and does not disclose it to others.
Not as quiet as everyone thinks, love shopping

4. Unknown Self:  It is a grey area. The unknown self is the enigmatic state of an individual neither known to him, nor others. Often the feelings, thoughts or ideas go so deep down the individual that it becomes difficult for the individual as well for the other people to understand it.
Leadership skills are unknown, as the opportunity to find out about never came.

The ultimate need is to expand the open self-quadrant with the committed to create a productive relationship with the self as well as others such that the work can be performed efficiently when working as a team.


SWOT (Personal Strength, Weaknesses, Opportunities and Threats)-400

	Strength
	Weaknesses

	· Good problem-solving skills
· Time Management
· Honest
· Self-aware
· Friendly
· Curious to learn new things
· Diplomatic
· Conflict resolution
· Meticulous
· Good at following instructions
· Good team worker us


	· Self-deprecating
· Timid
· Crumble under pressure
· Scared of taking risks
· Averse to changes
· Too trusting
· Insecure
· Often procrastinate
· Easily distracted



	Opportunities
	Threats

	· Can get an admin job with these qualities
· Can get s job a job as a receptionist
· Plenty of jobs are available for such skill sets
	· People can advantage of the insecurities and use this to their advantage and get ahead
· Can lose opportunities due to being negative
· Not a good leader
· Lack of experience in a competitive field






Key Skills Required (Academic, Professional and employability skills- 400


Teamwork: All professionals have to work in some sort of a group, whether they are working on team projects or trying to help a company achieve its mission. As a professional, one must possess the interpersonal skills required to get along with others. There is a need to be able to share an obligation with others, communicate efficiently, and attain a common goal. There are other teamwork skills professionals need:
· Conflict resolution
· Relationship building
· Team building
· Team management

Flexibility: Most jobs need a degree of flexibility, and the aptitude to be willing to change. It is imperative to be able to understand different viewpoints and to adjust own workflow and contributions to the company as change ascends. Here are some of the skills that will enable one to show employers that they have the flexibility compulsory for success on the job:
· Able to change your mind
· Analysis
· Anger management
· Patience
· Perceptiveness
· Problem-solving

Some examples of key employability skills are:

Interpersonal Skills: Interpersonal skills are vital when looking for employment and may be the single most important factor for many recruiters.
Interpersonal skills are the skills used to interact with other people. Good interpersonal skills let one partake effectively as a member of a team, please customers and clients' expectations, negotiate, make decisions, manage your time efficiently, take responsibility, and work effectively with other employees.  Well-honed interpersonal skills allow us to empathise and build rapport with colleagues and clients, leading to a better working environment which can be less stressful.

Presentation Skills
Presenting information clearly and effectively is a key skill in the workplace and presentation skills are required in almost every modern employment area.
Whether you are an administrator, manager or executive, you should expect to present your ideas and findings to your work colleagues and external stakeholders. Presenting information does not just include making formal presentations - information could be presented in the form of notes, reports, research findings, business plans, scenario planning, risk assessments and strategic documents. You may well be asked to give a presentation as part of your initial interview.

Leadership: Regardless of the role you play at an organization, leadership skills are important. Whether you're working on a team or in a management position, being able to lead is an essential skill for a professional. Some of the skills that show your leadership abilities include:
· Accountability
· Budgeting
· Calm under pressure
· Coaching
· Coordinating resources
· Decision making
· Goal setting
· Growth mindset
· Information gathering
· Influence
· Management
· Mentoring
· Meeting management
· Planning
· Politeness
· Positivity
· Prioritization

Utilising feedback for moving forward-150

Feedback can be asked for from employers, colleagues, or people who are around in general. 

After receiving the feedback, it is a good idea to make a chart of strengths and weaknesses. Then, the strengths can be worked on further to become a specialist in that area. While the weaknesses need special care to be improved. The feedback can help us pinpoint exactly what they are to improve on them.

It is very important to focus on both positive and negative feedback. Only then will the highest quality output be possible. 


360 Degree Review (additional comments)-150

Multi-source feedback is invaluable for career development. It offers honest assessments of an employee’s performance across multiple metrics and comes from multiple sources. As such, it avoids many of the pitfalls and biases that can be linked with more traditional review processes, and it offers exceptional insights into the areas employees need most if they want to advance in their careers. Career development is best supported when employees use 360-degree feedback in the following five ways:


To improve deficiencies.
The 360-review process provides feedback on all aspects of an employee’s performance, from customer relations and follow-through to teamwork capabilities and leadership skills. As such, it offers an exceptional insight into each employee’s individual weaknesses. By incorporating this insight into an actionable plan for improvement, an employee may dramatically improve job performance and increase his or her career opportunities.
To build on strengths.
Just as the 360-degree review offers superior insight into an employee’s weaknesses, it also highlights each individual’s unique strengths. With a thorough understanding of what he or she does best, the individual can build a career path plan that plays upon those strengths, thereby greatly improving the chance of success in future endeavours.
Related: How to Drive Performance with a 360 Review
To aid alignment with organizational goals.
The employees most likely to be promoted within an organization are those employees who truly understand the company’s mission and vision for the future. When feedback includes assessments that focus on an employee’s performance in relation to company goals, it offers employees a chance to understand how they fit into the organization’s overall goals and to make the organization’s goals their own.
To better understand his or her position. 
Over time, many employees shift their attention toward some aspects of their positions and away from others in accordance with personal likes and dislikes as well as strengths and weaknesses. By including an assessment of the employee’s knowledge of his or her job and of how well he or she meets the core competencies required for that position, the 360-degree review can help bring the focus back to all of the position’s duties.
To become a better leader.
Research shows that feedback from subordinates is particularly useful for individual development. This is likely because honest feedback from subordinates draws attention to areas for improvement directly related to leadership – an important skill set for advancement. By paying special attention to the feedback received from subordinates, an employee may make changes to his or her behaviour that supports and strengthens his or her ability to lead.



Personal Development Plan (PDP)

SMART Goals- helps us reach a goal in a structured way.

SMART stands for 

S-specific: The most important part of establishing a goal. The more specific a goal is, the easier it to gauge the time it will take achieve the goal, or how to measure success.
M-measurable: Some goals can be measured with a simple yes or no. While others need a metric. The means of measurement should be as accurate as possible.
A-ACTIONABLE: How the goal will be achieved. If the capability to attain the goals are three, if not, what can be done to do so?
R-Relevant: Prioritising the goals according to their importance. 
T-Time Bound: Setting time to obtain goals.

Smart Tasks

	skill or ability area
	specific task (what is the 
task or objective? attach 
details if appropriate)

	measures 
(standards and 
parameters)

	agreed 
(is it?)

	realistic 
(is it?)

	timings 
(start/finish 
dates

	comments/actions (follow
-
up notes - attach details if 
appropriate)


	Time Management skills
	Take a course to achieve the skills
	Achieve 70% minimum
	Yes
	Yes
	6 months
	

	Communication skills
	Take a training course
	Achieve 70% minimum
	Yes
	Yes
	6 months
	

	IT Skills
	Take an IT course to improve these skills
	Achieve 70% or more
	Yes
	Yes
	1 year
	











Conclusion:150

This report addressed personal skill set. While also looking at personal strengths and weaknesses and personal areas for development. It also documented goals and ambitions related to both academically and professionally and how to approach these goals.  This module helped to get more in touch with personal strengths and weaknesses. Getting to know all the skills and qualities better.
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