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Personal development is important for every individual, it is a form of evaluating skills and working on areas that require improvement. It is key for people to know what their goals are so they can work on obtaining a better future (Rolfe, 2019). 

In this reflective portfolio I will begin by covering my Personal Development Plan and detailing where my skills require improvement and the actions I will take to achieve my goals. 

I will then dive into my career choice and outline my own skills in comparison to what skills and attributes my chosen career necessitates. 

In the next part of my portfolio I will assess learning and training needs for my own employees and evaluate different learning styles and methods. 

Lastly, I will reflect on my own learning experience and write how I felt before I began the course, during and at present. 
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A PDP is a great way of recognising the areas you can excel in and what needs improvement. It gives a clear perspective of your goals and what you can realistically achieve (Oliveti, 2015). 
Below I have provided a table and stated all the areas I can improve. 



	Objectives 
	Time
	Activity 
	Resources 
	Success Criteria
	Mid Term goal
	Long Term goal

	Digital Skills (Presentations):
Learn to develop more skills in producing PowerPoint presentations and explore different tools.
Become more familiar with using effects and formats to make presentations interesting. 
	One-month duration 
	I will practise more and play around with tools on PowerPoint to help me build my skills. I will also watch YouTube videos that detail ways on making presentations better and more interesting. 
	-YouTube videos.
- PowerPoint tools.

PowerPoint Apps. 

Online courses 
	I will recognise my success by asking for feedback. 

I will also check previous presentations I have completed and see where I have improved. 
	To be able to have more knowledge on different ways to make my work interesting. 
And be able to learn new things that I have not done before. 
	To be able to develop an immaculate presentation by using new tools and gaining more confidence in my delivery. 
Be able to know and implement my skills into future projects.

	Planning and Organising: 
For me to thrive onto the next chapter I want to become better at planning and organising. 
	Two months duration
	Prioritise what is important and make a to-do list regularly. Tick tasks off as I go along the day. Try not to get myself overworked by taking too much on. Stay focused and accomplish all tasks calmly.

	- Check lists
- do what is important first
-set times for each task
-notebook 
-post it notes for reminders
	I will evaluate how I am able to handle my time and planning once I have implemented the activities. 
	To be able to plan and organise my time efficiently and focus on the important parts first. 
	To be able to have my workload and time under control without feeling too much pressure.
Excel onto the next chapter with full ease. 

	Problem Solving:
Solve problems that occur in a calm manner and not feel too overwhelmed.
Being able to do solve problems under pressure and take a calm approach. 
	Two months duration 
	Identify the actual issue and focus on the main problem and try to stay focused to find a solution. 
Write down possible solutions and think which would be best for the situation. Stay calm and don’t feel too overwhelmed. 
	Different tools and methods this course taught me from the beginning to now
- fishbone diagram 
- flowcharts

	Evaluate how I solved problems previously and reflect. Look at the areas I have improved on by having a calm approach and using initiative. 
	To be able to understand the tools and techniques and find some reassurance in my effort. 
	To be able to problem solve without feeling pressure and solve in the correct way that is good for myself and those around me. 
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My career choice has always been to have my own business and be my own boss. I have felt passionate about having my own business for a long time and this is mainly because I was raised within a family that is very focused and saw my parents building their own company since I was a child. 

I have always had an eye for fashion, and I love designing and being creative so having my own business in fashion was my dream. As a Muslim woman, I also desired to create something that other Muslim women can wear and feel confident in. My idea is to open a business that offers long dresses and headscarves. This is something that I have been working on for a while and will like to see it executed in the future. 

Self-employment provides an individual many perks and benefits, the main aspect for me is to do what I enjoy and love. It allows me to be more creative and explore new ideas without restrictions. I like the idea of spending my time fulfilling my goals and supporting myself financially. Working for yourself also allows flexibility and working when you feel is right for you and even in the comfort of your own home (Knowles, 2018). 

Being able to control how much you earn is very important for me as I know my full potential and determination for supporting myself and my family. Adding to this, most self-employed people have said work-life balance leaves a positive effect on their mental and physical wellbeing (Millis, 2018). 

I have worked for other people and quickly realised it is not something that suits me. Though I gained many skills from all my previous employments, I believe working for myself will be the best for my goals.

Success does not just come from working hard but a business owner should also understand what they are doing in order to do well and allow the business to flourish (Hill, 2011). 

Being a business owner requires an individual to have many skills that will help their business succeed and grow. It is important for a business owner to have self-motivation and continuously stay passionate and motivated so they may accomplish tasks on time and reach their goals (Crawford, 2020).

Another skill to have is organisation and to prioritise accordingly. This is a key skill because staying organised and on top of your workload will help an individual get through their tasks on time and they will feel less overwhelmed. The best way to stay organised and prioritise is to make a to-do list and tick tasks off as you go. Organising and prioritising will result in a better work- life balance which will help the business grow and become successful (Willson, 2018).

Being able to handle finances is crucial and this is something all business owners need as a skill. To be able to understand the financial aspect, knowledge on taxes, investments, bookkeeping and more is vital. This will allow the financial side of a business to prosper (Widjaya, 2019). 

The skills I have gained over the last few years have helped me through many situations and have given me the opportunity to work for different companies. 

Over the years, my communication skills have improved, and I believe I can effectively communicate with people, whether it is verbally or digital communication. Communication is an important skill for individuals to have, whether it is informal or formal, it allows better understanding and less miscommunication and confusion (Page, 2020). Communication skills are important when being self-employed so this will help me with my career choice. 

Another skill I possess is adaptability, I believe I can adapt to different situations seamlessly and without difficulty. Though this has been hard for me to gain over the years I do feel I have come a long way and can adapt much better with different circumstances and people. I have confidence this skill will also benefit me when I wish to pursue my own business.

[bookmark: _Toc57049230]Evaluate Employee Skills


As an assistant manager I have the role of assessing learning and development training methods and styles for new recruits who will be joining our company. 

Learning styles are methods of how individuals gather information and register knowledge. Individuals retain information differently and remember facts in a certain way that suits them. Some people absorb information by practically completing task, other learn by reading or writing. (Malvik, 2020). 

There are many theories on learning styles, the most common is Neil Flemings VARK model which was founded in 1987. VARK stands for Visual, Auditory, Read/write and Kinaesthetic. Learners who are visual learn through pictures and diagrams. Those that are auditory learn best through listening to discussions and conversations. Read/write learners tend to make notes, write everything down and read frequently. Lastly, kinaesthetic learners prefer practical activities and like being hands on (Cherry, 2019). 

Another learning style theory is Kolbs Learning Style which was founded by David Kolb in 1984. This theory has four stage cycle of learning and separate styles too. Kolbs learning style is revolved around an individual experience and what they retain from situations and certain experiences. The four stages are, Concrete Experience (feeling), Reflective Observation (watching) , Abstract Conceptualization (thinking) and Active Experimentation (doing) (McLeod, 2017). 

Honey and Mumford learning styles were established by Peter Honey and Alan Mumford in 1986. They developed this theory through providing people with questionnaires and gaining an insight in how people like to learn. They took this direction as they realised most individuals do not really know how they absorb information and knowledge. They emphasised how knowing your own learning style is important for an individual’s growth (Rumson, 2017). 

Honey and Mumford’s four learning styles:

Activists

Activists like learning by doing and being practical, they learn effectively by being interactive and experimenting. They also enjoy brain storming and discussions with others to help them remember information. They retain knowledge well through group discussions, problem solving and role-play. 

Theorists

Theorists like to understand the theory behind the accomplishment and prefer models and facts for them to learn clearly. Theorists learn through theories,  background information, quotes, facts and statistics. 

Pragmatists

Pragmatists like to see if they can put learning into practice in day to day life and if certain aspects of their learning are realistic and can be used in the real world. They learn best through problem solving and analysing how they can implement what they have learnt.

Reflectors 

Reflectors learn by contemplating what has happened and how the situation turned out. They tend to watch from the side-lines and not get too involved or the centre of attention. They like to analyse from the back and find a solution by observing situations. They learn well through personality questionnaires, interviews and observing (Lea, 2019). 

There are four new recruits joining the company and they all have different learning styles. I have assessed each employee and believe they have the following learning styles. 

[bookmark: _Hlk57036060]The first individuals learning style is kinaesthetic as they choose to learn practically and by being more hands on and physically completing tasks. I can see this individual remembers information effectively by practically finishing tasks and likes interaction. The individual also enjoys experimenting and being adventurous with their learning and development. Through observation I gathered this individual does not like to sit and make notes of information and can find it slightly boring, they find it difficult to engage and tend to forget what was learnt. Kinaesthetic learners follow instructions through reading; however, they absorb knowledge better by doing (Macmillan, 2018). 

Our second recruit is a read/write learner and gathers knowledge faster by writing everything down and making notes. This supports them to remember information better and grip the knowledge they require. They also like to read and retain information effectively as this is a way for them to recall what they have learnt. After observing I noticed this employee enjoys reading themselves as apposed to someone reading to the, they read and gain that information faster. I have also realised they work better in quiet places and do not like too much distractions. Read/write learners learn better by making lists, reading and having a good structure in their writing (Harrington-Atkinson).

The third recruit is visual learner and engages best when they can see pictures and videos. They retain information effectively when they can see things visually as opposed to listening or reading. This individual is very organised and likes structure but can also do things spontaneously. I noticed they like to see a task being carried out for them to remember how it is done. Through evaluation I realised they prefer diagrams and visual examples too. The employee was using coloured highlighters and pens and liked using post-it notes to make notes, they also made little diagrams next to their work.
Visual learners tend learn effectively when they see information whether it is pictures, videos or diagrams. They also like making notes and staying organised (Roell, 2019).

Lastly, our fourth learner is a Reflector and through evaluation I can see they like to stay on the side-lines and observe rather than jumping into situations. They learn well through analysing circumstances and finding solutions from afar. This individual reflects on every situation and rethinks what they have learnt, and they also look at different perspectives to find a conclusion. 
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I began my Skills in the Workplace course in January 2020. I was very excited to begin my learning journey and develop new skills and a deeper understanding in the business world. Before I enrolled onto the course I was nervous as I hadn’t been in higher education for a while and felt I was outside of my comfort zone. I had a little anxiety with the academic and social aspect of studying at university. I was afraid I would not understand and execute the academic standards the university expected from their students and my development would be slow and delayed. I knew that university assignments require good organisation, time and referencing skills, I felt I lacked in all three and needed support with my learning. I also felt anxious about meeting new people and interacting with people in the learning environment. 

As we were introduced to one of our first modules ‘Academic Skills’ I felt much better that we will be shown how to study the correct way and complete assignments. Though I found certain aspects challenging, such as information finding and referencing I knew I could overcome this by practise and asking for support. My lectures were very helpful and always gave feedback and encouraged us. 

Regarding my social anxiety, that had also improved as I made new friends and experienced presenting in front of the class which was very out of my comfort zone but also helped me become confident with speaking to my peers. 


As the year went on, I was developing new skills through trial and error, but I quickly realised that is a part of the learning process. I became much more confident and learnt how to organise and prioritise my time better, find information and reference my work. 

Reflecting, I can see how much I have changed and learnt this year which is very important for me. Recently in our Professional Career Development module we had a task to check what our personalities are and after doing the test, mine said I was a Protagonist. Protagonists are born leaders and like to take lead. They are full of passion and persistence and enjoy inspiring others to do well and make a positive change (Kennerly, 2016). 

I always knew I prefer to have some sort of control and can be passionate especially if something is important to me, but it was interesting to find out what this personality exactly was. 

Another personality test that was developed by Dr John Holland known as Holland codes stated that my personality type was Artistic. This meant I favour doing practical and artistic things more than reading or writing and staying in one place. 

The numerous personality and learning style tests we took during class was interesting and gave us an insight to aspects about ourselves. 

I am currently in the process of finishing my time at university and I believe I have come a long way since the beginning and developed many new skills. I feel confident in myself and can see a huge change. This has been a great opportunity for me and gave me  new perspective. I am grateful to have completed this year and start the next chapter of my career development. 
 
[bookmark: _Toc57049232]Conclusion 

This report explored the current skills I feel needs improvement and how I will overcome the problems over the next few months. A career choice was discussed, and the skills required to for my chosen career along with the skills I already have that will support me. I then dived into different learning styles and methods for new employees joining a company. Lastly, I reflected on my time before I began the course and how I feel currently. 
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