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Executive Summary

The purpose of this report is to reflect on my learning journey. It is also to use the skills I I have learnt to plan a recruitment as an employer, delivering relevant information about the process to both employers and employees.
This report will discuss some of the skills I am strong in and some I need to improve. It also includes relevant models to support my views. 
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Terms of Reference

Melanie Squire requested this report in February 2018. The purpose of this report is to reflect on my learning journey and apply skills I have learnt. The report was compiled by Mukta Uddin and contains an introduction, findings and an analysis of the researcher’s skillsets. The date of submission is March 29th, 2018.

























Procedure

The resources used to carry out this report were specific books related to the content. The researcher extracted relevant information from books such as Stella Cottrell’s “Skills for Success” (2008). 
Other resources used were website articles, where it talks recruitment and selection process. An example of this is Rose Lynne’s article “The Recruitment Process- Where do I start?”.  
























Introduction

Professional career development is important for career success because it is a life-long process where a person can manage work, leisure and learning in order to move into a successfully evolving future. You learn new job skills to enhance your current learning and it is beneficial to develop wider skills you may need in other areas of employment. It is important as it leads to acquiring work that you are particularly suitable for. This leads to satisfaction in the career you decide to pursue.
Many skills are required for effective work. Firstly, communication is a key skill that many employers look for when recruiting. It shows that you are able to express yourself confidently, but also having good listening skills makes communication more effective. It is an extremely desired skill but 33% of companies believe that their employees are not strong in this field, according to HR Magazine . As well as strong communication, team- work is also mandatory in the workplace. Many jobs may require team -work so in order to succeed in these environments, employees should be able to cooperate with their colleagues, taking their share of the responsibility and putting forward their ideas in a polite and respective manner. It is also useful for organisation as each person is assigned a role and must fulfil accordingly and take responsibility. This links into communication as it shows how well you work with people and essentially, good communication in a group leads to team success. Another skill for effective employment is problem solving. This is being able to find solutions when faced with difficult tasks or when things shift away from the original plan. A person should show adaptability to the change, or resolve the issue rationally so that it does not happen again. It is about thinking logically and quickly to achieve the organisations goal. There is also management skills that are vital in the work place, as it shows that you can stay on top of your work. It also shows you can divide your time efficiently to ensure that maximum productivity is achieved. 
The aim of this report is to discuss how I have developed these skills, which contribute to making me employment ready. I will also describe the recruiting process and provide a self-aware SWOT analysis to examine my strengths, weaknesses, opportunities and threats. 
Now I am going to briefly outline the recruitment and hiring process needed to employ the best workers for any company. Firstly, an employer must identify what type of position/role they need in their organisation. You must find someone who can fulfil that position immediately and effectively. The next step of recruitment is planning. Once the soft and hard skills have been critically analysed, you must plan how you will find this employee. This leads into step three of searching. Many companies hire a “headhunter” who search for specific candidates that have a high potential of success in the industry. Once candidates are found, it is all about narrowing it down to the specialised candidates that not only have the qualifications but also have the determination and passion. The next process is interviewing the viable candidates that have an opportunity of getting the job. It is uncertain that if chosen a reliable candidate, they are going to take up the job so companies cannot make any assumptions. The last process is hiring the candidate, if they accept the offer and like the job .
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Findings

Part One: Reflection on My Learning Journey
Self- Awareness
In class, I feel that I have developed self-awareness. It is vital that I have self- awareness, as it is a key step for learning. I must know how to improve myself to be the best candidate I can be. This means I have to know my strong skills, my weak skills, my emotions, thoughts and beliefs. It is also important to have a clear perception of all of these too because that is how others will see me, so I must be show the best version of myself. I believe that there is always room for improvement, so if I am good at something such as communication, I must still strive to become a better speaker as I might be struggling with some confidence issues.
One task I was given was to write about what success means to me. I believe that success is all about being confident about what you are doing, but also comfortable with your decisions. Success also means that your skills are effective for building a successful organisation. 
SWOT Analysis
A SWOT analysis is a tool used to guide organisations Strengths, Weaknesses, Opportunities and Threats. It helps to plan and act effectively as well as combat the struggles a person may face. It is used to determine where change is possible. It also helps to make decisions as you are identifying your opportunities against your threats, so it is easy to see how and where to take action. This model comes from Albert Humphrey in the 1960s. He used data from companies to identify why corporate planning failed . 
STRENGTHS	I can work effectively in a team. This is a competitive strength as many people I work with are also good team workers. I am perceived as having good communication skills in terms of delivering a presentation clearly. 	My real strengths are having good listening skills that allow my colleagues to be able to trust me. Furthermore, time management is another strength I have, as I always meet deadlines and can divide my time efficiently to ensure I get everything done. To improve my strengths, I am going to act on any feedback I receive. Also, try to take more responsibility and initiative in a team, so my ideas are put forward.		WEAKNESSES	I need to improve on my IT skills because I think that they are crucial as a basic technology skill. I will improve this by taking any training or courses online to get a better learning of it.	I also believe that I am not very strong in my writing communication. To improve this, I will read more so I can develop an eye for effective writing. 	I am perceived as having weak communication skills in the workplace, when I talk to parents and discuss their children’s progress. I will improve this by getting more involved with the parents and children. 	Other factors that hinder me are making decisions and problem solving, as I am not a quick thinker. 
OPPORTUNITIES	I am able to work in any primary school with the skillset I have. I have also had many years of effective training that has made me a better worker. 	I can also achieve a higher paid salary by developing more training and adaptability to any given environment. 	With my strengths, such as teamwork, I can become a team manager.		THREATS	There may be competition as others may have a stronger skillset than I may. They may have had more training as well, so they are more experienced in that field. 	Furthermore, having limited skills means that it is difficult to get a job that is not catered around my field, so I am less likely to be hired. 	
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Learning and Development Barriers
Throughout my learning and development, I faced many barriers. Firstly, I have a family to look after and provide for. This means that I am limited to the time I have for learning and skill development. In order to combat this barrier, I will give myself some free time (about an hour a day), to learn and progress by reading and writing, or doing my given tasks. This would improve my organisation and time management. 
Another barrier I face is my job. I work as a teacher’s assistant in a primary school. Although I develop skills through my work, I find it is a barrier because I wish to develop more analytical and problem solving skills needed in the work place. To overcome this barrier, I will follow up with any training that my school provides and attending any courses to develop high skill training. 
Development Needs
There are many learning and development options available. According to Honey and Mumford’s learning techniques (1992), there are four preferences of learning. These are:
Activist
Reflector
Theorists
Pragmatist 
Activists usually act quickly, rarely reviewing what went well and what needs to be improved. Reflectors take caution in what they do and collect a lot of information before making any judgments. They also let other people put forward their ideas first and are good at listening. Theorists are highly logical and systematic in what they do. They collect information to build their own logical model of how the world works, in which they will go to extreme lengths to defend. Lastly, pragmatists match the same energy as activists, whereas they plan for the future. 






When I have identified what type of learner(s) I am, I can use this to my advantage and try to improve in the other references of learning. For example, I may be a strong reflector. However, I wish to be strategic and systematic, so I would try to become a better theorist. 
Another learning style I have familiarised myself with is VARK. VARK stands for Visual, Auditory, Reading/writing and Kinaesthetic. Fleming and Mills (1992) concluded four modalities that appeared to reflect teachers and students. 
Visual learners prefer depicting information from diagrams, charts and videos. They can grasp things quickly when the information is visually presented to them. However, would not learn best if it was written down. 
Aural learners learn best by hearing the information. They read their textbooks aloud and listen in class, rather than read. 
Reading/writing learners learn information best when it is displayed as words. Textbooks are vital for their learning, and they find it easy to read great amounts of texts and understand it. 
Finally, kinaesthetic learners must relate their concept back to the real world, by actually experiencing. They enjoy physical tasks and do not enjoy sitting down for long periods of time. 
In class, I did a VARK questionnaire to determine which type of learning I am best at grasping information. My results concluded that I am best at learning when I read and write. I agree that I do learn through reading because I can then implement the information I had just absorbed to my writing. I am not a strong visual learner. I prefer to read and process the information in my head, than look at a diagram, as I do not absorb any information. 

Personal Development Plan
An objective is a clear statement about what needs to be done in order to achieve a goal and what the result will look like. My objectives for this part of the project are to overcome my weaknesses, mentioned in the SWOT analysis (page 6). As I have identified the gaps in my skills knowledge and ability in context on my future employment aspirations, I am going to create a Personal Development Plan, where it will help to bring about change to improve my readiness of my chosen career path. I have chosen to complete a PDP on my future anticipated role as a head teacher. 
In order to complete my plan, I will split it up into three sections. These are as following:
Section 1: requirements of my future role 
Section 2: identify my strengths and development areas 
Section 3: create a SMART action plan to bring about change and development
Section 1
Firstly, the key relationships I must have for this role are with the teachers. A strong relationship with them would ensure trust and respect, as I am working above them. I also need to have a relationship with the deputy head, as they must be informed when I have any issues. Furthermore, I need to maintain a good relationship with the children because they will look up to me. The key tasks I will be performing are maintaining the school behaviour and reputation. I will make an effort to engage myself with the children and understand their concerns. I will also ensure that the teachers are upholding the school curriculum and that they are following their role accordingly. I will need good communication skills and also good cooperating skills between the teachers and I. as well as strong leadership skills; I need additional skills to become a strong leader for the school. This would be always looking for improvement and striving for perfection. I also need to be innovative, so I can adapt ideas to what best fits the children . My goal would be to create a school with confident and friendly children, who are given many opportunities for success. My personal pressures imposed on this role is that I have a lot of people to answer to and help, which may get overwhelming and confusing. To organise myself, I will arrange meetings weekly with staff, to discuss issues and ideas. 


Section 2
In this section, I will identify the strengths I have and how I can use them more effectively. I will also investigate my development areas and how I can address them. 

Area of Strength 	How to use it more effectively 
Teamwork 	Communicate effectively in a group and show dedication and commitment to your team (Thornton, 2017)
Time management 	Set a goal, and stick to it. Prioritise important and urgent tasks. Have self- awareness, so you know how much needs to be completed. Do not procrastinate and start early so you have more time to do things 	 
Listening 	Be attentive, but relaxed. Do not interrupt and be open minded (Clark, 2012)

Area of Development 	How to address it 
Decision making	Create a cost- benefit analysis, by weighing out the pros and the cons to ensure you make the right decision. Get a well- informed opinion. This could give you reassurance about your decision. (Kehoe, 2013)
Technology	Read technology information books. These provide well-edited, well-indexed content. Also, use online resources such as tutorials. They are easily accessible. Spend time with technical people as their knowledge will rub off on you. (Palina, 2006)
Verbal Communication	Speak with confidence. This includes the tone of voice, the words you choose, eye contact and body language. Be concise, by getting straight to the point. Plan ahead about what you are going to say. (Smith, 2010)










Section 3
In this part, I am going to identify the specific actions I am going to take to bring change and development about myself by using a SMART model. 
Specific:
My goal is to strengthen my leadership skills, in order to run a school and staff as head teacher. 
Measurable:
I will gain leadership skills by utilising my strengths and serving as a role model to others. This will be completed all year round as I am currently in a school. 
Achievable:
I am likely to achieve my goal of leadership as I already possess many skills required such as management and good listening. 
Realistic:
I do not think it is realistic for happening any time soon, as it requires extreme amounts of pressure and a degree level qualification. However, in future years, it will be more realistic as I will have more experience. 
Time- based:
I wish to achieve this leadership role in the next five years. 


	













Part Two a): Recruiting as an Employer

Recruitment is a large process, which translates to a workforce plan. Employers must identify aims and goals of the organisation to recruit future employees where vacancies are available. There are many steps needed to recruit someone new to their team. 
The employer is looking to employ a manager for children’s clothes in a large department store. This means that the employer is looking for a candidate that possesses good leadership and management skills, someone who can take great responsibility and has good knowledge of retail. 
Job Analysis
By completing a job analysis, the employer is analysing what key skills and demands are needed in order to fulfil this role. In this case, the employer is looking for a strong skillset, and how these skills are beneficial to the business. For example, good communication skills in a manager means that it could lead to customer satisfactory which could therefore, increase production and consumption. This information would help to build a job description as well. The employer may research and share with companies who have similar jobs. The information could be about salaries and what to include in the job description. 
Job Description
This is a crucial stage of the recruitment process because the applicant will see the full details of the job and it provides a record for different jobs among the business . It also helps to formulate questions for the interview. A well-rounded job description should outline the purpose and the responsibilities clearly. It should provide enough detail to help candidate evaluate whether or not they are suitable for the job. 
Person Specification
This stage requires the employer to think about what kind of person is needed to fulfil the role. As a manager for children’s clothes department, the successful candidate must have good knowledge of the business in children’s clothing. This includes the supply and demand for it. The candidate must also have good leadership and team- working skills, as they will have co- workers in other departments as well as their own, as well as having basic numeracy skills. Furthermore, they should have strong interpersonal and communication skills so they are able to engage with customers actively. They must be organised and time efficient, as shops have specific working hours. 
Application/Screening process
This stage is split up into sub processes. These actions are required to deduce the best candidates applicable for the job. 
Either produce an application form that the candidate fills in with specific questions about the candidate to determine if they’re suitable for the job (Personal, education, work experience, scenario questions)
OR request CV and cover letter, to review and determine whether candidate is suitable
Remove applications that are not suitable


Part Two b): Selection Process

Selection Methods
There are various methods of process of selection, which would allow the employer to determine if the potential candidate is viable for the job. These go as following: 
A psychometric test can be taken to ensure consistency and accuracy. It is also useful to measure an individual’s mental abilities.
Another method is a personality questionnaire to extract the individual’s information regarding behaviour and personality. 
A further method required is a selection interview. This conversation would usually take place across the telephone and then a further interview face to face.
Interview Preparation
When an employer has found their potential candidate, an interview takes place. Interviewers have to prepare for this by doing a number of things. Firstly, they research the candidate. They will thoroughly analyse the candidates resume and maybe even search online for any additional information. This is helpful, so they do not have to waste time asking personal things about the candidate that has already been mentioned elsewhere. 
The employer will formulate a list of questions, usually about things they want to find out about the candidate. 
Why the candidate is interested in this particular job/this organisation; This will determine whether the candidate is aware of the responsibilities and the nature of the company
What can they bring to the job?
Aptitude based questions, e.g. ‘describe a time where you overcome a difficult situation and what was the outcome’ 
Following the interview, the candidate should receive feedback within a few weeks, either via email or via telephone.











Conclusion

Throughout the process, I have learnt some valuable skills. For example, I believe I have developed IT skills such as drawing diagrams digitally and research relevant information online. Furthermore, I have learnt how to manage my time efficiently and effectively, as I have prioritised important things. In addition, organisation played a big role in this project and I feel that I have more organised throughout this process. I have learnt that I am a reading/writing learner and I am not a strong visual learner. This is important as I can use this to my advantage by processing information more easily. I will experiment with other learning techniques such as kinaesthetic as it will make me more active in my learning. What has also interests me is the Honey and Mumford learning techniques. I think they overlap each other because sometimes, I am a reflector, where I do not conclude until I am fully certain about it. However, I can be pragmatic at times, where I plan and ask many open ended questions. I think it is important to identify your strengths and weaknesses so you can work on developing them. There are a number of resources available to me in order to develop skills, such as training, online programmes and the help of tutors and lecturers. 
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