


Fadul Mikail Omar: 1912914
Professional and Career Development
BMSW005
Modul Leader: Abdi Rahman
Portfolio of work


Table of content

Contents
1.	Induction	2
2.	Personal development plan	2
3.	Learning and development	5
4.	Reflection on your experience	7
5.	Recommendation and summery	9
6.	Conclusion	9
7.	References	10





1. [bookmark: _Toc57117345]Induction
This about learning and development process that can help individual in study or personal develop include plans, theories, identify your goal, how and when to achieve it. By following this important elements will allowing the learners to have a better understanding of their own ability to reach the highest of what they stand for and able to write a good reflective review about them self and to investigate their internal knowledge and experiences in the pass and comparing them in the current situation. And that all about your weaknesses, strengths, opportunities, and threats which can be identified by what you good at and you are not good at, using aspects on the table blew will give you an idea to shine your goals.  
2. [bookmark: _Toc57117346]Personal development plan
Definition personal development planning is a procedure or technique that can help you to identify your aims and goals that what you need to improve whether long or short terms either for personal or career development, it will give you a clear direction of how to achieve the skills that you have selected as your weaknesses may need urgent improvement and to be real addition value to your strength in order to build up a professional life style. In the following table blew showing plan and action in details that how you can reach your goal. 
	Goal
	How to achieve the goal
	Timeline
	Source
	Evidence of improvement

	Communication skills
	Use the skills that have learn from university, YouTube tutorial 
	One year
	Internet
friends and
colleagues 
	Testing myself until feel confident

	Numeracy skills 
	Look for effective learning mothed, 
Short courses

	Development goes along with learning 
	Using Books
Online courses
YouTube tutorial

	Until I can solve a professional task

	ITC skills
	Use any training available. 
YouTube tutorial 
Online courses
	3 months 
	Internet
Computer
Face to face tutorial
	To be able to use them in daily life

	Reading and writing skills
	Reading book and online article.
Set up Rewriting plan
	Long term plan
	Internet
Library 
Personal books
	Compare before and after 



However, table blew shows more factors if you can fit in job descriptions, companies always looking for the most successful qualified person to take a lead for the business or ability to solve a problem in certain areas. As individuals has a desire to choose a career that can fit your qualifications and experiences that related to the career you have chosen, then it is important that to have a check list for your abilities and skills if you can fit in the selected job requirements. The table blow will identify your skills to the relevant job requires.  
	Personal SWOT Analysis

	Strengths
	Weaknesses

	· Learning skills
· Listening skills
· Presentation skills
· Knowledge and motive 
· Time management skills
· Problem solving skills.
· Critical thinking skills
· Decision making skills.
· Team management skills.

	· 
· Qualification caps.
· Self-awareness skills.
· Quick Decision-making skills.
· Reading and writing skills.
· Management skills.
· Numeracy skills.
· ITC skills.

	Opportunities
	Threats

	· Qualifications 
· Training available 
· Seminars 
· Available support
· Available vacancy 
· Build a clear plan. 
	· Social media
· Family and friends
· Social destruction 
· Competitors
· Source availability 



For example, job position for healthy and safety manager duty to carry out properties’ maintenance through West Midland.
Job requirements abilities and duties:
· Previous experiences, qualifications, and trainings
· Candidate, able work with team or alone
· Good in solving problem, decision making and communication. 
· Ability to write a healthy and safety report.
· Having knowledge of management and IT skills	
· Ability to complete Risk Assessment and training
using SWOT analysis to match my knowledge and capability for the above job requirements and I use my strengths in order to develop the weaknesses that I have and identify any opportunity that come on my way then I can find out any potential threats that could limit my advantages for future prospects.
Strengths: I have gained several job experiences and developed many skills through university course and I have an excellent knowledge of team work or working on my own skills, problem solving skills, critical thinking skills, time management skills, decision making skills and communication skills. I have learned those skills following my education in the University of Wales Trinity San David and that gave me a great degree of knowledge and knowing my capacities and how to apply them in my future career.
Weaknesses: it is a vital element that could step on your way and delay you from achieving a dream goal. I have highlighted some skills that need to be improve, for example, I need to work in my reading and writing skills, IT skills, numeracy skills, etc. to solve this I have to set up self-control skills and manage my time for more practices or seeking for short courses and training available in order to move forward then evaluate or assess yourself and it is very important to monitor your achievement to see if your competency has rich to an expected level by using the mothed on the table above.
Opportunities: are allowing me to develop the skills those been highlighted in my weaknesses. Look for available chances, trainings, seminars, short courses, and chase any occasion that has been offered to fill qualifications, numeracy skills, ITC skills caps, then what action can I take to develop such as?, self-awareness skills, quick Decision-making skills, reading and writing skills in order to get better in these skills I have to review my lecture note, ask questions in the class, read more books, online research and plan clear actions that will help to adopt a tangible mothed for self-development. I believe that in following steps it will change my present attitude toward my professional lifestyle for the best or better future career. 
Threats: it is important to found out any threat that can minimize your chances whether for career or study, perhaps in self-development, then put your plans to action to implement the causes that most impact you in way, for example, social media always using your mobile phone, browsing in the internet and chatting with family and friends can be disadvantage to your study time as well as social destruction may lead you to bad adopted habit instate of having a good moment to work in better things alternatively better to focus on time management skills and locus of control in order to create acceptable environment for learning otherwise it reduce your chances to competitors may will take over the available opportunities those you run after.
It is good to know all your threats and to find way out how to tackle them again it is a problem if you cannot get a useful availability sources but a determined person can be able to reach her or his goal. Since you discovered that knowledge is only the key for success then willing to work hard to eliminate the threats and seize any opportunity that available and focus on learning style and explore all options that can meet your target. 
3. [bookmark: _Toc57117347]Learning and development
An assisting manager is a person he or she that able to demonstrates a variety of skills and qualifications that related into the position requirements or who directly engaged in hiring or dismissing of employees process and may takes full responsibility of their well being as well as concern and duty to deal with employees challenges whether new or existing workers such as training, sick absence etc, and an obligatory to take care of the company future successful. 
According to (Indeed, 2020)  “an Assistant Manager supports a General Manager in the daily responsibilities required to keep a business running smoothly. Assistant Managers direct employees and ensure that work is being completed in a timely and effective manner. Typically, Assistant Managers are involved in employee hiring and dismissal procedures and may perform disciplinary action when needed”.
Employer responsibility to follow a learning and development process for new workers may they have different proception of their learning style and that why company should have a clear recruitment training and interview system in place enable them to select a right person for the right job. For example, check your job description before being posted, where going to post create a feedback  a long with application form, make note for the applicant before sending his or her CV and clearly mention about employments legality and data protection laws more information you add in the job requirements more skilled candidates you can get as an assistant manager some time might need to consult your senior for an existing ideas or perhaps you come with new one.
According to (Green, 2020) “as long as both employer and candidates are selling themselves, and what they can offer, the recruitment process is also a customer experience. The candidate is testing out how their needs would be met within a company, and there are plenty of vacancies to consider. Nowadays, candidates can afford to be choosy, as most people looking for jobs are already in employment”.
The paragraphs above explained the assistant manager ability and skills in addition to the list blew it has described how important to include the Johari window from the lecture note open area blind area to increase self-awareness in wider contact allow you to understand candidates learning style methods to improve both in communications of recruiter and employees to build a good relation and knowledge to ward company development.
Employer check list of the recruitment process for new employees:
1. Identify and confirm the position or the gaps of job that need to be replace or perhaps opening more branches.
2. Choose a platform that how and where you want to advertise the job and make sure descriptions fit the requirements.
3. What you must add on your advertisement company logo, contacts details, starting and ending dates of posting the job
4. Available communication methods: filing, print form on or from web site, email and even by post.
5. Inform to the candidate about the employment legislations laws at least data protection in this stage.
	According to (Mitchell, 2020) “a clear job description well-written job description not only helps to ensure you attract the right  candidates to the role but can also be used to determine the shortlist criteria. Here are some factors to consider when creating a job description:

	1. What skills and traits are desirable, essential, or required for the role?

	2. How many years of experience are needed?

	3. What are the key and day-to-day responsibilities of the role?

	4. What company benefits are offered?

	5. What are the company culture and values? What is it like to work there?”










Moreover, as a recruiter require to develop three areas mentioned in Johari window method to develop effective communication, trust, make a connection between yourself, company, and candidates. Questioning yourself why do you think people like your company? And how can you make them love your company? By doing so, expand your open area to shrink the blind one more they discover you further knowledge they can get.
 Hiring wrong people sometimes very costly but things can be right by following requirements; looking for skills workers to hire, may need to build an attractive social media like videos to show what your company do and it more help by updating your post regularly with a relevant contents for job seekers able to follow may you can visit companies like yours to find experiences workers and let them following if you could do better than others.
 

According to (people, no date) when have finished the seminars then you can measure the process that allow you get better idea of a successful hiring, it will inspire you to score each of the candidates that you interview and keeping the record that will enable you to review the decision that you have made at the time and that is a great way to grow your thinking and benefit from your successes and failures, the skills you needed to hire very well similar to the one that you needed to manage candidates well.
	According to (people, no date)

	1. “Clarity around the role, and what is required of the potential candidate to be successful.

	2. A structured step-by-step process that guides you through the hiring process

	3. A strategic approach to hiring well.

	4. A tool to help you communicate and sell the position to others.

	5. A document that assists you in reviewing and managing new hires”



The Johari window is a good learning method allowing others to know you as much as you know them and that could develop a good trusted relationship between managers and employees and increasing company productivity but in order to keep the trust you must have a regular training or seminars that keep employees up to date and motive them.
4. [bookmark: _Toc57117348]Reflection on your experience 
Reflection is a piece of writing in deeper details about yourself, judging your pass and present to test your ability whether in learning or self-development and may result it with some measurement to tell you that what value you got and what next. According to (Plymouth, no date) “the purpose of reflective writing is to interrogate your own learning and demonstrate the ability to apply theory or conceptual processes to your practice or task in a meaningful way”.
Before I started this course I was thinking about what I have got what should be done despite there are many obstacle pulling me back stap by stap I was not able to achieve any progress and kept blaming others for my lack of knowledge, even sometimes I realised that could go back to education but I have no idea where to start, what I am going to do in learning process and how to achieve some skills that can help me for better career or self-developing. However, I looked to back to my CV to see if I can compete with others when I found myself too far from competitions and sat back look for options plan A and B available.
I have chosen plan B which is education opportunity to move from A where I was. Time to refresh my mine and set a goal that I want to achieve questions when and where long journey or short.  Door opened when I approach the University of Wales Trinity Sand David, I did not hesitate immediately I have joined the class and I have never looked back known that this time is good for me to make a different for my entire life and future to come for myself and my family.  Because I realised that workplace become the world of knowledge if you do not have enough skills no one can hire you and that good reason for anyone to have a part 21st century workplace industry direction of job requirements.
After I have joined the course and I looked back to my empty plan B that I have chosen as an alternative but no objectives and it was very emotional for me by having a challenging task and then gradually start feeling that my brain stimulation it was backword but working clockwise that when realised, I have a potential of talent that need to be identify, develop in the mean time. While starting this course I recognise some skills are very challenging to me in the beginning but after working hard I manage to reflect on my own performance in what have been achieved and what going to be achieve.
However, through the course study it gave me a clear indication about my strengths and weaknesses for example, I need to improve my communication skills, presentation skills and interview technique, sources use to reach the target the lecture note, reading books, watching videos etc that it will help to overcome the fear of the interview and there are many activities in the lecturing slide and available on Module for students to review at any time for example personality test it is helped me to discover my weaknesses and identify a tools that how I can use them for my development.
Moreover, there are theories that you can benefit from them: leaning style, Johari window and short activities those it been given to us by lectures on the class it very useful learning method adding huge value to the students and I have my total freedom to develop all skills that are identified as weaknesses and keep reviewing my success very closely. 



5. [bookmark: _Toc57117349]Recommendation and summery 
In addition to my word count to the all above summery, advice to students whose may want to achieve their goals, by following the lecture note, theories on Module slides can give you the guides you need to your dreams in particular Johari window increases self-awareness and followed by personality test online questionnaires more available on YouTube allow you to evaluate yourself and increases your knowledge about the interview tips and long life skills.  
6. [bookmark: _Toc57117350]Conclusion 
Self-development skills is building your knowledge as individual and allow you to compete for the best. The table shows that what you have achieve, you need to achieve and how it is important to follow the class direction, advices and materials that given. Then learn how to write a reflection before and after to evaluate your understanding and give you indication that if you have made any different from the pass experience or not. This learning method of self-reflection allowing students to discover their pass and compared with present skills and gave them better comprehension about where to go.   
    

  















7. [bookmark: _Toc57117351]References 

Green, E., 2020. Managing candidate expectations in the recruitment process. [Online] 
Available at: https://www.totaljobs.com/recruiter-advice/managing-candidate-expectations-in-the-recruitment-process
[Accessed 14 11 2020].
Indeed, 2020. job description and Assistant Manager. [Online] 
Available at: https://www.indeed.com/hire/job-description/assistant-manager
[Accessed 12 november 2020].
Mitchell, L., 2020. How to shortlist candidates for interview. [Online] 
Available at: https://www.totaljobs.com/recruiter-advice/how-to-shortlist-candidates-for-interview
[Accessed 15 11 2020].
people, M., No date. Hiring success. [Online] 
Available at: https://www.metapeople.com.au/hiring-success.html
[Accessed 15 November 2020].
Plymouth, U. o., no date. Learning development. [Online] 
Available at: https://www.plymouth.ac.uk/student-life/services/student-services/learning-development
[Accessed 16 November 2020].





