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[bookmark: _Toc531817631]Introduction:

My name is IFFAT SULTANA and I am originally from Bangladesh. I completed my H.S.C in 1997, H.S.C in 1999 then I finished my B Sc in 2000. I also have done my M Sc on Geography in 2002. I got my first job in a primary school in 2003 and I worked for two years in that school. In the mean time I got another job in a computer office as a computer instructor. I left my first job that was in the primary and then joined in the computer office.

After I got married in 2008, I came to UK and I got a job in a McDonald’s that was my first job in the UK. That job helped me to develop my English listening and speaking skills and it also helped me to communicate with customers. I left that job in 2013 as there was no one to look after my baby and my husband was working full time to support the family. I decided to start working again since my son started his full time school and I started applying for job. I got my second job in the UK in 2018 at a clothe supermarket called Primark as a sales assistant and I am currently working there. I would like to get a better job where I can improve my career. To get a better job I need a degree or qualification from the University in the UK. Therefore, I have decided to complete this course. I believe that if I can successfully complete this course I can get a better job or better career in UK as this course will help me to develop my communication skills and time management skills a lot. I have passed first and second term and now I am in third term. I have learned team work in my previous terms. I want to learn how to develop professional career and how to be self-confident.  This course is helping me to achieve my goals. 

In addition, in my first and second term I have learnt how to develop digital skills in work place, I have learnt how I can start my own business, how to open it and how to do business plan. Overall this course has given me a complete idea about my professional career which is very important for me.  






American educational theorist David Kolb (1984) has given learning cycle idea which is very helpful to discover professional career. Kolb provide an explanation for his principle in four stages such as concrete trip (feeling), reflective observation (watching), abstract conceptualisation (thinking) and active experimentation (doing) stages. (Muscat & Mollicone, 2012)





concrete experience
(feeling)





reflective observation
(watching)
abstract conceptualisation
 (doing)




abstract conceptualisation(thinking)



Figure 1 Kolb’s four-stage learning cycle (adapted from [2])



According to Kolb’s principle if I want to start a business at the first stage, I will need to do some advertising in the newspaper or in other media about my products then in reflective commentary stage I will need to do the assessment about my product promotion. At abstract conceptualisation stage I will assume about the business strategizing in future and the final stage abstract conceptualisation, at this stage I will have to do some experiment with new thinking to observe my business. 
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The qualities that employers want in their staffs:

According to www.heacademy.ac.uk (2008) the employers want employees who are able to present ideas verbally and in written also who are trustworthy, self-motivated and able to integrate quickly themselves in the organization.   
· Honesty and integrity: This quality makes an employee more trustable to employers because if employees are trustworthy, they do their job honestly and help to achieve the company goal.
· Able to integrate quickly: Most of the employer wants their employee to be able to integrate themselves quickly to other team members because it makes them able to communicate with other team members. 
· Able to present ideas, verbally and in writing: It is very important for the employees to present various ideas verbally and in writing because if employees can explain their ideas in verbally and in writing then it will be clearer to employers. 
· Work safely: Health and safety is very important at work place. If the staffs know how to work safely then it becomes easier for them to work. It also helps them to be more productive. It is also good for the employers. 
· Demonstrate good time management: Employers want employee who are good at time management because if staffs do not start their work on time they are not able to finish it on time. Moreover, they are not able to achieve their goals as well.  
· Planning: Every employee should know how to plan their task according to their time because if they do not plan, they are not able to do their task and are not able to finish task on time.
· Demonstrate attention to detail: This is another quality that every employer wants in their staff. If employees know how to demonstrate attention then they can explain their plan in details.   
I always have demonstrated good time management quality. I always do everything on time such as when I come to my university, I always start my journey one hour before. First, I walk five minutes to tube station after half an hour I reach oval station and I walk ten minutes to reach university. And I plan all of this in advance so that I can always come to my University on time
In my work place, I always do my job honestly. I have been working for Primark for nearly two years now and I do work according to their rules and regulations such as, I never waste time while I am at my work and I always work sincerely that is why my supervisor, manager is very happy with my work. As a result, if they need more staff for overtime, they always ask me first and that is how honesty works for employees. I have improved my qualities a lot from my work place such as I am able to present ideas, verbally and in writing and have demonstrated attention to detail etc.



[bookmark: _Toc531817633]Self-motivation:
“Self-motivation is the force that keeps pushing us to go on – it's our internal drive to achieve, produce, develop, and keep moving forward”. (Anon., n.d.) Self- motivation is very important to motivate ourselves to achieve our goals. Self-motivation increases our confidence to achieve our goals for example, at the beginning of this study I was less confident to do this course but self-motivation made me more confident and as a result now I am in third term.
Moreover, self-confidence motivates us to recognise our strength which is very important to overcome our barrier, such as I had so many barriers when I decided to start this course but I have motivated my-self that I want to do this study and I have started. As a result, I have learned so many things like how to write assignment, references, table of content and business plan etc.
In addition, I have done self-motivation quiz which was very helpful to know about my-self. My score was fifty-three it means I am very self-motivated character and I do effort on placing aim and two appearing to achieve these goals.
So, if I need to improve my self-motivation I need to be self-confident, positive thinking about my future, to concentrate on my goals and to overcome all the barriers. 

[bookmark: _Toc531817634]Learning Style:
Every person is different so their learning style should be different and that is why we need to know about our learning style. How we like to learn. We can learn five different ways such as: visual learners, auditory learners, kinesthetic learners, reading and writing learners and environmental learners (Cameron, 2008).
Visual learners: This kind of learners learns from practical observation. They like to talk fast rather than listen. Diagram, chart, picture and written instruction are more valuable for their study. This kind of learners always likes to do their study in power point, work sheets and in hand book.
Auditory learners: This kind of learners likes to listen and they talk slowly. They prefer lectures, group study, group discussion, conversation and recording rather than body language. 
Kinesthetic learners: This kind of learners wants to do everything’s physically such as by doing and solving real life problems. They are very slow as a decision maker and they talk very slowly. Demonstration, activates, role playing and games are more beneficial for them. 
Reading and Writing: This kind of learners always takes notes and most of the time like to read book. They prefer reading rather than listing. Writing information’s is more beneficial for them.
Environmental learners: This kind of learners learns from their environment. This kind of learners influenced by temperature, listening and mobility. Such as some people like on music when they are reading and some people do not like any noise in their study.
According to this classification I am a visual learner because I like to learn from
[bookmark: _Toc531817635]Chart, diagram and pictures. Moreover, I like to take notes for my study sometimes I like to learn.
Personal analysis:
Personal analysis is very important to analyse about ourselves and it is very important to know about our strength, weakness, opportunity and threat. To analyse ourselves we can apply the following theories:    
Johari window: 1955 two psychologists Joseph luft and harry Ingram gave their theory which is called Johari window (Horine, 1990). They explain their theory in fore area such as:  open area, blind area, hidden area and unknown area.

	Open
 (Known by self not others)
	Blind
 (known by others unknown myself)

	Hidden 
(known by me unknown by others)
	Unknown
(unknown by me and others)




                                                





Figure 1: Johari window Theory (1955)

Open area: In this area know by myself and known by others for example, my name or about myself, my behaviour, education skills, attitude.
Blind area: In this area known by others but unknown myself for example, when talk to other I talk loudly or when I talk, I move my hand very much which is I do not know but another team member know.
Hidden area: In this area known by me but unknown by others such as I have some family problem. If I do not tell anyone nobody knows about it but if I tell anyone then it will be in open area.
 Unknown area: In this area unknown by me and unknown by others such as I do not what is my strength and nobody as well.  
  
Force filed analysis:
According to Force filed analysis theory we can explain any new idea or changes in organisation. Kurt Lewin’s developed force filed analysis theory as a force field analysis theory a team or an organization can predict in advance what the expected resistance will be to the proposed change.
Every organisation can be change by new technology, new idea, new machine, different work process and adjustment of production. If we use force field analysis theory then we can know which source or skills we need. Moreover, we also can know what is our lacking and what things we need to develop. 
Possible obstacles: Force Field Analysis is a powerful strategic instrument that is used to understand what is needed for change to take place in both a business and a personal environment. Force Field Analysis makes clear what the possible obstacles are that could hinder change. It enables an organization to become aware of the difficulties that may be involved in the envisaged change. By consulting thoroughly with each other, Force Field Analysis ensures that teams will feel responsible. They will be better able to implement the change and to identify and eliminate any obstacles prematurely.
Driving and restraining forces: Force Field Analysis distinguishes driving forces and restraining forces. The restraining forces are obstacles that get in the way of change. They have an impact on the change and they will try to restrain this. The driving forces support change and encourage positive effects.
Force Field Analysis can be used as a tool to understand why, for example, the introduction of a new working method does not work which makes it possible to draw up an improvement plan. The Force Field Analysis also contributes to the improvement of internal communication  
SMART analysis:
According to SMART analysis we can set our goal because we have so many goals in our life. It is very difficult to choose our specific goal. SMART analysis is easy way to select your goal and achieve our goal so we can analysis our goal in five ways as: Specific, Measurable, Actionable, Relevant and Time bound (Cameron, 2007).
[bookmark: _Hlk535272912]Specific:   We have so many goals and we need to select our specific goal otherwise we will waste our time for example; I want to be an entrepreneur.  So, my specific goal is to become an entrepreneur.
Measurable:  SMART goal should be measurable. It can be a number or it can be a yes/ no answer. In that case, I want to be an entrepreneur and my goal is earning five thousand pound per month if I can earn five thousand pound per month then I success to my goal. 
[bookmark: _Hlk535274531]Actionable: If we success to my goal we need an action plan. Without an action plan we cannot achieve our goal. If I want to be an   entrepreneur I need to make my action plan like which product I will sell, how do I promote that product, which location and how many staff I will need.
Relevant: Our action plan should be relevant with our main goal for example I want to do business because I want to be an entrepreneur. If I do Teacher Assistant course then it does not work for my goal.
Time bound:   According to https://www.youtube.com/watch: time_continue “By including a specific date by which a should be accomplished, it helps provide incentive and allows us to monitor progress”. For example, how many items we are selling in one week and how much money we are profited then we can know this business is profitable or not.
SMART goals are specific. They are measurable, actionable, relevant and time bound. 


SWOT Analysis: 
SWOT analysis helps us to know about ourselves very well.  With the help of SWOT analysis, I can know about my strengths, my weaknesses, my opportunities and my threats.


                                               Favourable
                      S                            O
                     Strengths:                                 opportunities:
                             Seek to build on 	                         seek to exploit
                                these                                             these
Internal              W                               T               External
             Weaknesses:                             Threats:
	Seek to work on/ around	seek to avoid these	
                                  these

 	                                     Unfavourable
Fig: Framework for SWOT analysis
Source: (Cameron, S. 2007)



Strengths: Hard work is my strength because I never do give up a less trying such as I was not confident to finish this course but I am in third term now. I have learned so many things from this course.
Weaknesses: My weakness was academic writing; English grammar and I did not know how to write an assignment or references. 
Opportunities: I have so many opportunities like I can apply for HR job or I can start a business. I also can-do teacher assistant course for TA job at school. 
Threats: Barrier is my threats if I want to achieve my goal then I need to overcome my barrier. Lack of confident, time management, lack of information etc.   
[bookmark: _Toc531817637]Review of my understanding and expectations of the world of employment:
As an employee we need to know about our rights and employee law because if we do not know about employee rights, we cannot protect ourselves. Also, we need know about recruitment and selection process.  
Recruitment and Selection Process:  Recruitment and selection process are very important to select right person for right position. Recruitment is ‘Building a roster of potentially qualified applicants’ (Whitehill, 1991).

Selection is ‘Predicting which candidates will make the most appropriate contribution to the organisation - now and in the future’ (Hackett 1991). Both of jobs are important for an organisation it is not only to HR job also line manger involve in this process. Recruitment and selection process should be efficient, effective and fair. This process should be relevant in legislation and should avoid the discrimination.
Recruitment policy can consider so many sections such as, Introduction, Equality and Diversity / Equal Opportunities in Recruitment, Monitoring Equal Opportunities, Equality and Diversity in Recruitment, Recruitment Authorization, Job Descriptions, Advertising of Vacancies, Short listing. Also, recruitment policy could not consider in qualification, work permit, personal record, interview and references. Every organization arranges their recruitment process in four stages as follows:
  
· Defining requirements
· Planning the recruitment campaign
· Attracting candidates
· Selecting candidates
In addition, in this process they describe about job criteria, rules and responsivities, task and duties. As a personal description they explain interview process also they can do compare candidates according to qualification. In this process they should avoid discrimination in sex, disability, pregnancy, race and status. According to Equality Act (2010) any recruitment process should protect nine characters such as: Age, Disability, Gender reassignment, Marriage and civil partnership, Pregnancy and maternity, Race, Religion and belief, Sex and Sexual orientation.
Employment Right and Obligation: According to common law employee have to read contract before sing the contract also contract should be covers between employer and employee (Miles, 2000). The contract does not always need to be in written for example at work place employee need to do hard work which is not mention in the contract.
 Legislative Process also very important for employer and employee. Primary legislation law to employment include as follows:
· Employment Rights Act 1996, 
· Equality Act 2010
· Employment Act 2002 
· Enterprise and Regulatory Reform Act 2013. 

Employment Legislation are as follows:
· Health & Safety at Work etc. Act 1974 
· Trade Union and Labor Relations (Consolidation) Act 1992 
· Employment Tribunals Act 1996 
· Employment Rights Act 1996
· Public Interest Disclosure Act 1998
· Data Protection Act 1998 
· National Minimum Wage Act 1998 
· Human Rights Act 1998
· Employment Relations Act 1999 
· Employment Act 2002 
· Employment Relations Act 2004 
· Equality Act 2010

Contract of employee and employer duty: According to wickedanimation.co.uk the contract is a binding agreement between an employer and employee. In the written contract they should mention employer and employee name, date of employment began, salary and payment process, holyday payment, sick pay, about Penson schemes, location of work, notice period from both side, discipline procedure, hour and pay, about over time and about provisional period. 
Zero contract is not really a contract, they are not getting any holyday pay, no sick pay, no health and safety protection and no more Penson schemes. Even employees do not get holyday payment because they do not have fixed holydays. According to CIPD research (2014) one million people are doing zero hours contract in the UK.  
At my work place I have 12 hours contract also I have holyday payment but they do not pay for sick. In addition, if any employee gets sick more than three days then they will pay but staff need to submit original sick note. We have first aid facilities. Our provisional period is three months after provisional period we can change our time or contract     
Disciplinary Procedures: Four kinds of Disciplinary procedure apply for workers who break the rules such as:
1. Verbal warning, confirmed in writing and kept on file for six months
2. Written warning – valid for 12 months
3. Final written warning – valid for 12 months
4. Dismissal
Informal warning is for minor offence and no3 or no4 warnings are for major offences. For example, I am working in Primark where phone is not allow on our working hours but one of my college was talking on the phone then manager sacked him for this reason. Our HR is very strict about the company rules and regulations. 
[bookmark: _Toc531817636]Career Planning:

Career plan is very important to achieve our goals. I have so many career plans and my first career plan are to finish bachelor degree in business management then find a better job like HR or administrator job. 
My second plan is teaching job. I want to be a primary school teacher and for that I will start doing Teacher Assistant course. I will do TA course in Tower Hamlets College. I also need to do some volunteer job at school as a work experience. I will start looking for volunteer jobs in school as soon as I finish this course.
In addition, I have business plans and I want to start online business as well. My friend has got online business and I am learning so many things from her because if I want to start this kind of business, I need to contact wholesaler also I need to open my own business web page which is I have learned from this course. I will specially sell baby product and beauty product also accessories as well. This kind of product is very demandable in my country. 

Development plan
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What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion

	
I want to do teaching job.

	
I will take admission in college for GCSE course in English and Math.
I have done L2 English and now next level is GCSE.
I will start GCSE Math.
I have already done volunteer job in my son’s school but now
I will do part time volunteer job. 
	
I need GCSE certificate in English and Math.
Also, I need experience in school job.
I also need Academic writing skill which is practicing from this course.
I need to do TA course as well.

	
My success criteria will be a teacher. I want to be a success teacher.

	
I hope I will start
From next year.







	
What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion

	

I want to start my online business.






















I also want to do Administrator job.










	

First, I will open my professional web page in Facebook because this is very popular social media.
Secondly, I will find out wholesaler and contact with them.
Then I will contact with some buyer in Bangladesh because my most of the items will deliver to Bangladesh.






For this job I have to finish this bachelor degree and then I can try for HR job. 
	

First, I need IT support because my business is online based so I need to know how open professional account in Facebook.
I also need support from wholesale supplier because if I do not get my product on time, I am not able to deliver on time.








I need academic experience and I need IT experience as well 
	

Spread UK product to my count and also spread my business in to Bangladesh.



















My success criteria will be better job in admin.
	

I will start from next year.























I will start from meddle of this year.
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