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Essay.


Personal development and learning is a continuous process either in academics or in employment. This is something that is built upon overtime and some skills start to feel like second nature hence skills development through university or academic life is then transferred whilst searching for and during employment (Morgan 2017).

It is clear that these skills gained during academics i.e. interpersonal skills, communication, team-working, leadership, problem-solving and creativity and so on will have a momentous importance to the workplace (Morgan 2017). It is however obvious that workplace challenge and the application of these skills and more will be on a different scale i.e. presentation in the class is very different from presenting in an organisation either to my team or the board of directors.  It is a different level of professionalism that is required in this aspect. I will be utilising skills that I have learnt at school however itit will be at a different level. 

Employment is defined as a relationship between two parties; the employee (me) and the employer (organisation) where the work and payment are agreed on before contract is signed (Morgan 2017). An employee is picked based on the whether he or she has been successful in the recruitment process and has the skills needed. Recruitment process can be defined as various steps taken by an organisation in identifying and selecting the type of candidate that fits into their job description (Morgan 2017). This usually 

includes a job and person specification. As a graduate and the end of this module, I have to be able to understand the employee selection and steps required to find work depending on what sector I intend to work in. 

Market needs is a term that relates to the functional requirements of a target market i.e. an advertisement for a receptionist in an IT company will have specific requirements that will be highlighted in any candidate that applies and what the aim of the job will be. Hence if I decide to apply for the job, I need to ask myself if my CV fits into what is being looked for, do I fit into that market need (Quintanilla et al 2017).

This essay aims to discuss my understanding of skills and knowledge that contribute towards working effectively as a team and individually. I will discuss my readiness and preparation for employment. I will discuss my strengths and area where I feel need further development. I will reflect on gaps in my learning and propose steps that will enhance my personal and professional growth. In conclusion, I will discuss personal development plan as well as reflecting on my employment goals and what I intend to achieve in the coming years. 


As a student studying this module on professional career development, the aim is to succeed in my academics by utilising tips suggested i.e. time management, critical thinking, research methods (Morgan 2017). This is my short-term vision.  The next step is to have the tools necessary to make and seek gainful employment, impress potential employers in pre/post 

interview and develop good job hunting approach. In order to do this, I have to understand the job-seeking process and what it entails (Wahl et al 2017). My aim is to be engaged in gainful employment after the completion of my academics. This is my long-term vision. There are six different stages in the job-seeking process: Exploring, Researching, Applying, Interviewing, following up and Negotiating (Quintanilla et al 2017). 

Using the KEYS approach, the first step is to ‘know myself’ which means that I need to find out what am good at, what are my goals and aspirations. This will enable me to know what type of career that I want to pursue. I need to look at my circumstance in terms of family life, my strengths professionally and personally in order to decide what sector I would prefer to work.  I enjoy interacting with people and taking records therefore in the short term, I would like to become receptionist in a family friendly organisation due to my personal commitments. 

This will then feed into the other stages of researching what it takes to become a reception and in what organisation I would prefer. I will need to look into recruitment in this area and what is often looked for and how to find a job in this area i.e. online, career fairs, newspapers, local job-centre and so on. Once I have completed my research, I will apply for the job by developing an appropriate resume and completing application forms which will lead into an interview if successful then negotiate for my salary. If the interview is unsuccessful, I have to find out why I have failed and make appropriate improvements (Quintanilla et al 2017). I have to understand 


that the process of finding gainful employment after university education can be tedious so it’s better to be prepared and start researching early. This is a long-term vision.


In my opinion, effective working is a way of increasing productivity in any work environment either individually or collectively. But how do we work as a team positively in a workplace environment.


According to Muchinsky 2003; A team is defined as a people working together in order to achieve a goal (Morgan 2017). Teams can be formed in an academic environment or in a work place however the success of a team is dependent on how effective communication between the groups are, as well as understanding potential roles within the groups and their suitability.
 however, an understanding of the group dynamics is crucial to this. Every team functions very differently.

In a team, a person can play different roles either functional which can lead to the success of the task or goal at hand. These are called task roles or relationship roles (Quintanilla et al 2017). On the other hand, there are members of the team who can also cause disruption to the team, these are called self-centred roles (Quintanilla et al 2017). According for Wahl et al 2017, for a group to function, members need to reduce dysfunctional roles within the team.


A crucial way of being an effective member of the team is to ‘know myself’. Using the KEYS approach is very crucial as it enables reflection and making better decisions. As a team member, knowing myself and strengths I will to the team. I also need to be aware and evaluate the abilities and potencies of my team members (Quintanilla et al 2017).


Even in an organisation as well as academics, working as an effective team is very crucial.  According to Belbin 1981, he explained that in a team two factors are important a) the knowledge that the individual has to contribute to the team, what they do in terms of their occupation as that makes a difference b) the abilities and skills that individual team members will bring to the assignment (Morgan 2017). Belbin argues that by understanding and investigating personalities of team members can have a profound effect on the completion of specific tasks, Belbin further argues that these roles are not functional unlike other models of team work; this is more dependent on their natural abilities (Morgan 2017). I recall when we were given group work recently in class to choose a business plan; some people’s personalities and their previous expertise shone through from the beginning of the task till completion, that way we were able assign individual roles.

According to Belbin and his associates, the team roles is divided into nine; Co-ordinator implementer, Shaper, completer-finisher, resource investigator, specialist, monitor-evaluator, plant, team-worker (Morgan 2017). Each of these roles has different strengths and weakness so it’s up to the team to complement each other. Looking at the roles, I will refer to 

myself as the team-worker because I feel am able to listen to others, follow instructions and avoids any form of disagreements (Morgan 2017). The disadvantage of this is that I detest and avoid confrontation and sometimes feel stuck in difficult situations. I recall during the group work, there was a point when everyone was in disagreement over details of the proposal of the business plan and so many ideas were put on the table. At this point, I recall just watching it unfold till we were able to come to a decision. I understand that sometime healthy disagreement and being able to defend what I think is right in terms of ideas is needed for the work to be successful. This is an area I have to work on. 

In order to maximise my skills, I have to participate in meetings and be effective team contributor. Meetings are a fundamental form of communication within the team (Myers et al 2008). The capability to effectively participate in and lead meetings is a crucial part of professional excellence and a strategic to changing groups into teams (Quintanilla et al 2017). Meetings is the where team decide on their goals, leaders are chosen and a plan is formed to achieve excellence, on the other hand if a meeting is poorly run, it can be a major setback and hindrance hence failure for that group (Quintanilla et al 2017). In order for meetings to run effectively, the environment must be ideal, the topic or agenda must be set and participants must be chosen carefully. I am aware that this is not always possible as a team cannot always be chosen however if factors that contribute to the failure of a task is minimized, effectiveness can be promoted.



As a student and even in future career, being able to carry out research effectively is important. As a student, I have had to carry out small scale research in order to arrive at a conclusion i.e. looking at working from home in previous assignment. In employment, research might be needed to find out what customers/consumers want or how a product is doing in the market so doing it right is crucial.

Research is the process of answering a particular question by data collection: the objective is to answer or gain more insight into subjects that affect people’s wellbeing or what they consume on a regular basis. This is to understand how human being behave and how their actions influence on living in their societies as well as finding complementary ways to manage issues (Sarantakos, 2005). But how do you conduct an effective research;

Good time management: Having a time scale ahead is very crucial as research can be large pieces of work so in order not to get overwhelmed which can affect the quality of the research, it is important to plan ahead and stick to it. I have sometimes realised that drawing a plan is not as important as ensuring that that plan is adhered to as it’s easy to be complacent (Morgan 2017).

Independent learning: This is an area that is important in terms of being able to find materials that will aid the research autonomously, analyse it and coming to one’s own finish. (Morgan 2017).



Understanding of research methodologies and statistics: knowing what type of methodologies that will produce the best research outcome as subjects are very different and might require different methodologies.  Methodologies are systems used to collect data or the process of conducting a research using different methods and resources.  In social research, there are two methods used to gather data or arrive at a conclusion; Quantitative approach is looking to build theory by using statistics to explain relations between variables while qualitative approach is looking at social issues from a persons’ point of interpretation or experiences and emotions (Whittaker,2010).

Clear writing styles: Whether the research is small or large scale, being able to write it in a clear, concise way with thorough analysis ensuring that that piece of work flows through so the reader is engaged to the end. This is applicable in work and academics as a poor pitch means that the listeners have failed to understand what is being achieved even if the presenter might have done a thorough research, this fails to shine through. I recall my lecturer feedback to my work stating that it lacked flow. I have cultivated the habit of reading it out loud or giving someone else to see if they understand. (Morgan 2017).

An aspect of professional career development is understanding my learning style. Using the VA®K learning style developed by Fleming and Mills (1992) that described that every individual takes and processes information differently (Morgan 2017). They progressed to say that some learn through hearing, visual, verbal, reading/writing and others via touching or 

experiencing information (Morgan 2017). I would argue that we use all styles of learning, although some more than others. Personally, I am more of a visual learner as I like to see, hearing alone is not enough. I also like to write as not writing feels like that information has not been registered or engrained in my brain. This shows that an individual can have one than one style of learning. The key thing is to identify what works, hence learning can be enhanced not hindered using learning tools at ones’ disposal.

I have to take a personal SWOT analysis in order to understand my personal strengths and weakness as well as factors that might be a barrier to this becoming possible. This enables me to understand where to focus on to achieve professional development.

My intention is to develop a career in administration as a reception when I finish studying so I have to equip myself for this role. I recall walking into an organisation some time ago due to an appointment: approaching the reception, she asked me what I was doing without maintaining eye contact and a high-pitched tone. I kept thinking to myself and wondering why she was angry or seemed aggressive. Thinking of this scenario, the reception probably was not aware she was passing all these cues to customers which can be damaging for business.

My strengths remain my ability to communicate effectively and be aware of my verbal/non-verbal cues as am the first contact when consumers step into the organisation. The way I receive them can set the tone of that day as a saying says, ‘first impressions last longer’.  Other skills crucial to the role are record keeping information sharing, managing stress and continuous development.

My weakness which I need to work on is my ability to work under pressure. As a receptionist, it can get really busy and demanding so I have to maintain my professionalism by attending to consumers in a positive way. 

I also have to improve on my creativity and my problem-solving abilities by taking time to reflect on the current task. According to Amabile (1998), there are three factors that increases creativity; technical knowledge, creative abilities and motivation (Morgan 2017). Taking these into consideration, I have to be able to improve my knowledge by being self-aware and current in this area.


There are skills needed in employability and career development: i.e. presentation skills, team working, leadership skills, effective communication, developing cross-cultural awareness, problem solving and creativity (Morgan 2017). This are skills that aid both academic and employment development.


Presentation skills:  I feel like this has improved over the duration of the course from the first presentation to where I am now. I have learnt new way of preparing for my presentation i.e. knowing what my goal is. The last presentation on a business plan was to give information on what my team had agreed and planned so that informed my delivery style (Morgan 2017). 

I have also learned that rehearsing over and over again is a key point in delivering a good presentation and ensuring that my audience is carried along. However, the environment determines the way the presentation is delivered i.e. presenting in a multi-national company to a board of director is very different to presenting in my class.

I still have to work on my confidence and believing in myself as presentation can be daunting especially looking at the impact of the audience on the presenter and sometimes their body language and how they respond (Morgan 2017). I understand that this is very important skill to have in the work place environment so ensuring I improve in this area cannot be over-emphasized.

Team work: This is important as the success of an organisation is dependant of individuals ability to work as a team and individually. I have an understanding of how a team work better than when I started this course. I know that sometimes in employment, a team is formed by default and I will have to work effectively with other to execute the task at hand however understanding that issues like bad leadership, misplaced goals, wrong processes, lack of materials or tools can make a team fail (Morgan 2017). Some researchers argue that creating a cohesive team implies that a team performs well; I feel this is only possible if the team members are high achievers as members that are less ambitious might slow down the team.




Leadership skills: A leader can be defined as someone who has a sense of focus, influence and vision for what the team intends to achieve (Morgan 2017). A leader should also be able to persuade her team and promote a positive vibe towards the success of the task at ahead. I am aware that whilst searching for a job, it is crucial to ensure that some of these skills are apparent at the interview stage. According to Smith 2007, honesty, organisation, verbal fluency, self-confident and so on have to be apparent (Morgan 2017). This are skills that I am working on, however I am aware of the saying that ‘uneasy lies the head that wears the cap’


Communication: This cannot be over-emphasized and continues to be at the core of every skill as to execute and exhibit every of these skills communicate is at the heart of it. Effective communication is both verbal and non-verbal style. It conveys messages and it way it is delivers determines how it is received. As an individual, I understand that my non-verbal cues such as posture, eye contact must be taken into account in order to portray a positive outlook and achieve professional excellence in my work place (Lishman,2009). This is an area that needs daily growth.

Feedback is any observation or information given to a person which provides them with some clue or indication of the value of their work (Morgan 2017). As a student, I get feedback on my course work from my tutor or lecturer which is quite detailed whether the work is graded or not. The danger as a student is that I am more concerned about my mark and if I have passed that particular work and don’t pay attention to the feedbacks. 

But how does one do better when I don’t even know where I went wrong in the first instance, this is the importance of reading feedbacks. This is a crucial aspect of my learning process.

Feedback could also come from another student, a colleague or staff or even a family member in response to something I might have said or done. It could be verbal or non-verbal. Moving forward, any professional has to be able to take and handle criticism. The ability to utilise feedback to improve myself is crucial for career development. 


360-degree review is a ‘model’ used by some organisation where by others provide feedback or information on how another member of staff does. This is then taken into consideration during the appraisal or performance review process (Morgan 2017). This is to buttress the point on how the way we communication is interpreted by other people around us. The aim is to be aware of how we communication in different way to people and improve on it. My criticism of this method is that some colleagues might be personal or bias when asked to produce a review hence be vindictive rather than being honest and taking the evidence into consideration.

However, this method of feedback is way of improving relationships and performance within an organisation. It is also to improve reflection as an individual and self-awareness if done in the right way.



Personal development plan is intended to list ways of improving one’s self long term either in academic or in a chosen career. It could be a plan or steps that enable one to get to a chosen career. So, the question is what do I need to develop? This will require me looking at skills that I currently need to the most or what I might need to improve on more than others i.e. time management, presentation skills.

A way of doing this is by using the ‘Kolb experimental learning cycle’ by Kolb 1984 (Morgan 2017). This model looks at learning by individual thinking about their experiences, before learning a new skill. The theory is applied by looking at four stages: Experience, Reflection, Theorising and planning (Morgan 2017).

Experience is looking at how a task or event is completed i.e. when I receive my coursework, research, writing up, deadlines and then submission before receiving the mark. This then leads up to ‘reflection’ which is thinking about one’s own process of an action like trying to picture back an experience either past or present place for an in-depth understanding but most importantly in order to learn and develop (Knott et al, 2010). i.e. I have just finished a presentation and feedback is given, I will need to think about what was done well and skills that shone through, what affected my performance and so on in order to improve or have a plan on how to improve. This can be modified to any situation or working environment. In order to develop a particular skill, reflection must be part of that process.



Theorising is the third stage which involved having a concept of what happened and why. This step is also informed by lecturers or tutors in form of feedback i.e. perhaps need to research thoroughly in my coursework or manage my non-verbal cues while presenting. This is an important part of personal development plan.

The final stage is planning which is simply asking ‘what am I going to do differently next time’ (Morgan 1989). This involves knowing and doing what is needed to develop and yield better results. An example of this is an interview process where a candidate is not successful, the best way to do better and get a different result is by following these steps which will make a more successful candidate. Some organisation provide feedback either to the candidate or recruitment agency which make planning more straightforward. In order to be good or improve at a particular skill, one might need to repeat this cycle a couple of time as that saying that ‘practice makes perfect’ or ‘Rome was not built in a day’. This shows that in order to develop one’s self personally and professionally, one must be willing to hardworking, focused and dedicated in order to succeed.

In conclusion, another crucial way of continuous personal development plan is to be ‘SMART’. This means setting goals that are Specific, Measurable, Achievable, Realistic and Time-based (Morgan 2017). This applies to all settings and development of skills either for academic or in a professional setting. In summary, professional career development is an aspect that requires a lot of hard work, focus and dedication so I have to be prepared.


I also have to ensure that time can be taken to review my progress every step of the way. I know what I want to achieve, the next step is to now work towards it.


























References

· Knott el al (2010) Reflective Practice in Social Work.2nd edn.Exeter: Learning Matters. 
· Lishman, J (2009) Communications in Social Work 2nd edn. Basingstove: Palgrave
· Morgan, P (2017) The Business Student’s  Guide to Study and Employability. London: Sage.
· Quintanilla, K.M. and Wahl, S.T. (2017) Business and Professional Communication.3rd ed. Thousand Oaks: Sage. Ch 2, pp. 27-46 In Maund, A., Schriek, M and Tinkler, K. P (2017) Certificate in Higher Education ‘skills for the workplace student yearbook’. London: Sage
· [bookmark: _GoBack]Sarantakos, S (2005) Social Research.3rd edn. Basingstoke: Palgrave.
· Whittaker, A (2010) Research for Social Work Skills. Glasgow: Learning Matters




professiona oeer development BMSKi00S

By

scademic o in emplyent.Tis i somsin tht i ik pon vrime
b ety o academic e then e it i
sndaring cploes Olorgas 2017)

commiction, s woking lalrshi, prose s nd sy
-
N e

() s the rplope erisatio) whers e work 3 oyt s
et o before contract i signed (lorgan 2017 oy e
T
oot st hii dsrgin Mo 2017, Tis sl




