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1. INTRODUCTION

The aim of this reflective report is to demonstrate my readiness for employability and my personal progress by acknowledging my strengths and the opportunities for my professional career development. Brief description of Kolb’s learning style, Honey & Mumford and Gibbs’ are presented. The following topics are discussed: employability skills, effective team working and communication, recruitment and selection, the employee and employer rights, employment legislation, ethic and professional conflict. Using the Gibbs reflective cycle as a reflective framework I described the knowledge I received from the module, my feeling during that period of study, the evaluation of the information I learned, the analysis I made, the conclusions and the action plan I developed based on my evaluation and analysis.

2. DESCRIPTION
Henry Ford (BrainyQuote, 2001-2020) stated: “Anyone who stops learning is old, whether at twenty or eighty. Anyone who keeps learning stays young. The greatest thing in life is to keep your mind young.”

I first heard that quote from our lecturer on 18 February 2020, which was my birthday. At that day I turn 53. Last time I was in the classroom was twenty years ago and I was in the teachers’ position? Why did I choose to be students after so long? What motivated me and pushed me to take that step in that stage of my life? Was it not too late to change the direction of my career? That sentence from Henry Ford was as a birthday present to me. At that time, I knew that getting into education is the right decision. And the age did not matter. The motivation was important.

Two years ago, I started thinking of changing my career. As self-employed with difficulty to find job and uncertainty about the feature, I thought I need to look for changing direction. I decided to go into social care industry as an industry in huge demand for staff (smallbusinessprices.co.uk, 2020). My previous education in sciences was not able to help me find a job in the social care sector. After carefully considering my options I decided to get a degree in Health and Social Care. A friend of mine was already studying at the University of Wales Trinity Saint Davis and influenced my decision to study there.

Studying “Professional Career Development” module for two terms was very useful to me. In Term 1 we learned about the Kolb’s experimental learning cycle, based on our personal knowledge of having and thinking about the experiences (Morgan, 2017). In class-exercises, completing the VARK questionnaire I understood my learning type is Auditory (VARK, 2020). In class, we worked on Honey and Mumford Learning style questionnaire from which results I understood my learning preferences are a very strong activist, and strong for the pragmatist (Appendix 1).

From the module I learned about the successful self-management, how to identify the tools and the resources, to understand the importance of constructive attitude to success. I understood how to evaluate and develop my emotional knowledge and identify the factors which can prevent me from achieving my goals (Cottrell, 2015).

In Term 1, I learn how to set good goals in career development (Morgan, 2017). I understood that my goals have to be:
· Specific, knowing what exactly I want to complete
· Measurable, with specific criteria measured my progress to achieve my goal
· Achievable, possible to accomplish
· Realistic, with real, relevant to my life
· Time-based, when need it to be completed, set a timescale (Morgan, 2017).
I learn that the SMART method is giving us a sense of direction and helps me to achieve my goals (Corporate Finance Institute, 2015-2020). 

Employability skills
In that module, I learn about the employability. The concurrence of capability, preparedness for work and the relation to the current job I am applying is called employability. I understood that developing employability skills, I need to develop being proactive and self-directing. Being aware of what the labour market wants and what kind of work is likely to be available, I have to match my abilities to my strength, skills and interests to the labour market. My capabilities are combined of my skills, knowledge, understanding, experience, attitudes, habits, personal attributes and qualities. Those skills will help me gain a job, to keep the job and making it useful to me. (Cottrell, 2015).

I understood that the list of most wanted skills by the employers did not change significantly over time, but the range of required skills are extended. The core skills identified by the majority of the companies according to The Guardian UK 300 (2013-2014) are attention to details, commercial awareness, ability to work under pressure, creativity, communication skills and teamwork skills (Cottrell, 2015).

I learn about the following employability skills and their importance in workplace:
· Time management is the ability to control the use of time working with no stress (Morgan, 2017). 
· Team working skills is the ability to work in a team as one in order to achieve a goal. According to Belbin’s team roles model, there are 9 team roles: implementor, coordinator, sharper, plant, resource investigator, monitor-evaluator, team-worker, completer-finisher and specialist (Cottrell, 2015), (Morgan, 2017).
· Task management skills are essential at the workplace. Employers assume that graduated employees have developed those skills (Cottrell, 2015).
· Self-management skills are the ability of the employees to quickly work out what is required from them and get on the job with no much guidance (Cottrell, 2015). 
· Leadership skills are the ability to lead the others, with wisdom, intelligence and creativity (Morgan, 2017).
· Communicational skills (active-speaking and writing, and passive-speaking and listening) are the ability to communicate clearly (Mindtools, 2020). Good communication skills are real assets in the workplace (Cottrell, 2015).
· Cross-cultural awareness- very important in multicultural work environmental (Morgan, 2017).

Recruitment and selection 
Recruitment definition – to identify applicants who are willing to apply for training or job. 
Selection definition – is comparing the applicants’ information with the recruitments as advertised and selecting the candidates who meet the essential requirements and moved them forwards the process of selection. 

In the module I learned how the companies view and develop the recruitment process and how the selection is designed. In order to understand those processes, it is important to understand what recruitment and selection means from the employers’ view. The department, responsible for the developing and administrate the processes is called Human Resources Management (HRM). Before they post a job advertisement, they analysis the job and develop a job specification. The value and the culture of the organisation is considered too. The job description includes the required qualities from the successful candidate as knowledge, abilities, skills. Selection process includes screening and identifying the potential candidates. Implementing of the selection process involves an interview and an assessment centre (Morgan, 2015).

Employee and Employer Rights and Responsibilities
In Term 2 we learned that employee and employer have rights and responsibilities for each other. I understood that all businesses operating in the UK have to follow specific regulations to protect their employees’ rights to fair treatment. Under British law, the employers are responsible for the health and safety to all staff, protecting them from any harms (risk assessment). The staff they are entitled to work health & safety (equipment first aid, clothing, water), to have equal opportunities, to be paid the national minimum wage. Workers are entitled to a minimum of 20 minutes rest period if they work more then 6 six hours a day (Willis, 2019).

The Employees legislation Health and Safety at Work Act 1974 is regarding employees’ responsibilities for health and safety at work. The Employment Rights Act 1996 is regarding payment for workers, and guarantee pay among others. The contract should be kept maximum to 48-hours per week. The employee receives a paid holiday, with duration depends on contract. The employees are eligible to sick pay, redundancy pay, maternity pay, parent leave. The employer must provide staff with payslip which includes the tax deduction, national contribution, pension and more (Willis, 2019). 

The dismissal notice period depends on how long the employee was working in the company: one-week dismissal notice is given to the employee who was working with the company between one month to two-year time. Two-weeks’ notice is given to the employee who works for 2 years in the company, and an additional week for year after that (Willis, 2019).

Under the Equality Act 2010, relates to discrimination, it is illegal to discriminate someone because of the race (nationality, origin, national, ethnic colour), religion, gender, sexual orientation, married or in a civil partnership, pregnant or maternity. Employees who complain about or are supporting other staff have protection too (Willis, 2019).

I learned about ethics and conflict. Each business creates codes of conflicts and ethics which is followed by all employees. Most fundamental ethics issues are integrity and trust. I learned what a conflict of interest at work is when an employee separates his duties and act in best interests of two or more clients in same conflict. 

3. FEELINGS 
 “Failing to plan is planning to fail” says Alan Lakein (BrainyQuote, 2001-2020).

Another moto which I remember from the module. When at our first lecture I heard that we need to start planning and writing our report from the first week, it seemed strange to me. I was thinking we had more than eight months until the due date. I did not take the lecturer’ advice seriously. I did not start my dairy at that time. I admit I was wrong. There was so much information in that module which needed to be considered.

At first, when we started, all information was new to me. Although I had some basic knowledge of the time-management, team working, and leadership skills, I did not know their definitions, their impotencies for my career development and how to improve those skills.

I did not know much of the employers/employee’s responsibilities including rights of working as self-employed as I have not experienced any problems with my clients. I am happy I learned about my rights from this module as now, I feel more confident when I am looking for a job.

Writing my SMART goals, I realised how useful and important for my career development is to have a plan in my life. It is a very positive outcome for me. Doing my personal developing plan gave me focus on my tasks, determining the timing, the efforts and the ways to succeed my targets. I am glad I had a chance to explore more about myself. I learned a lot from the practical exercises of the module.

4. ANALYSIS
According to Honey and Mumford, my learning style is an activist. “I prefer to work in intuitive, flexible and spontaneous ways, generating ideas and trying out new things. I like to learn from experience, such as through problem-solving, group work, workshop, discussion, or teamwork” (Cottrell, 2015, p84).

According to Belbin, my team personality is the co-ordinator. My positive characteristics are: “mature, confident and identifies talent” (Morgan, 2015 p207). According to that model, I am focused, look for an agreement into the team, try to involve everyone. I distribute the work, can chair meeting well, accept and reject the ideas of others (Cottrell, 2015). 

Based on the results from VARK Questionnaire I am Mild Aural. My score is Visual 4; Aural 9; Read/Write 4; Kinesthetics 5. I prefer to listen, discussing talking, questioning. According to my answers, I tent to use aural and kinesthetics strategies (VARK, 2020). I need to focus less on kinesthetics strategy as making statements and using question are important for me to understand. I learn more in group discussions, when I argue my case, explain to others and check with them. I listen carefully to what others have to say. I can present information to others in a confident manner. I am aware that not everyone has an aural preference as me and I have to respect their differences (VARK, 2020).

In my study, I have to present information in a written format. I have to practice writing more often and to take notes. In the workplace, I need to participate in discussions, conversations, meeting and training and to share information. If there is an opportunity, I shall attend live training sessions. I have to allow other colleagues to speak first and I need to listen before I present my view. I have a very good score of leadership skills and can be a successful leader (VARK, 2020).

ADVICE WORKER
Analysing my learning style, strengths, opportunities and interpersonal skills, I chose to make a career as an advice worker. The job characteristic mostly suits me as I enjoy working with people.

Job description: The advice worker provides advices to clients on a range of issues. The worker can specialise in a particular area, such as benefits, consumer rights and utilities, debt and money, employment, family, health, housing, immigration, legal (Prospects, 2020). He/she gives support to clients “by providing quality, independent information and advice helping them to resolve their issues. The advice is given by face-to-face appointments, telephone, email or web - chat. The workplace could be community centres, doctors' surgeries, courts, prisons or call centres”. 

Responsibilities
The advice worker sets interviews from clients, listen to them. He/she explain the choices, options, actions. If needed, the advice worker does more in-depth research about the issue. The advice worker helps practically with writing letter, making phone calls, helping clients fill in a form. The advice worker refers the clients to solicitors or social worker if needed. They represent the clients if necessary. The advice worker works on schedules and appointments. He/she has to keep a record of clients, produce information to public, leaflets, promote the service (Prospects, 2020).

Payment 
Starting salaries are £16,000 - £19,500. Experience worker gets around £20,000 to £25,000. As supervisor position pays up to £30,000. A senior position salary range is £25,000 - £40,000(Prospects, 2020).

Work time
Time working is 9 am to 5 pm, from Monday to Friday. Work can be evening and weekends sessions, telephone advice, or webchats, depends on the services. Part-time work is an available option, hours are flexible. Some contracts are temporary due to short-term funding (Prospects, 2020). 

What to expect 
Jobs are available in most towns. The job can be challenging, with clients in crisis, with difficult to control behaviour. It is rewarded if a solution for the clients’ issues is found. It is an office-based position. It may require some local travelling between institutions (Prospects, 2020).

Qualifications
No need for a degree. Employers look for candidates with experience in that field. Entry with a Higher National Diploma (HND) is possible. There is no need for a postgraduate qualification for this role. Qualifications as counselling can give the candidate advance.

Skills
The candidate needs to have good interpersonal, good communications and IT knowledge. Caring, non-judgemental and sensitive, and flexible. Able to work independently and within a team. The candidate has to have good problem-solving skills and pay attention to detail. He/she has to have good written skills. Tact and diplomacy dealing with confidential information (Prospects, 2020).

Work experience
Can starts as a volunteer. Any experience in working with people or customer service is good to have (Prospects, 2020).

Employers
Citizens Advice service, Advice UK, Shelter, Mind, Age UK, National Health Service (NHS), professional bodies, trade unions (Prospects, 2020). 

Professional development
The organisation usually offer training in the area they give advice. Citizens Advice provides staff training and development strategy. Advice UK provides training, the ten-day 'Learning to Advise' programme (Prospects, 2020).

Career prospects
There are very few opportunities to become a management. Further career development could be becoming expertise in housing or debt and finance. Counselling is another option. Alternative careers are education officer, youth worker, social worker, life coach, family support worker (Prospects, 2020).

5. EVALUATION
A SWOT analysis is a useful, quick tool evaluating my situation. It helps me to analyse my level of readiness for a new task. It helps me to get to the core of an issue quickly (Cottrell, 2015). My personal SWOT analysis is presented in Table 1.

Table 1. SWOT analysis
	Strength
	Weakness

	· I get things done and I overcome obstacles. 
· I am highly motivated person. 
· I set goals and work hard to achieve them. 
· I can work well under pressure. 
· I manage my time well. 
· Have very good communication skills.
· I communicate and work well in a team.
· I have excellent interpersonal skills. 
· I have very good leadership skill, can motivate and inspire people to do their job. 
· I know a wide range of people and I am opened mind for receiving ideas, advice and knowledge. 
· I am very good at finding a solution to "on the day" task or problem.
· I am a very confident speaker.
· I have a good sense of humour.
	· I can improve my writing skills more.
· I have weaknesses concentrating on reading. 
· In writing, I am not very clear of what I want to say.
· I have weak written communication and sometimes crush with people on social media.
· I am very quick spoken, without thinking much.
· I do not reflect nor relay on theory and guidance. 
· Sometimes I respond task till last moment.
· Sometimes people tell me that I get very nervous and emotional inpatient and start speaking very loudly.

	Opportunity
	Treats

	· I have excellent interpersonal skills and can work in many areas of social care. Being very supportive and understanding allows me to connect with people easily. let me connect to people easily. 
· The great opportunity is going back into education and obtaining a higher degree in health and social care. That will increase my opportunity to find a good job.
· I can sign for more courses, club discussions.
· I have to discussions more frequently with my university colleagues on the study subjects, as according to my learning preferences I learn best from listening.
· I will keep on developing my reading and writing daily. 
· Getting into practice to reflect and refer to theory will increase my ability to learn.
	· I am not very confident with the IT and educating myself is quite difficult.
· It is not easy to follow the written explanation and to understand the procedure and processes.
· I showed emotions easily and if situation getting difficult, I may lose my temper and start speaking laud. 
· I am very easy distrusted.
· When facing aggressive behaviour toward me I lose my strength.
· I am not an aggressive competitive person.



6. SUMMARY/CONCLUSION
When I first started the course, I knew little about the ability to develop a good career, which skills are required by the employers, what education I need and what are my rights and obligations as an employee. Planning my days and writing daily still did not go as I intended. Organising my notebooks, papers and study books still requests improving. With settling my goals, I have a clear vision and time frame for the tasks. Periodically checking my goals will help me and motivate me to achieve my targets.

7. ACTION PLAN 
The action plan for my professional career development is setting my SMART goals and writing my personal developing plan. 
PERSONAL SMART GOALS
Career goals I chose are based on analysing my personal SWOT (presented in Table 1) and my interest in advice worker position. Settling my career goals will improve my skills and will motivate me better. The goals I choose are specific (I know exactly what I want to achieve), measurable (with specific criteria to measure my progress), achievable (yes, they are possible to accomplish), realistic (yes, they are relevant to my life) and with clear time defined. The SMART goals will be beneficiary to the developing of my professional career. In settling my SMART goals, I combine my personal interest in working and helping people with my interpersonal skills to achieve success at work (Indeed, 2020).

Goal 1: Develop my writing communication skills by the end of my education. 
Improving my written communication is a very important skill for me as my English is my second language and I am not very confident in written English. I am expecting to fully develop my written English by the end of my education (end 2023). My goal is to get merit grades in each assessment. I will write and check myself, then will send the report to my tutor for feedback. When it comes to correspondence, prior to sending an email, I will proofread it to confirm that it is clear and concise. I will use an automatic spell checker to ensure that my written text is grammatically correct. 

Goal 2: Asking for feedback 
I will be asking for feedback from my tutors and from my colleagues. It will be helpful to know which skills I need to develop. According to my learning style, I benefit from feedbacks and discussions. During term time, I will regularly ask my tutors for feedback as they will be able to give me constructive feedback, including what I can improve (time-monthly).

Goal 3 Obtain professional experience in social care as a volunteer or part-time paid position (after obtaining a Certificate in Higher Education, October 2020). 
As I do not have any experience in Health and Social Care, I need to obtain some work experience before I finish my education. Learning how the sector works and getting experience can help me successfully obtain a job in Health and Social Care.

Goal 4. Obtain a Bachelor’s degree in Health and Social Care by end of 2023
By end 2023, I expect to gain experience and qualification in the social care sector, and realistically I can apply and get a manager position.
PERSONAL DEVELOPMENT PLANNING (PDP)
Writing a PDP (presented in Table 2) has a positive impact on my academic achievement. It will help me to reflect, to have a strategy, to develop my analytical and creative thinking skills. The benefits of PDP to my professional life are giving me strategies to improve my personal performance; better position to complete the job and; positive attitude, creative thinking and problem-solving skills which are the essence to successful professional life. To my personal life, the PDP brings awareness of my needs and the ways to meet them, developing skills as reflections, strategical thinking, self-direction and self-evaluation (Cottrell, 2015).

Table 2 PDP
	Skills
	Important-why
	Plan to improve
	Resources
	Date/review by

	Written communication skills
	Most important skills any employer is looking for
According to the job description (Prospects, 2020), (Maund at al. 2017)
	Read and write regularly, each day for ½ hour
Regularly ask for feedback from tutors and colleagues
	Dictionaries, books for helping to write
Set a spellcheck “on”
	1.each term, twice a month-from tutors till education finalised
2.feedback from friends and colleagues (weekly, no end)

	Team working skills
	Essential, according to the job description (Prospects, 2020), (Maund at al. 2017)
	Get experience working in a team
	Apply for a voluntary job in Social Care
	Start October 2020, end May 2021

	Problem-solving skills
	Job description requirement (Prospects, 2020), (Maund at al. 2017)
	Get a job in the sector 
Involving in new tasks and achieving new targets
	Completing the daily tasks 
	Starting day October 2020, no end

	Time management skills
	Ability to use the time efficiently is seeing as reliable employee’ quality.
They are vital and critical for the workplace (Morgan, 2017)
	Planning my time daily and weekly on a day planner with task and time written
	Writing Dairy 
Creating time-table
Writing notes with accomplished task date
Reflection on  day’ tasks, 10 min at the end of the day
	Ask the manager for feedback (regularly)
Myself daily reflection

	Leadership skills
	Essential if applying for a manager position (Morgan, 2015)
	While working in a team, to take the leader’s position
	Attend leadership courses

	Ask colleagues for feedback, after task accomplish (no specified data)
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