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Executive Summary

The basis of this reflective report is to evidence the knowledge and understanding I have developed through weeks 1 – 5 of the Professional Career Development module. My intention is to create a factual but insightful body of writing that clearly shows the areas in which I need to look at and work on to succeed in my chosen career. I discovered I am extremely hard working and very reliable, excellent qualities in any employee, and I am also good with people and enjoy making others feel comfortable.
On completion of this work, I have found I need to work more on myself personally as well as professionally. Several factors that impede my professional development such as Time Management, IT skills and presenting to an audience are issues that are intricately linked with my own lack of self-worth and how I treat others and myself. This is evident in my findings and more so when undertaking the Honey and Mumford questionnaire. This has been a time of self-awareness, I have recognised parts of myself I have never truly embraced.  I found my results very surprising but extremely helpful in identifying the areas of my personal development that I need to focus on to help with my career aspirations. 
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Introduction

During this module of Professional Career Development, we have been looking at increasing and developing our employability skills. We have looked at SWOT, SMART, the JOHARI Window and the Kolb learning cycle, amongst other tools. We have also undertaken personality questionnaires such as VARK and Honey and Mumford, designed to help us recognise our learning styles.  
The aim of this report is to look at myself, the qualities I have and what I need to do to enhance my professional development.

A quote by the great Stephen Covey reads ‘Start with the end in mind’; this is how I now intend to pursue all my goals in life. 
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Findings
Self-reflection is an extremely important process in any situation, but essential when looking into career development. I learnt that I am a lot more critical of myself than I thought I was. I am a naturally positive person and until I began my journey of self-reflection, I always believed I applied this positivity to how I viewed myself. Upon undertaking the SWOT exercise (Humphrey, 1960) I found I very easily identified my weaknesses but found it difficult to find my strengths. Then upon recognising my strengths I discovered I felt uncomfortable writing down my strengths, I felt a little arrogant. This surprised me as I pride myself on my good qualities and strengths and know I possess these characteristics, but I honestly found I lacked enough confidence within myself to write them down. 

The main challenge I have faced is time management, prior to commencing my learning, I knew this would be an issue but naively believed it would be doable. I have really struggled with finding the time for myself, it hasn’t only been with work/family commitments, I have come to realise that I spend a lot of my time helping other people and it’s become a battle within myself to try and find the time for myself without upsetting others. I have begun to study time management, focusing especially on the 4 quadrants of the time management matrix (Covey, 1989) I have found this fascinating and have definitely began to apply this thinking to my life.  I finally realise that if I fail to time manage properly then my performance is likely to suffer, resulting in my rushing my work and having weakly defined goals. (Coaching positive performance, 2012-2018).
I am also struggling with IT such as PowerPoint and structuring reports. I am adept enough in IT to perform in my present role, but upon reflection, I definitely need to apply myself and complete an EDCL course. This learning will then have an impact on my nervousness in giving presentations – I do not like to speak in front of others but I feel a part of that is to do with my lack of knowledge and confidence with computers. If I can address this then hopefully, my presenting skills will improve, as I will be focusing on myself and not my resources or waiting for something to go wrong. I also find communication a little difficult; I talk to fast, especially when nervous. I have printed off several self-help work sheets on breathing and calming techniques and have been practising these each morning and night. I can feel an improvement and feel more confident and able to control my breathing.

This learning has become imperative toward my career development journey, I have lacked ambition in every part of my career, I blamed that on family needs and home life but if I am to be completely honest, it has been fear and lack of self-assurance in myself that has held me back. Looking back it has always been myself who has been the obstacle in my way, nobody or nothing else. I need to sort out my schedules; I need to work on myself to have the surety to say no to people. Then I can find the time to undertake a computer course or learn to speak basic Welsh, work on my presentation skills, organise my paperwork more efficiently, things that will help me operate better in the role I currently do and help me work towards my career goals. 
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I found the module content to be extremely helpful, well written, informative and guided. I have purchased books by Covey and Ray looked at several titles on the online library and suggested reading. Overall, the content of the module has been adequate for me to learn from and undertake further research on the information given, such as reading further on Stephen Covey and Johari Window (Luft & Ingham, 1955). I had never heard of these amazing support tools prior to commencing this module. I have a lot to read up on and research but feel very enthusiastic about doing so.

SMART (Doran, 1981) goal for myself both personally and professionally
PASS MY DRIVING TEST 
	SMART GOAL
	PASS MY DRIVING TEST

	Specific 
	Book and pay for block of 10 lessons. Study online theory tests half hour each evening.

	Measurable
	Evidence of progress will be observable during and following each lesson. Feedback from my driving instructor will support my progress. My confidence increasing will also enable me to ascertain progress.

	Achievable
	There are no physical or emotional restraints in the way of reaching this goal. Financially it is possible, and I can find the time.

	Relevant
	Learning to drive is paramount in my personal and career development. I have a disabled son who uses a wheelchair, I must rely on others for help or use taxis. Our lives would hugely benefit from having our own transport. The area of Newport that I cover in my employment is vast and parts I need to travel to are off public transport routes. My working day would become more easier if I could drive, and I would also have more time to help more families.

	Timely
	I will give myself one complete year from the date of my first lesson in order to pass both my practical and theory tests. I will ensure I allow myself enough lessons and adequate time to do both.
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SWOT – Passing my driving test
Strengths - Extremely necessary, already competent, enthusiastic, financially able
Weaknesses – Lack confidence, shortage of time available, 
Opportunities – Will not need to rely on others for transport. Can take my children on more outings and excursions. Will completely change my working day, it will be easier, I will be able to undertake more in a day and my work/home life balance will improve.
Threats – Confidence stops my progress. Time management. Finances may change. 

VARK - Visual, auditory, reading/writing and kinaesthetic (Fleming 1987)
Results from completing the VARK questionnaire  
Learning styles - Auditory and Reading/writing (V-1, A-7, R-8, K-5)
These results were not surprising, I love reading and writing, English was my favourite subject in school and I achieved A* in both Language and Literature, purely due, I believe to my love of reading from an early age and being able to digest the information. I have found my mind is able to retain information I have read more successfully than any other way. I am an avid note taker, I need to have something to reflect back upon and usually my own words seem to make more sense to me. I have found these two attributes to be massively beneficial since the beginning of this module, especially as daily life is very busy and it is often several days before I can return to my studies, I find my note taking really helps me. I hadn’t really thought of myself as an auditory learner prior to undertaking the VARK questionnaire but it makes complete sense to me, especially as I take notes as I listen.

Honey and Mumford Learning style questionnaire results (Honey & Mumford, 1986)		
TOTALS		14		12		8		8
		Activist		Reflector	Theorist	Pragmatist
TOTALS		16		12		6		9
		Activist		Reflector	Theorist	Pragmatist
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TOTALS		20		13		6		9
Activist 		Reflector 	Theorist 	Pragmatist

My initial thoughts on this questionnaire are although it is very comprehensive, the results can vary according to the mind-set you are in when you complete it. Yet in all honesty, my overall results remained the same each time I completed it. 
As you can see, I actually undertook this questionnaire on 3 separate occasions as the results completely surprised me, but each time, I scored roughly the same. I would never have labelled myself as an Activist, that has amazed me. Activists lead, I detest taking the lead and presenting but upon reflection, I know that if it is something I am passionate about or if I am being an advocate for someone, I do find my voice and speak up. Upon reading in depth Honey and Mumford’s depiction of an Activists qualities and behaviours, I can relate to many of them. 
Here now reveals my confusion… Can I be both an Activist and a Reflector? Both lay at parallel ends of the scale, both present equally different behaviours, yet I have identified more strongly with these traits at each attempt of the questionnaire. This, out of the entire 5 weeks has been the most significant learning for both my personal and professional development. I actually am both, the personality I recognise in myself would be more toward a Reflector, but after intense deliberation I would consider my dominant trait to be that of an Activist, only the Activist characteristics reveal themselves when I am in my element, confident in what I am undertaking or ardent in helping someone. When I am in this frame of mind, I am successful, confident, assertive, the person I need to be to thrive both at home and in my career. This recent revelation has opened up a ‘Pandora’s box’ inside of me, there is a lot I need to work on to become the natural Activist I believe I should be. I have been an Empath for as long as I can remember, it is both a curse and a blessing. Looking at my personality strongly leading toward that of an Activist, I am certain that the Activist is representative of my personality and behaviours when I am at my most emphatic, that’s when I gain my self-worth and find my voice. If I combine this behaviour with the Reflector side of my personality, I guess to other people, when in Activist mode I may project as aggressive and argumentative. Whereas usually I act as a Reflector and display passive traits, as an Activist, I become quite literally a different person. 

The essential employment skill I feel is crucial in my development is time management – I am never late for anything and pride myself on punctuality. My problem is I try to do too much in the allocated time given to me. I also need to enhance my IT skills and gain confidence in presenting.
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PERSONAL DEVELOPMENT PLAN (PDP)													20/11/2020
	Development Objective 
	Specific Actions
	Barriers and how they will be removed
	Support required 
	How will I know I have achieved my objective?
	

	Gain a promotion to Delivery Manager of the Skills@Work project  




	Improve my health and well-being by looking at both my sleep pattern and diet. In the next 6 months I am going to increase my hours of sleep by 50% (4 hrs – 8hrs) per night. I am going to lose 21lbs by eating healthier.




Improve my time management 


























Gain an ECDL qualification 



Learn to confidently chair meetings and presentations 
	Sort out Toby’s sleeping pattern, talk to paediatrician and arrange sleep clinic sessions for us. Stop picking up my phone when I can’t sleep. Learn how to relax and meditate.
Completely change my diet and eating habits and become accountable for what I do eat. 


Chaotic home life – I plan to completely restructure the running of my home. Cook set meals and serve at specific times. I currently undertake all the chores in the home. Moving forward each child will have a list of chores suitable to their age group.
Set a time for myself each day – to study, to read, to relax or exercise. 

Stop giving my personal phone number to all my customers and people I am helping.
Start delegating in work, stop involving myself in colleague’s caseloads or clients. Speak to my manager and explain that he puts a lot on me and I need help with all he asks of me.

Time management – I have to find the time for this


Practise every day, especially when doing my breathing exercises.  
	Sleep clinic sessions. Look into natural sleep remedies. Download some meditation music to listen too.
Work out a weekly food planner, buy and prepare healthier foods. Make sure there are healthy snacks instead of junk food. Document what and when I eat, especially when I snack. Talk to family and ask for support.


Hold a family meeting, explain to the children I am struggling and I need their help to change things, give them responsibility and ownership.  Create timetables, schedules, chore lists, research age appropriate chores for each child and create a contract for them to follow. Start planning meal times/shopping lists.
This will emerge from the new schedules.

Stop answering, request a new work phone, and begin to use that number again.

Start signposting people to their own advisor; When someone asks for help, if I am busy say I am busy not drop what I am doing to help him or her, then fall behind on my work. 



Contact our training team, book myself onto the next available course 


Use the skills I develop to reach this goal – IT, report writing, critical analysis. As I grow more adept and confident, this objective should be attainable.
	20/11/2020 
Hours of sleep –
Weight – 
Overall mood - 

20/05/2021
Hours of sleep –
Weight – 
Overall mood – 





20/12/2020 – weekly planner and schedule in place and being followed 
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Email sent requesting new work phone 


Work will become easier; I will complete more tasks in a day. I plan to become more organised and manage my workload efficiently, this will show immediately 



When I have completed the course 



I will film myself delivering today and then give myself until 20/05/2021, and film myself again. I will also ask family and colleagues for feedback.
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Conclusion
 In conclusion, to these findings I have contacted a counselling service to seek further help and support. My journey through life so far has been sometimes difficult but very constructive, I have worked hard to become the person I am today, but upon reflection, I certainly need a little more help to become a better more successful version of myself both personally and categorically for me to prosper in my professional career. This has been a needed revelation, I have searched deep within myself and found flaws and concerns that I have attempted to conceal for many years. I believed I was living a life I chose to and was in control of everything around me, whereas, I have actually hindered my career through fear and lack of self-care. 
I am going to follow my PDP and focus on time management, which I feel is the employability skill I believe if I am able to master, will be the most beneficial to my professional career development.
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