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Introduction – Entire report in 1st person

Professional career development skills are very important in all industries. They will enable the employee to become efficient, confident, up to date, have the ability to lead and influence others, to achieve career goals, and perhaps most importantly, to become a better employee. 
My aim in completing this course is to become aware of my own strengths and weaknesses and develop/improve them in order to further my opportunities for employment by setting SMART goals.
I will use several techniques to achieve this, including SWOT analysis – it will help me uncover opportunities that I might not have otherwise identified and by understanding my weaknesses I will be able to manage and eliminate threats that could otherwise have prevented me from going forward.
I will do this by identifying different options for learning and development, exploring the different support mechanisms that are available to me, and preparing personal and professional development plans to ensure I succeed.
In order to do this, I must be self-aware.
“Self-awareness is our capacity to stand apart from ourselves and examine our thinking, our motives, our history, our scripts, our actions, and our habits and tendencies.”

There are numerous tools that can assist me in reflecting and becoming more self-aware, such as the Myers Briggs Personality Test and other learning styles questionnaires. These will give me an indication of my personality type and help me to identify learning styles that would be most suitable for me.

Following on from exercises improving my self-awareness, I will move forward to self-assessment.

“Gathering as much information as possible from others is crucial for understanding how good we are at certain skills. The information needs to be accurate and so the more we gather, the more accurate our skills assessment becomes.”

I will consider Johari’s Window (Joseph Luft) and Kolb’s Learning Cycle (Kolb, 1984) to help assess my skills and abilities and identify areas for improvement.










Findings

Tows and conversion strategies
(Bring in other theories such as i.e. Johari. Maslow, Covey, etc.)
Learning Styles (2 minimum)
Personnel Development Plan (looking at specific employability skills)

In the past, I have quietly thought about my future and dreamt of becoming a qualified hairdresser, moving onto owning my own salon. However, this goal was only ever discussed with my husband and close friends. I never wrote it down or developed a plan in order to ensure success. Neither did I give conscious thought to how I could develop myself in order to achieve my goals.
I now realise the importance of consciously setting a goal/objective and will use the SMART tool to set out a goal. This clear and simple framework will enable me to bring structure and trackability to my objective – to help me visualise my goal and work out what I need to do to get there.
The SMART acronym was originally developed in November 1981 by George Doran:
'How do you write meaningful objectives?'- that is, frame a statement of results to be achieved, Managers are confused by all the verbal from seminars, books, magazines, consultants, and so on. Let me suggest therefore, that when it comes to writing effective objectives, corporate officers, managers, and supervisors just have to think of the acronym SMART. Ideally speaking, each corporate, department and section objective should be: (SMART). 




I thought carefully about how I could achieve my goal of becoming a qualified hair dresser but recognised that I need to improve my conversational English (as well as obtain relevant qualifications and work experience), so I will include this as part of my SMART goal:

S(pecific)	-	Improve conversational English skills.
			Complete hairdressing qualifications (NVQ).

M(easurable)	-	I will measure improvement in conversational English by 
speaking with friends/teachers.
I will complete the pass the Level 1 NVQ course in Hairdressing
and Barbering.

A(chievable)	-	There are several courses available for conversational English and I can
			complete the NVQ course at Gower College. I am capable of doing both 
			courses at the same time.

R(ealistic)	-	Both courses are within my reach and I have the skills and abilities to
			complete both with the support of my friends and family.

T(imely)	-	Once I have completed this course, I aim to finish the NVQ and English
			courses within 12 months. I will regularly monitor and reflect on my
			progress.



Now that I have laid out my SMART goal, I need to reflect on my strengths and weaknesses. I have used the SWOT analysis model in order to explore these. 
SWOT analysis is a type of diagram widely used in business and education used for exploring strengths, weaknesses, opportunities, and threats in a given situation.

SWOT analysis is a very simple and effective tool that can be used by any person, group or organisation/employer, not requiring any special knowledge or training. The model is credited to a management consultant by the name of Albert Humphrey who worked at the Stanford Research Institute in the USA.


My own SWOT analysis is shown below:

	STRENGTHS		Friendly personality	Good communicator/listener	Flexible	Persistent		WEAKNESSES		Procrastination	Time management	Conversational English	IT skills
	OPPORTUNITIES		Online and college courses	Unpaid work placements	Youngest child starting half day nursery		THREATS		Family commitments	Competition for work placements	Competitors with better language skills and more experience



Now that I have laid out my SMART goal, I must think about how I will accomplish these, and consider what learning and development options are available to me.
I recognised the need to look deeper within myself in order identify my developmental needs. I am no longer a youngster in school or college with no commitments. I have a family and young children to look after, so I need to make efficient use of me time and I must consider how I learn best.
But what kind of learner am I? How do I best learn?
In order to assess this, I completed two learning style questionnaires.: The Big Five Personality Test  and the questionnaire by Peter Honey and Alan Mumford (please see attachments in Appendix 1).







Here are the results summary of The Big Five Personality Test:



The results above would appear to indicate that I am an extrovert. I would tend to agree – I am sociable and talkative, I like to work in groups and look for opportunities to engage with other people.
Lots of research has been done into how we learn and numerous theories have been written in an attempt to describe the learning process, one such model is Kolb’s Experiential Learning Cycle . Kolb’s theories have often been referenced in self assessment and learning and development – in essence it is a cycle based on a person’s experience, reflection and thinking about what happened, thinking about why you did what you did and what made it successful (or not) and finally moving on to planning – how will I do things differently next time to make sure I succeed.



Another simple tool for improving self-awareness is the Johari Window Model. This was developed by American psychologists Joseph Luft and Harry Ingham in the 1950’s while they were researching group dynamics at the University of California Los Angeles. It is particularly useful in understanding the importance of soft skills and group behaviour in the work place but equally in understanding who you are and how you deal with others.

The Johari Window


It is made up of four quadrants:
Open self – what you know about yourself and others know about you
Blind self – what others know about you, but you do not.
Hidden self – what you know about yourself but others do not.
Unknown self – what you don’t know about you and neither do others.




Conclusion (average of 10% of word count)


Two paragraphs summing up the entire report of a clear plan of why and how you would go about developing particular employment/ academic skills in order to achieve your Personnel SMART goal.
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Appendices

Learning Questionnaires attached 
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Results summary

‘Your results from the IPIP Big Five Factor Markers are in the table below. The table contains a raw score and also a percentile,
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‘Trait descriptions

Factor I Factor 11l Factor IV. Factor V.

Factor I was labelled as Extroversion by the developers of the IPIP-BFFM. Factor I is sometimes given other names, such as
Surgency or Positive Emotionality.

Individuals who score high on Factor I one are outgoing and social. Individuals who score low tend to be shut ins.
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