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Hello, my name is nurjahan begum I am 49 years old. I am doing Higher education skills for the workplace and my module for this year in 2020 is Professional career development to complete three tasks .two tasks of which I have completed  and now I have been assigned to task three which is a reflective portfolio, a representation of all that I have learned and accomplished as a student in Birmingham university of Wales Trinity Saint David. (UWTSD). The reason I took this course was for my own personal achievement to understand strategies to understand my own personal reflection and gain skills in career development planning. Also, to be able to build my confidence to achieve my dream job, my own business as a wedding planner. This was an opportunity I did not get when I was younger because I had an arranged marriage at the age of 18 therefore, tradition and culture didn’t allow girls an education and men were the bread winners and women were housewives. I then concentrated on family life and forgot about myself, my future targets, and goals.
But now with the opportunity I have received with Birmingham university I will share my journey of achievements and failures that helped me grow as a student to reach my future goals Reflective thinking is a part of the critical thinking process that specifically refers to the process of analysing and making decisions about something that has happened.
Potter, (2015) describes, In the 1970s, Kolb developed an experiential learning model (Kolb and Fry, 1975) based on the work of Dewey and Piaget. Gibbs’ (1988) Reflective Cycle is an extension of Kolb’s experiential learning cycle, placing theory and practice in an iterative circle




Part 1 Identifying skills required for the career of my choice
The career of my chose is to become a wedding planner a job I have always dreamed of achieving but as all careers they need experience and skills which I am lacking and hope to gain skills and techniques through this course. 

what is a wedding planner?
Someone who helps organise an assists in the completion of the clients vision of their entire wedding from place of venue, food, drinks, activities, theme, colours and flower arrangements any many more aspects depending on the client’s needs and budget. Potter, c. (2015) found that using Scharmer’s Reflecting Deeply exercise enabled a deeper understanding of the incident to emerge, which also provided new and distinct insights.





Skills required:
· Good communication skills
· Problem solving
· managements Leadership skills
·  skills
· Interpersonal skills
· Customer service



I will be using a personal development plan or a (PDP) to help me structure: my future plans and goals.
What is a (pdp)?
(PDP) is a structure framework than I can use to:
· Recognise any skills I might have
· Develop and identify skills
· Think about what I want to achieve and how to achieve it
· Focus on study, career development and options and future goals
· Create a list of sources beneficial to myself for example a cv, cover letter, job application and interviews to help in the progression and success of my goals.
· Recognising opportunities and threats
· Being able to find solutions to any threats.
· Life skills in the workplace
 According to Morgan (2017, p 27) “Plans intended to develop those skills that are seen as important to the work life” 





Personal      development   plan           



	What are my goals
	Which goals need to happen first
	When do I want to achieve this
	What obstacles might get in my way
	How can I improve my chances of meeting my goal
	Where can I go for support
	Review how I am doing

	Save and have a budget of £10,000 by 2023
	1.Put aside 15% of my wages in a separate savings account for my business
2.Set a goal of how much I need to save and workout how long it will take.
	I want to a have savings of
£10,000 by 2023 
	1.Not being able to save enough due to
 2.COVID19.
3.Unexpected bills.
4.Unexpected car breakdown
	1. Talk to a bank advisor about having a fixed account that gives me choice of not touching my money until 2023
2.Create a standing order that will send money into my savings account on payday.
	1.Bank
2.Finacial advisor
3.Family
4.freinds
	1.I have set up a standing order that will send 15% of my wages every month into my savings account.
2.spoken to family who will help with my budget if I can’t reach my target by 2023  

	1.Complete Skills in the workplace
2.To be accepted for BA leadership and management   skills in workplace level 5&6
	1.To do work experience in wedding planning. 
2. paid work alongside experienced wedding planner
3.work on my c.v and a cover letter for chosen job/work experience
	I would like to be self employed by 2023
	1.A bad cv
2. Lack of knowledge
3.Not enough experience

	1.Keep up with social media Instagram/Facebook for work/work experience in wedding planning.
2.Attend wedding fayres.
3.Keep up with studies, stay focused.
4.Set up a Vlog on my journey as a student experiencing my work/work experience
5lookfor jobs at, Jobs indeed. 
	1.Lecturer 
2.Career advisors
3.Websites
4.University
	1.I have opened a Instagram and face book page
2.I have made a cv and cover letter for my chosen job.
3. I have been offered a place Birmingham (UWTSD)
And I have accepted offer.



PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their own learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employment and continuing professional development contexts. “Open university (2020)
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Brief definition on tools for improving self awarness.
What is learning style ? Learning styles refer to a variety of competing and contested theories that intend to account for differences in persons' learning.
Additional information on learning style can be found through my learning log on appendix after bibliography,
Diagrams explaining learning style 
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What is Personality? A person’s predisposition to act in a specific way through a wide range of situations.
 What is a personality test?
A valid and reliable tool which measures an individual’s predisposition to act and behave in particular ways. 
Types of Personality tests
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The purpose of the Myers-Briggs Type Indicator (MBTI) personality inventory is to make the theory of psychological types described by C. G. Jung understandable and useful in people's lives.
[image: ]

Insights Discovery helps people understand themselves and their colleagues so that they can have more respectful, productive and positive working relationships, even across virtual boundaries.

What is swot? SWOT analysis is a process for testing out your ideas. You can undertake a accurate decision an evaluate to determine whether you have come up with a strong and worthwhile idea for a business. 

What is Johari window? It is a technique that helps people to better understand their relationship with themselves and others.
A diagram to explain Johari window.
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Here I have used a SWOT analysis a tool to learn about self-awareness to help with the process of my business and evaluate its internal and external environment by identifying the strengths, weaknesses, opportunities, and threats. 
Brief explanation on SWOT analysis:  
 • Strengths 
Internal positive factors
• Weaknesses 
Internal negative factors
• Opportunities 
External positive factors
• Threats 
External negative factors
SWOT analysis is a fantastic process for testing out your ideas. You can undertake an accurate evaluate to determine whether you have come up with a strong and worthwhile idea for a business. 
 SWOT analysis adds a numerical value to each factor that has been identified, facilitating to distinguish between major or minor strengths, weaknesses, opportunities, and threats. 
This prevents a common encounter with SWOT analysis by recognizing the effect of each factor. The impact is considered by the importance, the possibility of occurrence, and whether it is a major or minor factor. 
SWOT analysis has helped me to decide on the best strategic direction for my chosen business.

SWOT analysis can help you: 
- Take precautions in case threats emerge 
- Advance quickly and capitalise on opportunities 
- Sustain and develop internal strengths 
- Work on improving the weaknesses
Let’s run through how SWOT analysis works:
SWOT analysis helps you to position your strategic direction because you’re aware of the internal and external factors that affect your business.
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SWOT analysis of impact evaluation of quality management in higher education institutions is carried out and suggested as a tool for bridging the notorious gap between methodology and implementation. Leiber, (2018).



               


Part 2. Assesment of chosen learning method
As a manager I have been asked to choose an Assess my employees through my chosen learning development training method and will be explaining and evaluating.   I have chosen diverging learning through David Kolb’s model.
What is David Kolb’s learning cycle? Kolb's experiential learning style theory characterised by a four-stage learning cycle in which the learner 'touches all the bases':
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A typical presentation of Kolb's two continuums is that the east-west axis is called the Processing Continuum (how we go about a task).
The north-south axis is called the Perception Continuum (Our emotions, response and how we think and feel). 
[image: ]
You cannot perform both variables on a single axis at the same time (think and feel etc) this is Kolb’s belief. Our learning style is a product based on these two choices. 
It's often easier to see the construction of Kolb's learning styles in terms of a two-by-two matrix. Each learning style represents a combination of two preferred styles, also highlighted are Kolb's terminology for the four learning styles which are,
Brief explanation on Kolb’s four learning style:
Diverging (feeling and watching - CE/RO) people who:
· View things at a different perspective
· Sensitive
· Watch rather than do
· Gather information
· Use imagination to solve problems
People with the diverging style prefer to work in groups, to listen with an open mind and to receive personal feedback.
Assimilating (watching and thinking - AC/RO)
· The assimilating learning preference involves a concise, logical approach. Ideas and concepts are more important than people.
· Require clear explanation rather than practical opportunity
· They excel in understanding a wide ranging of information
· Less focused on people more interested in ideas and abstract
· More interested in logically sound theories 
Converging (doing and thinking - AC/AE)
· People with a converging learning style can
· Solve problems
· Find solutions to practical issues
· Prefer technical tasks
· Less concerned with people and interpersonal aspects:
People with a converging learning style are more attracted to technical tasks and problems than social or interpersonal issues. A converging learning style enables specialist and technology abilities.
People with a converging style like to experiment with new ideas, to simulate, and to work with practical applications.
Accommodating (doing and feeling - CE/AE)
· The Accommodating learning style is 'hands-on,' and relies on:
· intuition rather than logic
· use other people's analysis,
· prefer to take a practical, experiential approach
· attracted to new challenges and experiences
· carrying out plans

They commonly act on 'gut' instinct rather than logical analysis. People with an accommodating learning style will tend to rely on others for information than carry out their own analysis. This learning style is prevalent within the general population.

What Is Experiential Learning?
Experiential learning is the method of learning where the individual discovers:
· by doing and reflecting upon their performance
· A combination of rehearsing and displaying forms of active learning.
· Experiencing the physical world and learning from your experience.
· David Kolb introduced his model of the experiential learning cycle as the following:
[image: Image for post]




Source: Skills up, (2020)
The reason I chose diverging learning style for my employees is because it is a good strategy for me  access how they view things in their own perspective see whether they can handle pressure how sensitive they are to team working because this learning method shows individuals would rather watch than do it is good for me when we do group discussion and activities as this is a strength that they have and not a weakness it enables the employees to gather information and use their own imagination to solve problems.so I learn about them their personality and how they are as an individual or a team player. 


Experiential learning is a natural form of learning because it’s what we all do as a child.  observing and experiencing the world and then our knowledge is what reflects upon the experience that makes us better McLeod (2017) states that “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38).



[bookmark: _Hlk57571825]
I have chosen group discussions and activities as I believe this is a good strategy because it  allows me too train a numerous of employees together at one individual time, it is a great way to start off for everyone to get to engage and get to know each other recognise each other’s qualities and how they feel about each other and promote a better working environment by conducting through discussion. For the business to be successful it is important that employee satisfaction is recognised by keeping employees motivated, showing them appreciation for good work.

Through group discussion I will be able to identify employee’s behaviour, personality, their weaknesses, and their strengths and be able to better develop their skills were needed for the workplace a excellent tool to improve the organizational environment. As well as creating a pleasant environment for the employees.
Successful Training methods is very beneficial for the growth and reputation of the company as it helps employees align to the company’s business goals and ensures everyone has an understanding and follows the performance of the company.so everyone knows exactly what they have to do to achieve results and target goas.
This strategy will help save company time and money.
  


Part 3. reflection on my experience before the start of this course leading into the end of the course.
From the start of this course I was really excited and nervous at the same time at first I felt like it was too much information overload as my skills in writing, typing and research was extremely slow and I found it hard to keep up and I knew I was missing out on vital information
 A list of things I did not have experience in before the start of the course:
· I did not have a set of skills required to develop in my career
· I have never created a c.v or cover letter on my own
· I have never done a learning log
· I did not have a plan on a career path 
· I did not recognise my own learning style
· I did not have experience in an interview
· I didn’t have a qualification in higher education skills for the workplace   


Some of the difficult situations and challenges that I faced were:
	Difficult situations and challenges I faced through the journey of my education
	         How I overcame them

	
	

	Not having face to face time with my lecturer
	Asked questions and concerns during class and end of class and received feedback

	Having internet issues
	Downloaded uwtsd hwb on my phone and used mobile data when needed

	Managing education around personal life
	Made a timetable for studying time and personal time

	Not being able to keep up in class as I am slow in taking info  
	I went back to classroom recording and was able to catchup on anything I missed



Positive thoughts:
I had to take responsibility for my own learning and motivate myself and commit to finding my own path to learning and becoming an active learner and identifying my own personal strength and weaknesses.
 I feel I have matured and accomplished a lot in a short period of time. I feel the learning path I adopted has allowed me to develop critical thinking and awareness of own skills.it has helped me with identifying my own personal strength and weaknesses the reflective portfolio has helped me reflect back on my thoughts feelings and ideas .
 Achievements I have covered In this term:
Task 1 – Open Book Assessment.
 Task 2 – Mock interview.
 Modules covered from week one to week ten.
· induction /personal development plan 
· Improving self-awareness 
· Exploring employment opportunities
· Open book assessment, The recruitment and selection process
· Writing CVS and facing interviews, 
· Mock interview
· Career development
·  Employment legalisation
· Alternatives after graduation. -
· Workshop and revision.
· Covered 178 slides
· About 26 activities
· Reading, research, and videos
· I completed my c.v
· I completed my own cover letter
· I made entries and achievements into my learning log
· I attended a mock interview
· I completed a pdp
· Assessed learning training methods
· Identified skills required for my chosen career

Learned about tools for improving self-awareness.
Johari window
personality test
 learning style
Swot analysis

I now have completed my first-year course in, Higher education skills for the work place level four and have been offered a place in BA Leadership and management skills for the workplace and I have accepted this offer, never in a million years did I ever think I was capable of becoming a university student.
I must say I am very happy and proud of myself that through hard work and perseverance I have been able to get this far. Also, I must give credit to my teachers who shared their knowledge and experience and devoted their time to help us get where we are today.
Now I can implement everything I have learnt and prepare for my future goals finish off my final study in BA Leadership and start looking forward to the process of starting my business and preparing my cv cover letters and being ready for interviews I feel confident enough to say that the learning through professional career development has prepared me for every life.  
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Introduction to my reflective portfolio



Tools for improving self awarness






SWOT ANALYSIS



STRENGTHS
-Oppurtunity to aceive career goal
-i have good communication skills
-I have good writing skills



-WEAKNESSES
-Lack of capital
-lack of reputation-have not estabilished myself
Not enough experience  in business management and leadership


OPPURTUNITIEs
-To complete my course 
-Achieve my goal to be a wedding planner.
- My business partne  has experience  in business and wedding planning  so her experience will benefit me and guide me.

 


THREATS
-Too much competition
-



 Learning style
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Learning style and career development

Wednesday, 28 October 2020, 11:22 AM
 by Nurjahan Begum




strengths:



I think my learning style is pragmatist as I would say I am a happy bubbly person, practical, straight forward. Any new ideas that would emerge I would happily put forward and put them into progress straight away.



I am willing to give to get something back which means I would be willing to compromise to reach an outcome that will make me or the team successful. 



I know my learning style plays a  very important part in the success of my career, this will help me understand the most efficient way to work for myself,  or when working with a team, only then will I be able to complete my education any training in order to be successful.



 



My way of learning style could come across as negative or weak to some people.



		As I wouldn't let emotion distract or divert me from my purpose.



		I am straightforward.



		I am willing to sacrifice and improvise to complete purpose effectively and efficiently.



		Aim to reach goal success for everyone.





Practical steps to address: 



		I must take a seat back and be mindful of others and listen especially on implementation(putting a decision or plan into effect).



		My decision would affect everybody so I must take into account everyone's thoughts and ideas.



		Be mindful of the practicalities, if in doubt about the proposal make sure to communicate to do and experience and not rely on theories and ideas.



		Try not to go through shortcuts as it could get me or the team fall into a stepback and not be able to be successful in completing the desired outcome.





One must have the skills of the process of training, learning, and development.



As Bramley (2003: 4) defines training as the process "which is planned to facilitate learning so that people can become more effective in carrying out aspects of their work."



(Marton and Ramsden, 1988). defines learning as aims to deliver a qualitative and relatively permanent change in how an individual sees, experiences, or understands something in the real world.



Nadler and Wiggs (1986) emphasize development as preparation of employees for an uncertain future. it may include linking the organization's strategy and retention strategy for employees, and linking career with learning plans.
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My learning style result came back with :



Auditory 30%



Visual 30%



Tactile 40%



Tactile learners need to physically touch or try something for their memory in order to understand the concept best for their own benefit which will help them adjust to remembering key points and further detail their understanding when explaining what they have learned. 



I agree with the result tactile being the highest, as I think doing things through physical movement enables me to remember to observe and act upon what I have experienced. I like to draw, take notes, highlight and look back and complete anything I have unfinished. This tactile learning style helps me remember and store the information for a longer period of time which is good for me as I won't forget and is essential to me in the progress of my education and career goals.



I also feel better when I study with others, as I feel I get to gain more knowledge, find a better strategy of learning and I'm able to work more confidently.



In my past experience when I went back to study and completed my level 2 English, I found that flashcards and memory games helped me achieve my goal.



I also found when I arrived at Birmingham University (uwtsd), my learning through role-plays helped me communicate better with the class members and boosted my confidence sky-high. I found that if I studied regularly but in short blocks, I was able to study and learn better. Furthermore, being a tactile learner was part of me being able to move forward to understand, and be able to work through my problems more successfully. 
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 In week four of our career development plan module, we covered the open-book assessment.



                     The recruitment and selection Selection Process:



		Recruitment can be defined as the procedure of recognizing and making the likely candidates to apply for the jobs.



		Selection is defined as an act of choosing the right candidates for a vacancy.



		After completing my selection sheet for ten candidates who applied for a  job in customer service. I selected candidate eight, Lisa Renny who has fourteen years of experience in customer service leadership and I think she is the best fit for the role of the vacancy of customer services





               I have highlighted a few key points.



		Strong negotiation skills.



		Delivers global solutions across multi-national and multi-skilled teams Manufactured in the B2B environment from experience in customer service.



		Successful leader developing skills.



		Excellent communication skills.



		Passionate and very capable influencing skills.



		Problem-solving and team-building skills.



		Interpersonal skills



		Customer relationship management.



		Customer empathy and compassion.



		Project management.



		Customer rating from 4.25 to 4.75 average tremendous improvement.



		Developed a training matrix to deliver a common approach to customer satisfaction.



		Developed process improvement that reduced transactions and costs.



		designed and developed the customer help desk delivering to twenty-three global helpdesks across us, Europe, and Asia in five months





Lisa Renny's skills, knowledge, expertise showcases her ability to go above and beyond a customer's expectations to keep them happy, she has a positive attitude. For her customer satisfaction is her top priority and focus. She is able to create loyal trustworthy returning customers which is good for her and the company creating a good reputation.  
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I have looked into three sample CVS relating it to my original cv and will be comparing them and pointing out some valuable key points that will help me with making my future CVs



		My cv is based on a job that I would like to apply for as a warehouse operative at Amazon. The job involves working at different fulfillment centres which will involve selecting, packing, shipping customers orders.





         Notable key points from three sample CVs:



		Starting off strong with skills and highlighting key accomplishments.



		Attracting the recruiter's attention from the beginning.



		Making the right impression.



		Emphasizing results rather than responsibilities.



		 Using quantifiable data to show accomplishments.



		Responding directly to the role and explaining why I am suitable for the role.



		Relating accomplishments to the elements of the job role and getting employee's attention.



		 Highlighting changes and growth by focusing on personal growth.



		Showing my own growth through the positions that I have been involved in. And show that I have learnt from my experiences and I would like to expand my responsibilities and learning skills.



		Demonstrating that I have been connected to a vast line of people in different lines of work, background and environment to show good communication skills from past and present.



		Show my awareness of the industry and the job  I am applying for this will show the recruiter I have the ability and knowledge to stay on top of trends this will be a good attraction for me and the employer.



		Using power words will emphasize my accomplishments and give my cv additional impact on the roles I have had in my place of work.



		Use keywords are essential, as nowadays companies are using database software to filter out candidates who aren't using keywords.
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 Three jobs that I have always wanted to do from about the age of           17 and ranking them from 1,2 and 3 I would say are:



		Wedding planner/Party hire. 





Someone who would have the role of bringing together all aspects, expectations, and vision of an individuals dream wedding from clothing and flowers to venues for the ceremony and reception, to food to decor and drink and entertainment, it could mean including arranged accommodation, comforts, and facilities for wedding guests and not to forget the grand wedding cake. Meaning the bride is left stress free from the wedding arrangement and all of it is left to the wedding planner.



		Motivation





My motivation came from when I was younger and attended a lot of weddings with my parents. I loved all the colours, themes, all the vibrant outfits, and entertainment that I saw at weddings.



		Home renovator (buying houses and renovating purpose to sell and get profit).





Home renovation is a role that involves various chores, such as the installation of the kitchen, bathroom, windows to roofing and guttering or window replacements, crafting drywall or structures, depending on the house and how bad of a situation the house is in.  There are a lot of expenses involved like consulting an architect, following blueprints designed to successfully remodel a building, finances and paperwork, planning permission. One of the best parts for me would be painting, decorating, and buying all the furniture, all those colours to choose from the cherry on the top as I would put it. The best part would be to sell and be able to get a grand profit.



		Motivation





My motivation came at an early age, living with my dad helping him out with painting, decorating, wallpapering and general DIY around the house. Although I had a lot of siblings who helped out they didn't take an interest in it as I did so I was my dad's little helper and enjoyed all the experiences and knowledge I gained I found interest in this role from the age of about 7.



		Gardener:





This is more of a horticultural career it involves scientific knowledge to be able to have the understanding of plants and soil to cultivate flowers, shrubs, fruits vegetables and grass. Gardening careers usually focus on growing, cultivating, pruning, and treating plants for aesthetic purposes. Also, you would have to have knowledge about a variety of plants, trees etc.



		Motivation: 





Again motivation was from my dad growing tomatoes, green beans, chilli trees, aubergine and pumpkins. My dad did grow flowers like daffodils and bluebells but not that many. I think although I loved helping my dad growing vegetables, my interest was mainly in flowers. As I grew older I watched garden shows on tv. I have now got my own garden full of fruit vegetables and flowers. As well as this, I'm now able to arrange my garden to look beautiful with all the plants I'm able to buy and is now one of my biggest hobbies. Throughout all the knowledge I've gained from watching gardening shows and my dad I've implemented this skill into making my own luxurious, healthy garden!
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 My understanding of a personal development plan is that it is an essential tool for career-minded professionals. These are the reasons as to why a PDP should be created:



- A PDP helps you to understand what you really want from your career



- you will gain a better view of your strengths and weaknesses



-  You can clearly see gaps in experience, knowledge and skills



-All your written documents will be a helpful tool for future reference



- You can revise over your work as its something that builds on itself as you continue to grow professionally



- It helps create a structured plan and timeline fo achieving your goals



- A PDP shows your commitment to your career as you take responsibility, dedication and energy for your own growth



I reviewed three PDP templates and these were the similarities I found within them: 



1- They all show a process of planning



2-Action



3-Identifying



4-Review and reflecting 



5- Drafted by a person for their own development 



6- It's used by employers for their employees like a job description template to help the employees know what they have to do and how



 The similarity of these templates shows the PDP can be used by any individual in any circumstances like a life a budget planner, risk management planner, everyday life planner, anyone who wants to achieve a target and a goal.



The differences I found on the PDP templates are:



1.one PDP is for student



2. one PDP is for businesses.



3.  Some PDPs are organized through table charts, graphics, different styles and pattern



some are more in-depth and some are less helpful.



 



 



 



 



 



 



 



 







