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1.0 [bookmark: _Toc57300831]Executive summary

I have reflected on week’s 1-4 lectures which covered employability skills, personal development plan, personality profiling and learning, SWOT, SMART and Johari window. My report examined my strengths and weaknesses on employability skills. My strengths include being honest, reliable, and hardworking, a good team player and keen to learn and take on more responsibility, however, my weaknesses were my IT skills and academic report writing. Within this report I have included my SWOT and SMART tool plus a personal development plan. My personal development plan includes improving my IT skills and my academic report writing, this will enable me to achieve my SMART goals which includes passing my level 4 skills to the workplace course and successfully enrol onto nurse training. I have reflected on my learning style questionnaires by Vark and Myer Briggs which showed that I was a visual and kinesthetic learner, and my personality profiling test showed that I am an extrovert, intuitive, thinking and judging. 





2.0 [bookmark: _Toc57300832]Terms of Reference


2500-word Professional Career Development Reflection and Application requested by 
Mel Squire. To be submitted via Turnitin by 27th November 2020.



3.0 [bookmark: _Toc57300833]Procedure

My reflective report has been compiled through knowledge that I have learnt in lectures, watching tutorials, and reading PowerPoints. I have also looked and touched upon recommended books by my tutors, and what employability skills I have gained in my workplace.
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4.0 [bookmark: _Toc57300835]Introduction

[bookmark: _Hlk57230843]My reflective report will demonstrate what we have covered in lectures from weeks 1 to 5/ it will include a smart tool, a SWOT, a Personal Development Plan (PDP) and what employability skills are desirable to employers. The SWOT tool was credited to Albert S Humphrey in the 1960s. We have looked at Johari window and the bigger the open space is the more we open ourselves and can apply ourselves. “The term 'Johari' is an acronym made from the first names of Joseph Luft and Harry Ingham (1955), who developed the Johari Window model for use in training programmes to understand group processes.” (Nair,2010,p.138).“ “The Johari window was originally designed to encourage self-awareness and communication about behaviour” (Oliver,2019,p.1). In week 3 I did some questionnaires on learning styles i.e. Honey and Mumford, Myer Briggs, and Vark.  The Honey and Mumford learning styles were developed by peter Honey and Alan Mumford based upon the work of Kolb. The findings of these questionnaires can be helpful and give you some insight with your development and learning styles plus strategies that can be adapted to your preferred learning. I will use these for developing myself to my level 4 skills to the workplace course.  We also covered why are employability skills so important? Well without them we find ourselves unemployable, and with them we hope to find ourselves more desirable to employers, also the more we learn and develop the more we can enhance our lives. On average most people will work fulltime, and spend as much time in their jobs as they do with family and friends, how amazing would it be for us to actually get up and start the day/week doing something we love and have a passion for, finding a good work life balance can lead to success and happiness, make us strong, make us feel fulfilled and also feel worthy which in turn leads to less stress and anxiety and reduces the chance of suffering with mental health issues. “Job satisfaction is defined as ‘‘the positive emotional state resulting from the appraisal of one’s job or job experiences’’ (Locke 1976).” As cited by (Newman et al.2015, p. 4






[bookmark: _Toc57300836]6.0 Findings
[bookmark: _Toc57300837]6.1 SWOT, Smart, Johari window

In my first lecture on professional career development we covered an introduction to the course and SWOT. This was done online through teams, on waiting to join our first online lecture I found myself worrying about finding my way around moodle and the student HWB site and whether I would be able to connect to the teams lecture on time, things like this were so new to me and took me out of my comfort zone. The lecture itself was something I have never done before as I have not done much academic work since leaving high school. I had mixed feelings of being daunted and excited at the same time, however, after it had finished, I remember thinking how much I enjoyed it, although there seemed to be a lot to take in. We were given a small task to complete that day and submit it by 5pm. I remember panicking about how I would achieve this in such a short space of time, but I knew I had to do it. I went onto moodle and watched the tutorials again as I find this is the best way for me to process and learn, as confirmed by my results of the learning style questionnaires. On completing my task I found myself realising I lack confidence in my ability to do any academic work, this is something that I hope will change as the course progresses and I am given more work to complete and learn. We covered the SWOT analysis; you will see mine below. SWOT is a tool that can be used to help you in learning your strengths, weaknesses, opportunity and threats, plus give you a better understanding of how to maybe turn your weaknesses and threats into a strength and opportunity. This tool can also be used by employers to prioritise and grow their business. Also, employees can use this tool to help with achievements and developing within the role they currently have or see themselves working towards. 
                                                         










SWOT Analysis
	STRENGHTHS 
	WEAKNESS
	OPPORTUNITY
	THREATS

	I am honest, reliable, Punctual, hardworking, and flexible. I consider myself to be a team player, but can also work well on my own, I always do well in my employment and get good feedback. I am always up for learning new things within my employment role plus always looking to take on more responsibility. I like to see a task done and completed and do it with the best of my ability. 

	I Lack Confidence, especially in areas that are not familiar to me. My IT and, academic skills are basic, I sometimes speak before I think, I avoid things I do not understand or have knowledge about, and panic when I have to do something which is not familiar to me. I can be negative and put myself down. 

	I could potentially grow my career to become a qualified nurse, doing a level 4 course on skills to the workplace will gain me confidence in areas I lack confidence, I have a great support network around me and my employers are keen for me to succeed and grow.

	Juggling a job and doing a course at the same time. My commitments to family. My lack of confidence and abilities.







Looking at my SWOT analysis I can see opportunities to turn some of my weaknesses to  strengths, my confidence will grow on completing my level 4 skills to the workplace, I should also gain some experience in IT as I will be using more Microsoft packages which I have not used before. I will also have assignments and deadlines to meet which will put me out of my comfort zone that I cannot avoid.
My threat can also be turned into an opportunity, managing to do a course while working will need good time management skills, it should also give me the confidence that I need to further my career. 





[bookmark: _Toc57300838]6.2 Smart
My smart tool as seen below will give me the opportunity to assess what I need to complete and fulfil my specific, I have put 3 specifics because they all relate to what I want to achieve. As I currently work within the NHS industry, I am already applying and have gained employability skills, however, to progress my career further, I need to enhance these. My weaknesses are definitely IT skills and academic skills, also I find it hard to demonstrate my skills in interview as I am not good with on the spot questions, I always do well when in employment as I find my type of learning to be hands on so that I can apply my skills rather than talking about them. My learning and profiling questionnaire confirmed this when we covered it in lecture because the results showed that I am a kinesthetic and visual learner.  I have done no formal written work since leaving high school almost 27 years ago, and this has affected confidence. By doing this course I am hoping to gain confidence in my academic writing as having to do research on topics will get me learning in a different way to what I am used to. I am hoping it will inspire me to carry on doing more studying in the future. I will have to make sure I am organised, flexible and have good time keeping, especially to keep up with my everyday life as well as studies.  













	[bookmark: _Hlk56963820]S 
SPECIFIC
	M
MEASURABLE
	A
ACHIEVABLE
	R
REALISTIC
	T
TIME

	I want to pass my level 4 skills to the workplace course in 1 year
	Gain this qualification to do my nurse training
	It will be achievable because I will make it a top priority to me, I will have to give up other things but its for one year and will all be worth it 
	It is my turn now I want to do something for myself as I always put others first.
	I will complete this in 1 year and then maybe apply for my nurse training sept 2021

	I would like to expand my I T skills and become more computer literate, be more proficient with Microsoft packages as this is something I need to communicate with my colleagues and gain access to work based information 
	 Its measurable because I will see my confidence and skills improving when using specific Microsoft packages 
	 Yes, I am doing the skills to workplace level 4 course, which requires me to use IT most days 
	I might need extra support, I can access this support if needed, its realistic as I use IT with my job and my course daily 
	 Sept 2021

	I want to develop more employability skills. To enable me to do my nurse training 
	Getting accepted to do my nurse training 
	Doing my level 4 course will gain me confidence in my ability to progress my career and achieve my goals 
	Yes, I have a large support network around me, and I am focused and determined to achieve my goal 
	1-year sept 2021 









[bookmark: _Toc57300839]6.3 Profiling and learning styles
On covering this lecture, we did some questionnaires, my Vark questionnaire showed I am a visual and kinaesthetic learner. These results were expected as they describe the way I prefer to learn which is to watch and practice to gain an understand of something, whilst doing this course I will have to watch the tutorials and go over the lecture weeks more than just once for me to absorb the information. I will also practice using different software’s on my laptop for it to sink in, the more I do this the more I will feel like I understand it and gain confidence. I have found it useful to watch the tutorials on my I pad and follow the instructions on my laptop, especially when it comes to doing a word document and PowerPoint document. My Myer Briggs personality profiling test showed I am an extrovert, intuitive, thinking, and judging. I am someone who likes to express and is not afraid to speak out, this should help me as I will always ask for opinions and help when needed. Time management will play a big part in my course this year as I will have many deadlines to follow and I will have to make sure I learn to prioritise myself around what is the most important at the time and what can wait.
 	Morgan,P.2017.p(.51-52 states that either directly or indirectly, everything you do in your studies and later in your professional and managerial life will depend to some extent on how good you are at managing your time.

[bookmark: _Toc57300840]6.4 Employability skills

When covering this lecture, we were asked to assess ourselves against different skill sets, we scored ourselves on what we thought we were good at and not so good at. There were lots of skills that I needed to improve on and some skills that I don’t have at all, i.e. research and library skills, essay writing and report writing. These are all skills I will be doing on this course and I hope I can add them to my list of skills that I already have. These are also important skills for me to gain as they are skills that could potentially open doors for me when furthering my career and achieving my goals. My current plan is to expand my academic knowledge and put myself forward for my nurse training, to be able to achieve this I will need skills like essay and report writing, plus library and research skills. Each module I undertake on this course will involve some sort of writing and research so this will benefit me and help my confidence to develop. There are a couple of barriers that I may encounter when trying to develop these skills. My main barrier will be time as I am also working whilst completing this course, I feel I can overcome this barrier as my employer is extremely supportive of me taking on this course and I have a wide support network. Another barrier may be commitments in my personal life, I will overcome this by reminding myself of the end goal and prioritising this course above anything else where possible. Skills I feel confident on are working independently, some communication skills, and time management. Whist working the job I am currently employed in I am able to demonstrate a reasonable amount of communication skills, however, I feel I need to improve on my digital communication skills, for example using emails, which is vitally important this day in age as it is needed day to day in many professions. I must support qualified nurses and communicate with them when they require certain things done and relay information back on my findings. I also communicate with schools, mainly over the telephone but also via emails (which I am not as confident with) as we arrange immunisation sessions for children. These are big programmes for us as we vaccinate 42000 children for flu and a lot of organisation is required to carry this task out. Also, part of my job is ordering stock and completing staff rotas for immunisation sessions. I am required to sometimes work alone and as part of a team depending on what is needed to be done and will require myself to have good time management skills especially at such busy times as we have deadlines for these tasks.

[bookmark: _Toc57300841]6.5 Personal development plan

	Development objective
	Specific actions
	Support required
	How I will know I have achieved the objective 

	Improve my IT skills
	Practice using Microsoft packages. Put myself forward for more IT based work in my employment.

	I will need support from colleagues to delegate more IT work to me 
	I will find it easier to use Microsoft packages and this should reduce the time it takes to complete assignments 

	Improve my academic report writing skills
	Watch tutorials on academic report writing. Research and practice examples of Gibbs/ The Kolb learning cycle.
	I will need to free up time outside of work to watch tutorials and practice examples
	My writing skills will improve, and I will receive higher marks in my assignment 






[bookmark: _Toc57300842]7.0 Conclusion

My conclusion is I have gained many employability skills through my years of being employed however I need to enhance these to continue to develop and strengthen my skills to make myself more desirable to employers who can give me the opportunities to gain the employment that I desire. On doing this report it really made me look at what my strengths and weaknesses are, also highlights what I want to achieve and look at how I am going to so this. 
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