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Task One





Produce a reflective report demonstrating an understanding of the skills and knowledge which contribute toward working effectively, your readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing your employment goals and develop a personal action/ development plan.












Delisha Georges
21/02/2020





























Contents

	Career development report
	Page 4

	Skills & knowledge in an effective workplace
	Page 7

	Readiness for employment
	Page 8

	My employment goals
	Page 9

	My personal development plan
	Page 10- 12

	My S.W.O.T Analysis
	Page 13 - 14

	SMART Analysis’
	Page 15-16

	Questionnaires
	Page 17 -18

	Conclusion
	Page 19

	Appendix
	Page 20




























Professional Career Development
Delisha Georges – 1915252
UWTSD

Career Development report
Firstly, in this report I aim to explore an understanding of the knowledge and skills that contribute towards an effective working environment. These skills are particularly important in order to gain employment and stay in employment. Therefore, I will produce a reflective report on what I believe contribute towards an effective working environment. Secondly, I will explore my own strengths and weaknesses in order to identify where I need to develop myself. Finally, I will do this by creating a personal action plan outlining my personal strengths and weaknesses in order to gain an understanding as to where I need to develop myself. I will gather information from a swot and smart analysis to produce my action plan.
To my way of thinking, effective knowledge and skills that are wanted in the workplace are made up of many qualities and attributes. However good communication skills come there at the top, as being able to communicate clearly to get messages across so that information is clearly received and delivered which is vital towards an effective work environment.
“Good communication is an important skill in any environment with human interactions. However, when it comes to communication in the workplace, good communication is an integral element to business success.”
https://leadershipchoice.com/power-good-communication-workplace/

Key information is needed for effective work in the working environment, it is to have knowledge of your industry that one is working in, knowledge in your job role, knowledge of your products, knowing the company you work for and understanding all their qualities, aims, what they want to achieve also what they want you to achieve as an employee. Be able to be competent and confident in your job role.

Considering your job title, aim to know your competitors well. Aim to know your customers wants and needs. Always leave room for growth and new developments. Know your work colleagues and strive for positive relationships with them also by knowing diversity and equality guidelines, so that the work environment is a happy, respected, safe and equal place for yourself and those that you may work with.

As well as these attributes punctuality is a key skill to possess for the gain of an effective positive working environment, also towards a positive relationship with your employee. Being on time is very important when in employment, aim to always be on time as stated,
 “in the work place, arrive late at an important sales meeting without letting anyone know and you will lose the sale, or miss a deadline for your work and you will probably either miss a scheduled committee meeting or cause others real issues with their work. The implication is that you will be seen as unreliable, a perception that is hard to shake off (which sometimes means that you will not get leadership roles you might want in the future). Being good at time management is vital, crucial, important and so on”
The business student’s guide to study and employability 
      By Peter Morgan
       Page 52

Skills and knowledge in an effective workplace 
Teamwork - There is strength in numbers. So good team effort can produce unique positive outcomes. Effective teamwork in the workplace is important for faster growth in all areas. It’s also important to get alone with your work collages to create a happy environment for yourself and your coworkers. I believe,
         ‘Effective teamwork is vital in order to reap the rewards of higher productivity, fewer internal struggles and a more enjoyable work experience.” 
The power of effective teamwork
Leadership Management Australia (LMA)

Ability to adapt- Being able to adapt to change in your workplace is also a key skill to have, employers love flexibility, being able to work independently as well as with a team. Be flexible and in a position to suit new situations.
Qualifications needed for the job- research what qualification are needed for your acquired job and obtain these qualifications. 

 Problem solving- Be creative in your workplace and don’t be afraid to voice your opinion. If there is a problem, explore all options and find a solution. Use your initiative, employees like to see you can face obstacles and overcome them confidently,

“Once the main problem has been identified, the next step is to generate options which might help to solve the problem, and often this is where creativity becomes an essential part of the process.” 
 The business student’s guide to study and employability 
      By Peter Morgan
      226
Leadership- Good leadership skills shows an employer the level of your vision and resilience. Aim to develop great leader skills for the workplace as employers see this skill considerable as it demonstrates integrity. Throughout my findings,

“leaders are paid more than others, have more responsibility and are often believed to have a higher profile and are generally seen as more successful than others.

 The business student’s guide to study and employability 
      By Peter Morgan
Page 220

Organization- In any aspect of life, organization is fundamental towards a fruitful life. Organization in the working environment is to stay on top of your workload, this leads to less stress all-round.

Good punctuality- being late can really cost you a job. Arriving late to work is a bad impression and shows a lack of commitment from an employee point of view. Always be on time in any workplace and outside.  

Personal Strengths- Showcase your personal strengths in the workplace let your skills been known. Employers look for people who use their initiative. Build on your strengths and eliminate your weakness.

Confidence- Is an important key skill to have in the workplace and in life. Confidence gives you an open mind and approach to life. It is a positive attribute that will lead to a positive impact on your life.
‘’If you want to be noticed and become visible in the workplace, you must be able to portray self- confidence. Confidence is a necessary component of anyone looking for success in their career... ...This is where your confidence level cannot falter, you must be able to show that you can handle any situation and maintain your confidence’’
‘Confidence in the workplace’ 
D. P. Noe.

Knowledge- Knowledge of your job title and role is crucial to have. Know your company and job role well. Learn what is required of you and apply yourself accordingly. 

Self-awareness- be aware of self in every aspect of the workplace. Know who you are, were your strengths lie, were your weaknesses lie and what you are capable of and of further achieving. Develop from experience by embracing where you failed previously and further develop yourself.

Integrity- integrity Is a fundamental trait that employees seek when hiring. It shows honesty and trustfulness which is crucial within employment I believe. Integrity shows great character.

Future Development- Have an open mind and willingness for future growth within your company or workplace. To move up the ladder should be your aim and goal. Aim to know what your company’s future goals are, their aims and objectives. Work with your employer and set targets, meet these targets and be a part of your company's future development.

Good team player- Good team playing skills can lead to great positive working environment helping to foster a happy safe place for all employees. Processing these skills shows your flexibility, openness and commitment. Show support to your collages and always show respect to others.

Initiative skills- Initiative skills are what employers seek to find in an employee. Being forward thinking and able to apply them skills are major attributes towards a successful career.

Good communication skills- Good communication skills are vital in the workplace as being able to communicate clearly to get messages across so that information is clearly received and delivered which is vital towards an effective work environment. 
Executives overwhelmingly indicated that integrity and communication were the top two soft skills needed by employees in today's workplace. All 57 (100%) of the executives indicated that integrity and communications were very important or extremely important.  
Robles, M.M.
Executive perceptions of the top 10 soft skills needed in today's workplace  
Page 514

IT skills- As the changing world of today with everything being computer operated it is vital to have computer skills for the workplace as its almost indefinite that you will be needed to operate some form of computer IT skills. I believe there is many benefits using computers such as 
 ‘software algorithms make it possible for businesses to conduct complex financial projections to help them make important business decisions that will affect long-term growth and sustainability. Computers help project how certain variables - increased sales, a downturn in the economy, a new product line, for instance - might affect the bottom line a year or so in the future’
What Are the Advantages of Computers in Business? 
John Palmer

Readiness for employment

Readiness for employability is crucial to have in the workplace as these basic skills are what employers look at to measure the level of the employees academic understanding, code of conduct, initiative skills and work ethics. In order to get employed and to stay in employment. Employment readiness is also having the qualification that are required for the certain job title that you want. Being prepared for your interview by doing some research or homework on the company you are about to be interviewed by and the position that you might be hired for.
Always have your CV available. Also make regular updates. Your CV is very important for you to show yourself the best you can,

‘Your CV is the first chance you get to make a good impression on a potential employer. A top-quality CV will considerably boost your chance of getting a face-to-face interview, so it is worth spending time and effort on the content and presentation. It will make all the difference in obtaining the position you want. You must therefore highlight your skills, expertise and value.’
The Importance of a Good CV
The Institute of legal Secretaries and PA’s

 Make it as professional as you can, cooperate a professional picture of yourself even go the extra mile to have a familiar color logo as of the company you are applying to for a job. Be creative.

My readiness for employment
CV prepared and accessible. Make regular updates.
Research and acquire the correct qualifications and skills needed for my preferred position.  
Apply for jobs
Secure position 
Maintain motivated and ambitious within my workplace and life also.

My Readiness for self-employment
Research my competitors. Preparation, have a launch date, make sure all my stock and materials are counted. making sure I have all the right legal documentation in place, licensed and insured.
Promotion should be key to any business. Have huge promotion party.

My employment goals
My employment goals are to own my own business. I wish to be an entrepreneur and own multiple companies and business’, with my own independent and recognized brand and recording label.
Similarly, I aim to have a job in life where I am happy and enjoy being there. I desire a dream lifestyle and a dream job. I aim to become my own boss. I'm aware that this type of life does not come easy and I'm aware that I must work hard to acquire such a lifestyle. I have a strategic plan in place and with a positive attitude and hard work, I believe I can attain my goals and dreams. I strive to surround myself with only people that are motivated and have a positive attitude to life. 
I demand to wake up each morning. excited to go to work. Happy with what I do each day without the feeling of not fulfilling one's true potential. To make a living doing what I love is my ultimate employment goal.


My Personal Development plans
With my personal development plan, I am going to go deep inside myself to examine the core. I am focused on becoming the best I can be by reaching my full potential, I am going to develop myself, my knowledge and skills by taking myself on a self-progression journey to create the best version of myself within the workplace. The aim is to gain the employment position I desire and to equip myself with the right qualifications, tools, skills and attitude to do so. I plan on doing this by action planning with a strategy.

Aims and objectives

Get support for my dyslexia and get better at my writing and spelling
·  Book appointment with university support
· Complete an English course
· Pass the course
· Monitor and review my progression

I.T Skill
· Apply for an it course
· Pass the course
· Monitor and review my progression

Retain Concentration
· Try a form of meditation
· Stay focused
· Seek therapy
· Monitor and review my progression

Overactive
· Slow down
· Find a technique to help
· Seek therapy

Quit to smoking 
· Get patches
· Seek consultation with my doctor
· Stop buying cigarettes
· Stop smoking

Pass my driving test 
· Pay for lessons
· Study
· Practice
· Book test
· Pass test

Graduate university 2020 
· Turn up every tutorial
· Do the best work I can produce and achieve the results I desire
· Remain focused within class
· Dedicate myself and make sure my work is done
· Reach my targets
· Be disciplined
· Dedicate time

Get a car
· Save money
· Research for cars
· Purchase vehicle

Get healthier
· Get gym membership
· Exercise 
· Eat healthy everyday

Manage My Time
· Get to bed early and stick to my routine
· Be more organized the night beforehand
[image: ]
Use the Right Tools
‘’You wouldn’t use a hammer to turn a screw, and you want the right tool that can give you the effective time management you need to get the job done within deadline.’’

https://www.projectmanager.com/blog/5-time-management-tips-busy-professionals

My Go Mad Framework to achieve my aims



MY SWOT ANALYSIS 

[image: ]
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MY I.T S M A R T ANALYSIS

Specific- To improve my Excell regarding formulas and macros

Measurable- I will achieve this by doing a training course, lasting 4-6 weeks, after this period I will take an aptitude test regarding this subject.

Achievable- This will be achievable by applying for a course, completing it, obtain handbooks and study out of class hours.

Realistic- To focus on two subjects in excel that will be beneficial in the workplace and utilizing these skills regarding sale information and data handling.

Time bound- 12-18 months

My Go Mad Framework to achieve my aims
Please find PDF attached within email.


MY DYSLEXIA S M A R T ANALYSIS

Specific- To better my skills and gain a higher qualification in literature, numeracy and I.T. Get the support that is available. 

Measurable- I will attend student support at least once per forth night. Apply for training courses at the hub or other available resources offering short courses. Then measure my progress by undertaking aptitude tests regarding subjects.

Achievable- This will be achievable by booking appointments with student support and student finance, by passing a level 4 numeracy and literature course. This will be achieved by studying and using the support available.

Realistic- To focus on one subject at a time and gain a level 4 qualification within 9 months.

Time bound- I allow myself 2 years to achieve this goal giving myself 9 moths per subject with a bit of break in between.

My Go Mad Framework to achieve my aims
      Please find PDF attached within email.

I have dyslexia and struggle at times with my spelling, reading and writing. I had a test taken on myself when I was in college. I have booked an appointment with Beth from student support to get a plan of action in place. I will overcome this by getting the support that I need. I’m aware that student support offer a wide variety of support and I intend on exploring them all. I have applied to finance regarding my support for dyslexia and am awaiting a response. With the right support I'm confident I will complete this course with the marks that I want to achieve.
I will also look to my two older sisters for help and support as they both have degrees. I also have a good friend who has a lot of general knowledge and skills who is very keen to support me in my studies.

My VARK Questionnaire
[image: ]



My Honey and Mumford Questionnaire

[image: ]
Conclusion
From this report my findings have shown me the skills and knowledge needed within the workplace, what attributes employee seek and what knowledge contributes towards an effective working environment. I have found were my strengths are and where my weaknesses lie, also where I need to grow myself and how to develop the skills I lack as of such.
 I created a development plan and from this growth plan I have produced a plan of action with a structured approach and time scale. I am confident that this plan of action will further my development and further equip me with the right set of skills and knowledge I need to gain employment. I now know which barriers I need to overcome and how to achieve this by action planning with a strategy.









                                                                                                                                
Appendix
Page 1
What Are the Advantages of Computers in Business? 
by John Palmer
https://smallbusiness.chron.com/advantages-computers-business-473.html
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The Power of Good Communication in the Workplace                                                   Patrick Bosworth
Founder and CEO
https://leadershipchoice.com/power-good-communication-workplace/
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The power of effective teamwork
Leadership Management Australia (LMA)
https://leadershipmanagement.com.au/the-power-of-effective-teamwork/#
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Page 2
The Importance of a Good CV
The Institute of legal Secretaries and PA’s
https://www.legalsecretaryjournal.com/the_importance_of_a_good_cv
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The business student’s guide to study and employability  
 By Peter Morgan
Page 301
(Problem solving)

The business student’s guide to study and employability 
      By Peter Morgan
       page 52
      (Time management)
Page 4
Confidence in the workplace 
By D. P. Noe.
https://absoluteconfidence.com/the-importance-of-confidence-in-the-workplace

Page 3
The business student’s guide to study and employability 
     By Peter Morgan
      Page 220
(leadership skills)


Page 5
5 Time Management Tips for Busy Professionals
© 2020 Project Manager.com, Inc.
By Stephanie Ray   
https://www.projectmanager.com/blog/5-time-management-tips-busy-professionals
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Certificate in higher education: skills for the workplace student yearbook
Executive perceptions of the top 10 soft skills needed in today's workplace  
Robles, M.M.
Page 514
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Make a to-do list.

You can't start to get work off your desk
until you know what it is you're
responsible to accomplish. A task list,
organized by priority, will give you an
overview so you can act wisely.

Use clear communications.

If you can't express what you need, and
listen to others as they respond, you're
going to face unnecessary obstacles.

T

Get the right tools.

Working with online project management
tools fosters collaboration and makes
sure no one is over-tasked.




