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Introduction
This report will outline what I have learnt in the last five weeks whilst attending professional career development lectures. In this report I will cover what a SMART goal is, how to apply SWOT and other skills to be able to achieve a SMART goal, different learning styles that have been applied to me, what employability skills are required to achieve a SMART goal and how these can be acquired. I will also prepare a personal development plan for myself to achieve at least two employability skills and I will be linking these to my learning styles. I will also discuss different models that I have been taught and have also done additional research on.  























Main Findings
What have I learnt so far?
Over the past few weeks I have learnt about different models that can be used to be able to improve my employability skills and I have also been made aware of different methods that can be used to make me more aware of myself. For example, asking the people around me what they think my strengths and weaknesses are after working with me. This is because the Johari Window model shows us that there are four different aspects that come into action when a person is becoming more aware of themselves. These four aspects are labelled as the following:
Open area – This area revolves around what a person knows about themselves and also includes what others know about them.
Blind area – This area revolves around information that others know about a person but that person is not aware of these aspects themselves.
Hidden area – This area is the opposite of the blind area. This aspect is about what a person knows about themselves, however, others do not know these things about them.
Unknown area – This area is the opposite of the open area. This aspect is about what a person does not know about themselves and others are not aware of these either. This is usually because a person is yet to discover certain facts about themselves. 
These four regions can be used in different aspects. When working in groups it is imperative to try and achieve the open area as this will mean that the task can be completed to the best of the teams ability because they will all be aware of each others strengths and weaknesses and will therefore be able to assign tasks in accordance to a persons strengths. After achieving the open area with your group, you can then aim to achieve the blind area as you can come together as a group and discuss what went well, what did not and what can be done differently. By doing this you can become more aware of yourself as others can tell you what they have observed about you which will give you a greater understanding of yourself. 
The blind area can be achieved by asking colleagues, classmates and others you spend time with questions that will allow you to learn more about yourself. You can ask them how they think you worked with others and if there is anything that you can improve on and this will give you a wider perspective on yourself. 
When working as part of a group it is important that a person is able to be open with the members of their team. This can be done by revealing some of the aspects that are kept in the hidden area and by doing so becoming one step closer to achieving the open area. Information that is revealed does not have to be information that is relatively personal, it can be done by perhaps explaining why you are unable to complete certain tasks. For example, if a person is unable to complete a report due to lack of experience the admitting this to your group will let them get to know you better and will also mean that the group can work more effectively as they will be aware of each others weaknesses. (BusinessBalls 2020)
I have also learnt how to set myself a personal goal that is SMART. Making sure that the goal I have is SMART will ensure that I will be able to achieve it because it means that I have considered all of the aspects before making it a definite goal for myself. Having a SMART goal means that it is Specific and detailed so that it is precise. It is also Measurable. This means that I have set myself a time frame in which I will be achieving my goal. A SMART goal is also Achievable. This lets me acknowledge that there will be steps that I will need to take or will have to have to have already taken to be able to achieve my goal. My goal must also be Realistic so that I know that I will be able to achieve it and so that I am aware of what needs to be done in order to be able to achieve the set goal, and lastly my goal must also be Time bound. This means that I have set myself a certain amount of time to be able to achieve my goal. (Mind Tools 2020)
My SMART goal is to complete my level four certificate for my Skills in the Workplace course by July 2021 by making sure that I am managing my time correctly so that I can complete all of my set assignments before the deadline and to also set some time aside just in case I need to edit my work. I will give myself a maximum of two weeks to complete an assignment by dedicating up to two hours everyday from 7pm-9pm and these are the times that I am free. I will also take advantage of the help that is being offered to me by my tutors by asking questions. This is a SMART goal because it is specific in what I want to achieve. It is measurable as I know the deadline in which my goal needs to be completed by. It is achievable because I am planning my days out so that I know what needs to be done and when it needs to be done by. It is realistic because I know that if I need additional help when completing an assignment it is available to me and therefore will allow me to complete all of my assignments by their given deadlines. It is also time bound because I have stated how much time I spend on my assignments so that I can get them done in time for the deadline.
To ensure that my goal is achievable I analysed it by using SWOT. This stands for strengths, weaknesses, opportunities and threats. All of these aspects have to be considered when I am working towards my set goal. To be able to identify all 4 aspects, I used a SWOT analysis matrix to clearly bullet points all of my strengths and weaknesses so that I can complete all of my assignments to the best of my ability. It also allows me to clearly see what opportunities will be available to me so that I can strive to achieve them and it also allows me to see what the threats would be. These threats would be things that will hinder my chances of achieving my goal. (MindTools 2020)
In order to be able to achieve my SMART goal I need to be able to identify what employability skills I need to have in order to be able to achieve this. After considering my goal, I have identified that I need develop good presentation skills, IT skills, my self-confidence and also my communication skills. 
Presentation skills can be further developed by practicing my presentations before presenting them. This will allow me to become more familiar with the content. I can also observe others presentations as they will allow me to see what I can do differently with my own presentation skills and I can make changes accordingly. (Kim, L 2020)
IT skills can be further developed by firstly identifying my weak points so that I can focus on them and then take time out of my day to explore these weak points in order to become more confident when using them. I can use the resources that I have to my disposal in order to learn more about the areas that I am weak in. These resources can include books and videos that can be found on Youtube. (Doyle, A 2020)
Self-confidence skills can be improved by taking part in activities that are out of my comfort zone as this will help make me more willing to try new experiences. Confidence can also be improved by sharing information about myself to others. These can include hobbies and other activities that I partake in. This will allow me to get used to talking to others and will also allow me to boost myself. (Ravenscraft, E 2019) 
Communication skills can be improved by getting comfortable when speaking. This can be done by engaging in conversation in small groups and building my way up to speaking to large groups. When presenting, I can practice what needs to be said so that I am comfortable with the material and will therefore be more confident when presenting because I know the material and know what needs to be said and when it needs to be said. Non verbal communication is just as important as verbal communication so it is important that I look at facial expressions when talking as this will show me if they are interested and if they are actively listening. (Patel, D 2019)
I have learnt about 3 different learning questionnaires. These are the VARK learning style questionnaire, the Myers Briggs questionnaire and also the Honey Mumford questionnaire. Out of the 3 of these, the 2 that I relate to the most and apply to myself are the VARK learning style questionnaire and the Myers Briggs questionnaire as they give me information that I can use to be able to complete my tasks better. 
The VARK learning style questionnaire was created by Neil Fleming who wrote an article which stated that there are different strategies that people used in order to be able to learn. These strategies included visual, audio, reading and writing and lastly, kinaesthetic. Fleming also wrote in the article that teachers should have a variety of different teaching methods available so that all of their students can benefit because not everyone learns in the same way. The VARK questionnaire helps us learn what learning style suits us best. This is done by a series of calculated questions that are asked and the answers will reveal what learning style suits the candidate best. (Morgan, P, 2017, p97)
After completing this questionnaire myself, my results were a 2 for visual, 4 for audio, 4 for reading and 3 for kinaesthetic. These numbers indicated that audio and reading and writing are my preferred learning styles and I will be able to retain more information if I use these methods. After learning of these results, I have been able to apply these to my learning straight away and have discovered that I am now learning and retaining more information than I was previously. 
The Myers Briggs questionnaire is completed by people so that they can gain a greater understanding of their personality type. By answering the questions a person will discover if they are an extrovert or an introvert, a sensing or intuitive person, a thinking or feeling person and lastly if they are a judging or perceptive person. (Cherry, K, 2020) This questionnaire was a result of Myers and Briggs fascination with a theory that was formed by Carl Jung. Jung’s theory states that a persons psyche is made up of 3 different sections. These sections are “ego, the personal unconscious and the collective unconscious”. (McLeod, S, 2018)
After completing this questionnaire myself, I have found out that I am an introvert, I am intuitive t, I am more of a feelings person than a thinking person and that I am a judging person. After learning this, I can use it to my advantage. I can do this by being more outspoken when working in a group instead of staying quiet and letting others take the lead. This questionnaire also taught me a lot about myself that I did not previously know. I always thought that I was more of a thinking person because when making decisions I usually like to look at all aspects of a decision before I make it and then factor in my feelings later so finding out that I am more of a feeling person was quite a shock to me. 








My personal development plan.
Skill to be developed	Action to be taken	Identified barriers and how to remove them	Will any support be required, If so, what?	How to identify when the skill has been developed
Presentation skills	Practice presentations before they need to be presented.	Leave extra time to make any necessary adjustments.	Use the results from my Myers Briggs questionnaire to my advantage to make myself more confident and engage the audience	I am not confident when speaking in front of large groups. In order to remove this barrier, I will practice my presentation in front of small, trusted groups and receive feedback so that I can improve my presentation. 	Support can be gained from lecturers and trusted groups by giving advice on what can be done differently.   	I can identify this by getting positive feedback from peers.
IT skills	Make myself more familiar with different platforms.	practice using the technology or sites that I am not confident using.	Use the results from my VARK learning style questionnaire to learn how to use different applications.	I can be quite shy when asking for help and will often waste time trying to figure something out by myself instead of asking for help from others	Support from peers and colleagues to show me how to can use different applications 	This skill will have been properly developed when I find myself capable of using applications that I was previously unable to use. 




What challenges have I faced and what strategies can I use to overcome them?
At the beginning I struggled a lot with being able to retain the information that I was being told even though I was taking notes. After completing learning style questionnaires, I found out that I was using the wrong method to learn which is why it was difficult for me to retain information. I also found it hard to manage my time to complete tasks that were set. After learning about Stephen Covey’s time management matrix it became easier to prioritise my tasks and events in my life and I found it easier to get tasks done. 
How can this learning be applied in my personal professional career development?
Everything I have Learnt can be applied to my professional career development because I can use the skills that I learnt to make myself a desirable candidate when applying for jobs and these skills will also give me a head start in the job role that I choose to pursue and will give me an advantage when opportunities arise for promotions. I can use the different theories that we learnt about to do my chosen job role to a higher standard. For example, using Bloom’s Taxonomy to do my tasks to the best of my ability and improve on the repetitive tasks that will need to be completed everyday so that they are done to a higher standard than before. 
What follow up research did I undertake?
As I was using the Myers Briggs questionnaire to improve my learning, I decided to do additional research on the topic in order to gain more information and be able to further improve my learning. This is how I discovered that their questionnaire is a result of their fascination with Jung. 











Conclusion
In conclusion, the different questionnaires and theories that we have learnt have allowed me to gain further knowledge about myself and use this information to my advantage. I have learnt about 3 different learning style questionnaires and am already using 2 of those to improve my learning. I have also learnt about different theorists who have come up with models that can be applied to my personal profession career to make me a desirable candidate to employers and will also give me advantage when chances for promotions arise. 






















Reference list
BusinessBalls (2020), ‘What is the Johari Window model?’, [online] Available: https://www.businessballs.com/self-awareness/johari-window-model-and-free-diagrams/ [2020,11,14]

Cherry, K (2020) ‘An Overview Of The Myer- Briggs Type Indicator’, [online] Available: https://www.verywellmind.com/the-myers-briggs-type-indicator-2795583 [2020,11,18]

Doyle, A (2020) ‘5 Free And Easy Ways To Improve Your Computer Skills’, [online] Available: https://www.careertoolbelt.com/5-free-and-easy-ways-to-improve-your-computer-skills/ [2020,11,21]

Kim, L (2020) ’20 Ways To Improve Your Presentation Skills’, [online] Avavilable: https://www.wordstream.com/blog/ws/2014/11/19/how-to-improve-presentation-skills#:~:text=Attend%20Other%20Presentations.,skills%20and%20get%20some%20context.&text=Another%20speaker%20may%20also%20say,later%20in%20your%20own%20presentation. [2020,11,21]

McLeod, S (2018) ‘Carl Jung’, [online] Available: https://www.simplypsychology.org/carl-jung.html#:~:text=of%20the%20Unconscious-,Theory%20of%20the%20Unconscious,unconscious%2C%20and%20the%20collective%20unconscious. [2020,11,18]

Mind Tools (2020), ‘SMART Goals – How To Make Your Goals Achievable’, [online] Available: https://www.mindtools.com/pages/article/smart-goals.htm [2020,11,15]

Mind Tools (2020), ‘SWOT Analysis – How to Develop a Strategy For Success’, [online] Available: https://www.mindtools.com/pages/article/newTMC_05.htm#:~:text=SWOT%20stands%20for%20Strengths%2C%20Weaknesses,to%20your%20organization's%20best%20advantage. [2020,11,15]

Morgan, P, 2017, ‘The Business Students’ Guide To Study And Employability’: London, SAGE Publications LTD [2020,11,18]

Patel, D (2019), ’14 Proven Ways To Improve Your communication skills’, [online] Available: https://www.entrepreneur.com/article/300466#:~:text=Communicating%20clearly%20is%20one%20of,conversation%20sticks%20with%20the%20audience. [2020,11,21]

Ravenscraft, E (2019), ‘Practical Ways To Improve Your Confidence (And Why You Should)’, [online] Available: https://www.nytimes.com/2019/06/03/smarter-living/how-to-improve-self-confidence.html [2020,11,21]


































Appendix
This section should include any supporting documentation/evidence.  Take care not to include documentation that is particularly large.  You should also include the source of the information within this section in your reference list.
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