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1. Introduction

In this report I will be discussing professional career development skills, these skills are what employers are looking for and what makes you as an individual stand out from other candidates. These skills are a necessity if you wish to have a highly successful career, there are several skills required to make one employment ready. I will be reviewing and reflecting my own learning journey through personal development whilst identifying what I need to progress in and how I will do so using various tools, theories and strategies.
2. Findings 
2.1 Part 1:	

During this module I have found out a lot about myself and am now able to conduct a detailed self analysis of my life and work- identifying what I am good at and what I need to develop in.                          “Self-awareness enables us to stand apart and examine even the way we “see” ourselves – our self-paradigm, the most fundamental paradigm of effectiveness.  It affects not only our own attitudes and behaviours, but also how we see other people.  It becomes our map of the basic nature of mankind.”  (Stephen Covey, 1999). I have also learned how to convert negatives into positives and how to put my goals into a structured plan. I conducted a self-assessment based on employability skills, rating myself between 1-5 (1 being poor and 5 being excellent). I feel that I need to develop any scores of under 3 (weaknesses) before improving on the higher scores (strengths). Cottrell (2003) claims that “a skill is a learned activity-something you can develop through practice and reflection” which is what I intend to do.					
See appendices fig.1 for results of my self-assessment
	
2.2(a) SWOT

SWOT analysis is a technique that is often used to create self-awareness by a person or business to help define strengths, weaknesses, opportunities and threats. SWOTs need to be SMART – Specific, Measurable, Achievable, Realistic and Time bound.
 See appendices fig.2 for SWOT analysis.
 We can then use conversion strategies converting these into positives e.g.
· Strengths become opportunities
· Weaknesses become strengths
· Threats become opportunities	

Strength to opportunities:
I am a motivated, hard working person and will attend my course fully hoping to achieve high enough grades to go on and study a B.A next year. My attendance and grades throughout the year will show this. By achieving this the opportunities that can come from this are – I’ll have the ability and the confidence to apply for various job roles with a new, up to date qualification and it will also motivate and encourage me to go on achieving more.

Weakness to strength/opportunities:
Lack of confidence and self-belief are my biggest weaknesses so whilst in class I am going to push myself to interact as much as possible and hopefully by the end of my first two modules, I will have become more confident. Myself and my lecturer can give regular feedback to measure this. Hopefully then, confidence will be a strength instead of a weakness. Opportunities that can come from this are: I will stand out from others when in interviews. I will have the confidence to voice my opinion and apply for job roles where as I wouldn’t have had the courage/confidence to do so before.

Threats to opportunities:
As a single parent to two children, working part-time and studying can prove difficult at times but with dedication and strong family support it is possible. Working to the best of my ability in all three can be measured by feedback from my children, my employer and my lecturer. Happy children, happy boss, good grades and a happy lecturer will show I’m achieving what I am aiming for. Many opportunities could come from this: I can better myself in many ways, building on confidence and slowly eradicating any self-doubt that I may have now allowing me to achieve my desired outcome study wise.

2.2(b) Go M.A.D
 
Created by Andy Gilbert and Ian Chakravorty in 1999, Go M.A.D is an easy to follow strategy that uses 7 key success principles to break down goals into specific points. Go M.A.D can be used on a personal level to make differences to your life, businesses also use Go M.A.D to make developments to increase the chances of the business’ success. The Go M.A.D framework shows the 7 key principles across three different levels:
Level 1: Personal planning	
Level 2: Maintaining momentum
Level 3: Making a difference	

For Go M.A.D framework see appendices fig.3
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 By completing Go M.A.D for myself I feel it has given me an extremely detailed strategic plan with a clearer, more in-depth perspective of what I am aiming for and why.

1. Reasons why:
· To better myself in many ways 9-10
· Aim for a career rather than “just a job” 9-10
· Reach my full potential 9-10
· To challenge myself and turn my weaknesses into strengths 9-10
· To make myself and my family proud 9-10

2. Define goal:
My goal starts by completing and passing the COHE: Skills for the Workplace course, gaining new skills and achievements will enable me to aim even higher whether it be by continuing my education or in possible career opportunities. My goal isn’t as extravagant as others but to myself it is a major step, confidence has always held me back but with a strong mind, drive and determination I know I can overcome this which again will help me reach my full potential. The course started in October and ends in July 2019 which is when I am hoping to fully achieve my goal, I believe my goal is SMART and is highly achievable scoring 9 on a scale of 1-10.

3. Plans and Priorities:
· My children
· To study *
· To focus on my weaknesses and build on them *
· To complete all assignments to the best of my ability *
My children are always my main priority and are one of the main reasons I want to succeed in reaching my goal and being the role model that they deserve. Childcare is arranged for when I’m in class enabling me to attend. My top priorities course wise would be all three as all are needed to achieve my goal. I will need to attend class and make time at home to study and complete assignments, based around work and when my children are in school, I have certain days in which I do this.

4. Self-Belief:
On a scale of 1-10 I believe the strength of my self-belief is 9. Although I lack confidence in myself my drive and determination at this point is 100%, I am not going to let my lack of confidence deter me, I am very strong minded and this will help me reach my goal. I know I can achieve what I have aimed for and think my confidence will increase gradually over the course as it has done so already. I have volunteered to attend an open evening with my tutor to discuss the course I am studying with possible new students which is something I would never had done a few months ago. I think my confidence will continue to increase which will be a great achievement in itself.
“The most beautiful thing you can wear is confidence”
Blake Lively 

5. Involve Others:
· My family *
· Tutors *
· Classmates/ study groups *
· Study support
· My employer
My family support me by believing in me and my mum has my children for me to attend class. My tutors will help me by teaching and supporting me, passing assignments will show my capability. Classmates and study groups will help with group assessments or to recap parts of lessons myself or others may not have understood.

6. Personal Responsibility:
On a scale of 1-10 how accountable I feel for making my goal happen is 10 I am the one person who can make it happen and believe it is fully my responsibility, I am more than willing to make sacrifices for me to achieve this, I have already proved this to myself by leaving my previous job so that I could attend this course. If my motivation decreases at any time, I will remind myself of the reasons why I set this goal and go over my Go M.A.D and I’m sure my motivation would be restored.

7. Take action and measure results:
I have already started aiming for my goal by attending my course and studying at home, my progress will be measured by my attendance, regular feedback from my tutors and assessment grades. I will celebrate my success by either applying to go on and study towards a BA (Hons) degree or by applying for a job that I never had the qualifications, skills nor confidence to do so before.

2.3: Learning styles
	
Psychometric tests and profiling questionnaires are very popular tools used by employers during the selection process to measure a candidate’s personal psychological capability, according to The Association of Graduate Recruiters (2014) psychometric testing was being used by 67% of graduate employers. (Morgan, P. 2017, p.392). They are also used to drive reflection and increase self-awareness. I have completed various questionnaires and the two I would like to discuss are below

2.3(a) Honey and Mumford’s LSQ
This questionnaire was designed by Peter Honey and Alan Mumford in 1986. It was inspired by Kolb’s learning cycle, Honey and Mumford renamed the learner types, they were: 
· Activist
· Reflector
· Theorist
· Pragmatist 
My scores for this questionnaire were: Activist-11, Reflector-18, Theorist-10 and Pragmatist-12. Both Honey and Mumford believe that not many people are just one certain learner type and prefer varied learning if given the option (1992 cited in Morgan 2017, p.96). According to my scores I am a reflector/pragmatist, I agree with myself being a reflector but I think I am more of a reflector/theorist. The reason I think this is because when reviewing the summaries of these learner types I believe I have more strengths and weaknesses of a theorist than a pragmatist.

2.3(b) V.A.R.K
V.A.R.K meaning Visual, Aural, Read/write and Kinaesthetic was created in 1992 by Fleming and Miles. This learning style defines how we process information best and shows how one person’s learning style differs from another, yet Baume and Fleming argue that this is more a communications questionnaire which should be used for learning (2006 cited in Morgan 2017, p.97). In this questionnaire my scores were: 
Read/write-5, Kinaesthetic-5, Aural-4 and Visual-3.
 My scores don’t differentiate too much although I do believe that learning using reading/writing study strategies and aural study strategies are personal preferences of mine as I feel that’s how I take in information best.
2.4 Part 2:
3. Conclusions

Since learning about these theories, tools and strategies, I have decided to try and use/apply these to certain aspects of my life whether they are big or small things as sometimes I find the problem of starting something is actually knowing where to start so from now on I will be taking Coveys advice and will “begin with the end in mind” not forgetting “first things first”(1989 cited in Morgan 2017, p.38)

 
4. Appendices

Fig.1:
	Reading skills 5
	Being able to work independently 4
	Group working 4


	Time management 3
	Research and library skills 3
	Resourcefulness 3

	Numerical skills 3
	Self-awareness 3
	Communication skills 3

	Critical thinking 2-3
	Essay writing 2-3
	Analytical skills 2

	I.T skills 2
	Presentation skills 1
	Report writing 1






Fig.2:
	STRENGTHS:

Hard-working
Enthusiastic
Motivated
Punctual
Helpful
Kind
Strong minded
My children 
Family support
	WEAKNESSES:

Lack of confidence
Shy
Lack of self-belief
Don’t drive
Single parent

	OPPORTUNITIES: 

Build on confidence
Achieve the outcome I aim for (study wise)
Better myself in many ways
Make myself and my family proud
	THREATS:

Being overshadowed by others due to lack of confidence.
Missing out on opportunities due to my weaknesses.
Trying to juggle children, work and studying.
Unable to get to a certain place due to limited travel.






Fig.3:
7. Take action and measure results





4. Self belief
6. Personal responsibility
5. Involve others



1. Reason why
3. Plan Priorities

2. Define goal
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