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1.0 [bookmark: _Toc65791345]Executive summary 

In this report you will find out how I used different techniques of learning to further develop my employability skills. I start off with identifying my smart goals and swot analysis, which will help me identify to you my smart goal in a structure format also my swot analysis where I will list my strengths and weaknesses also opportunities and threats. Furthermore, how I will tackle certain threats or learning difficulties and overcome any challenges that I faced and am currently facing.

I will also talk about how I will apply different learning techniques such as Kolb (2014) who believes learning was an endless recurring cycle and not a linear process. Also, skills I have developed over time to further develop my career development in a professional manner. Whilst I identify my smart goals I will also talk about how and what research I undertook for a better understanding of certain aspects of employability skills and highlight which employability skills are important and why.

Furthermore, I will also share two questionnaires I completed and additionally include a personal development plan so you can see which skills I need to improve and specific actions I will take to additionally reach my smart goal.

I will also include my conclusion on my learning so far and recommendations for anyone who starts this course or for anyone who wishes to further develop their own employability skills.


2.0 [bookmark: _Toc65791346]Terms of reference 

This report has been requested by Mel Squire who is my lecturer for this module called professional career development. This report is required to include 2500-word count, is based on my career development and employability skills development journey since the start of this academic year which includes detailed information on my feelings, reflections, learnings, and a breakdown of my challenges and conclusions of this module since the first lecture. This report was submitted on the 05th March 2021.

3.0 [bookmark: _Toc65791347]Procedure

For the purpose of this report, I done a lot of research including  reading books, journals, articles also accessing online libraries and reading up on a lot of successful organisations entrepreneurs and detailed assessments of career development in different ways.
[bookmark: _Toc65791348]4.0 Introduction.
Employability skills determine where you fit in an organisation or even society, without any skills it will be difficult to climb any sort of ladder in any employment. Frances Trought (2016) suggests that with jobs and economy there is always uncertainty and you are never promised a job with the employer of your choice or a career of your choice and at the end it all comes down to the employability skills you have and how employable you are. He also suggests that the ability to learn and develop new skills is essential. So, to have skills such as time management, digital skills, organisation skills and more  is a must currently as it’s the 21st century and from learning to teaching to communication,if not  all most done digitally. Employees want to employ people with a lot of strong skills set so they can get more use out of them and they also paint a picture to see how well you will do in an organisation and how you and your skills will help you develop and prosper your professional career.
Good communication skills are also a must as its very important whilst working to communicate with your boss, colleagues or even customers which would eventually lead to building a good relationship with them. Also suggested by Justin Bariso in the (mini guide to effective leadership in the workplace) a leader is someone who is a influencer to any sort of change or trend which will influence people to reach their goals, furthermore a good leader should practice self-discipline and keep calm under pressure.


[bookmark: _Toc65791349]5.0 Main findings
[bookmark: _Toc65791350]5.1What did I learn?

Since starting this course of skills in the workplace level 4 I have learnt a lot about myself for example keeping a positive mindset and structuring the work and thoughts on paper. Before I started this course, I thought I was organised and was living my life as If I knew myself thoroughly but since the first lecture, I have realised there is a lot more to learn about myself academically and I have got a lot more to develop within myself and my career. First lecture involved the introduction to the module which was more about me and different learning styles. I learnt about the swot analysis and creating a smart goal. which was where I would analyse and differentiate my strengths, weaknesses, opportunities, and threats and furthermore create a smart goal which was specific, measurable, achievable, realistic and time bound. This lecture made a lot of sense to what we are going to learn and how structure the learning. I also would learn how to turn a weakness in to a strength, make the most of my opportunities and how I would avoid or overcome a threat. Furthermore, learnt about the Johari window which also made a difference to how I learn.

[image: Johari Window Model Explained: Definition and Examples]



[bookmark: _Toc65791351]5.2What challenges I faced and how I overcame them?

 I have not been with the digital technology and not very up to date so the challenges I did face were mainly digital for example doing lectures online on my laptop, using different applications, creating reports, completing assignments, handing in assignments using online portals but overall navigating around digitally using my laptop. I also read a book called creative confidence (Kelley t,Kelley d,2013) which guided me on how to unleash the creative and potential within us all, gave me a great boost in morale a really good read. However, I have also overcome these challenges by reaching out to lecturers and my classmates. Lecturers have also helped a lot by uploaded tutorial videos on how to do various activities we were asked to complete and use different applications we will need to use whilst studying. Also, organisation I found very difficult as to how to plan on doing work that needs to be done, along with living my life and working. But the lectures helped me a lot and I did a lot of research on how to organise my time and what things to prioritise.



5.3 [bookmark: _Toc65791352]How can I apply this to my career development?

Overall learning about myself and developing myself with all different employability skills will make me more employable by different organisations also help in opening my own business in the near future as suggested in skills for success; personal development and employability (Cottrell,s,2015). Digital skills are one of the biggest employability skills needed currently as everything from learning to teaching is done digitally. Digital skills are something I have developed a lot since starting this course and I am actively improving them. We also learnt about the Johari window which is a psychological tool created to improve self-awareness (luft j, ingham h,1955) it is designed to make you understand which of your skills and qualities are known to others, known to yourself and unknown to yourself and unknown to others .Therefore based on these studies I can develop my skills accordingly and make them more known to be more employable by employers . 



5.4 [bookmark: _Toc65791353]What follow up research did I undertake?

I actively been researching books and articles on various things which are relevant in developing my career and skill set. How to succeed at university: Essential guide to academic skills, personal development and employability by (Smale b,Fowlie j,2015) give a huge insight in a lot of different ways and provides structured suggestions academically in how to improve myself overall in university .I have been looking in to organisations and successful entrepreneurs and their journeys .Also researched a book called Organisational change and development which is evidence based (Hamlin,Robert g,et al,2018).




5.5 [bookmark: _Toc65791354]Identifying my smart goal?

S.M.A.R.T was first used by Doran (1981) who invented it to assist managers in setting organisational objectives.
	S

Specific
	M

Measurable
	A

Achievable
	R

Realistic
	T

Time frame

	Successfully complete and pass the first academic year.

	Passing all assignments and the level four course with over 80%-mark rate

	I recently lost my job in a law firm, so I have got time to put my focus solely on my studies. 

	I am highly motivated by being successful and doing well in life including my studies. If I need any help, I will contact Laura my lecturer or Beth for any extra help in directing me towards my goals in life.

	By January 2022 I want to have successfully passed my first year and have been accepted onto the level 5.I have got a year to achieve my goals.




Skills are important in employability because they make you more employable and employers are always looking for employees with various skills depending on the job role or organisation. For example, good communication skills, reliability, patience, adaptability, critical thinking and teamwork are few of the most common skills every employer looks for in a employee. Also, Kevin Dalton (2010) suggests in his book Leadership and management development what makes a good leader and how certain qualities can be assessed.



5.6 [bookmark: _Toc65791355]My swot analysis and a learning cycle?



	S
	W
	O
	T

	Strengths
	Weaknesses
	Opportunities
	Threats

	Communication skills 

Own initiative 


Organisation skills 

Creative


Focused

Flexibility

	Self-criticism

Too detail orientated.


Public speaking

Presentation skills


Digital skills

	Employers need employees with a work on own initiative skill. 

I have a strong business background as I’ve run my own business in the past. 

Strong sales background, many businesses are based on sales. 

Organisations are looking for strong employees with a variety of skills set 
	Due to pandemic a lot of businesses are closing or have restricted hours. 

Pandemic is not opening any opportunities for leadership or management roles. 

A lot of organisations are online mostly. 

A lot of competition from qualified individuals 



[image: Benefits of Experiential Learning & Kolb's Learning Cycle for Training]
Above is the kolb learning cycle (David a kolb 1984)

 Overall, I can use these studies for example smart goal, swot analysis to build and develop skills that I already have or create skills I will need in my career development. I will apply these by creating a smart goal for something I want to achieve on paper and sticking with and following it strictly and taking the necessary actions to make sure I achieve it.

5.7 [bookmark: _Toc65791356]Analyse two different learning styles?

Also based on few questionnaires we completed gave me a understanding of my different learning styles and personally know what kind of individual I am for example I was asked a list of different questions which would tell me what kind of a person I was whether I was a extrovert/introvert/sensing/intuitive/judging or a perceptive person .The results amazed me because it was the complete opposite to the person I thought I was but was very interesting to know so I can further  understand myself and my personal learning techniques and ways I can study to be more based on my learning styles .Another questionnaire was called the Vark learning style questionnaire (neil f,1987) which again asked me a variety of questions I had to complete to determine whether I was a visual, aural, read/write or a kinaesthetic learner as a result of this I realised what kind of technique or style I need to undertake in order to learn more and additionally develop myself and my skills .  Based on the Myers briggs questionnaire I was an Introvert, intuitive, feeling and judging person.




5.8 [bookmark: _Toc65791357]What employability skills are important to achieve my smart goal?

To achieve my smart goal, I need to improve my digital skills, report writing, presentation skills, and strategic thinking in order to achieve my smart goal as all industries are evolving to mostly doing work online and to become a manager or a leader in an organisation, I need to be able to think strategically and be able to make reports and present presentations. In order to achieve this goal, I will actively create reports, get help of lecturers, fellow classmates and focus more on things I need to develop to reach my goal.



5.9 [bookmark: _Toc65791358]My personal development plan. 

	
Development 
objective





	
Specific 
Actions
	
Barriers and how they will be removed
	
Support required
	
How will I know when I have achieved the objective

	
I.T Skills 


	Keep attending lectures and doing work given by lecturers on my laptop.
	Not being able to find certain pages or accessing certain material.
	Il asks my lecturer for any help around work given or if I need to find or create any certain documents.
	Once iv completed my first year and passed il have already learnt a lot of IT skills.

	
Presentation skills 

	Keep researching presentation work and creating presentations.
	Barriers will be speaking in groups or Infront of people. I will overcome them by speaking up more and communicating more in my lectures.
	I will reach out for help from my lecturers including having 1-2-1 when need be, watch any tutorials.
	Once iv completed a presentation assignment successfully or presented a presentation.

	
Analytical skills 

	Keep attending lectures and researching on how to improve analytical skills.
	If I must do any assignments or work given to do with analytical writing but I will reach out to my lecturers or classmates for help.
	I will need support of my lecturers, classmates and video tutorials or PowerPoints to help.
	Once iv successfully completed any analytical work given and received feedback.




These are the things im going to focus on that I need to develop to make myself more employable also to build my professional career.By developing these skills and mindsets It will be a step closer to me achieving my smart goal.



6 [bookmark: _Toc65791359]Conclusion


After this process I have learnt that keeping a positive mindset and structuring your thoughts on paper, for example making a smart or swot action will significantly help with goals you have set. They will give realistic time frames and reminding you about the goal you have set and not let you deter from them. Also keeping patient and speaking up about thoughts in a group or 1-2-1 with a friend, colleague, lecturer, or classmates will help settling any nerves. I could have reached out to lecturers before-hand and spoke to them and would have got directed to where I need to be or who I can speak to and feel more confident in myself, goals I have set myself, or what mindset I need to be in.
Doing different questionnaires such as the vark or Mumford questionnaire also helped determine what kind of a learner I was, it was very useful. Based on them I worked out what kind of techniques or learning styles I need to inhabit in order for my learning to be more effective. Doing all these things was helpful and especially important because it helped structure my thoughts and disciplined me, in order to help me set my goals and what processes to follow to achieve my goals in an academic manner.
Also by the end of the academic year I would have liked to accomplish my smart goal and have developed all my skills ,be more structured with my work my thoughts.
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8 [bookmark: _Toc65791361]Appendices

Myers Briggs personality profiling test
Instructions on how to complete the test
•For each of the following 20 prompts choose a. or b.
•Record your answers on the score sheet directly below question
•The score sheet runs horizontally along the row before going down
•Choose the answer that you think most accurately describes you
•Even if you agree with both answers, check one you agree with more.
•Answer as you really are, not you want to be.
•Make choices for the majority of your life situations.
•Having strong interests should not be used to cloud the results.
•Think of situations in which you are free to be yourself.
•There are no right or wrong answers.
•Answer honestly.

Questions
1. a. expend energy, enjoy groups or b. conserve energy, enjoy one-on-one -B .
2.a. interpret literally or b. look for meaning and possibilities – B .
3. a. logical, thinking, questioning or b. empathetic, feeling, accommodating-B.
4. a. organized, orderly or b. flexible, adaptable-B.
5. a. more outgoing, think out loud or b. more reserved, think to yourself-B.
6. a. practical, realistic, experiential or b. imaginative, innovative, theoretical-A.
7. a. candid, straight forward, frank or b. tactful, kind, encouraging-B.
8. a. plan, schedule or b. unplanned, spontaneous-A
9. a. seek many tasks, public activities, interaction with others-A
b. seek private, solitary activities with quiet to concentrate-B
10. a. standard, usual, conventional or b. different, novel, unique-B
11. a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate-A
12. a. regulated, structured or b. easygoing, “live” and “let live”-A
13. a. external, communicative, express yourself or b. internal, reticent, keep to yourself-A
14. a. focus on here-and-now or b. look to the future, global perspective, “big picture”-B
15. a. tough-minded, just or b. tender-hearted, merciful-B
16. a. preparation, plan ahead or b. go with the flow, adapt as you go-A
17. a. active, initiate or b. reflective, deliberate-A
18. a. facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical-A
19. a. matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate-B
20. a. control, govern or b. latitude, freedom-B

Put your answers in the score sheet grid below
	
	a
	b
	
	a
	b
	
	a
	b
	
	a
	b

	1
	
	X
	2
	
	X
	3
	
	X
	4
	
	X

	5
	
	X
	6
	X
	
	7
	
	X
	8
	X
	

	9
	X
	
	10
	
	X
	11
	
	X
	12
	X
	

	13
	X
	
	14
	
	X
	15
	
	X
	16
	X
	

	17
	
	X
	18
	
	X
	19
	
	X
	20
	
	X

	Total
	
	
	
	
	
	
	
	
	
	
	

	
	Extrovert
	Introvert
	
	Sensing
	Intuitive
	
	Thinking
	Feeling
	
	Judging
	Perceptive
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