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1. [bookmark: _Toc57319926]Executive summary
The purpose of this report is to reflect and review my learning path through personal development. Also, to outline what are the skills and knowledge that contribute in regard to working effectively and being ready for employment, and also how I will develop these skills. 
The report also highlights the importance of knowing yourself, outlines the methods and tools used to identify goals and aspirations, and relates the path to achieve all that for our professional development. 
The main findings of the report show that with the help of academic models, or different tools, like questionnaires developed by theorists, there is a path to discover ourselves as individuals. We have targets to aim for, and there are ways to achieve that.
2. [bookmark: _Toc57319927]Terms of reference
This report represents an assignment for the Professional Career Development module. It was requested by Mel Squire, the module’s tutor, as part of our evaluation.
3. [bookmark: _Toc56351877][bookmark: _Toc57319928]Procedure
I have compiled the information and knowledge by accessing resources like journals, websites, and books. I have also used different models and tools like questionnaires or academic models to evaluate myself. 
3. [bookmark: _Toc56351878][bookmark: _Toc57319929]Introduction
Business environment has changed through time. A couple of years ago, the employer was the one responsible for our personal and professional development. We were offered trainings and professional courses, to help us progress in our job. But nowadays the main responsibility for personal and professional development belongs to us, it is our duty to search for new career opportunities.
Professional development has proved to be beneficial both for the employees and for the businesses. The studies show that business who decide to make investments in employability skills can significantly affect the performance of the organisations, therefore increased productivity, and competitiveness (KaurSkills, 2012).
Professional career development helps individuals to be competent in their chosen profession, to be proficient and it should be part of their continuing process of learning throughout their career.


4. [bookmark: _Toc56351879][bookmark: _Toc57319930]Main Findings
Through this report I will outline the skills and knowledge necessary to achieve my goal, for progression in work, and also evaluate the impact of these practical needs for my professional development.  

4.1 [bookmark: _Toc57319931]What did I learn?
An important element of professional career development that was studied by many authors is employability skills. The studies show it represents an important aspect of the 21st century labour market. 
There is a set of skills that are considered to be the most desired by the employers when they look to hire, a set of attributes that include personal qualities, core skills and process skills (Yorke and Knight, 2006).
The matter of employability skills was analysed throughout the lectures and we had to assess ourselves against the skills necessary for our progression. The abilities that represent a top priority for my professional development are communication skills, critical thinking, time management, adaptability and learning. Regarding the aspect of study skills, I would need to improve my report writing skills, my research and library skills and I.T. abilities. 
	Throughout the lectures we covered different models like SWOT analysis or Johari window. We also filled in questionnaires to find our preferred learning styles, using VARK model, Honey and Mumford or Briggs.

4.2 [bookmark: _Toc57319932]What challenges did I face and what learning and development strategies did I employ to overcome them?
The skills that I have mentioned above represent an important step of my professional development. Developing those skills will help me progress in course and also in work. The first step on my journey to self-development was to register for this course. These times require to adapt to different situations on the job market and it is a way of standing out from the crowd. Learning new skills, having multiple qualifications means having more opportunities in the field. 
Evaluating the skills that I need to develop was a challenge, because we do not think of all the aspects regarding employability or we do not know what employers are looking for when hiring. Another challenge was when I had to speak in front of my colleagues, on my first lecture. Even though I felt a bit nervous, I was happy that I could share my opinion in class and that was a step to overcome my fear of public speaking. Therefore, communication skill is relevant for professional development and it represents a small step to progression. 

4.3 [bookmark: _Toc57319933]How can I apply this learning to my career development journey?
The learning that we have assimilated throughout the lectures is important for our progression. It will help us plan and decide about our current jobs or for our future roles. It helped us identify our personal goals and aspirations. Knowing our goals and aspirations helps setting out our learning objectives. Throughout this learning process we can track our progress and also evaluate our experiences. 
4.4 [bookmark: _Toc57319934]What research did I undertake?
There are many resources that can help us understand better these necessary skills for professional development and also to consolidate the knowledge that we already possess. Considering the study skills that I need to improve I can achieve this by accessing the reading materials for this module or doing online research. 
Other research method included academic tools and models that helped me evaluate myself in relation to the aspects of learning styles, personality type. I managed to identify goals and learning objectives that I could connect to employability skills that I need to improve. 

4.5 [bookmark: _Toc57319935]Identify a SMART goal for yourself.
Goals are considered to be an important part of professional development. They are meant to give a direction of action, motivation and focus, they represent a target to aim for. 
 	Relating my SMART goal to study skill: I want to write 2500 words report on "Why professional career development is important for career success" by 27th of November 2020 and pass it with a merit.
Specific 
I want to write 2500 words report on "Why professional career development is important for career success" by 27th of November 2020 and pass it with a merit.
Measurable 
It is measurable since it states the subject and structure. I decided to split my report in sections and write a minimum of 300 words a day. I need to ensure my assignment grade exceeds 50%. 
Achievable
It is achievable because I divided my work, so it will not be overloaded. I allocated time every day to do research, attended classes every week completed the given assignments.
Realistic
Is relevant because it will help me pass the Professional Career Development Module and progress onto the next semester. It is realistic because I am motivated to succeed and pass. 
Time-bound
Dividing the workload, it will help me finish the report on time by 27th of November 2020.








4.6 [bookmark: _Toc57319936]Apply your SWOT analysis and other models to help you achieve your SMART goal.
The SWOT framework, developed by Albert Humphrey (The British Library, n.d.) represents an analysis of our personal situation and also a way of identification of our areas that we need to develop for professional progression. My personal SWOT analysis represents a focus on myself and on my specific goal. 
SWOT ANALYSIS:
· STRENGHTS: flexible, fast learner, creative, multiple qualifications, organised, logical, motivated.
· WEAKNESSES: self-confidence, language barrier, self-critical, nervous when public speaking, over thinking, report writing skills, researching, and analysing information, time management.
· OPPORTUNITIES: get professional advice from tutor, Skills for Workplace as a course for self-development and career progression, meet new people and share different opinions and ideas, learn new skill, access information through online research and library. 
· THREATS: massive amount of information to intake, competition-other colleagues might produce a better work than mine, fear of fail.
JOHARI window represents another useful tool for understanding self-awareness and personal development (Sutton and Stewart, 2002). Applying this model to myself it revealed that the four windows have different areas, as they outline personal information or feelings that is known or unknown to us or to others‌ (Communication Theory, 2014). Applying this model to my SMART goal, the first window, the open area, revealed the skills and behaviour known by me and others: ambitious, organised, motivated, logical. The second window, blind spot revealed: brave, patient, ambitious things that I have received as feedback from others. Third window, hidden area, revealed aspects that are known to me, but unknown to others, like some of my weaknesses: self-confidence, self-critical, time-management. The fourth window, the unknown area, represents the subconscious feelings, or even some fears, like: unknown experiences, hidden potential (‌The Coaching Tools Company, 2016). 

4.7 [bookmark: _Toc57319937]Analyse two learning styles you have completed – share your results, did you agree with them or were you surprised – if so, why? How can you APPLY this learning?
Every individual has its own way of understanding and processing information. This aspect is known as "learning style", a term that has gained recognition in the educational environment and that has been developed by theorist Neil Fleming. He created the VARK model, which describes the four learning styles that students have
regarding the way they retain information (Learning Styles Again: VARking up the right tree!, n.d.). 
 Identifying our preferred learning style has great benefits, it allows us to access and process the information in a comfortable manner, therefore helps increase our confidence.
Analysing and applying the VARK model on myself I was surprised to find that the results were different from what I expected to be. Initially I considered myself to be a visual learner, with some elements of read and write learning style, but the results of the questionnaire reflected that I am a read and write combined with kinaesthetic. 
The read and write learning style represents my main method of accessing information through the use of printed word. As an organised person I prefer to structure the information using bullet points and numbering, so that it is easy for me to absorb the knowledge. In practice it helps me when doing presentations for this course or in work, using printed materials, graphs, or diagrams to express my point of view. 
Considering the aspect of the kinaesthetic I can mention aspects that I agree with. Even though I was not reflecting before at this type I can admit this uses experiences that are real and characterises me as a down-to-earth and relevant person. I often access resources that show real things, for example tutorials or videos, I tend to be a practical person who uses actions and hands-on approaches to help me understand things and find solutions to problems. Applying this learning style to my SWOT analysis I can use this as a method to improve my research, and report writing skills.
Another model that defines different learning styles has been developed by Honey and Mumford (1986). It determines the predominant learning style that we possess and supports us decide how an activity will be helpful for ourselves. After completing the questionnaire, the results showed as expected, my preferred learning style is theorist. In practice I prefer to analyse the information and have a logical thinking which relates to my SWOT analysis. I am organised and relating that to my strengths I learn best when in a situation that is structured and with a clear purpose.

4.8 [bookmark: _Toc57319938]Identify what employability skills are relevant to achieve your SMART goal and how you will acquire these.
As mentioned in the previous sections of this report, my goal is related to study skill. There are two main skills that I need to improve and that is report writing, and research and analyse the information, for which I have been practising for a couple of weeks now since we have started our modules assignments. I have accessed different resources to define a clear structure and content related to the subject and collected the information. I have asked feedback from my tutor to know if I am to right track or need to add more elements to my report.  
Another employability skill that is relevant to my goal is time management which is essential when studying or writing assignments. Planning my time effectively will have a positive result in achieving my goal. Motivating myself to be productive and plan my work will help me meet the deadline. 
Refreshing and improving my I.T. skills is also relevant to progress with my work and achieve my goal. With the use of Microsoft Office tools and by accessing different tutorials I was able to write a report at a standard, producing a quality piece of work. This particular employability skill is an essential requirement nowadays in this digitalised era.  


4.9 [bookmark: _Toc57319939]Prepare a Personal Development Plan with at least two learning objectives. Link your objectives to employability skills.
Sometimes we may find it difficult to keep motivating ourselves to achieve our goals. A model that was developed to offer guidance and that is structured in steps to reach your goal is defined by the personal development plan (Rolfe, 2015).
	Setting my smart goal, and defining my strengths and weaknesses related to this, my personal development plan will identify the needs for improvement.
Linking my learning objectives to the employability skills I have found that I need: to improve my report writing skills, research and analyse the information, manage my time effectively, refresh and improve my I.T. skills.
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PERSONAL DEVELOPMENT PLAN

	Skill/Behaviour
	Action needed
	Resources needed
	Barriers and how they will be removed
	Date for review
	Met?

	To learn how to write a report
	· Read the work of other writers (Enchanting Marketing, 2018)
· Create a clear structure for the report
	· Library resources
· Books related to the subject 
· Online resources
· Laptop
· Course tutor
	· Language barrier – online resources to understand the requirements
	· Complete report at least 4 days before the 27th of November.
	· Get the results and feedback from the course tutor.

	To do a research and analyse the information
	· Understand what the requirements are and define the questions that need to be answered
· Collect and organize the data that need to be interpreted
· Analyse the information 
· Evaluate results so that it answer the questions and requirements of the report (Dillard, 2019)
· Send drafts to my tutor.
	· Library resources
· Online resources
· Course tutor

	· Find the necessary resources and analyse the information – write ask feedback from tutor
· select the proper information 
· Correct use of the references – Harvard Referencing Handbook
	· Send a draft to my tutor a week before deadline to receive feedback.
	· Get the results and feedback from the course tutor.

	Time management
	· Motivate self to complete work at a standard and on time
· Allocate at least 5 hours every day to write a minimum of 300 words

	· Prioritize the report as a main goal to finish the work on time
· Set a time limit – 2 days before deadline to review my work.
· Plan ahead my schedule 
· Remove non-essential tasks/activities
	· Allocating time for writing – prioritize and plan my week
	· Evaluate the workload every day so I meet the deadline.
	· Get the results and feedback from the course tutor.

	To refresh and improve my I.T. skills
	· Practice with Microsoft Office 
· Watch tutorials 
· Read books 

	· Library resources
· Books related to the subject 
· Online resources
· People who have better I.T. skills 
	· Limited resources – purchase books or insuficient online resources
· Lack of knowledge – testing until better results
	
	· Get the results and feedback from the course tutor.



5. [bookmark: _Toc56351880][bookmark: _Toc57319940]Conclusions
In conclusion, it is important to evaluate ourselves, to know where we are at this stage of our professional development. Applying different methods and tools to our personal situation reveals information that we know about ourselves or might be new aspects that we did not know. All these represent a path that we must follow to achieve our goals. 
Effectively looking for professional development guaranties that our skills and knowledge remain relevant and up to date and will be more aware of the trends in the industry. Gaining new skills or developing a certain specific set of skills will help us to be more confident, it will make us become more interested and also more interesting for the employer. 
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7. [bookmark: _Toc56351882][bookmark: _Toc57319942]Appendices
[bookmark: _Toc57319943]7.1. Appendix 1 – VARK questionnaire
1.	How many syllables are in your first name?
	(a)	one
	(b)	two
	(c)	three
	(d)	more than three

2.	You are about to give directions to a person who is standing with you.  They are staying in a hotel in town and want to visit your house later.  They have a rental car.  You would:
	(a)	draw a map on paper
	(b)	tell them the directions
	(c)	write down the directions (without a map)
	(d)	collect them from the hotel in my car

3.	You are not sure whether a word should be spelled ‘dependent’ or ‘dependant’.   I would:
	(a)	look it up in the dictionary
	(b)	see the word in my mind and choose the way it looks
	(c)	sound it out in my mind
	(d)	write both versions down on paper and choose one

4.	You have just received the latest copy of a magazine with an itinerary for a conference, this is of interest to someone else.  You would:
	(a)	phone them immediately
	(b)	send them a copy of the printed itinerary
	(c)	show them on a map of the world
	(d)	share what I plan to do at each place I visit

5.	You are going to cook something as a special treat for your family.   You would:
	(a)	cook something familiar without the need for instructions
	(b)	thumb through the cookbook looking for ideas from the pictures
	(c)	refer to a specific cookbook where there is a good recipe

6.	A group of students from another school has been assigned to you to find out about the geology of your local area. You would:
	(a)	drive them to a wildlife reserve or park
	(b)	show them slides and photographs
	(c)	give them pamphlets or a book on wildlife reserves or parks
	(d)	give them a talk on wildlife reserves or parks


7.	You are about to purchase a new compass clinometer.  Other than price, what would most influence your decision?   
	(a)	the salesperson telling you what you want to know
	(b)	reading the details about it in a journal
	(c)	playing with the controls and listening to it (road testing it)
	(d)	it looks really smart and fashionable

8.	Recall a time in your life when you learned how to do something like playing a new board game.  Try to avoid choosing a very physical skill, e.g. riding a bike.   You learned best by:
	(a)	visual clues – pictures, diagrams, charts
	(b)	written instructions
	(c)	listening to somebody explaining it
	(d)	doing it or trying it

9.	You have an eye problem.   You would prefer the doctor to:
	(a)	tell me what is wrong
	(b)	show me a diagram of what is wrong
	(c)	use a model to show what is wrong

10.	You are about to learn to use a new program on a computer.   You would:
	(a)	sit down at the keyboard and begin to experiment with the program features
	(b)	read the manual which comes with the program
	(c)	telephone a friend and ask questions about it

11.	You are staying in a hotel and have a rental car.  You would like to visit friends whose address/location you do not know. You would like them to:
	(a)	draw a map on paper
	(b)	tell directions
	(c)	write down the directions (without a map)
	(d)	collect me from the hotel in their car

12.	Apart from the price, what would most influence your decision to buy a particular textbook?
	(a)	I have used a copy before
	(b)	a friend talking about it
	(c)	quickly reading parts of it
	(d)	the way it looks is appealing

13.	A new movie has arrived in town.  What would most influence your decision to go (or not go)? 
	(a)	I heard a radio review of it
	(b)	I read a review of it
	(c)	I saw a preview of it

14.	Do you prefer a lecturer who likes to use:
	(a)	a textbook, handouts, readings
	(b)	flow diagrams, charts, graphs
	(c)	field trips, labs, practical sessions
	(d)	discussion, guest speakers

15.	Ignore question 1.
	Question
	a category
	b category
	c category
	d category

	1
	
	
	
	

	2
	V
	A
	R
	K

	3
	R
	V
	A
	K

	4
	A
	R
	V
	K

	5
	K
	V
	R
	

	6
	K
	V
	R
	A

	7
	A
	R
	K
	V

	8
	V
	R
	A
	K

	9
	A
	V
	K
	

	10
	K
	R
	A
	

	11
	V
	A
	R
	K

	12
	K
	A
	R
	V

	13
	A
	R
	V
	

	14
	R
	V
	K
	A

	15
	
	
	
	



Scoring chart - the results of the questionnaire reflected that I have a read and write learning style combined with kinaesthetic.





[bookmark: _Toc57319944]7.2. Appendix 2 – Honey and Mumford questionnaire

	
	1. I have strong beliefs about what is right and wrong, good, and bad.

	
	2. I often act without considering the possible consequences

	
	3. I tend to solve problems using a step-by-step approach

	
	4. I believe that formal procedures and policies restrict people

	
	5. I have a reputation for saying what I think, simply and directly

	
	6. I often find that actions based on feelings are as sound as those based on careful thought and analysis

	
	7. I like the sort of work where I have time for thorough preparation and implementation

	
	8. I regularly question people about their basic assumptions

	
	9. What matters most is whether something works in practice

	
	10. I actively seek out new experiences

	
	11. When I hear about a new idea or approach, I immediately start working out how to apply it in practice

	
	12. I am keen on self-discipline such as watching my diet, taking regular exercise, sticking to a fixed routine, etc.

	
	13. I take pride in doing a thorough job

	
	14. I get on best with logical, analytical people and less well with spontaneous, "irrational"

	
	15. I take care over the interpretation of data available to me and avoid jumping to conclusions

	
	16. I like to reach a decision carefully after weighing up many alternatives

	
	17. I am attracted more to novel, unusual ideas than to practical ones

	
	18. I do not like disorganised things and prefer to fit things into a coherent pattern

	
	19. I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done

	
	20. I like to relate my actions to a general principle

	
	21. In discussions I like to get straight to the point

	
	22. 1 tend to have distant, rather formal relationships with people at work

	 
	23. I thrive on the challenge of tackling something new and different

	 
	24. I enjoy fun-loving, spontaneous people

	 
	25. I pay meticulous attention to detail before concluding

	 
	26. I find it difficult to produce ideas on impulse

	 
	27. I believe in coming to the point immediately

	 
	28. I am careful not to jump to conclusions too quickly

	 
	29. I prefer to have as many resources of information as possible - the more data to think 	over the better

	 
	30. Flippant people who do not take things seriously enough usually irritate me

	 
	31. I listen to other people's points of view before putting my own forward

	
	32. I tend to be open about how I am feeling

	
	33. In discussions I enjoy watching the manoeuvrings of the other participants

	
	34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out 	in advance

	
	35. I tend to be attracted to techniques such as network analysis, flow charts, branching 	programs, contingency planning, etc.

	
	36. It worries me if I have to rush out a piece of work to meet a tight deadline

	
	37. I tend to judge people's ideas on their practical merits

	
	38. Quiet, thoughtful people tend to make me feel uneasy

	
	39. I often get irritated by people who want to rush things

	
	40. 	It is more important to enjoy the present moment than to think about the past or future

	
	41. I think that decisions based on a thorough analysis of all the information are sounder 	than those based on intuition

	
	42. I tend to be a perfectionist

	
	43. In discussions I usually produce lots of spontaneous ideas 

	
	44. In meetings I put forward practical realistic ideas

	
	45. More often than not, rules are there to be broken

	
	46. I prefer to stand back from a situation

	 
	47. I can often see inconsistencies and weaknesses in other people's arguments 

	 
	48. On balance I talk more than I listen

	
	49. I can often see better, more practical ways to get things done 

	
	50. I think written reports should be short and to the point

	
	51. I believe that rational, logical thinking should win the day



	
	52. I tend to discuss specific things with people rather than engaging in social discussion

	
	53. I like people who approach things realistically rather than theoretically

	
	54. In discussions I get impatient with irrelevancies and digressions

	
	55. If I have a report to write I tend to produce lots of drafts before settling on the final version

	
	56. 1 am keen to try things out to see if they work in practice

	
	57. I am keen to reach answers via a logical approach

	
	58. I enjoy being the one that talks a lot

	
	59.  In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations

	
	60. I like to ponder many alternatives before making up my mind

	
	61. In discussions with people I often find I am the most dispassionate and objective

	
	62. In discussions I am more likely to adopt a "low profile" than to take the lead and do most of the talking

	
	63. I like to be able to relate current actions to a longer-term bigger picture

	
	64.  When things go wrong, I am happy to shrug it off and "put it down to experience"

	
	65. I tend to reject wild, spontaneous ideas as being impractical

	
	66. It is best to think carefully before taking action

	
	67.  On balance I do the listening rather than the talking

	
	68.  I tend to be tough on people who find it difficult to adopt a logical approach

	
	69.  Most times I believe the end justifies the means

	
	70. I do not mind hurting people's feelings so long as the job gets done

	
	71. I find the formality of having specific objectives and plans stifling

	
	72. I am usually one of the people who puts life into a party

	
	73. I do whatever is expedient to get the job done

	
	74. I quickly get bored with methodical, detailed work

	
	75. I am keen on exploring the basic assumptions, principles and theories underpinning things and events

	
	76. I am always interested to find out what people think

	
	77. I like meetings to be run on methodical lines, sticking to laid down agenda, etc. 

	
	78. I steer clear of subjective or ambiguous topics

	
	79.	I enjoy the drama and excitement of a crisis situation 

	
	80. People often find me insensitive to their feelings







Scoring And Interpreting The Learning Styles Questionnaire
The Questionnaire is scored by awarding one point for each ticked item. There are no points for crossed items. Simply indicate on the lists below which items were ticked by circling the appropriate question number.
	2
	7
	1
	5

	4
	13
	3
	9

	6
	15
	8
	11

	10
	16
	12
	19

	17
	25
	14
	21

	23
	28
	18
	27

	24
	29
	20
	35

	32
	31
	22
	37

	34
	33
	26
	44

	38
	36
	30
	49

	40
	39
	42
	50

	43
	41
	47
	53

	45
	46
	51
	54

	48
	52
	57
	56

	58
	55
	61
	59

	64
	60
	63
	65

	71
	62
	68
	69

	72
	66
	75
	70

	74
	67
	77
	73

	79
	76
	78
	80

	
	
	
	


TOTALS								
Activist 	Reflector 	Theorist 	Pragmatist

After completing the questionnaire, the results showed my preferred learning style is theorist.
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