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Executive Summary
The purpose of this report is to analyse and assess the learning stages in developing essential skills for the workplace, as an individual looking for job opportunities in the future and building a career path. The report also looks at the key stages of self-awareness and development process, career aspirations and having a goal in mind. The development process discusses on how to improve skills and overcome barriers. It also discusses swot analysis and go mad thinking strategies like pushing over the boundaries. Finally, the recruiting system for an organization, how and where a job is advertised, the job application, the interview process, the types of questions, and other assessment methods on selecting a candidate for a position.
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Terms of Reference

This assignment is issued on the request of my lecturer Ms. Shehla Khan on the 13th March 2018.
My name is Kajal Miah, I am a student of the University of Wales – Trinity St David’s, enrolled for certificate for higher education, skills for the workplace – level 4. 
The submission for this assignment is 29th March 2018.
























Procedure

To produce this assignment, I looked through my academic course work, such as looking into my self-evaluation of academic skills sheet, expanding discussion on statements from the learning styles questionnaire, the swot analysis steps, and go mad thinking strategy. I also looked at various articles such as websites, academic journal, my notes I took during lectures and books. I have evaluated all the information relating to the subject in discussion, and laid out my findings






















	

Introduction

My professional career development plan will teach me with the most beneficial employability skills that are essential to a work place, this assignment reflects on the learning stages that I went through in this academic course, reflecting on the learning questionnaires, the swot application process and the go mad thinking strategy along with the skills I will need to develop in order to be employment ready. The last stage looks at how an organization recruits and application and interview process for a job.




















Findings
Learning is a top most important priority in life for everyone. According to, human resource, [2018], there are different methods of learning, and developing talents to build up a career route for the future. Developing my career consciousness naturally means increasing my job opportunities. Having the chance to be in this academic course I have committed myself to trying new ways to express ideas, use my self- motivations to develop skills that are important to have in a work place. Also, I have a goal in mind, and it’s a great way to seek out to my future. By knowing the direction, I want to take my life to, I can be ahead, concentrate on a significant career path, and plan accordingly. To evaluate the work, I have done so far, I can proudly say the learning process has been a pleasure, because it has given me knowledge on how to gather information from various sources and put them together. 
 SELF ASSESSMENT.
According to, Virginia tech [2018], self-assessment doesn’t tell me what to become, but it gives me a clear understanding of my personality, skills, and values. This process helps me to connect to my career objective, or a job in the future. Results does not necessarily mean it’s an outcome, however they provide a platform on the career path. 
PERSONNEL DEVELOPMENT SKILLS.
The personnel development skills as stated, skillsyouneed, [2011-2018], it’s a lifelong process, and therefore this route will continue for me throughout my life. Developing skills such as, communication, problem solving, teamwork, time management, analytical thinking, and decision making will enable my chance of being selected in a job interview, or this will help me to build up my career prospects. 
The skills I need to develop for my career as suggested, Christodoulou,[22.06.2013], any employee who wants to be ahead of the rest must recognise the most sought after talents in a workplace. In this everchanging technology revolution, employers find easier to give training to an intelligent candidate on a specific role. Therefore, I recommend to myself to take on responsibility to do further research. and take training course on skill development.
  SELF AWARENESS. 
My lessons on self-awareness is surprising to me, because only now I am finding out more and more about myself. As described, Pathwaytohappyness, [201], it is a clear perception of my personality, strengths, weakness, thoughts, beliefs, motivation, and emotion. Self-awareness allows me to see through other people, and how they receive me. By developing my self-awareness, it will enable me to change my instincts which then alters my passion. It also approves me to take command of my thoughts, excitements, and make changes where necessary. 


SELF EVALUATION OF PERSONAL SKILLS.
 Some of these statements have applied to me, I have done further research on them, and they are as follows.

Ability to get on with people from different background. 
 this statement according to, Mcquerrey, [2018], and I happily agree that working in a multicultural environment can be very rewarding, and a professional life time experience. I would like to take an opportunity like that and engage myself in different communication skills while interacting with people around me from different communities.
‘TEAM WORK’
Teamwork is one of the important key skill I will be needing in my work place. As identified, Connolly, [06.12.2016], describes there’s always going to be problems in a team work, because people will apply different skills, that others may not like. Therefore, I should not let my ego get into the path of achieving something wonderful. The more I can compromise the better interaction I will have with my group, and probably a better chance of producing a good result.
Negotiating.
This is another key skill needed to resolve any issues arising during a task. As stated, Shellwood, [13.03.2018], the main purpose is to gain advantage when putting forward a proposal, at the same time giving into something in return. People negotiate without even knowing that they are doing it. Most negotiations happen in business deals, therefore I am learning the technique to use tactful methods and planning through research on this subject, because my future job may involve negotiations.
Organising work to meet deadline.
The steps I need to take on setting priorities to manage time, to meet a deadline, in achieving a goal, is an essential tool for my future job. As stated, Carniol, [15.03.18], the job interviewer may ask about how I manage my time, how organised I am with my time. Also, what sort of plan I can put in place in completing a task in a short period of time. Prioritising work requires skills. I must identify things that needs to be done first. This is a crucial step, but when I have learned to be organised, planning will be much easier. How to set priorities, and organise work, have no right or wrong answer. It is the way I can do things. I could make a ‘to do list’ to set priorities daily starting with the most to the less important ones. By putting the list in a place visible to me for the day, I will be motivated to complete the task for the day. The technology we have today can be a distraction to workplace, therefore it must be kept aside, work should be given priority. Being efficient, and productive also helps putting less pressure on life.
Ability to take responsibility.
Being able to take on more responsibility requires determination, and confidence, because this will add more pressure to the workloads already in place. As identified, Cavoulacos, [09.02.11], taking on extra work can lead to self-development personally and professionally. It is uneasy and difficult sometimes, but this will steer to progress in an organisation. The steps I will need to take as an employee is seek for additional project that I can work on, discuss with my supervisor, or owner about my career goals, and how it can fit into the company’s future. When an opportunity arises, I could get myself involved in parts with the skills and knowledge I already I have, and develop strategy related to the task. I need to be proactive, and initiative to do what needs to be done. this could mean to reach out to external sources, obviously I must make sure that I have the authority to do so. In the end if the end result is good, I may be appreciated by others or the organisation, The determination  to becoming an expert in the developing field for me will require continuous  effort to stay with the trend on involving myself with extra responsibilities. 
Being sensitive to other feelings.
Another statement that applied to me especially is being sensitive to other feelings, because I am a very emotional individual, I can feel other people’s emotions and sense out how they feel, as described, Rube, [05.08. 17], the best interaction I can have with somebody is listen to them patiently and speak kindly.  The face is the human part of the body that shows emotions, the face reaction tells me how somebody feels. The most common facial expressions are, joy, anger, sadness, surprise, contempt, disgust, and fear. These signs will keep changing according to the emotions of a person. Sometimes more than one emotion can communicate within a person.  Identifying body language can give clue to a person’s emotion. For example, when somebody feels defensive, they may cross hands, or shake their head. The vocal tone may give mix signals, an example when somebody is speaking loudly, it may be because they want to be heard, however the same will apply if they are frustrated, in anger, or in fear. When somebody is unable to speak, it is possible that they are upset or critically close to tears. These findings suggest that I will have to give my full attention to somebody, when they are speaking to me, and that will add my sensitivity to the other persons feelings. 
Strong belief about what is right or wrong.
My strong belief on what is right is something that drives my sense to happiness and security, and what is wrong is something that results to suffering for everybody. As stated by, Dunn, [18.03.15], all kind of acts has potentially right and wrong aspects to it, and the right decision is the one that involves minimising potential suffering overall. It is sometimes difficult to know when somebody is right, therefore I recommend to myself to avoid doing wrong, and that’s being right. 
Communication skills.
As suggested, Doyle, [nov,28.2017] community skills verbally, non-verbally, and in writing it is the first skill I need to achieve to be employment ready. My potential employers will assess my behaviour, when I approach them for a job interview. I will have to grammatically correct my sentences when iam writing a cover letter, I must listen to the full question, before giving an answer, and I should use my body language to show confidence, and self-belief.
Analytical thinking.
Another top most skill is analytical thinking, and research skills. these may differentiate me from others. As suggested, Doyle. [august.24.2017], when asked a question, or faced with a problem, I should not rush for an answer, but instead must take time to analyse the situation, and visualise the possible scenario in my mind. Also, if possible request extra time to go out and do some research on it, gather more information, this should demonstrate my determination to assess different methods, and my commitments before putting forward my answer or a plan.
Flexibility.
Employer look for flexibility in employees as identified, Doyle, [20 .02,2018], workplace flexibility is important, being able to adapt to changes of circumstances and expectations. Therefore, I should accept situations as they emerge, go along with the flow, and encourage myself to take on tasks accordingly. This will increase my employability prospects for long term.   


GO MAD Learning style.
This unique method of learning style teaches step by step progress towards an objective. As identified, Gomadthinking, [2018], this unique method shows step by step progression towards achieving a goal in mind. The process starts with, reason why, for me because I want to be a role model to my children, build up self-confidence, and be competent. Define goal that is to determine myself on how I can achieve it. Therefore, I have committed myself to this academic course, and will be doing research on the subject. Next step is to plan priorities, which is why aim attending classes, learning from lectures, doing assignments. Then comes   self-belief, this is where I   will be building up determination, and commit myself to reaching target. I will need to Involve others such as a qualified family member, a colleague, or a professional, who could give advice on the right direction. This will keep my motivation rolling, and my hunger for success alive. I will be taking personal responsibility to respond to an opportunity to achieve my desired goal in mind by taking appropriate action. 
S.W.O.T. learning style.
According to suggestion from, Mindtool, [1996-2018], swot analysis is a very useful method for me to understand my strengths, weakness, and recognise the opportunity available to me, and the threat I will be facing. These analyses will help me to enhance my skills, and abilities to open opportunities to develop my career path. Swot is a powerful tool, because with a little bit of thought it can discover possibility and get rid of threats. What’s more beneficial is that by using this strategy, I can differentiate myself from others. Strengths and weakness is internal, whereas opportunity and threats are external factors. Strengths is as I understand what talents I already have, what is that I can do better than somebody else, what unique selling plan I can come up with. Weakness is what improvements I could make on myself, what I can avoid, so that people don’t see me as a weakness. Opportunities are how I can recognise them, things like governments regulations, lifestyles, consumer markets, and so on. Threats are barriers in achieving my goal, such as the continuous change in technology, my competitors, and the quality of standard in the job or services changing. Swot analysis is also useful in a project management. It is recommended to use it in conjunction with different strategic tools as well, such as unique selling proposition (USP), this should give an idea of the situation, or a whole picture.
Common barriers to learning.
There are so many barriers to learning, and development as identified, Union learn, [2018], social and cultural barriers, such as family backgrounds, and other pressure. Emotional barriers such as having no self-belief in myself, because I have no qualified or approved talents. I may have negative confidence due to lack of experience. The most common ones can take place in workplace, because I might work in a place, where my supervisor, or manager may not be so supportive, I may face discrimination, could be isolated, I may not like the shifts I have to work. these are all kinds of potential barriers to my learning. 





Recruitment and hiring process.
Every organisation has different methods and chosen criteria when they are taking on new employees. However most have formal process as identified, Doyle, [December,22,2017], Before hiring a candidate most employers go through key stages, such as planning, recruitment, and selection. Planning is when an organisation decides on how many new employees they are going to hire. The criteria each employee must meet, such as the skills required for the job. The recruiting phase of hiring stage takes place, when an organisation targets a certain number of candidate’s through their job advertisement, job referral, and college campus recruitment. Employee selection is the process when the management team evaluate all information received through the whole process. After assessing each applicant, the most suitable ones would be offered positions.
Different method of recruiting.
Some employers communicate with recruiting firms to find their employees, these will save them time and trouble. Sources like social networking sites, indeed.com, and LinkedIn. 
Job Application.
How a candidate applies for any job depends on the company’s procedure. Some organization accept online applications whereas other may ask a candidate to come in person. As part of an application process some organizations may ask a candidate to take part in a talent assessment test to see if they meet the requirements.
Job Interview and other assessment methods.
Some companies will put in selected questions in a job interview, these questions will come in parts. The first part may have some warming up questions. The middle part will have a variety of questions, checking and clarifying match, and suitability. In the final part there will be some time for the candidate to put forward any questions that they may have regarding the job or the organizations, then closing with the summary, and indication of what will happen next. Some selected question will focus on the following topics -Knowledge, Skills, behaviour, motivations, and career aspirations. A mixed set of questions wills be categorized, and they are as follows – Open questions – they will usually start with, what, where, when, who, why, and how? Probing questions – this will dig much deeper than the surface – an effective probing question will help a person to talk about their opinion and feelings also it promotes critical thinking. An example – could you please tell me more about yourself? Closed questions – this will pin down to a factual reply or a yes or no answer, here is an example – were you responsible for managing a budget in your last employment? Hypothetical questions – this will encourage the candidate to imagine how they might handle an unknown situation, how well they think and the quality of their judgement, here is an example – if you were travelling to the moon what five items would you take with you? Leading questions, this will steer the candidate to give answers that we expect an example – tell me about your relationship with your last employer?  Difficult questions, this will come in many shapes and forms, here is an example – this job requires a professional diploma, how are you going to make up for the short fall in your qualifications?

The other assessment method they may have in place are as follows – the organization may use job related exercises. They might ask the candidate to give a presentation on their vision for the future, they may ask them to bring in an example of work, that they have done previously relating to the job that they have applied for. They might also ask them to take part in role play. When the questioning and assessment sessions are over they might have rating scale for each applicant on their performances and make direct comparisons between them. The most eligible candidates could be selected into one group, and finally the employers will use their recruitment strategy and findings to select the most talented individuals for the vacant positions.






















Conclusion 
By having a career plan does not mean I will land on my dream job, but it will lead me to the direction that I have intended. Developing any kind of employability skills will always be beneficial to any kind of work place. The world we know today is full of completions, employers are always seeking most talented people to employ, simply because they need employees who can contribute and add value to the organization. By Improving skills like communications, teamwork, analytical thinking and decision making will have advantage over other candidates. 


























Recommendations

I recommend to myself to continue to improve employability skills in order carry out my current position to a better one. It is wise to be proactive and be ready when I want to change career path. I must review my skills and develop them further where necessary to fit into an opportunity in the future. I will have to monitor myself by writing out a plan and reflecting on it regularly. Also, I should ask a friend, college or a professional to give me feedback on my performance. This method will inform me of what I am good at and where my weaknesses are. Once I have identified my weakness I should work on them and turn them into my strengths. To do this I should take up effective skill-based training program, learn by practically working on real problems, and interacting with other people. Also, maybe take additional responsibility on the current job, this will stretch me off my suitability role and make me think outside the box and act differently.
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