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[bookmark: _Toc37878994]1 Introduction
My name is Mohammad Arfan Jaffri and in this report i will illustrate my professional career development plan along with the Gibbs cycle of reflection and description of lifeline sample. Professional career development plans are essential to build a better career setup as well as to improve their own identity and increase the skills and development process. One needs to explore and establish his or her career to bring effectiveness to compete effectively with others in the long run.  The report will summarize the personal strength and areas of my future development with the description of my understanding of ability and knowledge skills. This report will define my career goals, focusing on my skills and gap as well as the experience. In this report, the reflection part will be discussed through a description of the Gibbs cycle, which is divided into six specific parts specifically. In the description parts, there is a lifeline exercise, career plans and some ideas for the future and all the elements will be discussed briefly. In the report, there is a feeling part where my job type and the personal barrier will be analysed and all the barriers will be illustrated to measure my current progress and career plans as well. In the evaluation part my self-motivation to achieve the ultimate success, my learning styles to compete with others, Johari window for personal development, force field analysis of management tools, SWOT analysis of personal experience and career plans will be discussed. In the report, there is an analysis part that describes the employer’s expectation, job description, and personal specification, as well as it includes the review of the world of employment too. At last, in the concluding part, here in this report, there is a discussion of personal development and skill gap and in the action plan, there is a description of the personal development plan of mine for career development.






[bookmark: _Toc37878995]2 Reflections
[bookmark: _Toc37878996]2.1 Description
In this description part, the lifeline exercise of Mohammad Arfan Jaffri and the career plans that relate to the future ideas for myself will be discussed effectively.
[bookmark: _Toc37878997]2.1.1 Lifeline exercise
Mohammad Arfan Jaffri was born on 06/09/82, completed middle school and secondary school and went to college in 2000 and got married in 2002. Everyone has some key points in his life which affects them in choosing a career and future development as well. Educational qualifications is one of the key points of mine. I started working at London Heathrow Airport as a Security Officer in March 2003, this was my first career establishment job which is regarded as another key point. My other key points were I Started working at the new terminal 5 in April 2008, worked at the Brakes Warehouse during the Olympics in London 2012. I also got promoted in September 2012 to the position of a supervisor with G4S, that promotion was the most satisfying key points in my life. And my one of the turning points is I left a job as a G4S supervisor in November 2017. Then I started working for Daisy IT Services in November 2017 and left it in May 2018. Then a breakdown came into my life which is unemployment from May- September 2018. It was a pressure on me as financially and mentally because I need to run my family and all the expenses. After that I Restarted work as a cover security Officer from September 2018 until the present, covering various corporate and construction sites across the UK. I believed that education, volunteering, training had paved the way for me to run my family expenses, considering my goals, skills and necessary commitments. 
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Figure 01
Lifeline Chart
Source: Self-designed
[bookmark: _Toc37878998]2.1.2 Career plans
I have a plan to gain employment in Business Management as a Manager at a top company after completing my degree. I want to successfully do this course, have a plan to attend university classes on a regular schedule which will enable me to progress in the study. I will need some resources for an effective research outcome like articles, books, journals at the same time I will visit a university library and use my phone to get information from the internet too. Internet, library and other books and journals are considered one of the greatest resources for a good research outcome (Calogiuri & Chroni, 2014).  And I want to pass all the assignments successfully within June 2020. I want to do a job that will be satisfying for me to earn a lot of money according to my qualifications.


[bookmark: _Toc37878999]2.2 Feelings
This part will be focused on Mohammad Arfan Jaffri’s  job type and personal barriers.
[bookmark: _Toc37879000]2.2.1 Job Type
According to Mohamed (2014), physical and mental health affect individuals ability to gain confidence in job searching as well as to achieve success in the long term according to a specific time framework. I think I am physically fine and confident, but I need more mental satisfaction, confidence to bring effectiveness in the job search. I need to work a minimum 8 hours of office time for a good salary to bear my family expenses and compete with others. indeed.com, glassdorr.com is one of the famous job platforms in this world for searching for jobs (Daina & Baker, 2014). I have to use these websites and job platforms, according to my qualifications and demand.
[bookmark: _Toc37879001]2.2.2 Personal barriers
There are many personal barriers of a person to do the job effectively in a specific time framework with e relaxing mood. My barriers are-
· Unrealistic optimism can be a factor to bring depression in someone’s life as well as a barrier to achieve something in the future too (Choi, 2013). I sometimes feel that i go for unrealistic optimism and expectations.
· I sometimes ignore barriers and think it will vanish automatically.
· I have a big passion without small deliverables.
· I don’t focus on my professional development plan with time management.
· I have a family and I have to manage all the expenses of them with my job.
I need to overcome these with some steps.
· I need to be focused on time management. Well, time management can do the job easier for me to bring effectiveness in my career plan as per the analysis of Guzman, (2013).
· I need to be conscious about promotion and should give proper attention to my work.
· I need to be more passionate which is adjusted with my qualifications. Sometimes big passion brings nothing but failure in our life.


[bookmark: _Toc37879002]2.3 Evaluation
This part will cover my learning styles, Johari windows, force field analyses which are considered the management tools for my personal development.
[bookmark: _Toc37879003]2.3.1 Self-motivation
Self-motivation is an important skill that drives people to keep going on successfully and career goals and to be with the commitment to what will be achieved in an effective way (Dietric & Salmela-Aro, 2013). 
Some factors that motivate me-
· Positive thinking is an asset to think properly and forecast the right thing in a career plan (Doran, 2014). It motivates me to increase my confidence level up and to be adaptive in different situations and dilemmas too.
· Focus on a specific goal can bring effectiveness in a career plan to put all the resources in the right way (Ryan, 2014). For example- it motives me to use my all intention and focus on specific things and help me to avoid unnecessary things.
· Self-confidence also motives me to boost my confidence at the workplace and bring confidence in my mental health too.
· Motivating the environment plays a big role to achieve success in the long run (DuBrin, 2014). For an example- I have lots of friends to motivate me in my every condition to bring effectiveness in my career development plan.
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Figure 02
Self-Motivation Quiz
So, there is a self-motivation quiz that reflects my attitudes, behaviours and motivating factor at different stages like at the time of my anxiety, at the time of my success, dilemmas, etc. These factors motivate me to bring the effectiveness of my career plan and have motivated me to achieve personal development.
[bookmark: _Toc37879004]2.3.2 Johari Window
It’s a model that illustrates people to understand the relationship between group members and others. It was created to allow people to communicate properly and improve awareness of each other, in which an understanding of important things about individuals and other members of the group as well (Shmulevich, 2017). There are 4 parts of this model. The open area contributes to the behaviours known to both self and others. In the unaware area, the behaviours of others are known, but the self is unaware. I usually do not support this because self-behaviour is an important thing to hold for me and evaluate properly to communicate with others. In the hidden area, one prefers to hide from others. In the unknown area which unknown to either ourselves or others of which may become as known behaviours (Gibbs, 2017). So, among all of these, I think the open area is better for me to evaluate all the things properly and know the circumstances properly and take action with known factors too. 
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Figure 03
Johari window model
Source: (Spelberg, 2018)
[bookmark: _Toc37879005]2.3.3 Learning styles
VAK means Visual-Auditory-Kinesthetic, a model that provides a simple way to evaluate measures and understand the learning styles and it uses vision, auditory, and kinesthetic to determine an individual’s preferred learning style (Ebenhöh & Spelberg, 2018).
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Figure 04
VAK learning testing
So, in my VAK learning styles questionnaires I had scored 7 A’s, which means visual learning styles, 10 B’s which are auditory learning styles and 13 C’s which Kinesthetic learning style. So, I have the most Kinesthetic learning style in my behaviour. 
[bookmark: _Toc37879006]2.3.4 Reflecting on learning styles
This part is all about the learning style of mine in different criteria like communicator, negotiator, etc. in three different learning segments like visual, auditory and kinesthetic.
	
	Visual
	Auditory
	Kinesthetic
	Other
	Reflections

	Leadership
	
	
	Learning many styles of leadership to follow some guidelines of successful leaders
	
	I think I will learn the factors of leadership to follow some leaders who gain success in their life and it will bring effectiveness in my learning too in the future.

	Ethics
	
	Learning many practices through advice
	
	
	It is the way for me to learn ethics to listen and follow all the ethical advice properly and I am doing it for 6 weeks.

	Team Building
	
	
	Improving team building,  communication by practical learning
	
	From the last 2 weeks, I watched many of the team leaders follow their style and it helps me to build effective communication in team building.

	Conflict Resolver
	
	learning many things to hear some of the peace-loving motivators
	
	
	I don’t engage myself in conflicts, but to keep away from it, I heard the story of some peace-loving motivators for 2 weeks. I think it will help me to learn how to control my anger in a quick time to control the situation also.

	Numerical Skills
	
	
	Doing lots of examples for this
	
	I think the only way for me to get better is to practice.  I will find myself some free examples and practice twice a week for the next 6 weeks.  It will help me to feel more confident in this area in the future.

	Time Management
	
	
	
	Combinational
	For the last 3 weeks, I am following combinational learning to learn team management, I am watching videos of it,  hearing many pieces of advice and following many leaders and I will continue to do it for the next 6 weeks too.

	Communication
	Getting many views and factors of communication from tutorials.
	
	
	
	I am following many tutorials of effective communications strategies and factors from the last 7 weeks. In the future, I can be a good communicator through it at different places with different kinds of people.

	Motivator
	
	Listening to some good motivational speeches
	
	
	I have been following the audio segments of some motivator for 8 weeks,  which motives me to do something new or creative in my professional and personal development plan.

	Negotiator
	
	
	Following the right person’s working criteria for it
	
	For 4 weeks, I have been following some people who help to negotiate with people in many ways and has learned many things also about negotiation.

	Written Skills
	Practicing through watching many videos
	
	
	
	I am practicing to follow some videos and I am confident that I will gain effective written skills through it in the next 3 weeks.



Worksheet: Reflecting on my Learning Style.

[bookmark: _Toc37879007]2.3.5 SWOT analysis
According to Hunnius (2014), SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and so a SWOT Analysis is a technique for assessing these four aspects of any business.
Reflecting SWOT analysis on my personal experience and career plan-
Strength- My strength is I am focusing on my work by applying all the resources in the right format and educating myself within a proper way. I am helping people in their work and I am dedicated, motivated to work.
Weakness- My weakness is, sometimes I lost control of my anger and do not adapt to the situation properly and adaptation is a big issue for me. I need to be a good public speaker.
Opportunities- I have an opportunity to use my strength in personal and professional development and learn many things through lectures and the internet and library and get a good job to run my family too.
Threats- Competitors in job sectors are one of the biggest threats to me, but I am doing hard work in bringing effectiveness in my skills and qualifications.
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Figure 05
Swot Analysis
Source: (Hedge, 2019)
[bookmark: _Toc37879008]2.3.6 Force field analysis
Force-field analysis is a management tool that provides a framework for measuring the factors that influence a particular situation (Hedge, 2019). It looks at forces that are either driving the movement toward a goal or blocking movement towards a goal. To review this analysis I figure out the changes within an organisation can be affected in different ways. Some possible obstacles can bring changes to the organisation and I need to configure this to understand and prepare for the possible changes to the organisation and pre-plan to bring effectiveness in the management process. The restraining forces are obstacles that get in the way of change and it also provides a visual summary of all the various factors supporting and opposing a particular idea, with all the data that has been collected regarding a potential decision consolidated into a single graph (Carter, 2019). I enjoy meeting new people and I have good verbal communication skills and have a supervisory experience to motivate people.
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Figure 06
Force field analysis
Source: (Carter, 2019)
[bookmark: _Toc37879009]2.4 Analysis
This part will cover the employer’s expectations and the details of the job description and person specification as well as  illustrate the review of the world of employment.
[bookmark: _Toc37879010]2.4.1 Employers expectations
Employers want some quality experience and skillful staff, according to the position and I need a good bachelor’s degree qualification. Like-
Staffs need to be honest and have some good communication skills to communicate properly with others in a good manner for an effective outcome (Bekkering, 2014). I have gained this quality of my career plan to meet the employer’s expectations.
As an example, technical knowledge is one of the important assets nowadays and every employer wants it from their staffs members (Kessel & Sharland, 2013). I am practicing this with many resources to gain these skills as soon as possible.
Staff need to be determined and flexible to work. I am very flexible in any environment and can bring consistency in my work performance also.
Staff need to be responsible, specific, trustworthy and loyal to employers (McKenzie & Coldwell-Neilson, 2017). And I am very responsible and accountable for my work to achieve the peak outcome to get selected in a job.
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Figure 07
Job description template
Source: (Spelberg, 2018)
[bookmark: _Toc37879011]2.4.2 Job description and person specification
The job description describes the title, location, a summary of the job it is an overview of what is the job is about it (Mitchell & Rost-Banik, 2018). It also included duties, working conditions, time, an hour on the job (Palmer, 2017). Otherwise, the job specification describes the qualities and experiences needed for the job. It includes qualifications, skills, training, responsibilities, emotional characteristics, etc.
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Figure 08
Job-specific template
Source: (Carter, 2019)
[bookmark: _Toc37879012]2.4.3 Review the world of employment
There is much discrimination in the workplace and a good employer should not recruit or reject a candidate on the judgment of his or her race, sex, marital status, ethnicity, skin color, etc (Norfolk & Siriwardena, 2013). A good employer should go for skills, qualifications, experience for the desired job position and it is considered good practice in the workplace (Öncel, 2014). I will be delighted if I am not rejected for these unethical discriminated reasons in my career plan.
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Figure 09
CV template
Source: (Reddan, 2012)

All the employers should consider Decimation: the quality act 2010 & the rehabilitation of offenders act 1974 to understand the law carefully to distinguish the job selection property (Reddan & Rauchle, 2012). Some organisations follow their policy, but it should not be contradicted with policy. If I am fired or rejected through unethical reasons, I may lose my confidence to set up my career plan. Some organisations follow a seven-point plan as physical makeup, circumstances and five-point plan as an impact on others, motivations, etc (Rosvall, 2017). I think all the organisations should follow an accurate strategy for the recruitment and selection process with no discrimination and maintain the law properly.
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Figure 10
Cover letter template
Source: (Tejan, 2019)


[bookmark: _Toc37879013]2.5 Conclusion
This part will cover the personal development and the skill gap with CV, cover letter and refer to SWOT.
[bookmark: _Toc37879014]2.5.1 Personal development
The goal of a job search is to find employment that matches personal preferences, skills, interests, and values as per the analysis of Tejan, (2019). I have developed some job searching skills like-
· I have searched for many companies’ web sites.
· I have registered at recruitment agencies.
· I have followed social media and talked to job advisors, friends, relatives.
At the same time, I have learned to present the cover letter with a CV and I have to look forward to time management properly. I learned many things about myself like what I need to compete with, what level of skills I have, what types of recruitment processes that I am going to face, etc. I have learned that resumes have to be in a maximum of 2 pages and the employer wants some very fine quality full as well as skills full staff in the company. I have learned that the application is my first impression on the employer and I have to do it properly.  
I have learned many things about job interviews. Like-
· I need a good appearance in the interview and should research the company before the interview process.
· I have learned that I have to answer smartly to all the questions and should impress the employer with my accuracy.
· I need to do practice before the interview and should learn time management and should not be nervous.
[bookmark: _Toc37879015]2.5.2 Skills gap
There are some skills, resources, and qualifications that I need to overcome my gaps in a minimum time frame.
· I need a telephone, computer, and people to contact them about jobs and these are the resources which will help me to find a job.
· I need some skills like- public speaking, time management, fluency in speaking, writing and verbal communication to overcome my skills gap.
· I am following the visible job market as well as having contact with employers. I have to give a direct application to employers and have a good networking process as my job leads plan. According to Vickers (2013), good networking paves the way to meet the job in an effective way which is regarded as one of the best strategies too.
· My strength is I have good qualifications as well as I love to meet with new people, can work with team and support collaboration.
· My weaknesses are I need to increase my skills at public speaking and I should not be nervous in the interview section.
[bookmark: _Toc37879016]2.6 Action plan
This part will focus on development goals as well as an action plan towards the goal.
[image: ]
Figure 11 Development plan
This action plan illustrates my learning viewpoints, what I want to study in the future and tec. This development plan measures the future working criteria and also described the needed resources and success criteria. It also described the estimated time of this plan effectively.
[bookmark: _Toc37879017]2.6.1 Employment/ development goal
A personal development plan enables one to identify key areas of learning and development activities (Sabil, 2019).
My short term goals are-
· To learn new skills
· To gain advantages of team working
· To develop my qualifications
· To have a position of   authority in a company
· To complete my degree with qualifications
My middle term goals are-
· To be a good public speaker
· To gain negotiation and persuasion skills
· To gain confidence and teamwork skills
My long term goals are-
· To complete my degree with the best results.
· To get a good job in a renowned company.
· To get leadership and excellent communication skills
· To achieve organisational skills
· To have the ability to work under pressure and achieve excellent results/performance.
Every person should set his or her goals to achieve the utmost success and should set these goals with an accurate time framework for a better outcome (Vickers, 2012).
[bookmark: _Toc37879018]2.6.2 Action plan/Development plan
Here is an action plan to address my next steps. And I have to overcome my weaknesses through consistency and bringing effectiveness in my learning and I need to configure out my action plan to illustrate the development goals. I need to focus on my public speaking skills which are one of the biggest weaknesses and to overcome my weakness and to follow teachers advice and lectures, I can achieve many things. One needs to focus on his or her weakness to achieve success and should come forward to gaining knowledge thus will increase skills properly (Wasik & Hindman, 2014).
















[bookmark: _Toc37879019]3 Conclusions
In this report, the entire personal and professional development plan is described by a Gibbs cycle. There are lifeline exercises; career plans and some barriers to success are described. In the evaluation part, the learning styles and self-motivation quiz are adjusted with the report. There is a reflection of the learning style table and VAK theory table in the attached with the report along with the Johari window and force field analysis. All these are the effective management tools that are described in the report along with SWOT analysis and the job interview process, job trends, skills regarding it has been described in this report. The action plan is also attached to the report that is the reflection of future steps and the ambition learning plan.  This report has discussed the personal strengths and weaknesses of Mohammad Arfan Jaffri and his career long term, mid-term and short term career goals and experiences of working.  This report illustrated Mohammad Arfan Jaffri’s lifeline sample with all the details of his career, qualification and job life.
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VAK Learning Styles Self-Assessment Questionnaire
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When I concentrate, T most often:

) focus on the words or the pictures in front of me

b) discuss the problem and the possible solutions in my head

©) move around a lot, fiddle with pens and pencils and touch things

1 choose household furnishings because I like:

) their colours and how they look

b)_the descriptions the sales-people give me

Q) their textures and what it feels like to touch them

My first memory is of:
) looking at something
b)_being spoken to
Q) doing something

When 1 am anious, I:

) visualise the worst-case scenarios

b) talk over in my head what worries me most
©) can't sit stil, fiddle and move around constantly

Ifeel especially connected to other people because of:
) how they look

b) what they sayto me

) how they make me feel
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When T have to revise for an exam, T generally:

2) write lots of revision notes and diagrams

b)_talk over my notes, alone or with other people

) imagine making the movement or creating the formula

1F 1 am explaining to someone I tend to:

) show them what T mean

b) explain to them in different ways until they understand

©) encourage them to try and talk them through my idea as they do it

. Treally love:

3) watching films, photography, looking at art or people watching
b) _listening to music, the radio or talking to friends
©) taking part in sporting activities, eating fine foods and wines or dancing

Most of my free time is spent:
3) watching television
b) talking to friends
) doing physical activity or making things

. When T first contact a new person, T usually:

3) arrange a face to face meeting
b) talk to them on the telephone

©) try to get together whilst doing something else, such as an activity or a meal

. Ifirst notice how people:

2) ook and dress
b) sound and speak
O stand and move
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2.

. 1first notice how people:

2) ook and dress
b) sound and speak
) stand and move

1Fam angry, Ttend to:

3) keep replaying in my mind what it is that has upset me

b) raise my voice and tell people how I feel

) stamp about, slam doors and physically demonstrate my anger

. 1find it easiest to remember:

3) faces
b) names
Q) things 1 have done

I think that you can tel if someone is lying if:
). they avoid looking at you

b) their voices changes

Q) they give me funny vibes
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28.

When T meet an old friend:

) Tsay"it's great to see you!”

b) Isay"its great to hear from you!”
©) Igive them a hug or a handshake

T remember things best by:

2) writing notes or keeping printed details

b)_saying them aloud or repeating words and key points in my head
©) doing and practising the activity or imagining it being done

. If T have to complain about faulty goods, T am most comfortable:

2) writing a letter
b) complaining overthe phone
©) taking the item back to the store or posting it to head office

. Ttend to say:

3) Isee what you mean
b) Thear what you are saying
) Tknow how you feel

Now add up how many A's, B and C's you selected.

As=7 Bs= 10 Cs=13
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COVER LETTER TEMPLATE

Employer's name
‘Company name
First line of address
Town

Postcode

Dear [honorific title] [Sumame],

Re: [Job position + reference]

[Introductory paragraph]
[Paragraph 2]
[Paragraph 3]
[Paragraph 4]

[Closing statement]

[Closing grecting]
[Signature]

[Name]

First line of address
Town
Postcode

Mob: [Mobile phone number]
Email: [Email address]

[Today’s date]
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