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[bookmark: _Toc429685182]Introduction

The aim of this assignment is to discuss the skills I’ve acquired that will hold me in good stead in developing a lasting successful career in my chosen field. The aforementioned skills cover the spectrum of soft skills such as interpersonal skill, communication skills, teamwork, problem solving skills, work ethic, flexibility and leadership skills as well as hard skills like basic computer skills, Ms Office skills, project management skills and business analytical skills.
I will also formulate an action plan that would help me harness the skills articulated above and use them as a basis of getting the right job in the information technology sector and develop a progressively rewarding career in the same field.


[bookmark: _Toc429685183]Career Development

Career development is the lifelong process of managing learning, work, leisure, and transitions in order to move toward a personally determined and evolving preferred future. In developing a career aside from formal education there are certain skills that are essential if one must form a lasting and successful career.

There are several areas from a skills perspective that I’ve decided to focus on in developing my career.

[bookmark: _Toc429685184]Work Effectiveness 

[bookmark: _Toc429685185]Time Management/Productivity

Undoubtedly one of the most essential attribute a person needs in order to become effective at work is the ability to manage time effectively and productively, without such a skill, your work days will feel like a pointless frenetic race, with every task, project, phone call and memo communicating for your attention with few if any getting the requisite attention.
The best starting point is to analyse ones daily schedule and ask the following questions and implementing the action points listed below
· How much time do I have each day?
· Use an work log to analyse how much time you’re spending on your different tasks on a daily basis i.e. Meetings, emails, phone calls el

This simple exercise can be surprisingly quite enlightening, particularly if you find out you’re expending the vast majority of your time on activities that aren’t adding value to your core objectives at work.
If the exercise reveals that you aren’t allocating your time effectively, you’ll need to endeavour how to prioritize. Learn which tasks are important, which can be rearranged, which can be reassigned, once done, you’ll be in a better position to focus your time on the tasks that add the most value to your job.
It’s a good idea to keep track of your daily chores by adopting usage of a to-do list., this would ensure that you keep on top of things and the most important task aren’t forgotten.

The art of being effective at work is predicated on the effective use of ones time. This can be achieved by executing your most important tasks at a period during the day when your are most productive and alert, this will reduce the risk of being distracted. It might be a good idea to record statistics to find out what period of the day is your most effective and productive.

[bookmark: _Toc429685186]Goal Setting

The clear and concise setting of goals is an essential ingredient in the arsenal of one who desires to work productively. The setting of clear and measurable goals and targets must precede every endeavour. The benefit in setting clear goals and objectives is that it can be used as the foundation of a bigger plan to achieve long-term goals and objectives. A failure to plan is often said to be a plan to fail.  Careful planning and organization is the bedrock of effective and productive endeavour. Disorganization is most often the underlying reason for loss of time and resources in the work place. 

[bookmark: _Toc429685187]Communication Skills

Just for a moment, consider how often we humans have to communicate during an average day at work. Phone calls are made and answered, conversations are had with colleagues and clients et al. A significant proportion of the average working day is spent communicating with others. Considering the quantum of verbal interactions we’ve involved in on a daily basis, it is of utmost importance that anyone looking to work effectively and in so doing forge a successful career must actively seek to learn how to communicate in a concise and effective way consistently. This can easily be achieved by making a conscious effort to hear and understand what others are saying around and to us. Resist the temptation of being distracted by surrounding events, don’t formulate premeditated responses before fully hearing what’s being said to you.  Writing skills are also very important, learn to cultivate good email etiquette, avoid usage or abbreviations and slangs in emails. A lot of costly error and mistakes are often preceded by hastily and badly crafted emails. Most people would be a lot more effective at their jobs if they were able to communicate via electronic media.

[bookmark: _Toc429685188]Employment readiness 

is defined as being able, with little or no outside help, to find, acquire, and keep an appropriate job as well as to be able to manage transitions to new jobs as needed. ... Job search, or having the skills to find work. On-going career management, or being able to manage future work life changes. 


[bookmark: _Toc429685189]Improving Your Readiness

The worst fate that can befall anyone is to be ill prepared when the perfect opportunity presents itself. One of the best and perhaps easiest ways of improving ones readiness is by  acquiring formal education credentials. It’s also helps to be positive and come across as being confident, this can be achieved by working on ones body language. Improving ones story can also help one stand out from the crowd, employers are always looking for people that stand out to improve diversity in their organizations. Simple acts such as volunteering or actively playing sports are e endeavours that one can use to create stand out personal stories.

[bookmark: _Toc429685190]Understanding Personal Strengths

Surprisingly ones biggest strength is knowing your weaknesses and a having a clear understanding on the limitations these weaknesses can place on your performance if not addressed.  It’s common occurrence for people to compare themselves with others around them and to feel inferior or superior depending on their perceived strengths and weaknesses. It’s a fact that we are all inherently different and as such we all function differently based on our personalities. It is therefore of utmost importance that we know self and what we are capable of and what we aren’t capable of. 
Strengths are things that can be used as launch pad and leverage to propel ones self forward, conversely, weaknesses can be a source of drawbacks. Weaknesses are things that need to be improved upon, they aren’t due to lack. For one to use strengths and weaknesses to ones advantage, they first need to be clearly identified.

[bookmark: _Toc429685191]Identifying Your Strengths and Weaknesses

Identifying and understanding ones strengths and weaknesses can be of immense value for your life and career. This understanding is extremely valuable because it will help you prioritize on the most important things in a positive manner. This will undoubtedly assist in making better choices in life and career related decisions..
One of the easiest ways to identify ones strength and weaknesses is to perform a SWOT analysis.

SWOT Stands for
· Strengths
· Weaknesses
· Opportunities
· Threats
By using this model, you can look at your attributes and use it as a route to create opportunities and overcome challenges. It’s an excellent way to find out how you can use the skills your posses to surmount any shortcomings your may have. It’s also a great took for interviews as it can you a fresh perspective on your inherent abilities and help create new topical points for discussion with potential employers.

[bookmark: _Toc429685192]Strengths
Think about positives which are your key selling points
Talk about your personal characteristics; for example good analytical skills, determination, experience with specific software or products and problem solving.
[bookmark: _Toc429685193]Weaknesses
Negative areas you need to improve on
Be realistic and show that you realise and are aware of your weaknesses along with what you are doing to turn the weakness into a strength.
[bookmark: _Toc429685194]Opportunities
Positive external conditions to take advantage of
Start off with opportunities you see in the job you are interviewing for. This will show your interest and positive attitude.
[bookmark: _Toc429685195]Threats
Negative external conditions you can't control but can minimise
There are always threats you will face at your workplace; for example; overworking yourself by taking on so many responsibilities or your job responsibilities changing.
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[bookmark: _Toc429685196]Action Plan
A career development action plan is a sequential set of steps that will ultimately take you from step 1 (Choose and occupation/industry) to getting a job in your chosen field and subsequent steps to help you progressively advance in your chosen job/industry once you’ve gotten that initial job in your preferred occupation/industry. Career plans tend to be holistic and individualized and are often premised on the subject’s strength and weaknesses. A well crafted career development action plan would more often than not help you reach your career goals.

[bookmark: _Toc429685197]How Do You Write An Effective Career Development Action Plan

The only prerequisite for an effective career development action plan, though it seems like a simple task, it’s does require a considerable amount of deep thought and concerted effort. It’s advisable to use a career planning process.

[bookmark: _Toc429685198]Methodology for Career Planning

For most people, choosing a career can be one of the most important life changing decisions they’ll ever make. It entails a lot more than deciding on how you’d get a regular paycheck. If one considers the amount of time one would ultimately spend at work, it becomes apparent why this decision is a monumental one. It’s normal to spend over 70% of your time at your place of work during your working life.
It is clear that a significantly large proportion of life would be spent building a career, and as such one should place a high level of importance on the task of choosing a career as this choice have far reaching consequence of other aspect of ones life such as family, social life to name a few. So choosing a career that is a perfect fit with other aspect of life is of vital importance. There as certain key things one should factor in when making this choice, considering this things would  increase the chances of one selecting a truly fulfilling career that enhances other aspects of ones life rather than having an adverse effect.. The methodology is broken into several stages

1. Self Assessment 
Use this stage to learn about yourself and gather critical self awareness information such as
· Interest – What do you enjoying doing. What do you spend most of your leisure time doing. Can you tie these interests into an occupation or career? E.g. People who enjoying developing little children and imparting knowledge often find a fulfilling career in the education industry
· Occupation Values – Concepts and cultures you find alluring in the work place. E.g. Innovation, family support, flexible working arrangement, remote working, global team
· Personal Attributes – What motivates you? What are you good at. What are your strengths, weaknesses and attitudes. Do you learn best through doing or reading or watching others
· Aptitudes – What innate talent do you have. 
· Ideal Work Environment – Where/how do you like working. E.g.  In an office. In a factory. Quiet environment. Any environment. In a team or alone.
· Circumstances - What’s your situation e.g. Someone with a young family might not be ideal for a role that requires constant travel away from  home, unless of cause one love being on the road all the time
This self assessment will lay a strong foundation on giving guidance as to what kind of career one is best suited for, however you’ll need more information to make a sound informed choice that would be satisfying and gratifying in the long term.

2. Career Options
Career options is geared towards gleaning information and  learning about the different career options available that might be a good fit based on the  results from the self assessment stage. The Internet and newspapers tend to be good sources to get ideas of jobs on the go, finer details of different career options and the general state of the job market in your local environment. This exercise would reveal details such as average salaries, hot sectors et al
Once this is done, one would be armed with information required to eliminate some career options, one would also be in a better position to start seeking informal interviews and job taster stints. A good way of doing this is by volunteering. If you do get an opportunity for an informational interview this would be the perfect opportunity to get current and valid insight about the subject industry, culture and inner workings of the company. Though volunteering is often unpaid work, it can be invaluable because it gives you and opportunity to experience working in your chosen filed and first hand experience which would hold you in good stead when making your final decision regarding your career choice.

3. Career Selection

We’re now at a stage where we can match our attributes and traits using information and knowledge gathered from the preceding stages to a career. At this point in the career planning exercise, you will decide which occupation/sector is the best fit for your long term career goals based on the outcome of stages one and two.
· Choose an occupation/sector that interests you the most, it would also be helpful to choose at least one or two alternatives on which to fall back if, for any reason, you can't your first option becomes untenable.
· Seriously consider ways in which you can effectively prepare for your prepared options e.g. how much would it cost to gain formal education or certification? Are there any prohibitive entry barriers you might face based on your circumstances broached in stage one.
· Repeat stage two if you find you’ve eliminated any options in this stage before arriving at your final decision. 
If you succeed in making a choice at this stage, proceed to the next stage, else reiterate from stage 2.

4. Prepare For Action

Now that you’ve identified your preferred occupation, you are now ready to write your action plan during this stage. It will form the basis of a road map to get you a job in the career you chose as your ideal career in the previous stage. Decide on the long-term and short-term objectives you will have to achieve to get to your ultimate objective.
Research relevant educational and training course that will hold you in good stead for your chosen career. 
If you’ve garnered any requisite qualification for your chosen career and are ready to start seeking employment, build a job search approach, write a resume and cover letters and begin to prepare for interviews.
[bookmark: _Toc429685199]Smart Objectives

Forging a successful career would undoubtedly entail setting objectives throughout ones career. Setting realistic objectives and achieving them in a timely manner will determine whether or not one achieves their career objectives or not. As such, it’s vitally important that one uses a methodology that would enable setting of realistic and achievable goals, for this we would recommend the widely acclaimed and successful S.M.A.T method. It’s a widely accepted fact that setting objectives is invaluable prerequisite for success. The issue with not having goals is that one would spend a considerable aspect of ones life running around, expending a lot of energy and time without achieving anything tangible or successful. Objectives carefully selected can play a huge part in forging a progressively successful career. Objectives should be crafted with the use of the S.M.A.R.T philosophy.
SMART is an acronym that stands for Specific, Measurable, Achievable, Realistic, and Timely. In essence a SMART goal is an embodiment of all these criteria to help focus your efforts and increase the chances of achieving that goal.

[bookmark: _Toc429685200]Specific

A specific goal should be specific well defined to ensure a high chance of the goal being accomplished. In order To make a goal specific, the five “W” questions must be considered:
1. Who - Who is involved in this goal?
2. What -  What do I want to accomplish?
3. Where -  Where is this goal to be achieved?
4. When -  When do I want to achieve this goal?
5. Why -  Why do I want to achieve this goal?
 
For Example, a general goal could be. “I want to live a healthy life” A much more specific goal would be. I plan on joining a gym and changing my diet and sleep pattern so I can become healthier.
[bookmark: _Toc429685201]Measurable

A SMART goal has to have attributes that would enable measurement of progress. In the absence of the aforementioned attributes, it would be almost impossible to measure progress and chart your journey towards achieving the goal. It’s relatively easy to discern if a goal is measurable. Just ask yourself the following questions
1. How much
2. What quality
3. How often
4. At what cost
5. By what time/date
 
For example, building on the specific goal above: I want to obtain a gym membership at my local gym, ideally I wont want to pay more than £25 a month for my gym membership. I want to work out three days a week at the gym in order to get healthier. I want to loose at least two kilograms within three months. Within twelve months of embarking on my healthy life style, I would participate in the London marathon.

[bookmark: _Toc429685202]Achievable

A SMART goal must be achievable by the goal setter. If its achievable, the gal setter will be in a better position to come up with a plan to realize the goal and work towards achieving it. The achievability of the goal should be stretched to make you feel challenged, but defined well enough that you can actually achieve it. Ask yourself:
1. Do I have the all the things required to achieve the goal? If not, what am I missing and what are the chances of me getting the things that are missing?
2. Has anyone been able to successfully achieve this goal?

Building on our example used under specific and measurable, I would depict an unachievable goal. 
Though I’d bed ridden for the foreseeable future, I’m going to get healthier by joining gym and using it at least 3 times a week. One of the first achievable for me would be working in the gym to build my leg muscles in preparation for running the London Marathon in twelve months time.

[bookmark: _Toc429685203]Realistic

A SMART goal must be realistic in that the goal can be realistically achieved given the available resources and time. A SMART goal is likely realistic if you believe that it can be accomplished. Ask yourself:
Is the goal realistic and within reach?
Is the goal reachable given the time and resources?
Are you able to commit to achieving the goal?

Build on our healthy life example lets articulate what we mean by a realistic goal. Once I join the gym I plan on loosing 50 kilograms within the first month. I also plan on running the London marathon in under 30 minutes within 12 months after I commence my new healthy lifestyle.

[bookmark: _Toc429685204]Timely

Time is an invaluable commodity, once lost or wasted it’s gone forever. It is a widely known fact that deadlines triggers most people into action, without deadlines, a lot of activities will go in in perpetuity. A SMART goal must be time-bound in that it has a start and finish date. If the goal is not time constrained, there will be no sense of urgency and motivation to achieve the goal. Ask yourself:
1. Does my goal have a deadline?
2. By when do you want to achieve your goal?
 
For example, building on the goal above: On August 1, I will obtain a gym membership at the gym on the high street. In line with my plan to live healthily henceforth, I will work out for at least four days a week. Every week, I will endeavour to loose one pound of weight. By the end of August at the very latest, I will have realized my goal if I lose four pounds of fat over the course of the month.
[bookmark: _Toc429685205]Conclusion

Once you have successfully identified and assessed your abilities, you’re well positioned to prepare and successfully execute your personal career development plan that will undoubtedly facilitate your career growth and lead you to ideal and suitable opportunities. You have identified strengths that can be leveraged to propel you into occupations and sectors ideally suited for you and your skills. 

Planning a career requires a considerable amount of concerted effort and work, however nothing can be more fulfilling than doing something you enjoy doing and getting paid for it. Make sure you enjoy the process because it will be a on-going career long endeavour because if one thing is certain, it is that change is inevitable and consistent for most of us and we will need to be agile in our approach and be prepared to make adaptations to our career plans during the course of our lifetime. Skills garnered today will most definitely prepare you for success today and in the foreseeable future.
Always remember, when you fail to plan, you plan to fail.
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