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[bookmark: _Toc18602884]Introduction 
Professional career development module is one of the modules, that were introduced for the Certificate of Higher Education in Skills for the Workplace students. As a student in term three I realise the huge impact this module had on us as students in Trinity St. David university. We learned different strategies for career development planning and personal reflection, to help us gain competence and confidence as future employees. 
 I choose to write a portfolio to demonstrate my understanding of professional career development module. I will use different tools to complete my portfolio, like a lifeline tool as a reflection technique to describe, where I came from and what I want to be in the future. SWOT analysis method will be performed to identify my personal strength areas, weakness, opportunities and threats. SWOT analysis is essential for further development, as well as creating action plan and employment goals.   A personal development plan will be demonstrated as SMART task table, to keep the motivation factor high and to realise the targets within a specified time frame.  Employability skills are extremely important to gain, have or develop, therefor I will highlight some of the skills I have or need to develop.
These tools or methods will help us understand the knowledge and skill needed to work effectively in the workplace, personal development, to establish employability goals and to develop action plan. Professional career development skill is very important skill to prove to the employers the employability and self-development. A designed professional career development plan is fundamental in order to enable job seekers to realise their ambitions and reach goals. (Cottrell, 2010)
Hence employers recruit the right candidate for the job, it is important for the potential employee to show high performance and appropriate talent.
[bookmark: _Toc18602885]Lifeline 
 Many people find it supportive to think back on their experience in order to think about their future. Also, to priorities things they want to complete in their life. Constructing a lifeline helps to shape the past and organise it, rather than having a confused picture of experience and events. This can be the first step towards considering the future and moving forward.
I was born and raised in Kuwait, as a child I never dreamed off leaving my country, family and friends. Unfortunately the Golf war in 1990 changed my life complete, Iraq, the neighbour country and where my mum is from invaded Kuwait in august 1990, I lost two older brothers in the war, one was a police officer killed the first day of the war and another brother 2 month later, who was a marine in the Kuwaiti navy. The biggest and most destroying part of my life was the waiting time to find a way to get out of my home country and seek shelter from the war. My mother took my 7 remining sibling and I and immigrated to Europe, we landed in Pollan at first. I will never forget the nice old couple, who provided us a shelter and food for a week in a town called Szcezecin near the Danish border.
 From there we took the fairy to Denmark, where we sought asylum and lived there for 20 years. The war made me a survivor; what dos does not kill make you stronger. The war experience helped me appreciate life more and al the thing and people I have surrounding me.
I had big dreams of becoming a Doctor, and help saving lives. Unfortunately, my dreams never became reality. My family had different plans for me and arranged a marriage in hope of finding the right way and person to secure my life. Living in different country and culture contributed in making me confused. Part of me adopted to the European lifestyle, the other part remained the typical Arabic girl. I could not accept many things in my marriage, which lead me to decide to leave my husband and leave Denmark.
I had 3 children and was pregnant and decided to come to England in a hope of finding my identity and my true me. I wanted to do so many things since I became a free woman. I had to see the reality, which was being a single mother with four children. I faced lots of challenges, tried to find work and settle down in a new country. Since my children were fussy eater of vegetables, I was forced to create new tasty recipes to help them eat healthy. This was my ticket to job as a chef in a nursery. After years of hard work and commitments, I was thinking this is the time to persuade my dreams and study, especially when my children became older and more independent. Last year in October I started studying the Certificate of Higher Education in Skills for the Workplace. I choose to study leadership and management in a hope of becoming capable of leading my own business to success. Now I am a student in university of wales, Trinity St. David’s in London, just finishing the first step of my study journey.
My life was not easy, but I managed tackling all the difficulties I was forced to go throw. Hope was my way of motivation. I want to do something with my life other than having children and being a housewife.  I want to study BA, open my café and became a successful business lady.
[bookmark: _Toc18602886]SWOT Analysis
 Personal SWOT analysis will help making the most of our talents and opportunities. Most likely success in life become easier once the talents we have are fully used. Identifying our strengths and weaknesses will help us avoid possible problems in the future. Also, to improve our self and our future. What makes SWOT analysis a powerful tool is that we can uncover opportunities, understand weaknesses, eliminate possible threats and use our strengths. SWOT framework will help us develop the specialized talents and abilities we have to advance our career and helps us achieving personal goals. (Bunting, 20 Dec 2015)
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Figure 1: SWOT Analysis
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 To highlight my strengths, I tried to answer the following question:
· What advantages do I have for example skills, certificates, connection or educations?
· What I am good at doing?
· What personal resource I have?
· What achievement I am proud of?
· What values I believe in?
· What network connection do I have?
I reached to some good strengths, that will help me obtaining opportunities and eliminate threats to achieve a solid professional career development plan. I have good communication skill, organization skill and leadership skill, that can help me achieving my personal and employability goals. My life determination is quite high, I am honest, trustful and helpful, which are good qualities to have.


[bookmark: _Toc18602888]Weaknesses
To find my weaknesses I had to consider from a personal and internal perspective and ask myself what I need to improve or what I avoid? I came to think about my short temper, which became a challenge in many ways. I do not have enough patience to solve problems or deal with difficult issues. Due to financial difficulties I have not been able to save a lot of money for my future project. I consider this as a weakness, since it will take me longer time to save the money, I need to open my café. Additionally, one of my weaknesses is my poor negotiating skill, which can be combined with my short temper. I need to improve these areas, since I am planning to open my own business, these to weakness could develop to possible threats. I work from home now, baking baklava from the scratch and sell them to customers, this is an opportunity, since I am growing a big customer base that will help me in the future to build up my own café business.
[bookmark: _Toc18602889]Opportunities
 I looked at my strengths, and asked myself whether these open my opportunities, I also looked at my weaknesses and asked myself, whether I can eliminate them to reach more opportunities.
I reached to, that I always have good business ideas, like new recipes of low sugar and low-fat desserts. Or simple decorations idea for my future café. My studies are a big opportunity to develop on the academic and personal level. I also have the chance to save more money from my entrepreneur work. I can gain new skills or develop the one I already have, by learning new techniques and tools, to meet opportunities in the path of professional career development.
[bookmark: _Toc18602890]Threats
What external obstacles I currently face at work or in the future. Brexit is one of the biggest threats everyone faces these days, we all heard about the financial crises Brexit will lead to, the currency is reducing in value, job opportunities is following dramatically and business in general is suffering major loss. Professional competition is also a threat, there is so many good cafes around the area I look to invest in, good bakery and high quality. I must come with a new idea to prevent competitors or deliver better service to remain in the competition.
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[bookmark: _Toc18602891]Kolb’s reflection theory  
There are different theories and techniques that can be used to reflect, one of these theories is Kolb’s reflection theory. An effective learning procedure is established through experience, reflection, conceptualisation and planning. (Kolb, 1983) 

[image: ]
Figure 2: Kolb’s learning cycle

[bookmark: _Toc18602892]Experience
New activities implementation process will form experience, unless we perform new jobs, we will not be able to learn from them. It is a learning process according to Kolb’s theory; new experiences will help improve an employee’s career development plan. (Kolb, 1983)
[bookmark: _Toc18602893]Reflection
the reflection process enables us to recall activities, how we feel about the experience, judge the experiences contribution and consider choices. It can further guide us to decide future action steps. (Kolb, 1983)
[bookmark: _Toc18602894]Conceptualise
At this stage a general understanding is established after the reflection process in the Kolb’s cycle. Conceptualisation of general idea directs the ability to observe the surroundings and strategies action plan at the workplace. Therefore, the lessons learned will guide individual action plan and career actions. (Kolb, 1983)
[bookmark: _Toc18602895]Plan
The last stage is planning. We plan action based on what we learned from the experience. The learning cycle will help us  choose course of action, therefore, a creative action plan allows us to undertake activities shaped by own experience. (Kolb, 1983)

What I have learned from previous experience can be reflected through Kolb’s reflection cycle to learn from mistakes, problems and situations valuable lesson. This tool is an amazing learning cycle, that can be used to plan action based on own experience.
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In order to develop professionally, the employee must expand the horizon of knowledge, by researching new information and adopting techniques. Also, by developing employability skills such as management skill to meet the intelligent standard required by the job. The developed knowledge will be used to reach the desired career goals. 
[bookmark: _Toc18602897]Communication Skill
Effective communication is very important skill for employees to develop in order to succeed in workplace. (Gracia, 2012)
to enable both vertical and horizontal communication in the workplace, an employee must develop and improve the communication skill. Furthermore, effective communication skill can lead to the employee’s voice to be heard, opinions and ideas taking as effective part in decision making process.

[bookmark: _Toc18602898]Verbal communication
Verbal communication is the use of words or sounds to send a message. Language is used to generate a verbal message. Effective communication is the ability to use of the right words to describe a message and deliver it successfully. Otherwise, the meanings of the message will be lost and misunderstood.  Verbal communication is the most common way people uses to communicate with each other, it could be face to face conversation, television, telephone, radio and other media. (Maund,A, Schriek,M, Tinkler, Paul K, 2017).
[bookmark: _Toc18602899]Listening 
Effective listening is the best way to be good communicator, which involves paying close attention to what the person says, ask question and rephrasing the conversation to make sure there is no misunderstanding. It may take time to listen carefully, efforts to repeat the words, but the outcome is effective communication, and it is worth it.
[bookmark: _Toc18602900]Nonverbal Communication 
The  body language, hand gestures, tone of voice and eye contact all define the message sent to the other person, we communicate with. A friendly and relaxed tone will make a difference in the appearance and will encourage others to communicate openly with you. Additionally, the use of eye contact will demonstrate that you are focused on the conversation and helps getting the other part attention. At the same time, it is important to pay attention to the  nonverbal signals while communicating with people. Often, nonverbal signals transport feelings and emotions. (L. Lewis, 2019)
I believe I have good communication skill, I need this skill in my intrapreneur work, to be able to communicate with my customer, supplier and negotiate a good price, that are profitable for both of us. A special communication skill is required at my work as chef in the nursery, that enable me to talk to young children and reach their level of understanding. At the same time, I use this skill with my colleagues and management team.
[bookmark: _Toc18602901]leadership skill
Employees leadership skill empower the professional career development. it motivates the employee to savour responsibility and position of power. Also, Leadership role will enable an employee to show his skills and talents. (Owen, 2017)
 There are essential skills that create an effective leader, these skills will improve the work preperformance in the workplace, such as people skills, mindset skills, career skills organization skills, behaviors and personal values. The skills will help talking real challenges leaders have to face, to observe and gather experience of skills in action, and to develop a formula for success. (Radcliffe, 2012)
Leadership should not be complicated, what make it count is to keep it simple. a leader should   show confidence and stay in control. I have good leadership skill, since I take care of my own business, run the kitchen both at home and at work. I believe I can improve my leadership skill, once I eliminate my short temper, sometimes it is difficult to deal with issues, once I run out of patience.

[bookmark: _Toc18602902]Time management skill 
How to organize responsibilities in priority list according to the time giving time is called time management skill. In order to be able to carry out varied responsibilities and tasks, the employee must manage the time given efficiently. A talented employee must carry out his many-sided functions and create his working skills. Time management must include planning and practice. 
The Eisenhower methods is one of the commonly used technique, which split the task after what is urgent and what is important. The Eisenhower method, also known by Eisenhower matrix defines the criteria important/unimportant, which are dropped and urgent/not urgent, which are done. This method is used to organize tasks, reduce distractions and to increase productivity.  (Eisenhower, 19 Sep 2018).
Professional people need to have or develop time management skill. This skill will reduce stress and confusion level. To be able to use your time effectively time management skill is a must. I use this skill daily, since I deal with serval things every day, my studies, work and family life. I always feel I need another 24 hours in a day, but once I become organized and plan for the events, I realise life become easier and I am in control.
[bookmark: _Toc18602903]Work satisfaction 
Work satisfaction is the powerful energy for motivating an employee to reach goals. We always seek for job fulfilment, as it will help us to stay functionable and creative. For me I need to enjoy my work, the aim is not only profit but also enjoyment. I enjoy baking, make people happy with my delicious recipes, I feel satisfied once I reach my goals.
[bookmark: _Toc531627080][bookmark: _Toc18602904]Employment goals 
The ambitious employee must aim for self-improvisation and professionalism. SMART is a management tool developed by Alan Chapman (Chapman, 2002), this tool can be used personally or within an organisation. SMART measures can be used to reach employment goals in professional ground. SMART tool can be used for management, personal development,  project management and employee.

Time-bound
      
Realistic
Agreed
Measurable
Specific
SMART TASK



Figure 3: SMART- task

To measure SMART all the goals need to be listed after the above shown criteria in figure 2. Stating from specific goals, what exact goals I have, if the goals are measurable, agreed, realistic and time bound. Time frame must be specific to create achievable goals.
I preformed SMART task tool on my goals and reach to the following:
	Skill or ability
	Specific task
	Measures
	Agreed
	Realistic
	Timing
	Comments/Action

	Academic goals
Degree in business
	Study business level 4,5 and 6
	Study hard and keep motivation high
	YES
	YES
	 2-3 years
	Study BA takes 2 years MBA takes an additional one year

	Own Café business
	Find a location, place then open the cafe
	Save money
Need time and efforts
	YES
	YES
	1-2 years
	Intensive search after a good location and spacious café. Business plan is ready
Work hard to achieve goals

	Own house with big garden
	Buy a house, renovate it 
	Use my saving
Find the right size and area
	YES
	YES
	5 years
	Waiting to open the café after 1-2 years plan to buy the house



[bookmark: _Hlk18522416][bookmark: _Hlk18522463]SMART Tasks: Specific-Measurable-Agreed-Realistic-Time-bound    
Table 1: SMART task

After listing all my future goals, I released it is possible with good planning to reach them all within the chosen time frame. I can use this tool as motivation factor, since I can see all my goals have a positive vibe, realistic and achievable with hard work and determination.

[bookmark: _Toc531627081][bookmark: _Toc531607684][bookmark: _Toc18602905]Personal Development Plan
 There are specific targets and goals I would like to fulfil by a specific time frame
1. I aim to finish my BA degree in business by the year 2021.
2. I will increase my search for a suitable place to open my café, within one year from now, in 2020 the café will to be open.
3. I will study MBA between 2022 and 2024, to allow enough time to establish the café business.
4. I aim to run a successful business and have between 3 to 5 branches in London by the 2029.
5. I will buy my own house with a big garden within 2 years from now. Time frame: before 2023.

[bookmark: _Toc18602906]Action plan
To be able to reach my personal development plan I need to list up an action plan, what steps need to be taken to reach my goals. 
· The first step is already taken. Last year October I enrolled in the university, the next step is applying to study BA in business or leadership and management. I signed in the application form and will hear shortly from my university with the outcome.

· The second plan is to expand my business from home. I want to get help from friends and colleagues if possible, to increase productivity and profit, this will lead to a bigger savings

· I started to save money three years ago, I will continue to so until I gather a deposit to buy my own café. The rest of the investment money will be a loan from the bank.

· To buy my own house with a beautiful big garden, I need to work hard at my café business, save money and take a mortgage.





[bookmark: _Toc18602907]Conclusion
Professional career development plan and guidance are necessary to increase job seekers and employees’ opportunities. Its utility will hardly fall since; career development plan and guidance provide central support to potential employees in reaching their desired profession and goals. In this portfolio important methods of career development plan have been discussed. Lifeline and SWOT analysis helped reflect and highlight important skills and strength. As well as opportunities were described, and threats identified.  In order to perform a career development plan, certain employability skills must be developed and improved. Effective communication skill, leadership skill and time management skill are some essential skills required to work effectively. The application of these skills will enable employees to increase their performance and decide the course of their career development plan. The personal reflective model propounded by Kolb’s was described as one of many reflection cycles. I decided to briefly mention Kolb’s reflection cycles since a SWOT analysis was preformed thoroughly. To list up my goals I used SMART task tool, which highlighted the specific, measurable, agreed, realistic and time bound goals. Employment goals are set to improve my working skill to reach career credentials. I will remine myself of my employment goals to keep a positive and healthy   work environment. Furthermore, I listed a personal development plan, which helped me identifying targets and goals within a specific time agenda. The detailed time framework will keep my motivation level high and overcome difficulties with greater discipline and energy. Professional development plan requires skills and techniques, that will improve our employability and design the career development to fulfil the ambition of obtaining a dream job or reach specific goals and targets.
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