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[bookmark: _Toc110325561]Task 3 – Reflective portfolio[bookmark: _Toc110325562]1. IntroductionThe reflective portfolio will analyse the education skills that are important in the workplace. Professional career development is important to anyone and is the main aim of this reflective portfolio. Through this portfolio, the career path and the strategies that are needed to explore the employment opportunities will be discussed. Johari window analysis and SWOT analysis are used here to explore the employment opportunities for the HR manager. The available career options and the emerging trends in the UK labour market will also be explained in this portfolio. Some mentioned concepts' usefulness and how it has helped an individual to develop himself are also included in this portfolio.
[bookmark: _Toc110325563]2. Application of Career Path and Discussion of Strategies to Deploy for Exploring Employment Opportunities[bookmark: _Toc110325544][bookmark: _Toc110325564]2.1 Know Me[bookmark: _heading=h.tyjcwt][bookmark: _Toc110325545][bookmark: _Toc110325565]2.1.1 Personal SWOT Analysis	Strength 
· Excellent communication skills allow me to talk with many people (Bridgstock, 2019).
· Strong analytical skills help me to find quick solutions.
· Negotiation and conflict resolution skills open great dealing skills. 
· ICT skills increase job opportunities (Zacher et. al., 2019).
	Weakness 
· Discomfort during long meetings but long meetings with customers and other employees help to find solutions ‌ (Betz, 2021).
· Being a workaholic affects family life. 
· Overthinkers do not let focus on new activities. 

	Opportunities 
· Better job opportunities for having effective communication skills.
· Job opportunities in different fields will enhance knowledge (Zacher et. al., 2019). 
· Overthinking helps to get a solution sometimes. 
	Threats 
· Overthinking may cause anxiety which is not good for health. 
· The changing nature of the job market makes everything unstable. 
· The emergence of the pandemic has affected the nature of the jobs ‌(Citation, 2021). 


Table 1: Personal SWOT Analysis
(Source: Author)
[bookmark: _heading=h.3dy6vkm]

[bookmark: _Toc110325566]2.1.2 Johari Window Model	 Open/self-area or arena
Information about my emotions, behaviour, skills, and feelings are known to me as well as others. This is a dynamic area and with great communications skills, I connect with other people (‌Boogaard, 2021). Analytical skills, and conflict resolution skills are known to all my close ones. 
	Blind self or blind spot
I did not know that I am an overthinker and can do more than one task at a time. I was completely unaware of these but eventually, my friends informed me about those skills. I get to know that I also have good convincing power. 

	Hidden area or façade
I do not want to share some of my experiences with others. As the nature of jobs and the scenario of the labour market are changing rapidly, I am getting afraid that I may not get proper and suitable job opportunities (Corporate Finance Institute, 2020). 
	Unknown area
Unknown areas are not known to me as well as the others so, I do not have the opportunity to know much about them. 


Table 2: Johari Window Model
[image: ]
Figure 1: Johari Window Model 
(Source: Communication Theory, 2013)


[bookmark: _Toc110325567]2.2 Identification of Career Option Available to Me 	Rank
	Job Opportunities
	Reason for consideration 

	1
	HR Manager 
	Good communication and analysing skills will help to deal with the employees’ problems and find quick solutions.

	2
	Customer Service Assistant 
	Dealing with many problems at a time and communication skills will help me to solve the customers’ problems. 

	3
	Sales Executive 
	According to Bridgstock (2019), negotiation with the customers is the most important aspect of this job so, convincing power is also needed. 

	4
	Marketing Executive
	Knowledge of ICT and analytical skills are important to me. 


Table 3: Available Job Options
(Source: Author)
[bookmark: _Toc110325568]2.3 Strategies to Apply/Search ThroughResearch about what Graduates do: A report of the Higher Education statistics agency shows 76% of the UK graduates are working in highly skilled occupations. According to ‌‌Prospects (2022), they got this job within one year after finishing study. Websites provide valuable information about the target jobs and prospects in the human resource field.
Discovering options: According to KARAKIŞ (2020), an HR manager is a popular option for new graduate students. Balfour Beatty, BBC, BP, Royal Mail, Aldi and many more companies run graduate schemes which could be known from Prospects, My Future, and Target Jobs. I got to know about the Graduate Talent Pool and Knowledge Transfer Partnership in the UK from where diverse options would be discovered.
Strategies to find Employment: Besides using these sites like Target Jobs, My Future and Prospects I also used Indeed and LinkedIn to search for available jobs in the UK. I chat with the employers to know about the details of the jobs and their requirements.
[bookmark: _Toc110325569]2.4 How Emerging Options Fit My AbilitiesMarket Scenario: The employment rate in the UK has increased by 0.2 % after the pandemic. the unemployment rate decreased by 0.4 % whereas the economic inactivity rate increased to 21.3%. According to Erudera College News (2020), the number of job vacancies set a new record between October to December 2021 at 1247000. According to ‌‌Prospects (2020), the employment rate reached 29.5 million whereas the unemployment rate also fell during the pandemic period. 
Changing market scenario: Around 85% of the UK people are employed in the service industry. The wholesale and retail trade have employed around 5 million people in the UK followed by administrative, professional, and technical activities and the manufacturing sector. According to ‌‌Prospects (2020), the companies in the UK are investing in big data analytics and artificial intelligence along with HR managers to make their employees retained and efficient. The employees need to know the use of these technologies along with various other systems.  
My options: My ICT skills along with good adaptability skills will help to get a range of job opportunities in the field of human resource management. According to Erudera College News (2020), the demand for HR managers is increasing to know the employees better. The skills present in me will meet the capability of the HR manager perfectly. Dealing with various problems will allow me to handle different employees' problems. Analytical skills will help me to conduct the entire recruitment process and performance management better. 
[bookmark: _Toc110325570]3. Reflection on the Concepts that I Learned from this Module[bookmark: _Toc110325571]3.1 SMART ObjectivesGoals are important in every specific field of life. Goals may be academic or professional that provide a sense of motivation, direction, and a clear focus. According to the Corporate Finance Institute (2020), a target could easily be achieved by setting goals. SMART goals stand for specific, measurable, achievable, realistic, and timely. SMART Goals have pushed me further by giving me a sense of proper direction. I could easily organise myself to reach my goals. The gold needs to be specific, increasing the chance of being accomplished. According to ‌Boogaard (2021), people who engage in the goal, reason, and time for accomplishing. This has helped me to become more professional. Measuring the achievements is also necessary to measure progress because not all the set goals are achievable. So, I said those goals are attainable and have helped me to realise my strength. The timely finishing of the work proves the efficiency of attaining the goal. It has helped me to clarify my ideas and focus on giving more effort to use the resource effectively.
[image: ]
Figure 2: SMART Objectives
(Source: Corporate Finance Institute, 2020)
[bookmark: _Toc110325572]3.2 UK Employment Law and CareerAccording to Citation (2021), the UK employment law, was made to make the relationship between the employee and the employer fair. The National Minimum Wage Act 1998 in the UK ensures that all employees and workers get the minimum wage for their livelihood. The Equality Act 2010 states that no employees, are discriminated against based on their gender, age, race, ethnicity, or marital status. Apart from these, the Health and Safety at Work Act 1974 also needs to be maintained along with the National Employment Act. Knowledge about these ads is necessary because it will help all the employees to get concerned and aware of their rights. The employment act also covers matters like working hours, paid holidays, grievance procedures and maternity leave. According to ‌Citation (2021), knowledge about these acts will ensure that the employees are not being discriminated against so that they will work effectively. Regulation and guidelines that have been mentioned in these laws have helped me to protect myself from any kind of injustice.
[bookmark: _Toc110325573]3.3 Self-awareness MethodsThe ability to focus on oneself and analyse how one's thoughts, emotions and actions align with his internal standard is called self-awareness. Self-aware people have a high ability to control the outcomes as they understand themselves correctly. According to ‌Betz (2021), a better evaluation always makes them a good person not only from their heart but from their actions too. Self-awareness has allowed me to make better decisions as confidence is also developed by self-awareness. Communication skill with other people grows as I communicate with a clear intention and clarity. Great understanding between people and a matter occurs as it has allowed me to think from different perspectives. Controlling and regulating our emotions is necessary for the workplace and I have developed this skill by reducing stress. Reduction of stress also leads a person to lead a happy life. Workability and concentration are enhanced when a person is happy. 
[bookmark: _Toc110325574]3.4 Open-book Experience and Mock InterviewOpen book experience allowed the students to take notes during an exam. According to ‌Betz (2021), the ability of the students to find and use the knowledge and information on a particular subject is the main purpose of the open book experience. Through open book experience, another learning opportunity is provided to the students that help them to give tests with less anxiety. An open book experience is evaluating the student’s memory. I do not have much experience with open books but with the small experience, I could say that my attention power and memorising skills have developed up to a certain extent. Thus, I could get more knowledge from the training held at my workplace. A mock Interview refers to a practical job interview with a career counsellor where the process of answering difficult questions by developing strategies are being discussed. According to ‌Management Study Guide (2015), it helps to reduce stress before the actual job interview along with communication skills. Developing confidence during mock interviews has helped me to handle projects confidently in the professional field.
[bookmark: _Toc110325575]3.5 Learning Theories According to ‌‌Prospects (2022), learning theories offer fitness help to understand the use of information and the creation of knowledge. Five basic learning theories are Cognitive, Constructivism, Behaviourism, Connectivism and Humanism. These different theories apply to different cases that will help the teachers to make decisions on the learners' needs and choose the right institutional practices. The teacher helps the students to think differently and adapt the behaviour in the classroom according to cognitive behavioural theory. According to ‌‌Management Study Guide (2015), this helps the student to make themselves adapt to any situation in life and the professional field also. Thus, their confidence developed, and their life became easy. Fulfilling the learners made by the teachers also allows the learners to effectively learn. I am not particularly a visual or auditory learner, but I am a combination of both. My teacher understood this trait of mine, so she applied a particular method for me that has allowed me effective learning and success both in academic and job fields. 
[bookmark: _Toc110325576]4. ConclusionThis reflective portfolio throws light on an individual's preference for jobs and a detailed discussion of the strategies to explore the employment opportunities. Discovering those opportunities with the help of SWOT analysis and the Johari window model have been taken. Strategies to search for diverse options for jobs have been done from various websites like LinkedIn and Indeed along with the available graduate schemes in the UK. Big companies like Aldi, BBC, BP, and others run graduate schemes through Prospects, My Future, and Target Jobs. The second part of the portfolio focused on some concepts and the individual's understanding of those concepts and how they have helped him to develop as a professional. 
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[bookmark: _heading=h.1o23jpd7frku][bookmark: _Toc110325580]Appendix: 1Creating a Personal Development Plan
	Personal Target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Being Less workaholic 
	Maintaining a balance between personal and professional life
	Great energy will be achieved for work 
	not working for overtime and taking out some time for family
	Within 2 months

	2. Lessening the threat of covid on my job opportunities
	Developing my employability skills to get good opportunities
	I could get several opportunities for work
	development of soft skills and several other skills
	Within 4 months

	3. Being less of an Overthinker
	Through meditation 
	Being less worried about work 
	Being less anxious about anything
	Within 6 months
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