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INTRODUCTION
My learning life improved progressively, from the beginning and now I can say that it is positive. This course offered an opportunity for me to prepare for work by improving my own learning knowledge.  A set of skills is very important for work life such as writing, speaking and listening.
 
[bookmark: _Hlk519520587]The first day of my course I knew that I was going to push myself to improve in many various aspects, for example reading and understanding context. Improving my communication skills was the most fundamental value for my learning skills. Technology skills, problem solving and working with others would be also very important to learn. By improving and developing all these skills, would give me more knowledge in my life. According to Norton Juster [1961], ‘It’s not just learning that is important. It’s learning what to do with what you learn and learning why you learn things that matters.  
My experience showed me that continuing onto higher education was the best option for me, learning new skills would help me to start my professional development life. It’s essential to differentiate myself by learning new skills, this can give me the chance to try something better for my future.
Going to higher education gave me more confidence and a chance to achieve my ambition and better professional life.                                        My new found self-motivation has given me strength to achieve my goals and become very motivated to achieve my ambition, as I know feel very confident in doing so. It is never too late to learn something.
1. Portfolio  
Having a portfolio can be beneficial to use as a tool to access my skills. Having all of the information provided from the portfolio in one space can enable me to see my progression level and achievements. This will allow me to spot my weaknesses and the areas I can improve on.
2. UNDERSTAND THE SKILLS AND KNOWLEDGE
CONCEPT OF SELF-LEARNING                                                                            
To have the ability to do what I need, to achieve my goals without any influence from someone else, I need to start acquiring knowledge. Self-learning give me ability to learn what I want when I want .
My best way, to start learning was verbally, this type of learning gave me opportunities to reading, writing, listening and speaking. Today, all employers need people with good employability skills, and most students need to develop learning skills to gain more knowledge in employability skills. I chose to go back to school to learn and gain more knowledge. Understanding other people and how they perceive you is very important for the work place. To be a good leader, I need to have excellent communication skills.
READING
The lecturer gave us many exercises and a lot of time to read many books, this encouraged me to improve my ability to read and improve my reading skills.
The campus gave access to the library, and during my free time I had many chances to read many books. By doing so, my ability to read started to improve. My reading helped me to better understand the lessons and listen to many things in a more knowledgeable way. Most of the free time is for reading books in the library. 
WRITING
By writing a lot, helped me to improve my basic writing. I know how to form sentences properly and correctly. The more I write, the more my confidence grows. Writing will help me with assignments and CVs. l can apply for many jobs and go to the job with more confidence. My writing skills have become more better than before. To get more chances to apply in any position in a work force you need to know how to write properly.                                                            Writing skills are a very important way of communication. In class we practice regular writing, and we do many practices from home work that is set. Before I did not know about academic writing, since I started this course I now know about it and can write assignments better.


LISTENING
Listening skills is the most important for me, because without listening you cannot do anything, I push myself to try to listen and fully understand my teacher in class and this skill has helped me a lot to understand more about my teacher’s lessons and people socially, in general.                                 
My ability to listen has improved considerably, my social life has become friendlier with other people. Listening enhances my ability to communicate effectively and exchange information in a more appropriate way. By developing these skills, gives me motivation to go out to a public place and have relations with new people because listening helps immensely with trying to understand other people.
Effective communication skills are very important in a work place. If I’m a good listener, then it could help me be a better speaker also.
SPEAKING
Speaking is beneficial in our lives. In class, the teacher helps us to speak in front of other people, this helped me to improve myself and gain confidence to express myself anywhere in life. I can apply to better jobs and go to interviews very confidently. As a better way of living life, we need to be able to make sure that we can communicate with each other.
Improving my communication skills gave me more assurance.                          In class the teacher gave us more practice, by making a group of students learn and communicate in a friendly atmosphere, this practice gave more of an opportunity to gain more confidence.                                         
Today, I can speak in front of the public with more assurance, I have the ability to speak more effectively and that can bring me to achieve my goals. Before speaking in public was very difficult for me, but now my learning has given me a chance to become a better speaker. If I do start my own business, I need to communicate well with my employees in a variety of different situations, we’ve got verbal and written communication and many other forms, by knowing all of them, I can have a good set of communication skills with my staff and effectively deal with any matter. To be a good leader I need to know how to handle problems and conflict between employees during a demanding situation.         

2. CAREER AND AMBITION
I’m a security officer and after many years in the security industry, I saw myself stuck in the same position, because I did not have any better skills to move on or apply for a better job. Then I decided to increase my knowledge skills, I set my goal to obtaining a degree. Ambition is very important for people who want to progress and achieve something in life.                                                             
After five years in this job I decided to go back to school, having a degree to make myself more employable was the best choice for me. I decided to learn something different, by learning IT skills would always give me an advantage. I wanted to be a business man, and so I had an ambition to be open to creating my own business. Opening a restaurant and car wash are my ideal business plans, I needed to be more skillful in many aspects. Learning and improving myself to achieve my goal, I needed to be more objective. I have the desire to move from my current job and onto something better.
                              Self-motivation                                                             
By having an effective communication skill- this ability would help me to communicate effectively with my staff and give me the ability to manage people around me, as solving problems is important in the work place. My motivation to prosper is high, already working under pressure previously, my last job gave me the practice of always being on time, and the ability to adapt in many situations. I can work under pressure, to be a self-employer I need to know how to solve many problems, have great leadership skills and having confidence to communicate would ensure that all the organizational objectives are achieved. I looked on how to open my new structure car wash, to work on my own.
                                     AMBITION    
[bookmark: _Hlk519520905]I needed to be more skillful and build trust and respect with other people. To be a good leader I need to have many qualities such as, honesty and integrity, being able to listen to people, being capable of demonstrating attention to details, able to present ideas, (both written and verbal). Having a great quality in terms of planning and organizing will help with managing my time. Making a work place safe to live and work is also important, and a positive attitude can be a good thing for employers and employees at the workplace.                                             Having effective communication brings all member staff to work in good environment and make good relationships between customers. I would try to achieve my new learning experience and enjoy my new life in the best way possible. My goal will help me to achieve something better than I have currently achieved now. Having job experiences could also help me to stay competitive. According to Sylvia Mathews Burwell, `Job training empowers people to realize their dreams and improve their lives’. (S.M Burwell, [2002]). 
Work experience is very important because I can use it as firsthand experience with a particular job, when I apply for a respectable job. It is the best way to demonstrate this skill through job experience. Gaining job experience can be very useful and make a difference between new employees.

 3. PERSONAL DEVELOPMENT PLAN 
[bookmark: _Hlk519520916]Modern life requires everyone to have good qualifications, today many companies employ only people with good qualifications. Communication skills are the first set of skills that employees need to have first. Many companies want to recruit people with good personalities, excellent communication skills and an overall excellent work ethic.                                              All these skills can create a happy environment to encourage and help employees to produce good performances and complete the job more efficiently. The development of modern technology gives employers opportunities to demand more quality employees who have multi skills to do distinct roles.                                                      ‘Knowledge is of no value unless you put it in to practice’.  -according to Anton Chekhov. [1889]                                                             Technology skills are the main factor in our society, computer and many data systems take control of the world, the modern technology system is inevitable. This condition making ourselves become more competitive within the job market. Having good technology skills is the best way.                                                              
All our life is followed by modern technology. With modern technology we can know our company performance and predict results in advance. With modern technology, companies can provide latest information in time. Excellent communication skills can attract new customers and inform them about new things.
 The faster growth rate of modern technology creates more concurrences between companies. Many employers want graduates who have got a range of skills, this can be beneficial for many workplaces. Being able to listen to others is very important. Honesty and integrity can drive your company in a positive way, being able to present innovative ideas verbally and written can give you confidence to progress.
Demonstrating attention to detail can be beneficial within the work place to help avoid mistakes. Having the ability to make decisions and solve problems can be very helpful in our career. Being at work on time is the first thing I should do every day. Positive attitude and communication skills, knowing how to speak, write and listen can be very beneficial for our progression in the work place. Improving my personality and appearance can be beneficial for my career. Being able to listen to others gives more confidence for me to be able to manage my relationship between people and create a happy environment at work. My own responsibility is very important.          








Learning Styles
Applying your strongest learning style to your everyday life, whether it be auditory, kinesthetic or visual, can really benefit how you go about your life. For e.g. within the workplace if you have a team project and you have to think of a way of presenting your idea to your team mates, you can create a visual poster if that is your preferred method of learning, which may be able to introduce a new learning style to your team mates and that can also benefit them as well

                
Professional Career and University 
Primary Learning
Home learning
Job and training
Secondary and further education learning
31   to   40
19             to         30
12            to           18
5        to           11
1                          to                     4
-
+

                                                 Summary: 
I spent time learning at home from 1 to 4 years old and started my primary learning at primary school when I was between the ages of 5 to 11. I then did my secondary education from the ages of 12 to 18. Then I later pursued a job and started working and training at 19 all the way to 30, until I decided to go back to University whilst having a professional career from the ages of 31 to 40.







4. PERSONAL SWOT ANALYSIS AND CAREER IMPROVEMENT 
Strengths                                                                                                                  
[bookmark: _Hlk519521029]My ability to work in a group has given me more confidence, in groups I can make my work more better with other team member to be surer that everything is fine. I want to put more time and effort to learning modern technology systems, because of the rapid change of modern technology is considerable, and we need to update our performances.                                                                               I feel confident in self-management, I can organize my time well and get all tasks done without any pressure. I have more technology skills, I can use them to solve many situations at work and to improve results. Actually, my English speaking is much better, because I improved my learning during my time in school. I also improved a lot in IT lessons, I’m a very polite person, I have the ability to speak to everyone.                                                                                 8 essential employability skills according to Wels [2013] 
1. Communication 
2. Teamwork 
3. Problem solving
4. Self-Management
5. Planning & Organizing
6. Technology
7. Learning
8. Initiative 
My previous work experiences did not give me a chance to increase my knowledge in modern technology. To be more employable I needed to study and have more skills, because most employers need graduated people. Many employers need people who are multi-skilled. Only self-motivation is the force that can keeps pushing me to go forward and learn more new skills.                                                
OPPORTUNITIES   
The opportunity to learn and improve my skills, I can apply for a better job in the future. I am flexible to work anywhere in the world. Being flexible gives me the chance to travel and explore more jobs in the work market.                                                                    Effective communication skills can give me opportunities to change and manage my life, explore other possibilities to be promoted in my career. Learning new skills gave me chances to apply for better paid jobs and in turn a better life. Good listening skills can give me self-confidence to communicate with friends at work.                                                                

THREATS                                                                                                                 
The rapid growth of modern technology gives more threats to many companies. Improving in more aspects is a big challenge in business strategy. Updating your knowledge needs to be prioritised. Many companies want to employ people with multi skills, because of this threat I need to update my knowledge every time to stay competitive.
TEAMWORK SKILLS AND SOLUTIONS
The modern society today needs more people to work in groups, because working individually can sometimes not be powerful enough, and can be slow and not as productive than with working as a group. Working well with other people as a team is important. This quality of work can give effortless ways to cope and adapt with people from diverse backgrounds, and positive attitudes to finish my work, with superior results.                                                                BRAINSTORMING is the best option to progress and create a good decision and idea for work. 
Many companies need a group of good workers to achieve their goals together in the easiest way. In teams, everyone is clear about their job and responsibility and can give good performances and contribution in completing the task. Ensuring safety in the workplace is very effective for working employees. Flexible work time can help employees manage themselves if any emergency situation arrived. Decision making and problem solving is the skills which will be most required by the employers. Many employers want to recruit people who have the ability to think critically, to take decision and then solve problems effectively and efficiently.                                                                                            
Interpersonal skills are an effective way to communicate between people at the workplace. These styles benefit employers and staff. With this style of learning I can have honest communication with other people effectively, it is vital in all part of work life, it is the best way to function in groups because it is helpful, I can also use it to develop my learning skills.  
INTRAPERSONAL SKILLS
Intrapersonal skills are the ability to communicate by yourself and understand your own thinking, some people like to organize their life alone and need people to help them. This quality helps us to be determined and have effective communication with positive attitudes all the while becoming more confident.   
KINESTHETIC SKILLS
In this type of learning technique, the learner can only use visual and auditory techniques to study, which means you need to remember many things visually. To be a kinesthetic learner you need to be a good planner and a very organized person. This strategy of learning many students don’t use, because it needs too much technique. 
                                         

                                [image: ]
VERBAL SKILLS                                                                     
This is the best way people like, because it is friendlier (in regard to others) and easy to practice. You must show that you’re an attentive listener, it helps also to improve your communication skills. You can speak with more confidence, have a good communication to help connect with people and connect you to many other relationships. To apply any job this quality is very important to have, before going into an interview. Verbal communication is the most used in work life.             Speaking with confidence gives more assurance at work or anywhere in the world.       
LOGICAL SKILLS
This style is to think normally with arguments to be able to give a good sense of advice to others. This one is sometimes used to assess people to know their level of thinking and to analyse something in a better way. This keeps your brain exercising and gives the ability to resolve any problems in a clever way. Becoming more logical gives the possibility to work out your brain.                              
                                            AUDITORY SKILLS
This type of skill refers to how well someone is able to listen to key information. It is very helpful in order for an individual to build up a lot of important information. It helps individuals to also develop their learning journey. So, in many ways it is beneficial for many individuals.
 
QUALITY TEAM WORK
To be a dynamic team employee is to be able to brainstorm ideas and present them positively and confidently to colleagues. This style allows for an uncomplicated way for employees to present their values positively in any situation within the workplace. Teamwork has become, the best style for many organizations. Flexibility can be a good possibility to manage their time perfectly.
Many problems can arrive at work and can be easily identified because working in a group is a better advantage to solving a problem. Team working is a desirable choice and important for the strategies and organization in the workplace. Many organizations use it.                         
Having the ability to work in a team could also help me to achieve my performance level, and to be a good team member I need to able to communicate clearly with my team.
 Many employers want employees to be involved in every action and to be able to take the best decision when facing tricky situations, have dedicated team members who perform good to achieve their goals is very important. Communication is most important for keeping the line of working progressively. To produce a dynamic team Tuckman’s style (1965) has types in order to ensure that everything is working smoothly. There are 4 types:
· [bookmark: _Hlk519521461]Forming 
· Norming 
· Storming 
· Performing  
All the types of stages are beneficial in helping my personal development. It is also helpful in working in teams, so employees can contribute their individual skills to combine their goals. 
Developing teamwork skills in the workplace is very important, because the competition in the market has become more difficult.
Many companies need a strong organization with effective qualities in work and team leaders.                                   	 LEADER to set an unclouded vision for the organization, be ready to delegate some tasks and to be a trustworthy staff member. Respectful to other team members, to have effective communication skills and to be able to listen to all staff members are all essential values in being a team leader. To able to negotiate and make decisions to solve problems, be fair so everybody at the work place can receive the same advantages and treatment. A confident leader is good for teamwork because they would need to keep reminding employees to be more positive at work. Effective communication is important.                                                                   My role in group, I would prefer to be an auditory person, to have the ability to listen to others and have skills to make decision and responsibility to resolve a problem. 
PROBLEM SOLVING SKILLS
Problem solving is part of job life. In fact, I would say that any profession regards management. The problem can stand at any management level, and our responsibility is to have the ability to identify the problem and use available resources and methods to resolve the problem. We exercise these through many various activities in class. This skill is also good for life, because this can help us cope with many bad situations. 
ORGANIZATIONAL SKILLS
Being organized and methodical to complete a task, you need to have quality and time. These skills are very important if I want to achieve a superior quality of work.                                                                             
ABILITY TO LEARN AND ADAPT
Having the ability to adapt to new situations and learn about work life can be sometimes more difficult and we need to be ready to adapt ourselves in different forms of new coming. These qualities of skills are profitable for my job life development and beneficial for the employer also, and the workplace will become a suitable place to work. Many people learn news skills to improve their life and to improve at work.

5. EMPLOYMENT OPTIONS AND CAREER PLAN
Learning more skills gives more chance. Social intelligence is needed as a very skill for employment. I cannot limit myself to only one option. 
After obtaining my degree I would like to apply for a good job, because I want a higher job salary, I would prefer to apply for a job which can fit me by registrar, my name online in social media job searches like Facebook and LinkedIn, make sure I have a good CV, search for local job centres, and let family members know about the type of job I’m looking for. I need to maximize myself with many and various people to have a greater chance of finding a better job more quickly.
 I need to be more confident and create more opportunities to open doors to the access of finding a better job. Communicating effectively is very important in all careers, between colleagues and other people regarding race, gender, age, religion, nationality, and disabilities for all people.  At work, public interest is more important to know. Exploring many options would help to find a job more quickly, being confident is very important for every part of my life.                                                                                                        
[bookmark: _Hlk519521548]Any contract for a job full time or part time I need to apply first, I need to prepare for any interview by learning some impressive answers and being ready to show the employers how much confidence, enthusiastic and a positive person I am. According to (Andrew Fennell,2018) ‘ you should tailor your CV accordingly to reflect the requirements of each job’–for it to stay relevant to what the employer wants to see.
I’m feeling more confident to go to any interview with better knowledge. Applying for a flexible job can be helpful with managing my family. Availability is very important in the work place, being ready to give your availability at your workplace is a positive action.  Having a good ethical conduct in the workplace shows that employees are happy in their company, the employees responsibility is to set and achieve goals, creating a good environment. 
Knowing how to plan my goals and work effectively can be very productive for my workplace. Learning new skills help to stay in jobs and bring more initiatives at work. Because of intense competition in the work market, most employers want to recruit people with multi -skills.                                               
                               
CONCLUSION                                                                                                                                                                                                
The opportunities of learning new skills have had a significant impact in our working lives. Students are more likely to take more responsibility and become more autonomous in any environment. Overall, I do feel more positive and confident. It is easier for employers to trust you if you present to them that you have self-confidence which also represents powerful communication skills during an interview. The ability to use technology effectively boosts my confidence to stay informed and necessary within the current job market.                










References:
1. 
goodreads, 2018. Norton Juster. [Online] 
Available at: https://www.goodreads.com/quotes/441081-it-s-not-just-learning-that-s-important-it-s-learning-what-to
[Accessed 10 08 2018].

2. Sylvia Mathews, (2018)

Mathews, S., 2018. Burwell Quotes. [Online] 
Available at: https://www.brainyquote.com/quotes/sylvia_mathews_burwell_629762
[Accessed 10 08 2018].
3. (Chekhov, 2018)

Chekhov, A., 2018. BrainyQuote.com. [Online] 
Available at: https://www.brainyquote.com/quotes/anton_chekhov_119058
[Accessed 10 08 2018].



4. (Taylorandfrancisonline, 2015)
Taylorandfrancisonline, 2015. Employability Skills: Student Perceptions of an IS Final Year Capstone Subject. [Online] 
Available at: https://www.tandfonline.com/doi/full/10.11120/ital.2011.10020004?scroll=top&needAccess=true
[Accessed 10 08 2018].

5. Tuckman’s style [1965] (Abudi, 2010)
Abudi, G., 2010. THE FIVE STAGES OF TEAM DEVELOPMENT: A CASE STUDY. [Online] 
Available at: https://www.projectsmart.co.uk/the-five-stages-of-team-development-a-case-study.php
[Accessed 10 08 2018].

6. Andrew Fennell (2018)

AndrewFennell, 2018. How to tailor your CV for different jobs. [Online] 
Available at: https://www.cv-library.co.uk/career-advice/cv/tailor-your-cv-different-jobs/
[Accessed 10 08 2018].




                                             

image1.png
Visyal &
Aoy §
Kingshetc




