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[bookmark: _Toc65830723]Executive Summary
For this report I reflected on the employability skills I would need to achieve my smart goal and how I can apply my learning styles to reach my objectives.
I have started by listing what I have learned from each attended lecture so far, the challenges I came across and my strategies in overcoming them.
Into the Main Findings I have identified a SMART goal that is relevant to my professional and personal development.
I followed up with a personal SWOT analysis and I then tried to convert some of my weaknesses and threats into opportunities. 
	After a brief definition of employability skills, I have touched upon the ones I am looking to improve and why they are important for my growth. I followed up with a Personal Development Plan and named three learning objectives and how I can achieve them by applying my learning styles.
	
	

[bookmark: _Toc65830724]Terms of reference
	The current report has been requested by Melanie Squire to demonstrate the importance of self-awareness and our understanding of the employability skills and the knowledge required to progress in our professional career. 
The report has been compiled by Corina Cernat with the submission date of 05.03.2021.

[bookmark: _Toc65830725]Procedure 
For this report I have consulted the online library and accessed books, journals and other websites recommended by the lecturer. 
I have also completed three of learning styles questionnaires and submitted my results in the main findings. 


[bookmark: _Toc65830726]Introduction
Professional development is important for our career success as it allows us to gain knowledge and skills required for workplace.
Employability is rapidly changing and whit it, the skills required for success. As individuals we put ourselves under pressure to be more competitive and thriving in our career path. 
[bookmark: _Hlk65784363]For most of the students, employability is a strong reason for enrolling in academic learning (Wharton, Goodwin and Cameron, 2014) as it is a way to continue our personal growth and gain new skills deemed necessary for our career progression too.
Employability can be defined in several ways, and it includes both a set of achievements that can make individuals more likely to gain a job and be successful in their chosen field (Yorke, 2004) and the ability to gain critical thinking and self-reflection (Harvey, 2003). 
Self-awareness and critical reflection are very important tools for our personal development. They bring numerous benefits on different aspects of our life (Cottrell, 2015), work and studying, improve our relationship with others, time management and organisational skills, opportunities we can pursue.
Self-awareness serves as a continuous motivation for our priorities and allows us to understand our values, how we interact with others and how we can measure our achievements (Covey, 2004).
 Through this report I am looking to reflect on my learning journey, present the employability skills I am looking to further improve for my professional development and how I can achieve my SMART goal.
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[bookmark: _Toc65830728]What did I learn?

During the first lesson I have learned about the importance of self-assessment for improving my personal and professional development. 
We were also presented with the SWOT analysis and we learned how to set up a SMART goal.
	The SWOT analysis is one of the most used business tools to help planning the organizational strategies (Ghazinoory et al, 2011), but due to its versatility, has also been applied to career development (Addams and Allfred, 2013)
We have also been presented with some of the most used personality profiling and learning styles questionnaires and asked to complete them and share our results.
	The following week I learned about employability skills, how we can obtain them and overcome the potential barriers in our development.
	A first attempt to define the employability skills belongs to Becker (1964) who tried to separate general skills that were necessary in any workplace from the specific skills, that can be required by one employer.
The general skills have been given different names across the time and have been identified with employability skills by Harvey (2001) and Brigstock (2009) and are defined as the ability to find a job and keep it.
After identifying the employability skills, I have then set up three learning objectives in my Personal Development Plan that will help me achieve my SMART goal and improve the skills that are further required for my professional growth.
The Personal Development Plan (PDP) is one of the most important tools for self-growth and   helps us to improve our performance and learning to plan effectively for our goal achievement on three different levels: academic, professional, and personal. (Cottrell, 2015)

[bookmark: _Toc65830729]What challenges did I face? What learning and development strategies can I employ to overcome them in future?

Initially I found challenging having to accommodate the lectures with my existing schedule. Although I am a part time worker now, majority of my time is spent looking after my son who is only two. I realised how important it is to plan effectively so I can find childcare for him and allocate the time and other resources to my lectures and self-learning.
When we attended the first lecture, I found a bit difficult to compose my SWOT analysis, especially thinking about my weaknesses and threats I face. After exploring the employability skills and learning about the importance of time management, I realized it is one of the skills I urgently need improved.
In order to overcome this challenge, I have created a time management sheet where I am incorporating all my daily activities and I am prioritizing what is needed.

[bookmark: _Toc65830730]How can I apply this learning to my personal professional career development “journey”?

Self-assessment will help me in knowing my strengths and weaknesses, how to overcome them and increase my work performance. I also find that knowing my personality type and my learning styles will make be more efficient, plan wisely and continue my learning journey over the next years.

[bookmark: _Toc65830731]What follow up work and research did I undertake?

	During the first lectures we have been presented with the Johari Window (Luft and Ingram, 1961) a tool intended to encourage behaviour communication and self-awareness. It is built from four regions, each of which represents information about the individual and whether that information is known or unknown to the person or the others (open area, blind spot, hidden area, and unknown).
	It presents numerous advantages for individuals as it improves interpersonal relationships, communication, team development and group dynamics (Suresh, 2016).
	It has drawn my attention and I tried to apply it to myself to help me with my personal development.






	Known to self                                                 Unknown to self

Known to others 					
	
	

Unknown to others


	Another research method I undertook was to use Gibbs reflective theory (1988) on creating a reflection about returning to education. 
This reflective theory is the most used one and consists of six components: description, feelings, evaluation, analysis, conclusion, and action plan.
The last part of the six components, the Action Plan, has helped me in setting some of my learning objectives for my current PDP.

[bookmark: _Toc65830732]	SMART
My goal is to complete level 4 and level 5 of Skills for the Workplace course by the end of 2023. 
This goal is SMART as it meets all five requirements:
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	For the purpose of this report, I have tried to identify my strengths, weaknesses, opportunities and threats as accurate as I could, although I found it a bit challenging as is not something I think of everyday.
	Thorough my learning journey I am looking to take advantage of all the resources made available to improve some of my weaknesses, like verbal communication and poor time management skills. These are important skills for my personal and professional development and will help me achieve my SMART goal.
	One of the threats I identified is a high competition on the work market, but with the help of this course I will be gaining new employability skills that will offer me advantages when it comes to my career progression.


	STRENGHTS
· Digital skills
· Attention to detail
· Quick learner
· Empathetic 
· Good at working under pressure
· Resilient
· Team worker
· Experience in customer service 

	             WEAKNESSES
· Poor verbal communicator
· Shy
· Overanalytical
· Low self confidence
· Avoiding conflict
· Poor time management skills


	OPPORTUNITIES
· Continue learning.
· Gaining new skills that will help me progress in my workplace.
· Better pay.

	THREATS
· Big pause from academic learning 
· High competition on the work market
· Covid-19 effects on the workplace 
 





[bookmark: _Toc65830734]Learning styles
	Throughout my self-awareness journey I have also completed some of the most important learning questionnaires that revealed my learning styles.
	The Learning Style Questionnaire developed by Honey and Mumford (1986) was intended to identify learning style preferences of management trainee and it measures four different styles: activist, reflectors, theorists, and pragmatists.
	Upon completion I came across as a reflector and pragmatist. I was not surprised by the results as I like to observe from different perspectives and always think thoroughly before concluding. As a reflector I am always very cautious about everything that surrounds me and I tend to overanalyse things, which sometimes can be in my detriment, like having to take a decision under pressure. Although I am aware of the implications this has when it comes to decision making, I am trying to improve by being more self-conscious about it. My current workplace is very fast paced, and my role requires me to often take a decision quickly and this is when I remember that I can not afford to waste precious time and act fast.
	The second result from the questionnaire indicates I am a pragmatism and again I was content about the accuracy of it. I identify myself with majority of the characteristics, I always preferred practice to theory, whether it is work or school related, and sometimes I am impatient when it comes to actions I need to complete. 
	I find this characteristic links very well with another learning questionnaire completed, Vark, developed by Neil Fleming (1992). According to the results, I am mostly kinaesthetic learner, which means I learn by using all my senses, I need to try the things myself to memorise them. I can always remember experiences more than words or if I am given practical examples. One of the less positive things about this style is that I find I lose my focus if I just have to watch something that explains pure theory and I can’t learn about it unless I find a way of practicing it.
	The last questionnaire helped me identify my personality profile and again I was impressed by its accurate outcomes. It is the one created by Myers Briggs (1985) and one of the most known personality tests. 
	There are 16 learning styles formed by a mix between four measurements and a tendency for a certain procedure (Tzeng et al, 1989). These personality types are listed in the table below.
	[image: Table

Description automatically generated]
Tabel 1. MBTI personality types (adapted from Kamal and Radhakrishnan, 2019)
The type I identify with is INFP, also known as Dreamer, and is characterised by introversion, intuition, feelings, and perception. The personality type revealed helps me realise that I have come to know myself a lot better over the years, I knew I am an introvert, I have and will continue to rely on my intuition in many situations. Feelings have always been important to me and I find myself taking decisions based on them. As a perceiving person, I find that I can adapt quickly to changing situations, although is not something I enjoy, but helps me be resilient. One less positive thing about it is that I can also start more projects at the same time and find it difficult to complete them.

[bookmark: _Toc65830735]Employability skills
For my personal development I identified several employability skills that I would like to improve:
•	Presentation skills
•	Time management
•	Verbal communication
	These skills are important as they will help me be more productive, efficient, feel more confident. I find they are essential in achieving my SMART goal but will also help me in my career development.
	I am looking to develop them by doing more learning, research, prioritise important things, learn to delegate, practice more for a presentation. 
	I expect to encounter some barriers over the time, like finding the necessary time to allocate to my learning and research as I am also working and looking after my family, I need to find a work life balance.
	Another barrier might be losing my motivation or focus, not having enough self-confidence. In order to overcome these barriers, I have drawn a Personal Development Plan to monitor my steps and help me achieve my goals.
	

[bookmark: _Toc65830736]PDP
To achieve my SMART goal, I have identified three main objectives that require further development and I have detailed them in the plan below.	
	As a kinaesthetic learner I need to be actively engaged with what I am learning, and I will need to perform practical activities., like the ones detailed in the plan. I have the tendency to start working on several tasks at the same time and not finishing them or leaving it to the last minute and with the help of this PDP I am hoping to improve my skills and become more productive.
2


	Development objectives
	Specific actions
	Barriers and how will they be removed
	Support required
	How will I know when I achieve my objectives

	1. Improve Self learning
	Apply my learning styles
Read every week from the bibliography suggested. 
Work on my assignments each week
Ask for feedback and book 1-1 lessons
	Finding the time- write a list of priorities and stick to it
Leave work for the last minute- Focus on one part of the assignment at a time
	Computer
Library
Online resources
Family 
	My assignments will be ready on time

	2. Improve verbal communication
	I am looking to practice my public speaking every week by doing mock presentation in front of my family, speak in every team meeting at work and during lectures
	I am feeling nervous every time I speak in front of someone I do not know, but I will practice my presentation skills more often in front of my family and friends
	Friends
Family
Work and school colleagues

	I will be able to speak publicly with confidence.






	3. Improve time management
	I will need to keep a journal, prioritize, and plan ahead, stick to the plan and set goals with realistic deadlines  
	Will not be able to find a balance between work-school-family time- keep a time management schedule and prioritize 
	Diary
Online calendar
Books 
To do list 
Family 
	I will become more efficient and have more time to spend with the loved ones



2

[bookmark: _Toc65830737]Conclusion

	Employability skills are rapidly changing but they remain at the heart of professional development. 
	Self-awareness and critical thinking should be used constantly not only during our learning journey, but also in different moments of our lives as it brings numerous advantages and is essential for our development.
	After becoming aware of the importance self-awareness has for our growth, I am grateful I managed to identify my strengths and weaknesses, as well as the employability skills I need to improve.
	I am looking forward to continuing with my research and gain more knowledge from the lectures and the resources made available. After identifying my personality type and learning styles, I am hoping to improve my self-learning methods and reduce procrastination.
	I am feeling confident about the Personal Development Plan and that it will help me to remain motivated throughout my learning journey and most importantly help me achieve my SMART goal. 
	

[bookmark: _Toc65830738]References
1. Addams, L., Allfred, A. T. (2013). The first step in proactively managing students’ careers: teaching self-SWOT analysis. Academy of Educational Leadership Journal; Arden Vol. 17, Iss. 4, (2013): 43-51., available at https://search.proquest.com/openview/1531d28cc13854421b6136e094cb9f92/1?pq-origsite=gscholar&cbl=38741, accessed on 02.03.2021
2. Becker, G. (1964). Human capital. Chicago and London: The University of Chicago Press.
3. Bridgstock, R. (2009). The graduate attributes we’ve overlooked: enhancing graduate employability through career management skills. Higher Education Research & Development, 28(1), 31–44.
4. Cottrell, S. (2015), Skills for Success. Personal Development and Employability, Palgrave Macmillan
5. Covey, S.R. (2004), The 8th Habit: From Effectiveness to Greatness, Free Press, New York
6. Fleming, N. D., Mills, C. (1992), Not Another Inventory, Rather a Catalyst for Reflection, To Improve the Academy, Vol.11, p 137
7. Ghazinoory, S., Abdi, M., Azadegan-Mehr, M. (2011). SWOT methodology: a state-of-the-art review for the past, a framework for the future. J. Bus. Econ. Manag. 12, 24–48, available at https://www.tandfonline.com/doi/abs/10.3846/16111699.2011.555358, accessed on 02.03.2021
8. Gibbs, G. (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford
9. Harvey, L. (2001). Defining and measuring employability. Quality in Higher Education, 7(2), 97–109.
10. Harvey, L. (2003). Transitions from Higher Education to Work: A Briefing Paper Prepared by Harvey, L (Centre for Research and Evaluation, Sheffield Hallam University), with Advice from ESECT and LTSN Generic Centre Colleagues, available at http://bit.ly/oeCgqW, accessed on 03.03.2021
11. Honey P, Mumford, A. (1986) The manual of learning styles. Peter Honey, Maidenhead.
12. Myers, I.B., (1985) Manual: A guide to the development and use of the Myers-Briggs type indicator., Palo Alto: Consulting Psychologists Press.
13. Kamal, A., Radhakrishnan, S. (2019). Individual learning preferences based on personality traits in an E-learning scenario. Education and Information Technologies, 24(1), pp. 407.
14. Luft, J. (1961) The Johari Window: A graphic model of awareness in interpersonal relations. Human Relations Training News, 5 (1), 6–7
15. Suresh, S. (2016) Communication and Education Technology, India: Elsevier Health Sciences.
16. Tzeng, O. C., Ware, R., Chen, J. M. (1989). Measurement and utility of continuous unipolar ratings for the Myers-Briggs type Indicator. Journal of Personality Assessment, 53(4), 727–738
17. Wharton, C. Y., Goodwin L. J., Cameron A. J. (2014). Living up to Our Students’ Expectations: Using Student Voices to Influence the Way Academics Think about Their Undergraduates Learning and Their Own Teaching. International Journal of Higher Education 3(4). Available at https://doi-org.ezproxy.uwtsd.ac.uk/10.5430/ijhe.v3n4p72, accessed on 02.03.2021
18. Yorke, M. (2004). Employability in Higher Education: What It is – What It is Not, Learning and Employability Series No 1. York: Higher Education Academy


[bookmark: _Toc65830739]Appendices
[bookmark: _Toc65830740]Honey Mumford Questionnaire
[image: Text

Description automatically generated]
[image: A picture containing text

Description automatically generated]


[image: Text

Description automatically generated with medium confidence]
[image: Table

Description automatically generated with medium confidence]

[image: Table

Description automatically generated]
[image: Text

Description automatically generated]
[image: Text

Description automatically generated]
[image: Text

Description automatically generated]
[image: Text

Description automatically generated]
[image: Text

Description automatically generated]

[bookmark: _Toc65830741]Myers Briggs Questionnaire

[image: Text

Description automatically generated]
[image: Table

Description automatically generated]



[bookmark: _Toc65830742]Vark Questionnaire

[image: Text

Description automatically generated]
[image: Text

Description automatically generated with medium confidence]
[image: Graphical user interface, application, table, Excel

Description automatically generated]

[image: Text, letter

Description automatically generated][image: Text, letter

Description automatically generated]

resilient
thrustworthy
analytical
emphatetic


confident
competitive



sensible
introvert



anxious
self conscious
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11.a. firm, tend to criticize, hold the line or b. gentle, tend to appreciate, conciliate
12. 2. regulated, structured or b. easygoing, “live” and “let live”
13..2. external, communicative, express yourself or b. internal, reticent, keep to yourself

14. 2. focus on here-and-now or b. look to the future, global perspective,

picture”
15. 2. tough-minded,just or b. tender-hearted, merciful

16. 2. preparation, plan ahead or b. g0 with the flow, adapt a5 you g0

17. 2. active,initate or b refective, deliberate.

18. 2. facts,things, “whatis”or b. ideas, dreams, “what could be.” philosophical

19, 2. matter offact,issue-oriented or b sensitive, people-oriented, compassionate

20.. control, govern or b. latitude, freedom

Put your answers in the score sheet grid below

a b a b 2 b 2
1 x 2 3 [x Z x
5 x 3 7 x 5 |«
[ x 10]x 11 x 1
13 x 14 15 x 16
17 x 18 18 x 20
Total
Extrovert | Introvert | | Sensing | Intuitive Judging | Perceptive
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LEARNING STYLES QUESTIONNAIRE
This questionaire ams 1o find aut samehing about how you leon best. The follow .
materals wil th g you 195 on o 10 s your prefered Style formimur bnef 1
Chooe the arswer which best explirs your preference cd cirle th letter rext 1 it
Plcse circle mare thon ore 1f  Secle answer doe rat metch your perception By the woy,
here are o g or ‘wong. erswersl N further infermation con be ghen s 11 moy.
orejuiceyou resprses.

When you hove completed the questirnaire, sethe markinggide 1o find your score for ach
of the ctegeres, Visel, Are,Read/Wite and Kirethetic.

How many sylables are n your first nama?

@ o
® ™o
© theee x

@ more then three

You are about 10 e directons 10 @ parson who is standing with you. They are
Staying n o hotl In fou e want 10 it your heuse leter. They have @ remel

() wrie dow the dirctions (ithout @ map) x
(@ cllct them from the hotel mmy cor

You are not s whether o word shouid be speled ‘dependant o ‘dependent. T
o

(@) teok it up in he dicionary x

() see the word inmy mind on choose the wey 1 loks

(© sound it out inmy mind

(@ weite both versions down on paper andchass ane

You have st received the latest copy of @ magazine with an Hinerary for o
conference, i s f iterest o someone ise. You wodd:

(@ phore them inmediarely x

(6)  send them copy of the pined finerary.

(O show them onmap of the werld

(@ share what T plon fodo et aach lce T visit

5. Vou are going 10 cook something as @ spacil reat for your fomiy.  You would:
(@) cook scmrhing familar withou th need for istructiors
() Thum hraugh the cookbck acking for ides from the pictres
(O refar 10 o spcific cockbook where thre I @ good racpe X

& group of students from anther schol has been assigned 10 you 1o find out
ot the gelogy of your local are. You wold:

(©) dive them 1o c widife reserve o pork x

(8)  show them sdesand phtogeaphs

() g them paphirs ar book on widife reserves o prks

(@ ge thema tak on idife reserves or parks.
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15, Tgnore question 1.
THE VARK QUESTIONNATRE SCORING GHART

Use the following scoring chert 1o find the VARK caregory that each of your cnsmers
correspand to. Girce he letters hat carrespon 10 your anowers.

Eo ifyouanswered b and ¢ for question 4, cirle 8 ad Vi he svestion row

Quston Tocotesory [bcatesory e coteqory ey

D B =i [ :
P

e
,
ﬁ

Coum the mumber of each of the VARK lerters you hav circied 1o et your score fo each
VAR category

Totl romber of Vs dirced =
Totolrumber of A circe
ool romber of R drcled
Totlrumber of s cirdle:

z
1
ry
&

Yo scores wi

give an indication of your preference for some of the dfferent woys of

Y -y Vi Sty Staregies
A by Aol Sty Strategies

R by Read/Write Study Sttegies
K < by Kinasthetic Srudy Strtegies

Use the information sheats proided which give advice en haw you may inprove your
perfornance
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Kinesthetic Study Strategies <
K

I you hve astrong Kinesheticpreference for lecringyou shoulduse some or
alof he fllwin:

TNTAKE
o take i he nformation

llyour senses - sight, toueh, tste, smel, hearing
Iaborctories

fied trips

fid fours

exanples of princiles

fecturrs wha give realIfe exemples

applcations

hands-on pprosches (computing)

i and evor

callections of rock types, plants,shels grosses
exkiits, samples,prtogrophs

eipes - saatons 1o prablems,prevous exam papers

SWOT ~ Srudy withaut teors
o make a lariable package

Convert your lecture “otes*nta & leamable packoge by redecing them (31)

- your lectun notes mey b paorbecause th fopcs were ot ‘oncrete’ o
relevent

« you il emember the "ect hings that hegpened
Pt plnty o exanples ntoyour sumary. Use case studiescnd

Cpplcations 1o help with princiles and astract concepts

lkabout your ntes withanother °€ person

usepictures nd photogeepns hat lstrate o dea

g0 ack fo thelaborctory o your ab manual

Pecll he experinents, fld frip.

Ed
o prform well in the exarington:

+ it proctcs nswrs,paragrephs
& role pla the exam sifutionin your own ron.

You want 10 experience the exa 5o hat youcon understand it
The ideas o thispage are ey vaable f they sond proctca,
endandenintdryn
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Read/Write Study Strategies </
R

3f you have  strong peference for earning by Reoding and Writing (R & W)
learning you shaid use some or alof he following

INTAKE
o take n the information

tists
headings

dictonaries

glossaries

defintions

hendouts

textbaoks

reacings - lbrary.

lecture notes (verbotin)

ecturers who use words well and have ot of information i sentences
and notes

essoys

mencels (computingand aboratory)

'SWOT - Stady withaut tears
To make a learable packoge:

Convert your lecture "notes* ino a lesrnable package by reducing them (3:1)

wite outthe words agoinand ogain
read your nates (slently) oginend cgain

rewrite the ideas and pincipes no ather words

orgoniseany diograms, grephs _ info statenens, e, "The frend is_*
1urn ecctions, actions, dagrens, charts nd flows nto words
magine your lists arranged n muliplechoice questions and distinguish
each from each,

ouTRUT
To perform wel i the exarination

practice with mulfpe choce questions

write paragraphs, beginings and endings
write your lsts (a.b,¢,,123.4)

arrange your worde info herarchies and ponts





