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Introduction 
The professional career development portfolio I have devised includes a discussion of my strengths and weaknesses in the form of a Swot analysis. Also, a review of how I have used my learning style to support my development. I have also had to explore organisational techniques such as the Eisenhower and Pomodoro methods in order to aid in my progress, and a discussion of these will also be included. All these helped to formulate an Action Plan, which will hopefully help with my future employment goals and give me specific goals to work towards. 

SWOT Analysis 

A SWOT analysis stands for your Strengths Weaknesses, Opportunities and Threats. According to Morrison (2016), a SWOT analysis is a planning instrument employed to comprehend an individual’s Strengths, Weaknesses, Opportunities, and Threats, as well as those engaged in a project or a business. It comprises of identifying the objective of the business/project and categorising the internal and external features that either support or are adverse to attaining the goal (Morrison, 2016). The SWOT analysis technique was first coined by Humphrey’s in the 1960s and 1970s, whose main aim was to identify reasons why corporate planning failed for some organisations. Similarly, a SWOT is a handy tool when it comes to weighing up all the strengths and opportunities you have and working on all your weaknesses and threats you have when looking for a job or in a business to minimise failure.
I adopted a SWOT analysis to aid in my professional development to identify areas that I have to work on in order to progress in my career goals and also to identify the strong aspects of my character which will enhance my opportunities. 
Strengths 
As a parent and working with children, it has highlighted that things do not always go to plan, you must be flexible and navigate tantrums, child sickness, tiredness etc. which are out of your control. This has helped develop and increase my patience overall, which is a skill that is a requisite in the health and social care sector that I want to enter. According to the National Careers Service, Health and social care workers need to be sensitive and understanding, as well as patient and, have the aptitude to keep calm in stressful circumstances (National Career Services, 2019).
Working with children as a nursery nurse has helped me hone my listening skills, listening to both my colleagues, the parents and the children, to ensure that the children in my care felt cared and looked after. This involves listening without judgment and hearing their concerns. This is a requirement of nursery nurses as according to the NHS, you should have excellent communication skills, which include listening to both the children and their parents  (NHS, 2015a). 
Responding to colleagues, parents and children, respectfully and calmly have enhanced my communication skills. This has helped me overall when I have worked as part of a team and also have learnt to follow instructions and work collaboratively. Similarly, in my course, I must work with my peers and have developed my teamwork abilities. I discovered about Dr Meredith Belbin and his team who suggested that a team is not a bunch of people with job titles, but a congregation of individuals, each of whom has a role which is understood by other members. “What is needed if not well balanced by individuals, but individuals need to balance well with each other” (Belbin, 2012). To achieve the benefits of teamwork, individuals must work well together and respect each other (Belbin, 2012). This is especially important when having to work with people from all walks of life in the Healthcare sector (NHS, 2015b).
By carrying out the VARK questionnaire (VARK-Learn, 2019), I was able to identify my learning style (See Appendix 1). This identified that I am an aural and kinaesthetic learner, which means that I realise that I learn from listening but also from doing an activity. The website also gave me some strategies and techniques that will help me when I am trying to learn new information. Some of the aural strategies include talking, listening and questioning. Therefore, I would find it useful in doing things such as talking through things with someone and asking questions as well as listening to audio recordings to recall information. Some of the kinaesthetic strategies include practical demonstration and role-play. With kinaesthetic learning, you need to put what you have learned into practice for the information to sink in. Now I have learnt what type of learner I am this will be useful when I am planning and preparing for my academic assignments but also in a work setting when taking on projects or learning new ideas.  
As part of my development, I also completed a Mind tools questionnaire (MindTools, 2019). The mindtools website lets you test your skills and provides resources and activities to help you improve these skills to expand on leadership and team membership qualities. I scored 46 on the test (see Appendix 2). For Leadership and Management, I got 10 out of 15 (See Appendix 2), in other words, 67 per cent; therefore, there are still areas that I need to develop.  I can begin with reading up scholarly articles on leadership and management. For Problem Solving and Decision Making I scored 8 of 15 (See Appendix 2), this equates to 53 per cent which suggests this is one of my weakest areas and needs quite a lot of development. According to Mistry (2018), playing games such as Sudoku, crosswords, logic and brain training games support the development of problem-solving skills. Therefore I will begin using these strategies to help my cognitive abilities. For Communication Skills, I scored 10 out of 15 (See Appendix 2), 67 per cent, which demonstrates I have excellent communication skills, but there is still room for improvement.  For Time Management I scored 7 out of 10 (See Appendix 2), which is 70 per cent which is better than expected but again could still improve and with some of the strategies I am implementing (such as the Pomodoro technique and Eisenhower  method to be discussed later), I hope that my time management will no longer be a problem. Finally, for Personal Mastery, I scored 7 out of 10 (See Appendix 2), again 70 per cent. According to Mindtools (2019), this relates to how you lead yourself and make positive decisions for future progression. They suggest setting SMART personal goals which I will be doing as part of my action plan.     

Weaknesses
Organisation has been one of the obstacles in my life, both personally and academically. This could be linked to my dyslexia, which I only got diagnosed with recently. As a result, I have been recommended some DSA support, which includes assistive technology and a specialist tutor. I am hoping that by utilising some of the technology and taking up the study skills sessions, I can learn some strategies and change how I have been working. 
Another barrier to my progression is my time management. This is how I manage my time. My timekeeping is often terrible; it is something that I need to look at in my professional, academic and my day to day life as well. According to Mind Tools, Time management is the process of organising and planning how to split your time between specific events. “Good time management allows you to work smarter not harder so that you get more done in less time, even when time is tight, and pressures are high”  (Pro Expo, 2018).
Generally, I struggle to get things done on time and prioritise tasks. I have recently learnt about the Eisenhower method that assists in better timekeeping, which is explained further down in this assignment and which I plan to adopt to support my organisation. 
Opportunities
By utilising the assistive technology training and my study skills support, I am trying to improve my writing skills, my organisational skills and my ability to manage my time with lots of deadlines and projects. This will be useful in employment because every employer expects their employees to be reliable, meet deadlines and manage their projects. Therefore, I am trying to enhance these skills to give me a better chance of obtaining employment.  In addition, student finance has helped me financially to stay on the course and continue with my studies. Without student finance, I would not be able to study and be forced to look for other employment.
The course I am currently studying in Health and Social Care is also giving me a better chance at employment because it is teaching me the academic skills and the knowledge required in this field. Through the placement modules, I hope to gain greater insight into the area and network for future employment prospects. By attaining a degree in this field, it will give me more employability as it is a general requirement and will also help me climb the ladder. Continuous personal development is vital in this field, where there are constant legal and policy changes (Postle et al., 2002).
Social workers are required to have an approved degree or postgraduate qualification, they are also expected to have work experience and an understanding of working with clients such as the elderly, children with disabilities, young people etc. (NHS, 2015b). According to the NHS, social workers are expected to work under pressure, deal with challenging behaviour, work independently, be flexible and open-minded (NHS, 2015b). Social workers must have empathy, organisational/problem-solving and motivational skills, as well as be resilient and thick-skinned (NHS, 2015b). These are skills that I am developing and already have so this is one career route I am considering. 
Research has shown that the impact of Brexit on the National Health Service and Health and Social Care Sectors has been detrimental, as we are losing experienced practitioners like nurses, doctors, midwives, care workers and social workers (McKenna and Baird, 2019). The impact of this will have long term effects, but currently, there has been a high increase in those leaving the healthcare profession, this may result in more job opportunities for students graduating in health and social care like myself. 

Threats 
Childcare issues may prevent me from taking possible job opportunities.  Part-time employment may be a more viable option; however, many of the jobs in this sector are full-time. I may have to wait for my children to all be in school, which may delay me getting a job for the next few years.

	STRENGTHS
	WEAKNESSES 

	I have patience. I am a good listener. I am a good team player. 
I have excellent communication skills
	Organisation skills

	OPPORTUNITIES 
	THREATS 

	Having assistive technology training and my study skills support for my university course.
	Childcare 



The Eisenhower technique (Batra, 2017) 
United States of America president Dwight David Eisenhower devised a method called the Eisenhower Matrix, which is being accessible here as a decision-making tool. The Eisenhower Matrix is also called the urgent to important Matrix, which helps one to prioritise tasks by urgency and importance, ranking less immediate and significant duties which you must either delegate or not do it at all. This matrix divides the tasks into four categories, and these are Important and Urgent, Important but Not so Urgent, Urgent but not so important, neither urgent nor essential. The work you put under the first box is the one you do first. These are those assignments which are crucial as well as vital. Not finishing these projects could have adverse consequences. The second part is called Schedule quadrant. These tasks, though are significant you can arrange this at your convenient time. The third part is for those duties which one can disperse as they are not as much of importance to you than others but still somewhat significant. The last quadrant is called the Do not do quadrant. You should remove these activities to increase the productivity of other quadrants. Dwight David Eisenhower had an incredible ability to sustain his productivity through the use of this The Eisenhower matrix.
I have planned out my current tasks/assignments using this method, and I am finding it useful (see Appendix 3),  
I have also been using the Pomodoro technique to help me with my time management and to help me focus on tasks. The Pomodoro technique is a time management scheme that motivates you to work with the time you have rather than working against it. By working with this method, you need to break your working day into 25-minute chunks divided into 5-minute breaks. These breaks are referred to as pomodoros. Every four pomodoros, you take a further extended break of about 15 to 20 minutes (Boogaard, 2018). This method has helped me work in a more focussed and less exhaustive way. I find I can stick to the smaller time chunks and get more done.


Employability Skills Student Worksheet
	What do you think are the top five skills that graduate employers want you to have?
1. Time management 
2. Communication skills 
3. Organisational skills 
4. Teamwork and collaboration 
5. Academic skills: writing, reading, technology, 


	Consider each ability above in turn. How do we help to develop these skills with you, and how are they assessed in your degree programme?
1. Time-management, having deadlines on the course that we have to manage and meet.
2. Communication, communicating with lecturers/peers, having group-work/discussions in class, responding respectively and formally
3. Organisational skills, by organising the structure and workload of assignments
4. Teamwork, through collaborating on group presentations and group-work in seminars 
5. Academic qualifications, writing informal way, reading journals and scholarly literature has improved my vocabulary, submitting work by electronic means has developed my IT skills.
 








Consider each skill above in turn. What could we do further to develop these skills with you, and how could we assess them in your degree programme?
1. Time management - by monitoring weekly tasks/deadlines 
2. Communication skills - providing more group-work, role-play 
3. Organisational skills - assignment breakdowns, timetable suggestions for assignment deadlines
4. Teamwork and collaboration - further group activities 
5. Academic qualifications: during induction sessions on referencing   


Action Plan 
An action plan is a procedure to help you to focus your ideas and plans to decide what strategy and steps you need to take to achieve a goal (Rouse, no date). Action planning also has three significant elements to it, which are, the Specific task, the Time limit and Resource distribution.

· The Specific task- This refers to knowing what needs to done and who needs to do what.

· The allocation of the time limit is where you allocate a specific amount of time that the task needs to be completed by.

· The resource distribution – this comprises of finding out what resources are available to you for every task or activity and distributing them accordingly.
SMART is the best tool to use when setting a goal. A SMART goal should be: Specific, Measurable, Achievable, Realistic and also have a Timescale (Rouse, no date)
Specific - is knowing what needs to be done, how you will know it is complete, and what the end product will be.
Measurable - is making sure you can meet the expectation, for example, the quality and standard of the result.
Achievable - Asking yourself if it is possible to achieve the task at hand, and can it be done by the time frame that has been given.
Realistic - this involves asking yourself whether the task will help you achieve your overall goals and whether it is a worthwhile activity. 
Time scale- you have to give yourself a time frame of when the task will be done by, you also have to give yourself time so that you can make corrections when needed to make sure the end product meets the expectations (Haughey, 2014).  

Current Action Plan

	Specific
	Measurable
	Achievable 
	Realistic 
	Timescale 

	Professional career development, 4000-word portfolio  

	750 words per week (3 Paragraphs)
	Yes 
	Yes 
	Weekly by submission date 5th September 

	Digital skills & Research Methods 2,000 written report 

	350 words each week
	Yes
	Yes
	Weekly by submission date 30th August

	Academic & Employability Skills, 2000 word reflective review 

	350 words each week
	Yes
	Yes
	Weekly by submission date 28th August

	Effective team working and communication 
	Meeting up with team once a week to delegate tasks 
	Yes
	Yes
	Weekly by presentation date 19th August



To help me complete this, I devised a mind map 

[image: ]
“A mind map is an easy way to brainstorm ideas naturally without bothering about the order and arrangement. It permits you to construct your views to help with your enquiry.
A mind map is a diagram for representing tasks, words, concepts, or items linked to and arranged around a central idea or subject using a non-linear graphical layout that allows the user to build an intuitive framework around a fundamental notion. A mind map can turn a long list of monotonous information into a colourful, notable and extremely organised plan that works well in line with the way your brain naturally do things.
A mind map can also be used as a primary content organisation system. It allows you to save all your data in a centralised location to stay organised. With the several mind mapping software programs out there today, you can attach files to different branches for even more flexibility. You can also change to multiple different views to find one that suits you best” (Mindmapping.com, 2019).

My employment goals are to become a social worker after this course. I will have achieved the entry requirements according to the NHS (2015b), I will need to gain more experience working in this field, so I will look for voluntary work in the NHS or in other organisations, where I can work with the type of clients I want to work with long term. 

In order to secure some voluntary work I will need to update my CV and improve my interview skills. We have been doing role-play in class, which has helped with the expectations of interviews. However, I could do more of this with family and friends. I could also read and watch videos on more techniques and look at tips for interview success. According to Community Care Career Zone, some useful actions to help social work students prepare for job interviews is to firstly familiarise themselves with essential documents such as the ProfesionaL Capabilities Framework and the Knowledge and Skills Statements as well as studying job descriptions (Havering London Borough, 2019). Therefore, it will be useful for me to examine these documents and to start looking at job specifications to see how well I fit the job requirements and what further qualifications and experience I need. 


CV                                           


Celestina Okyere-Boateng
327 Ordnance Road Enfield EN3 6HE. 07506591992
celestinaokyere@yahoo.com



I am an undergraduate student studying with employment experience. I have skills and attributes to offer the nursery, including leadership and management, problem-solving team working, communication and critical thinking. I am a good listener, and I am keen to learn on the job and to make a significant contribution to the nursery.


EDUCATION

University of wales trinity saint David London (current)
Ba health and social care

Salisbury school (1994-2000)

Alma primary school (1988-1994)

EMPLOYMENT

November 2011 – to date

Teaching assistant, chase side primary school

· I distribute learning materials like books pencil textbooks and paper.
· Measured students motor, language and emotional skills using development screening. 
· I work with teachers to plan and implement lessons following the school’s curriculum, goals, objectives and philosophies.
· I organise and distribute learning materials like homework, textbooks and classroom supplies.
· Tutored pupils individually and in small groups to reinforce learning concepts.
· I collaborate with teachers to device and implement developmentally appropriate lessons aligning with the school’s philosophy and mission.
· I organise activities to drive social, emotional, physical and intellectual development.
· Prepared teaching materials and set up audio and visual equipment.
· I drive social, emotional, intellectual, and physical development through age-appropriate activities.
· I supervise pupils in the classroom and outside the classroom in areas such as the refectory, library and playground.
· I supervise pupils in areas such as the refectory, library and playground.
· I fulfil multiple duties, including tutoring, necessary designing skills and grading homework and exams.



February 2007 – October 2011
Tesco, stock controller

· Research and updated all required materials needed for firm and partners.
· I have analysed departmental documents for appropriate distribution and filing.
· Checked several files to keep track of all company record.



SKILLS
I am capable of coming up with great ideas 
Good problem-solving skills 
Great time management 
Great at working under pressure 
Behaviour management
Maintained safe environment
Special educational needs
Pupils assessments
Stress management
Elementary education
Student supervision 
Report writing
Verbal communication
Leadership skills
Providing excellent customer service
Good communication
I manage to work well in a team environment. 
Relationship building
Mentoring pupils
Classroom support
Marking assignments
Early childhood education
Classroom preparation 
Behaviour modelling
Student safety
Lesson plan development 
I learned new skills such as being able to work in an environment with others
IT skills
Grate working under pressure
I have patience



ACTIVATES

I spend most of my time doing course work, as I am at university studying health and social care as I have been working in this field for years. I want to educate myself further and also gain a degree from it. In my spare time, I usually spend with my kids to do fun things however when they are at school, and I’m not working, I usually go to the gym to exercise, go shopping or do some cooking which I enjoy doing very much.




Conclusion 
[bookmark: _GoBack]The professional career development portfolio demonstrated my strengths and weaknesses in the form of a Swot analysis. It has also shown how I have used my learning style to support my development. It has described how I have adopted organisational techniques such as the Eisenhower and Pomodoro methods in order to aid in my progress, and an Action Plan was presented that demonstrated my current goals to help me achieve my future employment targets. 
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Appendix 1 VARK Questionnaire
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Appendix 2 MindTools Test 

Score 
[image: ]
[image: ]
[image: ]
[image: ]
[image: ]
[image: ]

Appendix 3 Time Management:  The Eisenhower Method
	URGENT
	NOT URGENT

	           DO
	         DO LATER

	These activities usually get done.
 
 
 
 
	These activities are high impact. Make them a priority. 

	   DELEGATE


These activities are deceptive – don’t confuse urgent & essential. Minimise these. 
 
 
 
 
 
 
 
 
 
 
 
 
	    ELIMINATE


These activities are usually a waste of time. Avoid them. 
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