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Reflective Portfolio regarding Professional Career Development


Brief Introduction 
 Professional career development can help a person to rise and move to a higher and professional level in his career. This development can take the form of formal training, which offers coursework and internships, or non-formal training, which may include activities such as attending conferences and seminars or networking.
Career Development itself is a long process including important factors as a learning, different learning styles and methods. 
Furthermore, to improving own skills which will help us to do the desired job better and it will be a beneficial for us to progress for a better job.
Career development also gives us a chance for realization in this long term of process, such as opposing being a worker or choosing our career development and the advantages and differences in this aspect of development.
Learning aims to deliver qualitative and relatively permanent chance in how an individual sees, experiences or understands something in the real world (Marton and Ramsden,1988).
Auditing of my own skills and competencies, according an analysis of my Personal Development Plan (PDP).

A personal development plan is a written report on self-reflection and improvement that unfolds as a comprehensive action plan, and we can use it to accomplish academic, personal, or career goals.
[image: Professional Development Planning Cycle - Eventus Recruitment]In generally is created and used in the workplace or in training, mostly with guidance from the manager or company trainer, allowing to set our personal goals, identify the strengths and weaknesses, and the need for improvement.

Based on the information above and the knowledge acquired in class, I will consider and mention down below my Personal Development Plan regarding my chosen career position.
Regarding my current workplace in GAP INC company, and related to my experience gained in the following years, I can include that as a Trainer (floor facilitator) in my current work and work environment, it is very important for me to achieve very complex skills and apply them in the workplace. to contribute to myself, to cope with my tasks and to pass on my knowledge and to train people and all these knowledge and skills that I have acquired over the years to help everyone connected to me, no matter the job or in life (Rolfe, 2015).

I believe that my position as a trainer, husband and father in life and last but not least as a student makes me and builds me as a responsible person with many responsibilities, but also always eager to challenge myself with new goals, during the working process to criticize myself, will lead me to be able to achieve and  develop forward in life. Conscious knowledge of one's own character, feelings, motives, and desires (Oxford Dictionary, 2018).
Relying on my previous work experience and the accumulated skills in the field of team management as a leader and coach and my growth in the company from a worker to the level I am now, as well as the accumulated academic knowledge as a student, especially in career development, prompted me to set new goals and ambitions in my career progress and in particular to choose to develop in the field of team management in the position chosen by me as a Team Leader Supervisor.

To achieve this goal, I will face difficulties in certain areas.
Also the fact that I have to acquire new knowledge during the time for my learning, also to improve my self-awareness and gain more experiance in team leader area.
Self‐awareness represents the capacity of becoming the object of one’s own attention. In this state one actively identifies, processes, and stores information about the self (Alain Morin, 2011).

[image: ]Therefore, the good and professional planning of your goals is of great importance for successful career development.

To achieve this, it is extremely important to form and review the Personal Development Plan (PDP) as a template, which will guide me as an analysis tool, to audit and competencies my own skills.


PDP Template
	[bookmark: _Hlk57572031]
		Personal Development Plan Template





Current position-Floor Facilitator-Trainer GAP INC


	What are my strengths

	What are my weaknesses 

	· Effective Training and Team Lead skills in field of Distribution centers and Warehouse Environment
· Working with Employees and introduce presentations regarding Health and Safety on working place
· Software knowledge in field of computer technology and their application in workplace, as well as basic programs (Word, Excel, and Power-Point)
· Ability to influence and motivate workers during their training, and to try to pass all my knowledge to them 100%

	· Improving Decision making skills
· putting the needs of others ahead my one's own needs
· Lack of assertiveness and more precisely- finding a hard to say "no"
· not enough confidence to give tasks to others and to make full use of co-workers
· find a hard to ask for help and assume the responsibilities my own


				What is my desired position? -
Team Leader Supervisor

	CRITICAL BEHAVIORS
GOALS
	CONTRIBUTION
TO ORGANIZATION

	What do I want? What do I need to learn? 
What specific behaviors do I need to model
or exhibit in this competency or skill?

	How does this help the college or department
meet its needs?

	
Goal 1-Long Term 
Work on developing more emotional intelligence or emotional quotient (EI/EQ) to help me in my
supervisory role and in my personal life.



	
By learning how to monitor my emotions and the
emotions of others, it will help me improve my
interpersonal skills.

	Goal 2:

Improve my delegation skills.

	Learning how to delegate tasks effectively among my
team will enhance the department's productivity and
improve my leadership skills.

	Goal 3:
Develop others by creating PDPs
for each employee.
	Help employees develop their knowledge and skills to help
the department be more successful.

	DEVELOPMENTAL ACTIVITIES/ACTION STEPS

	MANAGERS ROLE or involvement of others

	What steps will I take to achieve this? Using a SMART goals.
	What resources or support will I need?
Potential costs involved?

	
Read the book What Makes a Leader: Why Emotional Intelligence
Matters.
Complete an online course on Emotional Intelligence offered by the Employee Assistance Program.

	
Provide time at work to complete the online
course.


	Attend the LEAD 2 training course, Effective Delegation, offered by
Organizational and Professional Development.

	Time away from work to attend and complete the course.

	
Work with each
employee to create development goals
	Work with each employee to set goals and work toward goal
completion. Look for opportunities to encourage development for each employee. Support their growth and development.

	MEASURES

	RESULTS

	What will my success criteria be?
	How have I succeed in adapting my behavior or learning a new skills?

	Development and growth in emotional intelligence,
better application of the dimensions of EQ/EI
applicable to leadership.
	
Long-term goal in progress.

	
Successful course completion. Develop new skills and apply what was learned from the course.
	
Continuing to work on better supervisory delegation skills.
Attended the course and is applying the skills
learned from the experience. Assigning tasks at the appropriate level thus far.

	Employees are working toward setting goals and finding
opportunities to complete them.
	Employees are working on their development goals
and communicating future goals.



[image: Gap (GPS)]Skills required for Team Leader Supervisor in GAP INC

Role Requirements 
· Communicates company goals, safety practices, and deadlines to team. Motivates team members and assesses performance. Provides help to management, including hiring and training, and keeps management updated on team performance. Communicates concerns and policies among management and team members.
· 1+ years’ Floor Facilitator-Trainer member with acquired experience in a Leadership, Team Management and Training processes role.
· 2+ years’ experience in the Seasonal Supervisor role.
· 2+ years’ experience in the Team Leader Supervisor role.

Role Responsibilities
· Supports team manager and performs management duties when manager is absent or out of office
· Manages inventories and stock, including keeping detailed records of inventory use and sales, and advising management on ordering where necessary
· Provides encouragement to team members, including communicating team goals and identifying areas for new training or skill checks
· Assists management with hiring processes and new team member training
· Answers team member questions, helps with team member problems, and oversees team member work for quality and guideline compliance
· Communicates deadlines and sales goals to team members
· Develops strategies to promote team member adherence to company regulations and performance goals.
(www.indeed.com, n.d.)


 
Assessing learning and development training methods for a new employees who are due to start in my organisation.

As an Assistant Manager, based on my experience, and what I have been achieved as a knowledges in class, and more precisely the different learning methods, which will be beneficial either for me and for the new employees due to start in GAP INC, I will mention and describe my personal styles to contribute for their success in the company.

Considering the learning style in general is a method and process to deliver a relatively and qualitative understanding and acquire more experience individually for the needs of every person related in our case to the workplace.  
By my opinion this is one of the important steps for going further to next phase in your professional career development, because development itself is a long-term concept with wide range of possibilities and options faced in front of us.
Regarding the learning as I mentioned above, and development are integral part form each other, because development also include learning and previous experience.
According to page 339 from our Student Year Book, are mentioned the learning styles will be using from the employees to discover their-self and skills which they need to acquired: 

· activist 
· theorist
· reflector
· pragmatist
By my opinion the methods which I will use as an Assistant Manager, to train the new employees are that they need to develop learned and to achieve  most of the learning styles, because to build a professional career they must to aquire and have all of these elements, and will be with a paramount important for further use and to applying them and access a range of different facilities and developing our career in a professional way.
Furthermore, one of the best things you can do to achieve our career goals is to keep learning.
Last but not least, my conclusion is that I am between activist and reflector style of learning based on my work experience so far, because based on my previous experience as a trainer I was from the other side also as a learner involved with all of the learning processes, and all of this skill and knowledges, which I has acquired during my work experience and what have been learned from the course in class, I am fully convinced that they will be extremely useful to implement them and use them for the effective training of the new employees.
Regarding the professional development in overall it is a wide-ranging process for a long term concept, also to preparing the employees for better career future and for that it is a long and not an easy way which we have to pass if we want to achieve the personal goals and to solve the problems and  any obstacles in front of us.

Among the different learning styles, I decided to choose Honey & Mumford learning style.
The reason to choose this learning style is because will be most suitable for me as an Assistant Manager to access and train the new employees, according my knowledges achieved form the course and apply and train the employees.
[image: ]Honey and Mumford are learning styles developed by Peter Honey and Alan Mumford in 1986. Their work has been inspired and built on Kolb's model of learning styles (ELN.IO, 2017).
Down below I will mention the four-learning style:
· Activist 
· Theorist
· Pragmatist
· Reflector

Furthermore, as an example for the employees, and to be useful for them to understand their level I can provide and mention my progress so far according my experience on the workplace, and based from my personal learning style, and the results from the test (What is Your Learning Style).

· Auditors: 30%
· Visual: 20%
· Tactile: 50%
 I was titled as a Tactile learner.

Furthermore, I will mention bellow more precisely for instant the meaning of to be Tactile learner.
Based on the feedback from the test and considering my results I will try to describe and explain that the Tactile learner is all about to learn from touching and doing.
Also, to understand and remember things through physical movement.
As a tactile learner, you like to take things apart and put things together, and you tend to find reasons to tinker.
Finally, I will cite from the content of the test, that appreciate physically expressed forms of encouragement, such as a pat on the back.
From my personal experience I could clearly confirm that from some perspectives the above mentioned is a relevant and describe my personality for both: working field area and outside of work in real life as well. (Betterteam, 2019)
The content of information mentioned above, and more precisely the results and methods learned in class, related to the case study as an Assistant Manager I will use a Honey & Mumford learning style,
 and can clearly state that these are the theories and methods I have chosen that I would use to evaluate new employees, of course based on my previous experience and what I learned from the course.
The last part of my portfolio is to write a reflection on my experience before to start of this course and after the end of the studying year.


I have always been a person in my life who has set goals and I have strived to achieve them one by one.
I can safely say that starting this course for me was and is a huge challenge due to the fact that I have a responsibility in my work as a coach, husband, and father. 
But now I am completely satisfied that I made the right decision to start studying this course, because from the moment of starting until now each of the modules together with all the academic skills I have acquired I can successfully apply them in my work and I also hope in my further career development and why not to open my own business (UCAS, 2014).
Throughout this year we went through these 6 training modules:
Academic and Employability Skills
Digital Skills and Research Methods
Effective Team Working and Communication
Managing Enterprise in the 21st century
Problem Solving and Decision Making
Professional Career Development
Each of them contributed to the accumulation of knowledge and academic skills for our career development.
The last module I have described Professional Career Development for me is one of the most important and I would like to emphasize and describe more, as it most contributes important steps for going further to the next phase in my professional career development because development itself is a long-term concept with a wide range of possibilities and options faced in front of us.
One of the things we learned during this module and which I find quite useful is what it is and how to create your Personal Development Plan (PDP).

“A Plan intended to develop skills that are important to the work life”
Morgan (2017)
A personal development plan (or PDP) may be one of the things an employer would require of us, but it is also the hard rock that helps us realize our successes and desires to stay in our field of vision.
A good plan provides focus; helps us chart the path to our version of success; to be able to make better decisions and not continue to take steps back.
The next part we will learn during this module is how to Write CV's and Facing Interviews. As we know CV is an important document that helps you get the job you want, get a better salary, a higher position and more. It should contain the best of you and your biography.
This contributed a lot to me personally, I received valuable advice and realized how many mistakes and omissions I made before learning and how to properly present myself in the form of an interview or CV.
As an appendix I will include the personal feedback for the lecturer, that I received after my Mock Interview.



[image: Career Development and Employability Dimensions - GLA Rehab]

Mock Interview Grading Rubric
                       STUDENT:  Georgi Bozhilov							INTERVIEWER:    ADE
Date:21/10/2020
 SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	You were smartly dressed, 
greeted with a smile and maintained good posture.

	      Showed up on time
	
	×
	
	
	
	

	      Firmly shook hands of interviewer, smiled and greeted
	
	
	×
	
	
	

	      Had resume/references and offered professional copies
	
	×
	
	
	
	

	      Greeted and maintained eye contact 
	
	×
	
	
	
	

	      Dressed appropriately
	×
	
	
	
	
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	
	×
	
	
	
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
		sYy

	You showed fair knowledge and the skills
 required for the job but most of the 
time you were drifting from the questions. 
In your future interviews, 
try to
listen more and always ask questions from the interviewer, 
this will help you
 to decide whether is a right place for you to work or not.
 You need to improve your confidence and learn how to use 
STAR model to answer behavioral interview questions.  





	      Demonstrated knowledge about the company
	
	
	×
	
	
	

	      Answered questions completely, yet briefly
	
	
	
	×
	
	

	      Utilized STAR/BAR format for Behavioral Questions
	
	
	
	×
	
	

	      Understood company needs/Emphasized qualifications
	
	
	×
	
	
	

	      Understood position/Pointed out work related skills
	
	
	×
	
	
	

	      Displayed enthusiasm
	
	
	×
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	×
	
	
	

	      Acted in a polite manner
	
	×
	
	
	
	

	      Referenced specific items on resume
	
	
	
	
	×
	

	      Responded to questions promptly, but not hurriedly
	
	
	×
	
	
	

	      Asked appropriate questions of the interviewer
	
	
	
	
	×
	

	      Spoke clearly and at a reasonable volume
	
	×
	
	
	
	

	      Avoided use of filler/empty words, slang, etc.
	
	
	×
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	
	×
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 

	
ADE                      21/10/20

	
	
	
	
	
	
	

	 POINTS AVAILABLE  100
	
	
	
	
	
	

	 POINTS EARNED  62%
	
	
	
	
	
	

	GRADE  9/15
	
	
	
	
	
	





	HOW YOU DID:
	TOTAL SCORE RANGE

	YOU’RE HIRED!!!
	70 - 100

	· Resume was printed and presented in a professional manner
· Showed up on time in appropriate attire
· Demonstrates confidence through voice, body language, and eye contact. 
· Provides detailed and specific answers to questions
· Sells skills and references previous experience
	· Clearly explains how skills and qualities match the job description
· Asks thoughtful questions and demonstrates preparedness 
· Maintains a professional attitude and demeanor
· Very clear and concise manner of speaking; avoids use of filler words
· Demonstrates above-average maturity (professional, articulate, manners).


	WE’RE CONSIDERING YOU…
	60 - 69

	· Resume was printed and presented in a professional manner
· Showed up on time and in attire that was mostly appropriate
· Decent poise, body language and eye contact
· Somewhat confident
· Provides specific answers to questions
· Sells some skills
	· Displays some skills and qualities that match the job description
· Asks some thoughtful questions and shows some signs of having done research on the company and position
· Interviewee is usually professional when responding
· Clear manner of speaking; used some filler words (um, uh, like, etc.)
· Noticeable maturity (professional, articulate, manners).


	WE MIGHT HAVE HIRED YOU, BUT…
	40 - 59

	· Resume was not presented or needed work
· Showed up late and/or dressed semi-professionally
· Not enough poise, body language indicated lack of interest, some eye contact made
· Confidence is not convincing
· Specific answers to some questions, others too general
· Comes off as too inexperienced; vague in selling skills
	· Appears to have some communication problems
· Skills do not match job description; lacks preparedness in research
· Attempts to be professional when responding; 
· Manner of speaking is comprehensible, but sometimes a bit unclear; frequent use of filler words (um, uh, like, etc.)
· Some maturity is evident (professional, articulate, manners).


	DON’T CALL US, WE’LL CALL YOU…
	00 - 39

	· Resume was not presented
· Showed up late and/or dressed unprofessionally
· No poise, poor body language and little to no eye contact
· Lack of confidence
· Answers to questions are not sufficient, relevant or convincing
· Inexperience is obvious
	· Does not display skills and abilities that are relevant to the position
· Does not appear to have done any company research and is generally unprepared
· Comes off as undependable and unprofessional
· Manner of speaking is unclear, jumbled or poorly worded
· Interviewee needs more experience and maturity





The next stage of studying the module is also important and significant and unfortunately not so familiar to me, of course before studying it is Employment Legislations (Employment Law) and a question Where doe employment law come in to play?
This also contributed in the field of Employment Law and when they come in to play.
Furthermore, as a future career development this knowledge who I achieved so far, gave me an opportunity to understand them better and to use it when and where I need it.
In conclusion I would like to say that the benefits of completing this course are very useful for my career development and they are much more than before starting, the alternatives after my graduation, and the opportunities in front of me.
Also, with improving of my knowledge I have a clear idea of my self-awareness and gained more self-confident and team leading skills.
In overall I can clearly admit that all of the mentioned knowledges and skills, will be a beneficial and could be the base of how to build a professional career regardless as worker for some company, or future employer in my own business.
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