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                                               Personal Reflective Portfolio
My name is Peace, and I am a mature student. For the past 18 years, I have been a full-time mum raising 4 children and working part time whenever possible. As my family is growing up, this is the best time for me to study and look into a full-time employment, but because of the career gap in my life, I needed to take this step for further education. This course is a stepping stone for me to acquiring employability skills and opening career opportunities for me. Returning to study has been my long-time dream, which I always knew I would fulfil given the opportunity. When I was younger I did not have financial support to continue my studies and graduate, as my family struggled to raise and educate 12 children. These factors restricted me from continuing my education and fulfilling my dream of becoming a paediatrician. By doing this course, I believe this will help me gain confidence and equip me with the knowledge and skills I need for higher education and employment. This University offers flexible and adaptable learning timetable and suitable environment for me as an adult learner and a mother, it allows me to continue with family commitments. I have the option of studying in the morning or afternoon and having access to my modules also helps me do my work anywhere any time.
I encountered personal challenges at the beginning of this year, first term of this course. My son was admitted in hospital and I had to be there with him every day for two weeks as he went through several lifesaving operations. This was the time of finalising and handing in three of my assignment and I did not want to fail or drop out. I seek professional help in counselling and everything turned out well, I passed my module. From that experience, I have realised that with determination and perseverance I can achieve my goals. Trials and challenges are present in everyday life but, given the opportunity I believe I will continue and achieve my goals.  
Using Lifeline www.open.edu/openlearn (open university) (Accessed 13th July 2018) has helped me to look at high and low points in my life journey. I have used it as guideline to examine my priorities in life and reflect on personal experience therefore, minimising repeating same mistakes and learning different ways of reaching my set goals. Doing this exercise, I understood my journey of why I am where I am today. I found it helpful, seeing it on the paper made me realise where I needed to take a different approach to do better. By looking at my lifeline, I feel more motivated and encouraged to make positive changes by taking different approach. I am aware that I may meet challenges along the way as I pursue my degree and getting into employment, that is why I must do a self-review and have self-motivation plan to help me reach set goals.
Self - Evaluation Review 
According to www.heacademy.ac.uk (Accessed 11 July 2018) Self - evaluation is about looking at the progress in my life understanding my strengths and weakness. I have examined my achievements and failures, where they are at, and ways to improve. I have learned that preparation and planning is important in my learning to avoid stress. Also reviewing short term and long-term situations, current situation and reflecting on why and how I got there. Self – evaluation, is an important key for staying focussed on personal goals and career achievements. I have become aware how important it is to know what employers look for and expect from an employee. Depending on the Job description, employers look for and expect certain skills and qualities from employees, for example; 
· Honesty and Integrity, Reliability – employer should be able to trust an employee in carrying out duties in the interest of the company. 
· Able to present ideas verbally and written – As an employee I should be able to present my ideas well verbally and in writing.
· Time management – time management is vital in all areas of life, I should be able to reach targets and deadline which contributes to saving money in an organisation.
Therefore, Self-evaluation has allowed me to analyse my employment qualities and identify which ones needs improvement. By self-review, I have found out that I learn best by visual style, which is explained below in detail. 
Self-Motivation 
Self-motivation can be described as the internal strengths which keeps us moving forward to achieving goals, dreams and keep us going without losing focus and interest. According to Forbes (2013) in order to stay motivated, it is essential to visualise the set goals up the finished results. By self-review, I understand that my inner strength and desire for success is what keeps me motivated. I may need additional help and support to stay focussed sometimes, as get distracted at times losing focus on important goals, while trying to solve other things that are not important. Setting rules of self-discipline and rewarding myself after reaching my target also is a key factor in staying motivated. A class exercise on self – motivation quiz revealed to me that “I could do much better if I increased motivational factors on all areas of my life and work on them to strengthen my self - motivation” (mind tools 2008). 
This module has equipped me with key skills of self – motivation that are crucial in my journey of education and career goals, such as;
a) Self – confidence and Self - Efficacy are one of the key factors of Self- motivation, I try and put all my effort to achieve higher and I believe in succeeding through hard work. As described by a Stanford University Psychologist Albert Bandura (1977) “Self – efficacy is a belief in our own ability to succeed, and our ability to achieve the goals we set for ourselves”. I am confident I have the strength and the ability to reach the goals I set for myself. However, I have realised that I tend to drift away from my goals, when unforeseen circumstances occur. Reflecting on why I tend to lose focus on my goals sometimes, I found out it is because of fear of failure, failing has made me give up important goals previously. I have also acknowledged that reaching my goals and succeeding builds my confidence. I have borrowed an inspirational quote from Winston Churchill of “never, ever, ever, ever, ever, ever, ever give up”. So, knowing my weakness, I will ask for help on how to deal with such setbacks in future and be self-assured. Inspired by Thomas Edison quote “I have not failed, I have found 10,000 ways that will not work” “the most certain way to succeed is always try one more time”. 
b) Positive thinking - helps in building self-confidence, it is an important factor also in self – motivation. Someone said “Your life today is the result of your attitudes and choices in the past. Your life tomorrow will be the result of your attitudes and the choices you make today” Author Unknown. I am learning to be aware of my thoughts, so I can direct them on positivity. I have come to realise that I put a bit of focus on why things will not work and worry a lot about reaching deadlines and reaching targets, getting stressed in the process. Whereas what I should be doing, is focussing on the end results, have a vision of the completion and put in a lot of work to get there. I have learned to approach my assignments with positivity, believing in myself that my good hard work will pay off at the end. 
c) Goals and Focus –According to Locke’s goal-setting theory (1960s), it is best to possess certain characteristics when setting goals, be specific, challenging but attainable, be committed and monitor progress and objectives. Personally, I try to enjoy the process and see it in finished results which helps me to keep motivated. To reduce working under stress and getting work done with in set period, I have I learned to prioritise, plan and prepare ahead so I have enough time on hand to check if I have met my objectives. Through this module, I have learned that it is very important to set SMART objectives while working on challenging goals. 
d) Motivating environment – This can be achieved through great teamwork and a healthy working environment. Working in a team is also motivating and has improved my self-confidence by group discussion, sharing ideas, opinions and for support or encouragement. 
Different Learning models and Styles 
1. Kolbs (1984) – “Experimental Learning Cycle, through Experience, Reflection, Theorising and Testing the new concept”.
2. Honey and Mumford (1986) – Activist, Reflection, Theorist and Pragmatist
3. Neuro Linguistic Programming – created by Bandler and Grinder (1970s)
Businessballs (2017) www.businessballs.com Through learning Styles Questionnaire in class, my results show I learn best by reflector which I believe is true. I like to evaluate on how I have done in the past and use it as reflection to improve. Knowing which learning style works best for me and in a teamwork can be very helpful in understanding which effective way to deliver information in learning and workplace. It was a very interesting topic learning about different leaning styles this term. There are five learning styles; Visual Learning, Auditory Learning, Kinaesthetic learners, Reading and writing learners and Environment learners. Reflecting on how I have been learning and approaching tasks, I have identified my preferred learning style as visual.
According to the VAK model, the three commonly used learning styles are;
1) Visual Learners – see it 
2) Auditory – hear it
3) Kinaesthetic - do it
Through VAK Learning Styles Self – Assessment Questionnaire, I have discovered I learn best by visual which I agree. By visual I learn better and prefer demonstration, videos, presentation and observation. By seeing how something is done first or reading instruction on how it is done I become confident doing it correctly and therefore achieving best results. Reflecting on my learning style, using Honey and Mumford learning style questionnaire I scored high as a reflector. I believe this will help me in future on tackling tasks in my learning and workplace.  
My second preference of learning style is Auditory, I like talking over things and listening to audios and instructions. My preference for visual and auditory learning I believe comes from wanting to be a perfectionist and minimising chances of getting things wrong if I do not get the instructions right. I like following procedures and so a big chance of getting things right. I am not keen at taking risks. 
Kinaesthetic learner use “let me try” phrase, prefers not looking at instructions and learn best by feel touch physical experience. Having said that about the kinaesthetic learner, I think they save time by getting straight into doing things and learning as they go. Of cause, there is a risk of getting it wrong and doing it again, but that applies to Visual and Auditory learners too. Through this experience, now I understand why some people do not like reading instructions before fixing a new tv or a table, it is clear we have different and preferred ways of learning styles and doing things the best way that work for an individual. 

Personal Swot Analysis
Skillsyouneed (2017) www.skillsyouned.com SWOT Analysis is a valuable system for understanding my Strengths and Weaknesses, and for recognizing both the Opportunities available and the Threats I may face. Personal SWOT analysis will me focus on exact goals and on problematic areas that needs attention. This is the fact that we all have various very different goals and objectives. The abilities and traits that may help one towards one objective, might be unessential or even a shortcoming, in another specific situation. To explore and identify my strength and weakness I will use SMART criteria and Johari window.  It is important for me to use these techniques to help me understand where my strengths are, so I can use them even better to enhance and improve on my weaknesses. As well as noticing opportunities and threat that may arise. I have used the SWOT Analysis below to self-evaluate. 

	Strength
· Effective communication skills
· IT skills Knowledge
· Able to present ideas verbally and written 
· Team work- I work well as team member
	Weakness
· Time management is one of my weaknesses.
· Creativity skills – develop diverse ways of thinking and solving problems
· Leadership skills – work on my confidence to lead by class team leading

	Opportunities
· Resources to study are available for me
· I have support available for me from university and family

	Threat
· Failure to finish my assignment on time therefore not passing my module
· Losing self-motivation due to a lot of stress.
· I am prone to stress when I do not reach my targets and deadline on time.




Effective communication skill has been one of my best skills in relationships, learning and career. I pay attention and listen to others attentively, with empathy before I could ask questions, showing that I am interested in what they have to say which builds trust. It is important to listen to others point of view. Time management has been one of the challenging skills in my studying as used to leave things to last minute which created stress. Following PDP is helping me improve, and I can see good results by the end of this course. I have learned to prioritise do the very important first, urgent, not important and not urgent which saves time. I will use the opportunity of the resources like learning materials, lectures available, financial support, as opportunities to continue studying and finish my degree course. I am also aware of the threats that may arise along the way, so I can seek help. 









Using SMART Criteria to reach my set goals        
	S
	Specific – understanding my learning drives and value, being specific on each set goal. 
· My goals are passing my modules and achieving Certificate in Higher Education Skills for the Workplace -Level 4.
· Get a job in administration
· Continue studying for Higher Degree in Leadership and Management.
 


	M
	Measurable – know how I am progressing with measurable goals.
· By weekly reviews on sub goals and main goals
· Keeping a reflective daily on my learning, knowing my strength and weakness 
· Asking for reviews from Lectures


	A
	Attainable – set attainable goals but challenging bit to keep me motivated.
· Breakdown goals into sub goals 
· By reading more materials to gain more knowledge to assist me in my degree course



	R
	Relevant – set relevant goals to my learning and future career.
· Use the 80/20 rule where by 20 percent of my work will count for 80 percent of my results. “Eat the Biggest Frog First”
· Revising my set goals time to time to stay on the right path


	T
	Time – set deadlines for each goal and sub goal.
· Be realist on setting achievable goal on set time.
· Keep checking on self-motivation 









Johari Window: Developing Self Awareness
According to the University of Sheffield, www.sheffield.ac.uk( Accessed 30th July 2018) This was created by Psychologists Joseph Rust and Harrington Ingham (1916-1995) as a Technique to assist people understand their relationship with themselves and others better. It creates openness to self and others through information sharing, communication, ideas, knowledge, skills, views and many more about an individual using the four windows diagrams. Using this model to develop in my learning and career, I understand that getting feedback from others on my learning and behaviour is very important for improvement. I will be using this model for self – awareness and improving in my communication skills therefore increasing my open area and unknown area while reducing on other areas that are not important 2 and 3.
                     
[image: ]                          
Personal Development Planning
Morgan, P. (2017) described it as the “the process of having an action plan based on awareness, values, reflection, goal setting and planning for personal development within the context of education, career and self-improvement”. By using PDP tool, I can plan well in presenting information and work through it step by step, helping me to develop time management skill to reaching deadlines and achieving my set goals. Having a Personal Development Plan on hand during my learning and career is vital to keep me focussed and reflecting on my previous experience. Moon, J. (1999) talks about Reflection in Learning and Professional Development, "Reflective practice is an active, dynamic action-based and ethical set of skills, placed in real time and dealing with real complex and difficult situations.” Reflective practice, as a skill in my learning, I have used it to reflect on experience looking back on what I have done before, what happened, how it happened and deciding if I need to improve and making necessary changes. Following Thompson and Pascal (2012) six suggested steps in developing reflective skills.
· Read - to read and study about the subjects I am learning about and improve on them. 
· Ask - Getting some information about the way others get things done and why, helps me to see things from a different view.
· Watch - Paying attention on what is happening around me
· Feel - Focusing on my feelings, what prompts them, and how I can manage negative ones 
· Talk - Share my experience and ideas by conversing with others in class or working in a team. 
· Think - understand to value my work as it is important to reflect on my learning as I develop, explore new ideas, and theory. 
As Winston Churchill said “failing to plan is planning to fail” writing my personal development plan is planning to succeed in my learning and career because I have set goals to follow.
Career Ambitions and aspirations
Looking at my career ambitions and aspirations in 5 years, I would have graduated with a BA degree in Leadership and Management by 2020. I am looking for work in administration as I continue to pursue my degree course. According to Maund , Schriek and Tinkler (2017) Learning at work is vital for long term employment. It is an advantage of developing in career and effectively learning. Therefore, I am looking for employment in administration and employment sector because I believe this will help me gain experience, knowledge and confidence as I continue my degree course. I also run a small business of supplying handbags to small boutiques in Rwanda so, my goal is to be running my own Boutique by 2021 with one employee.
Expectations and understanding review of the world and Employment
The continually changing working environment is a reality today and the consistency of this change is apparent by the technology. Innovation is quickly evolving and therefore there is a need to keep learning and developing in career. As a university graduate in workplace I am expected to demonstrate a certain level of knowledge and employability skills like a competency in personality skills, exhibiting a satisfactory work and Core competency in job roles (Morgan 2017). 
Re view of recruitment
This is the process of identifying several applicants who are applying for a job. The recruiting process follows certain steps to make sure the right candidate is selected by asking questions based on competency of how you deal with certain situations, literacy and numeracy test is required. It is “having the right person in the right place” CIPD Factsheet recruitment (2012). This is followed by a selection of choosing the most relevant Applicants for the applied an advertised job. It is important for recruiters to follow The Equality Legislation Act 2010 to avoid direct and indirect discrimination in the recruitment process and constantly monitor the process for effectiveness. According to CIPD Factsheet (2012) Human Resources have policies and guidelines to follow for fair selection of employees. About 97 percent of organisations conduct interviews for selection.
Appreciation of rights and obligations
 UK has made some changes in law and policy since 1st April 2017 for example; Increase in wages, employment tribunal compensation, apprenticeship … One of the recent one is that all organisations with 250 plus employees must report their gender pay gap and bonuses to the gender pay gap reporting services every year (Government Equality Office 2017). Understanding these rights and policies will help me during my career and future employment to know my entitlement as an employer or employee.
Torrington and Hall (2014) The Three UK Employment Laws origins are; 
· Through judicial decisions in the courts known as common Law
· Through The legislative Process in parliament 
· In European Institutions 
It is a Common Law that people should read their contract and understand what is involved before signing. This is the evidence of employment, A legal Agreement of offer and acceptance to establish legal relations between the employer and employee should have names of both parties, the date the contract started to unable employers know about the benefits. Through this learning I understand the purpose of the employment regulations and the significance of setting rules in the workplace. Before this module I did not understand employee rights well for instance, a zero worker has the right to refuse to work certain hrs, and the employer can also reduce the allocated hrs.












My planned outcome conclusion
Where do I want to be by the end of this period? What do I want to be doing? 
	    Personal                                             Development Plan



	NAME:
	Peace Kakaire
	Student NUMBER:
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	COVERING THE PERIOD FROM:
	20 July 2018
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	20 July 2020



	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Certificate in Higher Education Skills for the Workplace -Level 4 

Diploma of Higher Education Leadership and Management Skills for the work place.

BA Leadership and Management Honours Degree


	Demonstrating knowledge and understanding of course.


Academic improvement Developing employability skills 

Understanding Leadership skills, developing innovation and creativity for employment 
	Time to continue with education Therefore, Family support needed

I will need financial support to continue with for the degree

Research Materials and attending lectures as well as asking for support from the lecturers 
	Successful completion of course will equip me with a required qualification for an administration job, which will be a great opportunity to work as I continue to study gaining practical experience.


By the end of the degree course I will be in a good position to run my own business



	Review by 24 August 2018 
Completion by 01 September 2018

Review by October 2018
Completion by September 2019


Completion by 01 September 2020

By 2021





In Conclusion, I would like to say writing this reflective Portfolio has been one of the best personal learning experiences which has broadened my knowledge this year. Through PDP I am able to effectively use my time well to improve in my performance and identify any obstructions that may occur along the way. I understand there are gaps in my leadership skills that need improvement, practicing through team leading, watching leadership skills on YouTube using my preferred learning style visual will help.
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