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Term of Reference
    The report was requested by Mr. Badir Miftah and the reason why it was requested is because I have to make an assignment on what I have learned so far, what I understood from the topics we have done.


















Procedure
   In my assignment I have used online library, books, and internet research.
   















Introduction
      Professional career development is a continuous process for improving your knowledge, understanding and skills. You must update and improve your knowledge, understanding and skills to maintain your job description (Thornes, N., 2012). 
     My assignment is about how to use different sources and systems of support to improve your professional career development. There are many to choose from: SMART goals, SWOT analysis, Johari Window and Personal development planning. SMART goals will help you to understand why your goal must be specific, will help you to measure what methods are you going to use, will help you to accept that you must stay focus, see why your goal must be relevant, and you must have an end date. SWOT analysis will help you to discover your strengths, weakness, opportunities, and your threats. Johari Window will help you to reveal information about yourself to others and to yourself. Personal development planning will help you to learn how to have a successful career. Learning style questionnaire can open your mind to new ideas of how to improve your learning style and help you to find out more things about yourself you do not know.
      Referencing is very important in a report, you will have the opportunity to give credit to other researchers and acknowledging their ideas. 
     







Main Findings- Self Assessment
   4.1  a) Johari Window
        The Johari Window model is used to reveal information about yourself to others and to yourself. 
          There are four panes: two representing the known to self and the other representing the unknown to self and others.

                        Known to self               Not known to self.      
	Known to others
	  

      Open area
       of arena
	

       Blind spot

	Not known to others
	
      Hidden area
       of façade
	 

        Unknown


                             
  *Open /self-area or arena is the information about that individual’s attitude, how they behave, their emotions and feelings, skills, and views, all of this will be known by the individual and by others. In this area communication is the main point and if the area is large then the relationship will be more effective and dynamic.
*Blind self or blind spot is the information about yourself that you do not know but others do.
*Hidden area of façade is the information known by you but unknown by others.
*Unknown area is the information unknown by yourself and by others (Communication models, group communication).   
    In this model I have learned that communication is very important in my workplace and that there are many things I do not know about myself, but my colleagues/manager do. There are important things about me that my colleagues do not know because everyone should have personal/private life. 

          b) PDP- Personal Development Planning
          Personal development planning is a continuous process of development, and you must update it regularly so you can make the most of your personal development. 
            To have a successful career you must continue improving your skills, knowledge, and experience (CPD Online College,2021). 
            My personal development plan is to improve my essay writing, and I will do that by reading books, writing reports and attending classes at university. 

          c) SMART Goals   
   SMART stands for: Specific, Measurable, Achievable, Relevant and Time-Bound.
   
*Specific: all goals must be specific to be effective. Specific goals will answer these questions:
        +What needs to be accomplished?
        +Who’s responsible for it?
        +What steps need to be taken to achieve it?   
My specific goal is to finish my assignment on time and is my responsibility to do so. To achieve my goal, I must work hard and improve my knowledge and skills by reading/writing more (Atlassian Corporation,2021).

    *Measurable: what methods are you going to use to see if you will meet your goal? By doing this you will be able to measure your progress (Smartsheet,2019).
    I will write on my assignment every week, and I will have most of my work done before the deadline.

    *Acceptable: stay focussed, and improve your skills, change your attitude, and let the goal inspire you. By improving your skills, you will be able to accomplish the goal (Smartsheet,2019).
     I will achieve my goal (finish my assignment) by using my own work and doing it by myself, this will make me feel more confident for my next assignment, and I will believe more in myself.

     *Relevant: your goal must be relevant. All your relevant goals are those goals that you are willing and able to achieve/work toward. To achieve a good relevant goal, you must have the time and energy to finish it (Tony Robbins,2022).

   *Time-Bound: is important to have an end date, that will give you motivation and help you to understand some aspects of a goal that you previously did not consider. 
    My end date for the assignment is the 15th of November 2022 and that will give me time to change my assignment if I must (Indeed,2021).

      d) SWOT 
          SWOT analysis is a technique that will help you discover your strengths, your weakness, your opportunities, and your threats. 
          When using SWOT analysis, it will give you a solid strategy for prioritising the work that you want to do and that will help you do be a step forward. To have success in anything you want to achieve you need to be deeply involved (Liveplan,2021).
         My strengths are that I am a very good timekeeper, and I am determent to achieve my goals. My weakness is that I believe everything anyone says to me, and I am a compassionate person. I will use my strengths to finish my assignment in time and to get a good score. I will work on my weaknesses, and I will try to be more careful so people will not take advantage of my kindness. I will take all the opportunities that I am offered, and I will use my strengths to overcome the threats that will come in my way.

    
    4.2 Learning Style Questionnaire
            Honey and Mumford Questionnaire opened my mind to new ideas of how to improve my learning style and helped me to find out more things about myself I did not know. 
There are four learning styles: Activist, Reflector, Theorist and Pragmatist.
 My questionnaire results are: 
  * Activist= 5 (low preference).
  * Reflector= 19 (strong preference).
  * Theorist= 10 (low preference).
  * Pragmatist= 11 (low preference).
 * Activist learner they like to be involved in all activities, they are open-minded, and this makes them enthusiastic about new things.  They always act first without thinking of the consequences. They also seek to be in the centre of all activities. Activist learners they can best learn from new opportunities/problems. Activist learners do not like to be asked to stand back and not to get involved. 
 *Reflector learner likes to stand back and observe, collects data and information from others and then put it in practice. Reflector learner does not like to talk in a meeting, Reflector learner just sit at the back of the room and listen, unless they are asked. Reflector learners can reach a decision in their own time without pressure and tight deadlines. A reflector learner does not like to be involved in a situation which require action without planning. Reflector learners enjoy giving and receiving feedback, and they also enjoy the process of thinking things over. A reflector learner will not be happy to make a task without some preparation. Reflector learners does not need help from others, but they will be happy to use help. Reflectors strengths: careful, thorough, and methodical, thoughtful, good at listening and assimilating information, rarely jump to conclusions. Reflectors weaknesses: tendency to hold back from participation, slow to make up their mind and reach a decision, tendency to be too cautious and not take enough risks.
* Theorist learners like to think all problems through in a vertical logical way. They like to take things step by step and they tend to be perfectionists, they never rest until things are tidy and fit into a rational scheme. Theorist learners can learn best when they have more time to explore the interrelationships between ideas, events, and situations. Theorist learners cannot learn if they must participate in situations where involves emotions and feelings. 
* Pragmatists learners are does people that like to try out ideas, theories, and techniques to see if they work in practice. They like to get on with things and they are very positive people. Pragmatists learners can learn best if they are shown techniques to help them to do things with obvious practical advantages. Pragmatists learners cannot learn if there are not clear guidelines on how to do things (Honey and Mumford, 1986).


  


4.3 Personal Development Planning including 2 Employability skills.
	Development   objective
	Specific
actions
	Barriers and how they will be removed
	Support required
	How I will know when I have achieved the objective

	1. To improve my Essay writing
	Practice my writing an essay by going to the library and take books. In addition, looks at online books, that will help me with my essay.
	I am scared/shy to ask the teacher any questions in the class. I will try to talk more in the class so I can build my confidence.
	My colleagues and the teacher will help me to overcome the barriers by asking me questions all through the class. 
	When I have my interview presentation, I will have to talk for 10 minutes in front of the class.

	2. Self-awareness
	Believe more in myself and be confident with everything I want to overcome.
	I do not believe in myself. I will stay focused, be mindful of my strengths and weaknesses and put them into practice.
	The only person that can help me with my self-awareness is myself. I will ask my manager for feedback.
	When I will start to focus on one thing at the time, believe in myself and when I start not to care what others are saying about me.





Conclusion
   Professional career development is about you improving your skills, knowledge, and understanding of your job role. SMART goal, SWOT analysis, Johari Window, and personal development planning opened my eyes to different methods on how to improve my skills, and knowledge. It also helped me to build my confidence, discover my strengths and weaknesses, and be aware of the opportunities and threats that will come. The assignment improved my writing/reading skills and showed me how to use the library in the university and online, and how to use the internet. When I did the learning style questionnaires, I have learned that I am a reflector, a person that stands back and observe, collects data and information from others and then put it in practice. Learning style questionnaire opened my mind to new ideas of how to improve my learning style and helped me to find out more things about myself I did not know. At the end of the assignment, I will have knowledge of how to write a report by myself, how to use paraphrasing, how to do similarity checks, and how to avoid plagiarism. 
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