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Introduction

	The purpose of this reflective report is about my understanding of the skills and knowledge which contribute toward working effectively, my readiness for employment and my strategy of development and constant improvement such as continuing education, participation in professional organizations, research, increased duties and responsibilities and improving on existing skills.
	Self-development is the process by which a person’s character or abilities are gradually developed; is taking steps to better yourself by learning new skills and improving on bad habits or weaknesses and not last is improving self-awareness and self-knowledge (www.lexico.com)
	In my opinion self-awareness can often be a painful process that in the end leads to a greater self-awareness, it’s a conscious knowledge of one’s own character and emotions.
	Furthermore in this report I will be analysing myself, my 5 years professional goal, I will be looking at my personal stratagem of development and my personal reflection thru Steven Covey’s “7 Habits of Highly Effective People”, Albert Humphrey’s SWOT Analysis as well as the GO MAD thinking frame. I will attach Learning Style Questionnaires I have conducted on myself as well as my PDP plan.
	My set professional SMART GOAL is to become a restaurant manager at the end of these set five years. I currently work as a waitress in a half-Italian half-welsh family run Café-Restaurant and I have four and a half years experience. I started from zero experience in the job title but I was driven by the need for a job, to make ends meet and I only had the education and common sense that my mother has taught me at home and the English language I have learned in school since I was 8 years old.





Procedure

	Steven Covey (1989) studied the principles that people use as a guide in order to become successful and integrated them in a complex program yet easy to achieve. This way he created a practical tool that can be easily used with excellent results in family life, business as well as society in general. The 7 habits that he found he studied for many years and concluded that it is us and only us that can trigger the process of self-improvement and therefore reaching a deeper level of thought.
	According to the author’s motivational theories, the 7 habits of becoming highly effective are:
Be proactive: take responsibility to enhance your life as the choices you make are led by your values
Keep the end in mind: SMART GOAL
First things first: plan realistic and achievable
Think win-win: mutual benefit
Seek first to understand then to be understood
Synergize: focus on your strengths
Sharpen the saw: strengthen your body, heart, mind and soul

Being proactive applied to myself means that it is entirely up to me and not to others how I react to different situations in my life. Rather than thinking about what it is that is not working or might not work, I can reflect on what can I change and what it is up to me to do; it is better to be able to change something when the time is right rather than be forced by the situation. In my situation this means enrolled for this one-year course at the University, Certificate of Higher Education: Skills for the Workplace, doing my best to learn important skills for employment.
	Keeping the goal in mind is all about having to decide where I want to go and what I want to achieve and act in the right direction with small achievable steps. Moreover, I must imagine the future based on my dreams, logic and planning. The goal is to become a restaurant manager and I already begun the first step in that direction by signing for CERT HE Skills for the Workplace Course.
	Setting priorities will help me win the battle with myself. My plan must be realistic and achievable and be laid down in 4 categories. Once divided, it will be much easier for me to tell priorities and give more time to the most important actions:
Important and urgent (studying and finishing this report with more than a pass mark)
Important but not urgent 
Not important but urgent
Not important and not urgent


Thinking win-win means that there’s a mutual benefit and the value is different but equally important. I am learning new skills (how to study and research, how to use a computer jobwise, how to improve on my professional language) and new theories and I am discovering my strengths and weaknesses towards my goal. I will learn also management and coordination people skills which are vital for becoming a restaurant manager.
Trying to first understand and then be understood is finding out what other people needs are and what are they saying and then I will be better understood. In my opinion I think that most of the times we listen just to reply and not necessarily to understand; the more I listen the more all my relationships will improve, starting with my lecturers, my colleagues, my manager most of all and last but not least, my customers.
Synergize states that the power of the team is always greater than the power of the individual. Synergize is about teamwork and finding solutions to old problems. I have a perfect relationship with my only colleague, we coordinate very well that sometimes we don’t even speak to each other and we understand ourselves just making eye contact or not even that.  
Sharpen the saw every day. We all must learn every day, exercise and always try to improve our first six habits. In order to be able to help others, first I have to help myself. Evolving every day on all levels: mentally, spiritually, physically and socially I better myself.
I will celebrate each step I take; I will still work my waitress job and accumulate more experience; I will be faced with more different situations in my job and be better at managing them efficiently.


Albert Humphrey’s SWOT Analysis (1960) examines all the factors from inside and outside a person/organisation/company that influences success; is a tool to look at my personal Strengths in order to reinforce them, Weaknesses in order to improve on them, Opportunities in order to take advantage of and Threats in order to avoid them. When forced to take strategic decisions it is very easy to feel overwhelmed by circumstances and options. All these four categories perfectly describe if one of my decision is negative or positive and internal or external.
A profound SWOT Analysis can be the spine of a solid strategic planification.
A Personal Development Plan includes one person’s aspirations, his strengths and competences as well as the steps that indicate the way that the plan should be followed. It can also include a reference about one’s career or his priorities in life, possible opportunities and risks as well as alternative plans.
In my opinion, a PDP is based on a series of questions:
What do I really want to achieve in life?
What kind of person I want to be?
Am I sure about my ambitions and my personal goals?
Am I taking the right decisions to lead me to what I really want?
Am I responsible of my own life and studies or I just hope that it will just work anyway?
My PDP Strategy (Personal Development Plan/Strategy)
Strenght	PDP opportunity	Strategy required
Punctuality	Realiability	Organisation	Effective team working		Experience in the job industry and apply the things I already know	I don’t lose focus of the goal; I have to be patient and organised and finish the course	Keep existing job and try to improve every day


Another theory that I applied in achieving my goal is the GO MAD (Make a Difference) Positive Thinking frame. According to the authors, Andy Gilbert and Ian Chakravarty (2001), this thinking model system can improve on leadership thinking, can increase sales and reduce costs, save time and improve performance and business success.

























Another theory to take in consideration and apply in order to achieve my goal is Kolb’s Experiential Learning Cycle (1984) which is related to learning and development programmes. Experimenting real situations is a far more efficient learning technique than just passing information.
 Kolb’s Cycle has four stages:
Concrete experience, active, when you learn new information
Observation and reflection on experience, when you observe the consequences of your actions and analyse your learning experience
Theorising and development on concepts/ideas, when you observe common element with other similar experiences
Testing the new concepts as an active stage of experimenting new experiences/situations

But efficient learning only happens when the one who studies is able to apply all four stages of the cycle because just one stage is not enough as a self-teaching procedure.
In my situation, first step was to attend the course, second is that I can reflect on what is happening, what I learn, what goes well or not, third step is thinking how to improve my attention and dedication and forth step is to implement what employment skills I learn into my day to day life and work.

According to Kendra Cherry (verywellmind.com), the Myers-Briggs Personality Type Indicator “is a self-report inventory designed to identify a person's personality type, strengths, and preferences. The questionnaire was developed by Isabel Myers and her mother Katherine Briggs based on their work with Carl Jung's theory of personality types.”
There are 4 types of personalities: introverts that learn from within, sensing, who receive things from outside, feeling who make decisions based on their emotions and precepting ones who go with alternative options. Taking this test in class has revealed that my personality is ISFJ which means most loyal, that I have a high sense of duty, that I am amiable and ready to sacrifice, accountable, prefers “doing” type that you will find enclosed in the Appendices.

Conclusion 

	As a conclusion, I set my SMART GOAL of becoming a restaurant manager in 5 years time. Studying all these theories I know that anything is possible if I have the drive and motivation to succeed.
	I started with this course at the University which I never thought that I would be able to do but surprisingly I can see that I am able to averagely do what it is asked of me by my lecturers in terms of assignments, research, attendance to classes, deadlines and working as part of a team with some of my peers, using a computer more and learning on Power Point Presentations. So far, I feel proud of myself and will do my best to finish and sign up for two more years in order to get my degree.
	I hope I will be strong enough and patient to keep my existing job, to accumulate more experience, find another part time job in a restaurant maybe and slowly to get where I want.

















Appendices















Strenghts	Punctuality	Realiability	Good organisational sense	Effective teamwork	Strong language/writing skills	Plenty of work experience	Weaknesses	Lack of confidence in myself	Not good public speaker	Not creative enough	Poor communication skills
Opportunities	Enrolling to University, the chance to do a documented report, to improve my computer and power point skills, to speak in front of my lecturers and peers, to get the diploma	Threats	Try not to lose focus	Not a good team leader	More experienced and more confident people than me	Work for a small family business without training	Lack of managing skills
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