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[bookmark: _gjdgxs]Introduction
This report aims to know the strengths, weaknesses, opportunities and threats with the help of SWOT analysis and then development of a personal development plan on how to excel in my field. Several skills, such as interpersonal, intellectual and professional skills, can help me and other people excel in their respective fields. I would be able to gain the insight, attention, and drive that I require to achieve my goals with the help of the SMART tool. It can also assist me in achieving my goals by inspiring me to clarify my goals and set a deadline. And with the help of a self-awareness plan, I would be able to check my status and loophole in my personal brand.
1. [bookmark: _32hioqz]PDP and SWOT analysis
A personal development plan is used to identify the future goals and the areas that require efforts to excel best in ourselves (Schermerhorn Jr and Bachrach, 2020). PDP can be done with the help of SWOT analysis strategic planning to know the strengths, weaknesses, opportunities, and threats of a person or an organization to help them understand their current status or market value. One must be aware of their strengths and shortcomings and the possibilities and threats that result from them to thrive in today's competitive environment (GURL, 2017). 
1.1. [bookmark: _1hmsyys]SWOT analysis
1.1.1. [bookmark: _41mghml]Strengths
[bookmark: _2grqrue]I’m better at people’s skills, like having communication and understanding skills. I’m also friendly and very approachable and can deal with the customers in a good way. I have a sensitive personality and make my decision by myself (Hall and Rowland, 2016) (King and Mason, 2020).
1.1.2. [bookmark: _vx1227]Weaknesses
Over-commitment is not a weakness, but it might impede progress if a mistake is made. I also have an aversion to rejection. So, I should improve my negotiation and problem-solving skills.
1.1.3. [bookmark: _3fwokq0]Opportunities
I can use my weak points and turn to create opportunities for myself due to my aversion to rejection; I can do my work in such a way that it wouldn’t be rejected in any way. I can overcome my over-commitment personality by avoidance and confrontation (Andreoni et al., 2020).  
1.1.4. [bookmark: _1v1yuxt]Threats
Some of my college graduates have higher grades and credentials and more skills, experience, and knowledge. So, while this may pose a challenge, I am confident that I can overcome it by gaining experience and a thorough understanding of my field.

[bookmark: _4f1mdlm]Figure 1: SWOT analysis.
1.2. [bookmark: _2u6wntf]Personal Development plan

[bookmark: _23ckvvd]Table 1: Steps involved in the personal development plan.
	Learning objectives
	Current proficiency
	Target proficiency
	Development activities to use
	Criteria for judging
	Time scale

	To improve negotiation skills
	Currently they are below average
	I need to improve to excel myself in whatever field, I’ll select.
	By seeking assistance from supervisors or experience.
	Checking it can be readily persuaded.
	5 months (Dec 2021-April 2022)

	Improve my problem-solving skills
	Average
	To be able to solve problems without taking sides that can occur in my group at work.
	Seeking assistance from supervisors, literature, and experience.
	Checking to see if I'm helping my peers solve problems they're having.
	3 months (Dec 2021-Feb 2022)


[bookmark: _19c6y18].
2. [bookmark: _3tbugp1]Manager skills 
I have worked as a sales assistant for about two years in Food Bazaar and Henna Fashions. I have been applied to SEMH for the post of teaching assistant. So, I have many skills that I have learned while doing the jobs mentioned above. In order to be a manager in any industry or a company (such as Apple, Nestle, Honda, etc.) or be an assistant in SEMH school, I would be required to have many skills. Among these skills, some are interpersonal skills, professional skills, and intellectual skills. Management skills are the qualities or talents leaders should have to play different roles in an organization (Cimatti, 2016). This includes the ability to perform administrative tasks within your organization while avoiding crises and quickly resolving issues that arise. Experience in learning and hands-on leadership helps develop management skills. The importance and usefulness of these skills are given below.[bookmark: _4bvk7pj][bookmark: _2p2csry]Figure 2: Skills to be an effective manager.

2.1. [bookmark: _28h4qwu]Interpersonal skills
These are the skills that I would be in need as manager to get good jog from employees and motivate them to do better. These skills are also known by another name, such as social skills. According to this word, the definition of interpersonal skills is that these skills help the person socialize with good or friendly communication, and lack of these skills can assert social awkwardness (Van der Molen and Gramsbergen-Hoogland, 2018). In the employees, the presence of these skills would enhance or prominent them. By applying or adopting these skills, I would excel in my field in a presentable way. These skills cover the following:
2.1.1. [bookmark: _nmf14n]Verbal communication 
The language used to convey messages or information is known as verbal communication. Besides being a speaking ability, it also tells the way of delivering and receiving messages (Van der Molen and Gramsbergen-Hoogland, 2018). The focus of this skill is on how someone is communicating rather than what they are saying. Persons with outstanding verbal communication skills are better able to share knowledge, opinions, and problems.
2.1.2. [bookmark: _37m2jsg]Listening skills
Listening skills are essential tool for doing a job in any position. These skills help to understand what the other person is saying. Being a good listener is very productive in any field. Because this skill reduces misunderstandings, doubts, it also encourages empathy and enables someone to give feedback regarding the discussion.
2.1.3. [bookmark: _1mrcu09]Negotiation
Negotiations are essential for company success because they help you maintain stronger connections. Produce long-term, high-quality alternatives rather than shoddy, short-term fixes that don't address the requirements of either side assist you in avoiding future issues and disputes. With the help of this skill, a manager can avoid future problems (Van der Molen and Gramsbergen-Hoogland, 2018).
2.2. [bookmark: _46r0co2]Intellectual skills
Every field relies heavily on cognitive abilities. Anyone can develop innovative answers to problems by strengthening behavioural skills and developing logic and comprehension skills (Sreena and Ilankumaran, 2018). If I can identify my strengths and weaknesses, developing cognitive skills is relatively simple. I would be able to build diverse talents to flourish in my field with the help of SWOT and PDP.
2.2.1. [bookmark: _2lwamvv]Problem-solving skill
Problem-solving skill is another essential skill of a manager. It helps to deal with and handle complex problems that emerge during an unusual workday. Problem-solving skills give a free hand to tackle a situation and build confidence and a sense of being independent (Sreena and Ilankumaran, 2018). It is a critical skill that would be very helpful in any field. Because problems arise in every area or any employment position, so, this skill is fundamental for not only managers but also for individuals.
2.2.2. [bookmark: _111kx3o]Decision-making skill
Decision-making is another critical managerial skill. Managers make various choices, whether consciously or unconsciously, and decision-making is an integral part of a manager's achievement. As a manager, I must be accountable for all of their actions and willing to accept responsibility for the outcomes of those decisions (Sreena and Ilankumaran, 2018). 
2.3. [bookmark: _3l18frh]Professional skills
Professional skills may help anyone excel in their career, regardless of profession. However, acquiring detailed information in my sector is crucial; having the ability to demonstrate my maturity and commitment to my job as a manager will help me develop even further in my career.
3. [bookmark: _206ipza]A personal reflection by SMART table
With the help of personal reflection, I can set my goals and objectives and will do everything to accomplish them. Many organizations and people are looking for SMART tools to help them do activities more securely, effectively, and appropriately. This gadget can indeed convey details about how they've been used to a centralized information place, offering employees to understand how they're being used and identify areas where they can improve. SMART is a valuable tool that gives me the insight, focus, and motivation I need to reach my objectives. It can also help me achieve my objectives by motivating me to clarify my objectives and set a deadline (SMART Goals, 2021). These are the objectives that will help me fill the flaws in myself and prioritize other people and develop a personal brand. 
[bookmark: _4k668n3]Table 2: SMART table.
	Specific (S)
	Measurable (M)
	Achievable (A)
	Realistic (R)
	Time-bound (T)

	My first task is assessing my skills. 
	Completing my work on time and getting achievements.
	It would be achievable if I complete my assignment ahead and schedule my tasks beforehand.
	It is realistic if I focus on my targeted goals.
	This task is achievable within two years (Jan 2021-Dec 2023).

	Improvement of decision-making, delegating and communication skills.
	I will do that throughout my working experience by giving unit presentations
	It is achievable as presentations are necessary.
	This is the easiest goal that I can achieve to improve myself.
	This goal is short term that I will achieve throughout the experience.

	To be a manager by the time I’m thirty years old.
	Marketing Seminars/ seminars are available for me to attend at experience place, where I can develop critical communication and decision-making skills that can be applied in real-life marketing circumstances.
	My family members are also in this field. So, I can seek help from them to make it achievable.
	After working my working experience and gaining suitable professional experience, I will have obtained invaluable knowledge.
	I'll finish my working experience when I'm twenty-eight, giving me two years to be a manager at an international organization.


4. [bookmark: _2zbgiuw]UK employment laws
The interaction among both employers and employees is governed by employment law. It establishes what companies can expect from staff and what companies can ask them to do something, and their workers' rights. A set of laws, restrictions, and processes designed to control the workplace environment is considered labour law. This will only be accomplished if more comprehensive legislation exists. UK labour law is a comprehensive and consistent system of regulations and laws that enable employees and managers to control their legal rights and responsibilities. Numerous overt and covert influences have influenced the evolution of labor law (Williams et al., 2017).
Recruitment law: According to the Equality Act 2010, the employees will be selected without being biased because of gender, race, religion, maternity, pregnancy, etc.
Employment Rights Act 1996: Improper firing, retirement payouts, salary insurance, zero-hour contracts, Sunday labour, exclusion from employment, flexible work arrangements, and cessation of service are all covered by this Act (Employment Law, 2021).
Data Protection Act 1998: According to this Act, the personal information of employees and employers or about the company would be protected legally and adequately.
Working Time regulations 1998: Shift patterns are another major issue that both businesses and employees must deal with. Organizations must have sufficient time to achieve organizational aims and objectives. According to international standards, the eight-hour-a-day routine has been acknowledged and certified in the United Kingdom. 
Health and Safety Act 1974: This Act ensures the safety and proper health of employees (Employment Law, 2021).
5. [bookmark: _1egqt2p]Learning theories
In this module, I learned various theories of career development, UK employment law and self-improvement methods. Interpretation, or a world perspective, is gained or altered, and experience and abilities are kept, all of which are influenced by cognitive, emotional, and contextual factors, as well as expertise (Learning Theories , 2021).[bookmark: _2r0uhxc][bookmark: _147n2zr]Figure 3: Learning theories.

6. [bookmark: _3ygebqi]Self-awareness methods
The potential to check in to my emotion, opinions, and behavior’s is known as self-awareness. Being self-aware also entails being able to perceive me through the eyes of others. Self-conscious people are aware of their talents and weaknesses (SEL, 2021). The steps that involve self-awareness are given below.

[bookmark: _2dlolyb]Figure 4: Steps involved in self-awareness.
7. [bookmark: _4i7ojhp]Reflection by Gibb’s model
The following are the six steps that can help me to reflect on my feelings.
7.1. [bookmark: _2xcytpi]Description
I’m better at people’s skills, like having communication and understanding skills. I’m also friendly and very approachable and can deal with the customers in a good way. But I still lack in many skills such as decision-making, problem-solving, and negotiation skills.
7.2. [bookmark: _1ci93xb]Feelings
The absence of these skills cause hinders to excel myself I my field. Being an average in these skills was very tiresome. This module has showed me that these skills will be very beneficial to prove myself in any field and will enlighten me from group of people.
7.3. [bookmark: _3whwml4]Evaluation
These skills are essential to be an effective manager or to get success in my field. These highly-honed skills can help me become a master in my field, and can be learned as well.
7.4. [bookmark: _2bn6wsx]Conclusion
All above the explanations and demonstrations have shown that these skills are essential for not only managers but also in every field. These skills will assist me to get good results from employees and performing better or excelling in my field.
7.5. [bookmark: _qsh70q]Action plan
To be good in these skills, I have developed the SMART plan that will help me to meet my goals. For this purpose, I ca also get help from my supervisors, literature ad working experience. After working my working experience and gaining suitable professional experience, I will have obtained invaluable knowledge.
[bookmark: _sqyw64]Conclusion
SWOT analysis and the creation of a personal development plan assist in identifying strengths, weaknesses, and gaps in which additional effort is required. There are a variety of skills, such as interpersonal, intellectual, and professional abilities, that can help me and others succeed in their chosen industries. With the help of the SMART tool, I had gotten the insight, focus, and motivation that I needed to attain my objectives. And, with the support of a self-awareness plan, I was able to assess my current status and identify any weaknesses in my personal brand.
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SWOT analysis



Strengths
Good communication skills
Sensitive personality
friendly nature



Weaknesses
Over-commitment
Aversion to rejection




Opportunities
Turning my weakness to create opportunities for myself by confrontation and avoidance




Threats
Less experiance
low skills quality





Interpersonal skills


Intellectual skills


Professional skills



Behavioris-m learning theory

Cognitive learning theory
Constructi-vism learning theory

Humanism learning theory
Social learning theory
Connectivism learning theory


Reflective 
(Reflect on actions or skills)


Observant
(Observe the surrounding or current status in environment)


Empathetic
(Ability to understand the need or required skills)


Perceptive
(Predicting the outcomes by analyzing strengths and weaknesses)



Responsive
(Prepare a plan against weaknesses)


Adaptable
(After turning the weaknesses into opportunities become adaptable to it)


Self controlled
(Control the weak points and try to use them as opportunities)


Discerning
(Handling the situation)
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