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1. INTRODUCTION. PERSONAL DEVELOPMENT PLAN
Due to the accelerated global progress in the field of information and technology and market competitiveness, every individual has to comply with the new circumstances, embrace a attitude of constant learning in order to build a strong career, concept that has been adopted by the companies as well as a strategy for human resources and to maintain their position on the market (Eisele et al., 2013). According to Beausaert et al. (2011, p.258, personal development plan (PDP) represents “a popular tool to support and enhance continuous learning”. 
This portfolio will commence with my personal development plan, followed by an analyse of skills needed for employment. Lastly, I will describe the concepts learnt during this course.
	AREA OF IMPROVEMENT
	SKILL LEVEL
	SUCCES CRITERIA
	ACTIONS REQUIRED
	RESOURCES REQUIRED
	DURATION

	Communication skills
	High skilled
	To able to effectively transmit a desired message.
	Progression in communication can be realised by engaging in any discussion.
A very important area to focus is all the aspects of nonverbal communication.
	Communication partners
	 3 months

	Digital skills
	High skilled
	To avoid time wasting due to lack of knowledge in operating a computer
	Practice
	Computer and internet connection 
	1 month

	Teamworking skill
	Medium skilled
	The ability of collaborating with others is the decisive factor in any project success 
	Engaging in teamworking project
	Colleagues
	6 months

	Time management
	Medium skilled
	A good time management contributes to a better professional reputation. 
	Organising daily activities by using the 4D Matrix can be the first step for a better time management.
	Organiser/ mobile application to keep track of all responsibilities
	 6 months

	Leadership skill
	Low skilled
	Successful implementation of own ideas and motivation of others
	Working in teams 
	Studying the literature about great leaders
	12 months

	Self-confidence/ motivational skill
	Low skilled
	A positive feedback from friends and colleagues.
	Participating in motivational groups discussions and meditation may improve self-confidence.
	Studying literature about self-motivation
	12 months


Table 1. Personal Development Plan 

2. SKILLS REQUIRED FOR EMPLOYEMENT
2.1. COMMUNICATION SKILLS
All my professional activity has always involved working directly with people hence good communication skills were essential to perform adequately (Riemer, 2007). Over the years working in hospitality and recruitment, I succeeded to enhance my communication skills but, due to the complex human nature I am aware that I need to constantly improve. An important element, that I have the opportunity to learn more during a previous module of this course is the nonverbal communication, that I find very helpful.

2.2. DIGITAL SKILLS
21st century represent the era of information technology and digital inclusion worldwide, due to the fast internet expansion. As technology has been implemented in almost all economy fields and data has become one of the most important currency, employment skills encountered to update accordingly to the new jobs requirements, so digital skills become compulsory to ensure employability for any individual. 
Resuming to my job responsibilities, keeping a data base for candidates, workers and clients, analysing data, CV research, daily computer work, are conditioned by having high digital skills. Due to permanent advancement and new programs and applications developed, human skills need a permanent update as well, therefore continuous learning started to be adopted. I appreciate the opportunity I had during this course to learn new programs that represent a real help for my work tasks, improving my efficiency. 
Following Joshi et al. (2013), the economical market shows an increased necessity for high skilled professionals, which has been proven over the last year when the Coronavirus outbreak has changed the work activity as we knew it. There were sectors where digital skills have made the difference between employment and unemployment, making me realize that I need to discover new ways to learn.

2.3. TIME MANAGEMENT
According to Peter Drucker (1967, p. 22) “Everything requires time. It is the one truly universal condition. All work takes place in time and uses up time.”
In my belief time management is an essential skill not only for workplace, but also for personal life. I had always found difficult to manage my time, therefore, over the last year I started to apply some time management strategies and I have observed an improvement in my daily activities, but I think that I still need to pursue on this path to attain a higher efficiency. In terms of work, recruitment field demands a lot of time invested in order to select the right candidates for the right customers, so this skill is critical for my job. This idea is emphasised by Mackenzie and Nickerson (2009) stating that it might be a decisive factor to success. Besides the ability to reach goals, among its advantages is mentioned also well-being, the association between a reduced amount of stress and more spare time as described by Diener et al. (2002, p.63), “pleasant emotions, low levels of negative moods and high life satisfaction”.


2.4. LEADERSHIP SKILLS
The underlying concept of leadership has been presented by Mumford et al. (2000, p.12) as “a distinctly interpersonal phenomenon demonstrated in the interactions between leaders and subordinates”. The same authors mention the ability to solve different problems in the organisation. 
Another important aspect related to leadership is the motivating factor which is the key for work efficiency. For a senior recruitment, leadership skill is essential to be able to organise people and inspire them towards the same objective. Even if is also a soft skill, is a complex one, being the sum of communication, critical thinking, team management, empathy.
According to Hunt (1991, p.91), leadership is defined as an “inborn personality traits”, but over the last decades the concept of leadership has been demonstrated to be a set of abilities that can be studied and learned (Bradberry and Greaves, 2012). By reading literature about great leader, their methods, teachings and participating at conferences, I hope that I will improve my skills on leadership.

3. PERSONAL DEVELOPMENT CONCEPTS 
This module gave me the opportunity to discover and learn new concepts destinated to improve my career. 
The first concept introduced by this module was the personal development plan (PDP). Within the current employment market dominated by very high competition and skills in continuous transformation, personal development plan commenced to be an efficient instrument for learning and improvement used by an increased number of professionals but also implemented by companies.
According to McDowall and Fletcher (2004, p.8), “it is in an organization’s best interest to focus on effective staff development strategies, since companies strong on training and development may be preferred over those offering the greatest rewards. One technique for developing individuals is through the social and motivational aspects of appraisal or review processes.”
PDP represents a reflective tool, covering all the skills possessed by an employee along with any area of improvement and a strategy to acquire them (Beausaert et al., 2011). The same author underlines the impact of PDP on continuing personal and professional growth and performance improvement.
Personally, I believe that the decision of creating a PDP is the first step towards self-awareness and accountability of your own skills, but it should be conceived in an extremely realistic manner, we need to be honest with ourselves in order to have proper results (Stringer and Cheloha, 2003). 
As per my personal experience, it is a useful tool to reach goals but also for time management, contributing to prioritizing activities required to attain any objective.
Following the teaching of this module, setting up my goals represents the first stage in creating a PDP. In this regard, they can be short, medium and long term goals. Accordingly, to each goal complexity, the second stage is identifying our weaknesses and skills that we need to develop, followed by defining resources and actions, contouring the steps and finally the plan. Informational era has its great advantage by the enormous amount of information that we have available and equally learning opportunities, online literature for self-studying, seminars, meeting, courses.
As previously mentioned, self-awareness is a key component of an efficient PDP, therefore, recording the outcome is also important for measuring the level of achievement and for updating if necessary (Wilson-Medhurst, 2005). 
In order to build on self-awareness, in this module I have discovered some methods to determine my learning style or my expectation in employment.  Regarding my learning style, I have received the confirmation that I am a visual learner, the best way for me to remember any information is picturing it in my mind and also, I am associating events with images. So far, it has been proven useful for both professional and personal activities and helped me to develop a quite good memory and to be a fast learner, idea underlined also by Pashler et al. (2008). The second test was measuring the motivation in professional life, which resulted for myself in 56% material, which I agree, but I find also 44% a high percentage for recognition and professional achievements.
This module has brought into our attention concept related to the recruitment and selection process. Depside being my area of activity, I found interesting to see all the concepts theorized.
Human resource is perceived similar to any other organisational resource, which has to be managed in order to attain efficiency and profitability (Compton, 2009).  This process commences with planning and forecasting, stage that analyse the vacancies, position requirements and potential supply from inside the company. The next stage is recruitment that involves selecting the recruitment methods, followed by developing an appropriate application form, which can be an essential instrument to separate the right CV, according to specifications required. This represents an important information for any individual applying for a position, to outline in their CVs the elements mentioned in the job advert. Another step is the selection of screening methods intended to measure the candidates’ skills. Finally, the process is ended with selection. As defined by Roberts (1997, p. 3), “the purpose of selection is to match people to work”, but the 20th century introduced a different vison of human resource with interchangeable skills.  
As an applicant, a strong CV along with a proper cover letter may enhance the chances for employment. During this lesson and with the support of the university career advisor, I received valuable information to update my CV in order to make it more visible and attractive for potential employers.
Writing a good CV, interview preparation, behaviour during the interview, are elements of personal branding that can differentiate candidates even with the same qualification and background. Understanding these elements might be the key for success. Since 1975, Fishbein and Ajzen stated “the key premise for personal branding is that everyone has a personal brand”, but there are only a few aware of this and are not managing it effectively.
On equal importance, the last lesson of this module has presented the employment legislation. In spite of my working activity, I also found this information useful by remembering me all the legal aspects regarding discrimination in The equality act 2010, Employment rights act 1996 or Data Protection Act 2018. 

CONCUSION
In light of all the concepts learnt during this module, continuous learning is the best strategy to adopt in order to ensure future success. On the other hand, a realistic overview of own skills can be realised through a PDP. Understanding the major contribution of PDP on my personal and professional development represents my biggest achievement from this module. Following my PDP, the skills that I need to enhance for my career are mainly leadership and time management skills, but also to keep updated my communication and digital skills.
Overall, I am satisfied with the outcome of this module as I already noticed a slight improvement in my life, especially in self-awareness. 
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