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Through my professional career development lectures, I have learned the importance of employability skills in both professional and personal development. The benefit that showing good employability skills can have and the negative consequences that showing bad employability skills can have. My career growth is reliant upon these skills and as such I need to make an effort to apply them to my daily life. During these lectures I learned about SWOT analysis, SMART goals, the pomodoro technique and the Johari technique as well as general employability skills.
     I have always had poor time management, struggling to juggle all of my responsibilities at once. This has often led me to neglecting things that I should have done. Resulting in me falling behind in that aspect of my life. Trying to balance everything that I have to do can also cause me to become overwhelmed. I will have so much to do and there is no structure so it can seem like there is too much for me to do and not enough time. This causes me to become stressed out, so to distract myself I will procrastinate. By using techniques that help to develop my weaknesses I will learn how to improve myself and become a better person both professionally and personally. Usings these techniques effectively will allow me to manage my time more efficiently, meet deadline and improve my future business (Smith, 2018).
     My time management needs a lot of improvement. I often get overwhelmed by tasks and feel like there is too much to do but not enough time. This feeling often leads me to not start the task with enough time to complete it as I can get anxious about it and overthink it. One method that I learned to overcome this within my professional career development lectures is by setting SMART goals (Specific, Measurable, Achievable, Relevant and Time-bound). I learnt the process of how to set these and the benefits. By using this method, it will break down tasks for me, giving me a clear goal, a time limit, keep me on task and allow me to see my achievements (Scott, 2014). This will be extremely beneficial to me as it will help me to stay motivated reducing procrastination and stress. I plan on using this method in my assignments as I believe it will help me to manage my time better allowing me to get more out of my time. Hopefully leading to better work and better results. Not only this but I plan on using it in my personal life as well. By being more productive I will have more spare time and be able to dedicate more time to my educational and professional development (O’neill and Conzemius, 2009).
     Another thing which I learned in my professional career development lectures is what a SWOT analysis is. Often, I do not analysis a situation first. I just complete the task with no planning or preparation. This can lead me to experience circumstance that I have not planned for. Therefore, they often become challenging, and it take me longer to complete the task. With proper preparation I feel like I will be able to complete tasks faster and to a better quality. The SWOT analysis is an extremely helpful tool to do this (Strengths, Weaknesses, Oppurtunites and threats). By using this it will help me to see the strengths and the weaknesses of different things so that I can access what the best method is in order to achieve my goal (States, 2020). It will also help me to see what opportunities I have to improve things. Such as better methods in completing task which will lead me to become more productive and effective. I will also be able to establish any threats. Anything that might hinder my progress such as distractions or poor organization (Cottrell, 2021). I am going to make sure that I start approaching tasks using the SWOT analysis method as I feel this will help me to choose the best ways in which to do things and reduce the risk of me running into any problems that could affect me not reaching my goal. I will apply this to my education, my professional development and life choices. By using this it will lead to better outcomes for myself and my future (Seth, 2022).
     When I try to complete tasks, I often find myself getting bored of doing the task. Due to this I become easily distracted wasting my time doing things that are unnecessary instead of what I need to be doing. This often causes me to have to rush things in order to complete them which causes the task to be poorly completed. In my professional career development lecture, I learned about the Pomodoro effect which could help me to overcome this. By setting goals and time limits it will give me structure, increasing my productivity, focus and concentration whilst also decreasing my procrastination. Having breaks will ensure that I am not going to experience burnout. This combination will mean that I am working at a good pace whilst not overworking myself and getting stressed out (Cirillo, 2018). By doing this my work will be completed to a good standard, and I will learn more about the topic. I plan to start applying the pomodoro technique to my studies. It will help me to stay focused, meeting my deadlines and have the time to explore the topic deeper. Helping me to get a deeper understanding about the topic. This will be especially helpful in my professional development as it means that I will be able to further my knowledge in the field of my profession and develop my career (Staffan Noteberg, 2013). 
[bookmark: _Int_BOx5bmNH]     I as a person am always trying to grow and improve myself. To change my bad habits and continue my good ones. I want to be the best version of myself in every aspect of my life, social, professional and personal. To do this I need to understand what skills I am lacking. When I understand this, I will be able to improve myself and my relationships with the people around me. However, I am not always aware of the things that I need to improve upon to become a better person. In one of my professional career development lectures, I learned about the Johari window technique (open area, hidden area, blind area and unknown area). The aim of this technique is to help me understand my relationship with myself and others. By carrying out this technique I will learn things about myself that I did not even know. I can learn the behaviors that I do well and ensure that I continue to do them. I can also learn what skills that I need to start doing or the skills that I need to improve upon. This technique is extremally helpful to both my professional and personal growth. I plan on using it in my future and repeating it often in order to ensure that I am constantly improving my skills and behaviors. It will teach me how to build better relationships with people. How to support them and how my behaviors might affect them in both a positive and negative way (Subramanian, 2022). By understanding this it will help me to become a more charismatic person. This will benefit me greatly as I hope to open up my own business in the future. But to do this I will need to build a customer base and have investors. The best way to do this is to learn how to become a charismatic person in order to attract them. By doing this I can further my business and become more successful (Kumar and Mahesh, 2021). 
     For my action plan I plan to apply all these techniques. I will assess situations through a SWOT analysis to fully understand the best way in which to do tasks. I will then use the SMART goal method in order to plan how I do the task. Next the pomodoro technique so that I can complete the task without losing motivation whilst staying focused. All whilst repeatedly using the Johari window technique to ensure that I am improving my social skills. By doing a combination of these 4 techniques it will allow me to make the most out of my time whilst also building my business.
     To conclude the professional career development lectures have taught me vital techniques both professionally and personally. In order to succeed I will have to stay focused, motivated and charismatic. This is all achievable as long as I continue with these techniques applying them to both-long term and short-term goals. I need to constantly try to improve myself and develop my skills. This can be achieved through self-study, experience and trial and error. I will continue to do my best at university so that I can learn as much as I possibly can. Being open to new ideas and change will allow me to get the most out of my life both professionally and personally.
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