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Introduction.
The purpose of this reflective portfolio is to assess my own skills using a Personal Development Plan and a SWOT analysis to develop necessary skills needed for future career.  
Personal development plan presumes finding out about the variety of jobs and life alternatives available to an individual, finding about what a person like and detest, objectives, goals, and enthusiasm. It is a very helpful tool to organize someone’s thoughts, help in finding the preferences, and direction in life (Cottrell, 2015).
I will present a short analysis of skills I have and skills I need to acquire, as well as skills that I consider will be very demanding for the future job.
I will talk about the concepts I have learned from this module that marked me the most, as how we can improve our self-awareness, cv making procedure and preparing for a mock interview. 






[image: ]1. Personal Development Plan (PDP).
Personal development plan is very useful in adding value for an individual, a business, or a career. 
Why it is so important for everyone to have a personal development plan? Because it will help in becoming aware of skills every person has, to identify and develop skills that everyone needs, working out what every person wants to achieve and how to achieve it, focusing in potential study, career, and personal development goals.                Source: personal-development-slide9_1.png (720×540) (sketchbubble.com)
Once the personal development plan is made, it should be reviewed and evaluated to decide if any adjustments are required and if additions to the plan are needed. 
A PDP is a plan of action, that refers to aspirations regarding personal development. Everyone makes plans every day, but not everyone writes them down. Personal development plan allows me to set my own personal targets and find the best way to achieve them. It helps me to visualise what I am doing and keep track of my achievements. 
My personal development plan.
	Objectives
What do I want to be able to do or do better?

	Success criteria
How will I recognise success? How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?
	Implementation
How will I practice and apply what I learn?
	Application
When will I need to use the skills?
	Timeframe
When the goal will be achieved? 

	Public speaking and presentation
	Overcome nervousness
	Train during the course. 
Practice with classmates and friends
	Able to speak confidently in front of the crowd
	For reporting I need excellent writing skills and experience of giving effective presentation.
	10/04/2021

	Communication skills 
	The ability to  present information face to face, and to write better assignments.
	Practice and improve verbal, non-verbal and written communication through our courses.
	Be able to listen and understand another point of view by assessing purpose of the speaker. Be able to communicate in in various methods with my own ideas. 
	At the working place and everyday life.
	01/04/2021

	Planning/decision making skills
	The ability to resolve complex problems at the working place. Proper planning.
	Use training opportunities and revision.
	Try to become the group leader, planning duties at home.
	Planning the business plan. 
	01/05/2021

	Self-awareness
	Writing down what I want to do and track my progress.

	Learning of new skills.

	Daily practice. Focus on my goals. 
	For being a good leader. 
	ongoing



Cottrell (2015) defines personal development plan as an inventive process about studies, life, benefits, career and future plans, that requires time and study, risking, acquiring new skills, and building discussion. The more a person invest in his development, the more he can get out. It can help someone to make decision about study or work, how to use time properly, which opportunities to follow, as well as organising relationships in personal life and at work. 
It is very important to audit the skills, that will help you think about what skills are important to your current job. And which skills you think you need to develop further to progress your career. A lot of our professional skills are transferable, highly valuable, and relevant to a wide range of jobs. It is very important to audit and identify them so that you know what you have to offer for the modern competitive job market.  

1.1 SWOT Analysis of my goals. 
The strategic management tool, SWOT analysis which is Strengths‐Weaknesses‐Opportunities‐Threats. Strengths and weaknesses are internal factors and attributes of the company, opportunities and threats are external factors and attributes of the environment (Hill and Westbrook, 1997).



WEAKNESSES
1. Communication skills.
2. Planning/decision making skills.
3. Self-awareness.

STRENGTHS
1. Digital skills. 
2. Team working.
3. Time management skill.
4. Analytical capabilities.
5. Driven and focused.





OPPORTUNITIES
1. To learn new skills.
2. A good job, career.
3. Financial stability.
THREATS
1. Insufficient time.
2. Insufficient funding.
3. Competition.









2. Skills I have and skill I need to acquire. 
After developing Personal Development Plan, and SWOT analysis, I find out I have various skills which many employers look for while hiring. It is very important to understand what you really want from your next, or first job.   
Digital skills. Very important skill, as our world become more and more technological, involving computers and machines, the need for this skill is in high demand, and in some sectors, this quality is crucial. 
Team working. Is essential to succeed at work. Working well with other team members, with customers, managers, and other people outside the company is a great help to complete the tasks efficiently and achieve the team goals. 
Time management skill. Employers are looking for organized and responsible people to have them in their organization. Good planning of the prioritized tasks maintaining a clear picture of what you need to complete and when. Setting the deadlines. 
Analytical skills. Which is the ability to collect and analyze information, problem-solving, and decision making. Very appreciated by employers, and apparently very important in working with other people in hard time in the organisation. 
As nowadays the world of employment market is progressing very quickly, every person that is looking for a job or a future career must think of how to prepare for a future job that is often difficult to predict. New jobs can appear during times, and employers are looking for professional employees which will probably, at one point should learn different skills. 
Skills that I consider acquiring to be prepared for the future job are:
Judgment and decision making. Even if machines and data can process information and provide insights that would be impossible for humans to gather, human judgment and decision-making will become more complex in the future workplace.
Interpersonal communication skills. The ability to exchange information and thoughts between people will be an essential skill in the future. Which means that people must improve their skill to communicate effectively with other people to be capable to say the proper things, using the proper intonation, and body  language (Whiting, 2020). 
Leadership skills. A  skill that will be a must for the future employees, encouraging and helping co-workers to become better and acquire new skills. 
Technology skills. Job market is full of  technological innovations such as artificial intelligence, big data, and virtual reality. This means that everyone will need to have certain knowledge about technology. Everyone should understand the impact of new technologies on the industry, business, and job (Whiting, 2020). 

[image: See the source image]2.1. Skills required for my future employment. 
The job market is very competitive, and everyone can improve the possibilities of a successful career if they start to 
Source: skillsfuture-credit-singapore.png (800×296) (onlinecoursesgalore.com)
think about it at the right moment, learning new skills that will attract employer’s attention. Employers are looking for people with certain employability skills that can have a good communication with customers, to have good team working skills, to solve technical problems, to adapt to the group and be effective very fast (Cameron, 2013).  
It is very important to decide about the job or career someone wants for the future, and what skills you need for it, and to learn and develop those skills. 
Diversity and cultural intelligence. It is vital that individuals have the skills to understand, respect and work with others despite differences in race, culture, language, age, gender, sexual orientation, political or religious beliefs. The ability to understand and adapt to others who might have different ways of perceiving the world will not only improve how people interact within the company but is also likely to make a company’s products and services more inclusive and successful (Whiting, 2020).  
Critical thinking. Someone with critical thinking skills can propose and offer innovative solutions and ideas, solve complex problems using thinking and logic, and evaluate arguments. People with strong analytic thinking will be needed to navigate the human and machine division of employees (Whiting, 2020). 
Coordinating with others. Which involves strong communication skills, an awareness of other people’s strengths and weaknesses, and being able to work with a range of different personalities.
What employers want? According to Cottrell (2015), these are most-wanted skills identified by most of the companies: 
‘Academic’ / intellectual skills: strategic thinking, making good decisions, exercising good judgement, analysing information, finding solutions, bringing a creative or innovative approach.
People / interpersonal skills: managing relationships in the workplace, teamwork, communicating clearly, inspiring, encouraging and supporting to get things done well and efficiently, understanding customers, clients, and competitors. 
Task-management / operational skills: organisational skills, managing projects, setting goals, developing systems and processes, monitoring performance, using resources efficiently, managing money, all with attention to detail. 
Self-management / intrapersonal skills: the ability to manage your own needs, emotions, motivation, and development so that you can work well under pressure and focus on your responsibilities. 

3. The concepts I have learned from this module.
Professional career development module was very exciting and well knowledgeable. I have learned various skills and knowledge needed for working effectively. I found out my employment goals, and in which areas I further need to develop. I had the experience to work in my career development learning log, writing about my learning style, comparing CV styles, and some career options. Another point that marked me was the open book assessment, where we had the task to write 500 words in two hours, during our lesson, based on diversity and inclusion case. 
We also had the experience to make out CV and cover letter for a job vacancy that we would like to apply. We prepared for the interview with the potential employer, that was held on a scheduled time. 
[image: ]3.1. Improving self-awareness. 
Self-awareness is a skill that every person can learn to improve with the proper effort and practice. It means the habit of paying attention to how someone think, feel, and act. It is just about learning about own intellectual mind. The ability to be self-aware is one of the most important and hard skill to achieve, but still it is possible (Vago and Silbersweig, 2012). 
                      Source: self-awareness-amazing-race.jpg (720×540) (selfawarenessdevelopmentsituations.com) 
The increase of self-awareness brings only positive things, as:   
I plan to learn new skills. One of the best ways to improve self-awareness is to learn something new. No matter what skill a person chose to learn, is a powerful exercise in mental flexibility and self-awareness.
Better decision making, I can now easily differentiate between short term and long term values and goals.




More effective communication, I am now able to communicate easier in all life situations, at home or at work.
Increased productivity. There are a lot of obstacles that come in our way to better productivity, as thoughts, emotions, time, or laziness. Improving self-awareness can help to eliminate these hidden obstacles to productivity (Tjan, 2015). 
. 

  


Building self-awareness is a life-long effort. 

I hope in the future job to be a good leader, as you can’t be a good leader without self-awareness. Self-awareness let me better understand what I need most from other people, to complement my own deficiencies in leadership.





There are many ways develop self-awareness: 
· Always ask yourself a set of questions, as what am I trying to achieve, what am I doing that is working, and what can I do to change?
· Write down your key plans and priorities. One of the best ways to increase self-awareness is to write down what you want to do and track your progress. 
· Rely on the feedback of your family, friends, and lecturers (Tjan, 2015).
3.2. CV making. 
[image: ]“CVs are an art, not a science” (Maund, 2017, p. 315).
A great practice I had during learning in this module was CV making and job interview. Very useful first step in obtaining a better job in the future. I meet some difficulties while writing my CV, as it vary from country to country. I was advised by a career advisor how a perfect CV should be in order to get the wanted job.  
A good CV should not have spelling errors. Grammar should be correct. It should be short, of no more than two sides, as it will not be read as carefully as a shorter CV. It should begin with a personal profile of 4 to 5 lines, which will link the key skills and passion to work in that role for the employer. 


3.3. Mock interview. 
After leaning in this module, I will be able to have the best job interview in the future, without being nervous, and fully prepared, as I have learned my lesson through the useful experience I had.  Below is our lecturer’s feedback to mock interview that I attend. 
As we are in this exceptional period, most of the interviews are held online, via videoconference. Imagine that the camera is your employer and respond to questions correspondingly. Very important is eye contact and avoid speaking too quickly with the camera. As each interviewer is hearing information about you for the first time, it is usual to repeat yourself, if the interviewer is asking to do so (Maund, 2017). 
· Before the interview everyone should practice the answers, prepare the aspect, and try to reduce nervousness and increase self-confidence. Have a clear understanding of the information you plan to present. Review the duties you’ll be responsible for in this position.
· Arrive for the interview at least 10 minutes early. All kind of situation can appear, so the interview can be late, show patience and professionalism while waiting, as first impressions are very important. 
· Review information about the position and the company, about the duties you will have. 




Any CV goes with a covering letter. The covering letter offers the employer an official introduction to what is contained in the CV. 
A covering letter introduces someone to the potential employer.  
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[bookmark: _Hlk66291493]Mock Interview Grading Rubric  Date:  24/02/21
STUDENT:    CORINA BERCO				INTERVIEWER:   ADE
SCORE:    5= Excellent,  4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor
	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	You appeared well dressed, greeted with smile, and maintained good posture.

	Showed up on time
	×
	
	
	
	
	

	Firmly shook hands of interviewer, smiled, and greeted
	
	
	×
	
	
	

	Had resume/references and offered professional copies
	
	×
	
	
	
	

	Greeted and maintained eye contact 
	
	×
	
	
	
	

	Dressed appropriately
	
	×
	
	
	
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	×
	
	
	
	
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	

	Demonstrated knowledge about the company
	
	
	×
	
	
	You spoke at reasonable volume and demonstrated some knowledge of the company. You emphasized more of your strengths that are related to the job role in ‘tell me about yourself’ question. However, there were attempted to use STAR model for the behavioural questions but this were not well handled. You are advised to improve your knowledge on how to answer behavioural questions with STAR model.  In your subsequent interview always ask questions from the interviewer, this will help you to make better decision on whether it is a right place to work or not and it will also show how much you are interested in the job.

	Answered questions completely, yet briefly
	
	
	×
	
	
	

	Utilized STAR/BAR format for Behavioural Questions
	
	
	×
	
	
	

	Understood company needs/Emphasized qualifications
	
	
	×
	
	
	

	Understood position/Pointed out work related skills
	
	×
	
	
	
	

	Displayed enthusiasm
	
	
	×
	
	
	

	Focused on strengths; avoided weaknesses
	
	
	×
	
	
	

	Acted in a polite manner
	
	×
	
	
	
	

	Referenced specific items on resume
	
	
	
	×
	
	

	Responded to questions promptly, but not hurriedly
	
	
	×
	
	
	

	Asked appropriate questions of the interviewer
	
	
	
	
	×
	

	Spoke clearly and at a reasonable volume
	
	×
	
	
	
	

	Avoided use of filler/empty words, slang, etc.
	
	
	×
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	
	×
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 
ADE     24/02/21

	
	
	
	
	
	
	

	POINTS AVAILABLE  100

	
	
	
	
	
	

	POINTS EARNED  67%
GRADE  10/15
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