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1.Part A

1.1 Introduction



The  professional development plan (PDP) is a means by which a student  working with a teacher sets out the aims, strategies and outcomes of learning and training. This is in line with the professional programme of study  to look at the skills that students would like to develop either through placement or as part of their University course to prepare them for  chosen career. University of Wales Trinity Saint David(UTSD)  promotes and provides high quality learning opportunities,  well managed placements , high quality student support and information for students planning, undertaking and returning from placements(Work-Based and Placement Learning Code of Practice,2015)
 Placement learning is part of study  programme “Work Experience definition: a limited period of time, usually forming part of a course of study, during which someone works for a company or organization in order to get work experience”(Cambridge Dictionary,2020).

According to the National Committee of Inquiry into Higher Education (NICHE),  that all undergraduates should have the opportunity to undertake a period of work experience:
 
"Their academic experience should help them understand how experience relates to their personal and future development." (NICHE, 1997).






1.2 Placement Benefits 

Professional development module and the placement   are designed to help to develop students skills and attributes required for future employment vis Academic & Personal Learning,Career Management,Work Culture,People Skills,Business Skills. Thus, making students more employable.According to Haag(2013) stages of preparation for placement are: orientation, self-analysis,market analysis, networking, applying, interviewing, placement, rounding off placement.
This part of the course is aimed to help students  to think about goals in life, what we are and what we want to achieve.The question of how we value work in relation to  the rest of our life was already considered  during learning styles inventory  in work  'Life Goal Inventory' by David Kolb (1995) , by Maslow's(2013) hierarchy of needs and by Mullins (2013)"Management and organisational behaviour". 

Placement is good vocational benefit to the student as it gives students working knowledge and experience,puts theory into practice,creates networking opportunities,financial rewards,career ideas,personal development,assists with future job applications.


1.3 Placement Rationale

The purpose of a rationale of placement is that student can effectively communicate with others, understand the requirements of  programme that meet  educational and professional goals.It is also  necessary for  degree and help students understand future job requirements .


1.4 Placement Opportunities

 The tutor involved a wide range of partners  who introduce  the placement organisations and opportunities to students and weekly visits from these organisations were organised. These meetings  provided students  with wider commercial aspects of business life and placement  expectations like self development,managing tasks,communication,teamwork,applying knowledge,applying Initiative in work problems,specialist skills e.g. coaching/marketing.
The guests had offered placement abroad ( Summer camp America,PLG) and in UK(Challenger Sports and Rockley Watersports,PLG ,Glamorgan County Cricket Club, IRONMAN Wales.)There are very good opportunities and possible choices for placement that both allow  to explore an organisation’s day-to-day business but  will expect things of personal independence.Students  will apply  academic knowledge in a corporate culture while under time pressure and if  a broad - in a different language  and  culture. In the lecture students discussed and considered local placement:Waterfront Museum,Swansea Grand Theater,National Trust,Swansea LC etc .



2. Part B


2.1 Qualifications Audit

A personal SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis will give students an opportunity to reflect and identify their personal characteristics that helps them achieve and expand their Learning Objectives within the workplace.

	             Strengths

	                     Weaknesses


	1. Experience as tour guide (organisation  and conduction tours for Slavic speaking tour groups and individual tourists). 
 2.Experience  of engaging with multicultural societies and all ages.
3.Excursion planning skills
4.Completed Tour Guide course in Prague 

	 1. Spoken and written English requires improvement
 2. Need more practice to improve my IT skills and social media use in tourism 
3. Worked in different countries previously, hence, tourism structure experience may not be suitable
4. Lack of driving licence

	                     Opportunities

	                         Threats


	1. Good  trends for tourism and hospitality business
2.Wales is very interesting tourist destination for visitors as  Prague and Czech Republic for Welsh tourists.
 3.  LinkedIn profile that  mean to draw attention to myself professionally 
 4. Teachers can support  in achieving  goal,to direct ,how to use my strengths in the best way possible.

	1. At present political and economic situation in the UK  is not stable (Brexit).
 2.Need  training and educational skills in this country
3.Age
4.Balancing work and home





2.2 Training Needs Analysis


For success in the future job every student needs general skills.  There are a number of areas that students can look at that may need improvement. Firstly, ‘employability skills’, these are a set of competencies derived from a number of sources (e.g. Murphy, 2001; Tariq and Cochrane, 2003; Tomkins, 2004; Yorke and Knight, 2004)that are divided into three main categories: ‘personal qualities’, ‘core skills’ and ‘subject knowledge’.(LTSN,2008).
 All job roles require an element of communication and team working.
According to Mullin (2019) our communication goal is to build advocacy across a wide social spectrum.This requires following steps: create a connection, win trust, build loyalty.
As for me personally, I need to develop language and communication skills.
-Improve English communication (English grammar lessons,writing,reading,listening and speaking). 
 -Good  communication in developing and maintaining interpersonal relationships
 -Good nonverbal communication,body language that affects our interactions and understanding of others,
-Good strategies for managing personal and organizational conflicts
-Good communication affects a group’s problem solving effectiveness
(Com Studies,(2018).
Today ,  every employee needs up to date IT skills as they are often essential and valuable.The ability to communicate, analyze and stay organized, among other key soft skills, will set you apart in information technology.
Achievement of strategies for effective communication in training and development requires good management relationships through the use of computer mediated communication (LTSN, 2008).

  According to Belbin (2019), to be successful in a work team you need to have:
-  good level of communication skills i.e. responding to emails on time;
-  good planning skills - identification of what needs to be done and required information as well as adequate time management to achieve this including prioritising and allocating time to avoid procrastination and to ensure support of team mates; 
-  good decision making skills - ability to gather information as a team and to compromise.
My main  goal is to increase academic  knowledge (education):
-complete  degree;
 -attending lectures;
-to study theoretical material;
-introduce   with  placement opportunities;
-pass courses assessment;
-writing placements blog;
-preparing and doing presentation.


2.3 The Pre-Placement Review
Identification of suitable placements in local area was a quick and enjoyable process. However, few criteria like walking distance from home and relevance to the course narrowed down organisations contacted significantly. Getting in touch and consequent placement arrangement proved to be difficult at times. When some organisations visited in person , the manager or staff with training responsibilities were not available, hence, telephone or email contact was needed. On the other hand, there was no response or failure to follow up on a few occasions when these organisations were phoned or  emailed.
Another issue was that placement start time, hours and duration often dictated by organisation and not suitable in view of my current work and study schedule. 
At this moment my choice is Llanelly House.It is one of the most outstanding early Georgian Houses in Wales, historic Site, tourist attraction and event venue.I have a keen interest in the culture, geography and history of Llanelli .I am glad to be assistant tour guide in Llanelli House. This role within tourism and hospitality to enhance my knowledge and understanding of this country.
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4 Appendix 

4.1 Personal Career Action Plan

Personal Development Plan

Name :       Uljana Abramcukova                                                    Date: 11.01.2020

	   Objectives 
	Success criteria
	              Actions 
	Implementation 

	Complete  HND in Tourism Management 
	 Increase in academic  knowledge, education and confidence

	Attending lectures to study theoretical material .
Successful placement.
Pass courses assessment as well as completion of blogs,preparing and doing presentation.
	Greater chances of employability in the tourism and hospitality sector when changing employment

	To develop English  language skills
	Effective and fluent spoken and written communication in work and personal environment 
	Attending English grammar ,writing,reading,listening and speaking lessons.
Taking opportunity to practice spoken English in work and at home

	Confident and independent communication in everyday life and work.
Better employment opportunities.

	To improve and develop IT skills
	Quick and effective use of features and functions during computer work 
	Practice of basic skills when using laptop including communication via email and social media.
Improve knowledge and skills for use of Microsoft Office programs.
Seek and attend IT courses at local library
	Career progress in current employment and ability to apply for office based jobs.


	To improve teamwork skills 
	Effective work as  a team member in current or future employment 
	Gain a good level of communication skills i.e. effective communication and compromise when preparing group presentations, working as a waitress in a busy pub; good planning skills working to deadlines when working on course assignments; good decision making skills as part to be developed within current work team in my current job
	Improve my relationship and effectiveness in current workplace.
Understanding of requirements and ability to progress to managerial positions

































4.2 Curriculum Vitae  


                                                    UljanaAbramcukova
                                30 Upper William Street, Llanelli, Carmarthenshire SA15 1SL
                                                  Mobile: 07378883748
                                            ulyana.abram63@gmail.com
 
Personal Profile
A polite, confident and professional individual with experience of engaging with multi-cultural societies and all ages. An effective communicator and listener who is fluent in 5 languages; Ukrainian, Russian, Czech, Polish, English. A flexible and adaptable individual who embraces change and takes responsibility for her own actions. Ability to remain calm and focussed under pressure.
 
Education and Qualifications
University of Wales Trinity St David, Swansea                                                                              	Oct 2018 – present     	
School of Tourism and Hospitality HND
 
Charles University, Prague                      	                                                                                          	Oct 2012                          	
Czech for Beginners
 
Tyrkys, Prague, Czech                                              	                                                                          	Nov 2012
School of Hospitality - Licenced Tour Guide to operate in Czech, Germany and Austria
 
Lviv University, Ukraine           	                                                                                                                         	Sept 1981 –Jun 1986  	
Slavonic Philologist Master's Degree
 
Employment History
Hungry Horse, Llanelli                                                                                                                             	Mar 2019 - Present     	
Front of House
·         Responsible for meeting and greeting customers
·         Showing customers to their table
·         Taking bookings
·         Handling complaints in a polite and professional manner
 
Caeffair Nursing Home, Llanelli                                                                                                          	Aug 2018 – Dec 2018  	
Domestic Assistant
·         Responsible for the hygienic maintenance of the premises
·         Communicating effectively with elderly service users who are living with Alzheimer’s
·         Working as part of a team eg; Supporting the catering staff as and when required
 
Self- employed Prague                                                                                                                          	Dec 1998 – Jul 2018
Tour Guide
·         Interacting with visitors and tourists
·         Communicating effectively and fluently in a  Czech, Ukrainian and Russian
·         Planning and organising excursions to popular landmarks
·         Researching the history and cultures
·         Taking advanced tour bookings
·         Cash handling
 
Elementary School on Lise, Prague                                                                                                   	Feb 2014 – Aug 2018  	
Receptionist/ Catering Assistant/ Cleaner
·         Conducting a professional and polite manner at all times
·         Liaising effectively with parents, pupils, colleagues and visitors
·         Handling inbound telephone calls, organising incoming and outgoing mail
·         Responsible for administering medication to pupils
·         Undertaking general housekeeping duties within the school to ensure a safe and hygienic environment
·         Assisting with the preparation of sandwiches and lunches
·         Adhering to Health and Safety, Food Hygiene regulations
 
Skills and Achievements
·         Communication and listening skills
·         Multilingual Interpreter
·         Interpersonal skills
·         Decision making skills
·         Customer service skills
·         Team and lone working skills
·         Organisational and planning skills
·         Ability to engage with people of all ages regardless of diversity
·         Aware of health and safety in the workplace
·         Awareness of food hygiene regulations
 
References
Available on request















4.3 Cover Letter                                           

                                                                                                     30 Upper William Street,
Llanelli,
Carmarthenshire
SA15 1SL
12 January 2020



Dear Sir/Madam

Re:

I am writing to express an interest in the above mentioned position which I have seen advertised on company website.
 
I am a polite, confident and professional individual with experience of engaging with people from diverse backgrounds, cultures and of all ages.  I am well organised, pro-active and enthusiastic person who takes responsibility for my own actions. I have experience of meeting and greeting customers, interpersonal skills and customer service skills.  I am ability to identify and solve any problems and issues.   I enjoy a challenge and am willing to take on further training opportunities available to me to develop my skills and experiences.
 
I am an effective communication, listening and have the ability to interpret the following languages: English, Ukrainian, Russian, Czech, Polish. 
 
I have a flexible and adaptable approach and embrace change with a positive attitude.
I am a good team worker who is equally as comfortable working on my own and using initiative to achieve exceptional standards and meet deadlines. I am confident contributing suggestions in the workplace and open to new ideas to improve the working environment.
 
I enclose/attach my CV for your attention.  I would welcome the opportunity to meet with you in the near future.
 
Yours sincerely

Uljana Abramcukova
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