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Introduction
Personal and professional career development is a plan, a means of enlarging individual skills career-wise. There can be two types of skills. Soft skills such as: emotional intelligence, communication, teamwork and respect etc, and hard skills:  digital skills, data science etc.
Self-awareness is the ability to analyse your emotions, thoughts, aspirations and reflect on yourself in order to reach your goals.
For this report I will be using ‘SMART’ analysis, ‘SWOT’, ‘Maslow,’ ‘Johari’, 4 C, ‘Vark’, ‘Honey and Mumford’.
SMART is an acronym.
S= specific 
M= measurable
A= achievable 
R= relevant
T= time-bound

SWOT 
S= strengths 
W= weaknesses 
O= opportunities
T= threats
Maslow’s hierarchy of needs includes physiological needs, safety needs,, love and belonging needs and self-actualization needs.
Personal SMART goal       
My goal is to finish this course and become a manager. In order to achieve that I have made an analysis using ‘ SMART ‘ method.
Specific - I wish to finish this course successfully and become a manager.
This is important to me because it is my dream career. I will achieve this goal by getting help from my tutors.

Measurable – I will achieve this goal by finishing this course within three years.

Achievable – In order to achieve this goal I will attend to lectures, take notes, and complete all the tasks the tutors ask me to do.

Relevant – Finishing this course is relevant to me because I will get to fulfil my dream of becoming a manager. I will do what I like and I will also make more money in order to have a good life.

Time bound – In a few months from now I will be closer to finishing my first year of course. Considering that the course takes three years, putting in all efforts I will get closer to achieving my goal.

“Maslow’s theory of needs” is a proof that people are constantly trying to develop and progress in life.
Starting from the bottom of the pyramid with essential and very basic needs, the human being then tries to aspire for more, such as self growth, goals and realisations.

SWOT is a well established plan that helps an individual or a business to identify strengths, weaknesses, opportunities and strengths.

For this report I will be doing SWOT analysis on myself.
I believe that I am a patient person, calm and adaptable. I consider these qualities as strengths.
I may not always be empathetic and this is my weakness.
I believe that if I finish  this course I will get a lot of new opportunities. Working hard and studying will open many doors. 
Threats: covid
Using the strengths that I mentioned could help me a lot in my future job due to the fact that I will be working with all types of people.

Skills audit
Employability skills represent the total of soft skills and hard skills.
Personally, I lack digital skills. My digital skills are poor and I always try to enrich my knowledge and experience in this field by watching tutorials.










Skills Audit   300 words
Definition of employability skills - brief
Talk about Employability skills that you have identified as lacking (using Johari/ 4 Cs)
Define theories then apply

Learning Styles 350 words
Define what a learning style is. Explain two learning styles, define them briefly and then talk about your own personal learning styles and which techniques suit you most accordingly.
Which specific style are you as a result of questionnaires? 
Which learning techniques would suit you most?

Personal Development Plan       300 words

Define what a PDP is, then construct your own PDP, highlighting which 2 skills you need to improve and how you would develop them.   
Discuss the actions taken linking them with your learning styles (VARK/ H & M/ Kolb)- link them with theorist and apply by showing which learning techniques you will use.


Conclusion (average of 10% of word count)
200 words
Two paragraphs summing up the entire report of a clear plan of why and how you would go about developing particular employment/ academic skills in order to achieve your Personnel SMART goal.


References
List a minimum of 10 references using Harvard Conventional style


Appendices

Learning Questionnaires attached 
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