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SWOT ANALYSIS
Definition: 
SWOT analysis (or SWOT matrix) is a ”strategic planning and strategic management technique used to help a person or organisation identify strengths, weaknesses, opportunities, and threats related to business competition or project planning. It is sometimes called situational assessment or situational analysis.” (Wikipedia)
SWOT ELEMENTS
· Strenghts: Description of forces in a swot analysis
· 
The strengths are therefore the attributes, the internal elements, resources and the positive points that can be found in a company, an organisation or a project, according to the article SWOT Analysis by (Pratt and Tucci, 2000).
· 
Weaknesses: Weaknesses are internal and harmful. Weaknesses are factors of your business that mean you are unable to take advantage of an opportunity, or are vulnerable to a Threat. 
· Opportunities: Opportunities refer to favorable external factors that could give an organization a competitive advantage. For example, if a country cuts tariffs, a car manufacturer can export its cars into a new market, increasing sales and market share.
· Threats: threats are all internal or external elements and other factors  that can put the organization in a difficult position for its development

Time management tools
· Definition
· Time management tools are sets of technical tools  allowing the organisation to be able to prioritise the management of the time used for each of the tasks that could be chosen.
· These tools can be calendar, note‑taking software, time tracker, specialised time management apps and so on. We can also add the employee rota system For every time management tool, you can find many different software solutions.
· Personal development Plan (PDP)
· Definition
· Personal development planning is the process of creating an action plan based on awareness, values, reflection, goal-setting and planning for personal development within the context of a career, education, relationship or for self-improvement. (Wikipedia)
· How it works
· Personal development planning is a process, which can help you to achieve your goals in three key areas. ... First identify your strengths, the skills you wish to develop and then set yourself realistic goals for each area you wish to focus on: careers and employability, study, or personal development.
· Application in the recruitment sector
· How to link it with recruitment
· Is PDP important for employment?
· Using PDPs, you can engage your employee's abilities, commitment and knowledge to maximise their potential and that of the business. Personal development plans are also a good way for an employer to show that it cares about the development and long-term careers of its people. 
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