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Summary
This is my reflective portfolio. This portfolio will consist if my personal development plan, whereby I have identified some key skills which I would like to develop and also how these skills could be transferable into any future work place environment and their importance. My portfolio will cover how these skills are important in the workplace and what benefits an individual can achieve my developing these skills. I will also asses the concepts I have learnt from this module and how it has equipped me for future employment and also developing my own skills and competencies as an individual. 
























Personal Development Plan

	Objectives/goals
	Action. What methods will I use to achieve my objectives
	Success criteria. How will I recognize and measure my success
	date

	Time management
	· Effective planning and task delegation 
· Reducing work load by managing a diary
· Planning work in easy broken-down steps.
· Prioritizing tasks of importance
	· Keep detailed records that can be reviewed 
· Become more efficient and complete tasks before deadlines
 
	17th May

	Note taking skills
	· Use abbreviations
· Revise my notes
· Use colour co-ordinations
· The 5 R’s of note taking
	· Notes have become more organized
· Lists have been ticked off and tasks complete
· Colour co-ords and 5Rs are being completed
	17th May

	Organisational skills
	· Create to do lists
· Prioritize tasks
· Organize and structure diary
· 
	· Work load begins to look more organized and readable
· Feedback from others who can recognize my schedule is more ordered and timely
	31st May

	Communication skills
	· Self-assessment tools – interpersonal skills assessment.  
· Decoding verbal and non verbal communication
· Research and take onboard feedback from friends/family and colleagues.
	· Feedback from others
· Re-assess my self using the self assessment interpersonal skills tool
· Being able to communicate effectively
	Ongoing 




How can these skills be ported into the work place? 

These skills that I have put into my PDP can be ported into the work place. Having Good communication can be a vital tool in having efficient productivity and also upholding strong working relationships with colleagues within the workplace. This has been mostly important since the Covid-19 outbreak - which had required most of the population to work remotely. Employers who offer their energy and their time into delivering clear lines of communication will help build trust amongst their employees which will then lead to an increased amount in productivity. Meanwhile, employees who communicate efficiently and effectively with colleagues and customers are always valued assets to any work place environment or establishment. This is a skill which can set people apart from others when applying for vacancies and can help you become shortlisted for an interview. (Page, 2021).
Having great time management skills as a team player within the work place is vital for success in any future employment. To have effective Time management, it would mean working proficiently, effectively and resourcefully. Employers in every industry look for team members that can make use of their time efficiently because saving time saves the organisation money and increases company revenues and turnovers. Having the correct time management skills will make a more well-organized and productive employee by requiring an individual to scrutinise their workload, allocate priorities, delegate efficiently and uphold concentration on productive actions. (Doyle, 2019). The moment when tasks be located successfully and time is not misused, employees will be able to deliver higher standards of work. This is due to the fact that they are able to put all of their focus and energy into the task given and also give it the time and devotion is requires. (Andrews, 2018). 
Having great organisational skills, go hand in hand with time management skills. Developing one’s own organizational skills helps to removes any ineffectiveness and helps to enable an individual to accomplish important tasks within the workplace efficiently. These skills can be particularly significant for individuals who multi task at their place of work. For example, individuals who accomplish multiple tasks at work within different timeframes and levels of importance must prioritize their work projects effectively. (Huntington, 2017). Having great organisational skills can help you in the workplace by balancing work efficiently, being able to manage your time, being able to create a stress-free environment and also lend hand to help develop skills such as problem solving, strategic thinking and decision making. 
Note taking skills are transferable from academic to the workplace. The reasons for note-taking within a work place environment differ from note taking in an educational institute. Note taking within the workplace can help transmit messages between senior staff and colleague.  Notes can also serve as indicator that an individual is doing their job properly and better. Having effective notes recorded can also enable you to reflect on any important or vital information you may need for productivity or to help organize any workloads, relay messages and also help assist in decision making skills. When you have amassed a collection of thorough notes/recordings, you then start to envisage connections between things that you previously would never have noticed and then have data/information that you would be able to retain. This is what then leads to great ideas, help form new networks and even possibly create a leader out of yourself within your workplace environment (Stull, 2021). Nonetheless, a person’s place within the workplace environment, whether it be front line staff or senior, to be successful in today’s world, time-management skills are very essential. The key to help managing time and develop this useful skill is to use the correct tools and develop a plan that allows you to complete the tasks needed to reach any recognized goals. (Thomack, 2012).

















Assess concepts you have learned from this module. 

From this module I have learnt how to create a PDP, the usefulness of this tool and also identified how to continually develop myself professionally. A personal development plan has endless benefits and can help any person academically or professionally in helping them to grow and progress. I have felt the PDP has helped me identify and explore many areas in my professional and academic life. The PDP had helped me to explore and gain awareness of my own skills, the level of proficiency and they are at and also how to continuously grow and develop, fulfilling any ideas leading to self-improvement. It has helped me to help figure my own values, identity and give me better clarity in where I want to go with my life. It has assisted me in helping me to set clear goals that are well informed and detailed and also not only help me identify these goals but also how to achieve them. with my goals being more detailed with targets on how to achieve these and deadlines, it helps me to remain focussed and motivated to fulfil them. I feel in myself as being more productive and actively trying to achieve these goals I have set myself to further improve my career and academic success. Also having a clear set out plan has now helped me organize and see a clearer path, allowing me to juggle my work/life balance efficiently and also helping me to improve my CV and develop my career prospects.
my personal development plan had provided me with the framework to help identify the areas of my strengths and weaknesses and then helped me to detail out a plan that would help me to optimize and capitalize on my existing skills and capabilities. My PDP provided me with a snapshot of my current self and helped me to re-evaluate and assess on my next steps and what action I would need to take.
Also, within this module I have learnt the usefulness of Johari Window, SWOT analysis, identifying learning styles and also conducting a personal SWOT analysis. 
The Johari Window, developed by Joseph Lust and Harrison Ingham (1955) has helped me to improve my communication skills and also has given me an insight in how others perceive me and whether this is how I see myself. This has led to helping me set personal goals and re evaluate any skills that I could do with improving and developing. This useful tool has help build my self-awareness and gain an understanding of how others perceive me and building my relationships with others. It has many benefits such as improving communication skills, improving working relationships, developing metacognitive abilities and also providing me with a clear picture of myself. It has increased my personal awareness, helped my team building skills and building trust amongst my peers as well as leading me to self-improve my own existing skills which I have identified.
The SWOT analysis has helped me again in identifying my strengths and weaknesses and helping me to analyse opportunities and threats. I have implemented this tool within my workplace to help my decision-making skills and assess situations by weighing out the pros and cons of any decision or action needing to be taken. The personal SWOT analysis has helped me in many areas, many of which include;
· Developing strategies to achieve goals
· Identify my current position and how to develop further
· Measuring the scope of my goals and visions
· Help to boost my personal and professional development
· Helping me to understand myself as an individual
· Exploring my skills and how to develop or gain new skills
· Help me to gain focus on my abilities
· What changes need to be implemented to lead to better opportunities.
David Kolb’s learning styles model has helped me to identify my own learning style and how to best utilize this to gain better understanding of my learning. As a student on this course, it has helped me re-evaluate my strengths and weaknesses, improve my self-esteem and confidence, enhance my study skills, identify and improve my skills, and help develop my communication skills. 
This module as helped me to understand the fact that we are always learning, constantly. I have come to understand that development is a progressive process that is in everybody’s life. Creating plans, identifying your skills and assessing your strengths and weaknesses can provide an individual with that all important self-reflection. It should then help lead to progressive steps an individual can take in their life to inspect their opportunities and what they can do to achieve their goals and succeed in their life.
Overall, this module has helped me to identify different strategies for personal reflection and career development and also has helped me gain confidence and competence within my work place environment. This module has helped me to plan and develop my goals and also in helping me to identify my personal learning preferences. It has also helped me to understand the need and importance of working effectively and the skills required for this.
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