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Introduction
     The topic of skills encompasses all the abilities of a person to do a piece of work to achieve a result. Skills guide the implementation of the doer’s energy to enable them to work within certain amounts of time and expend a certain amount of energy (Chaita,2016). They are classified into soft and hard skills. Soft skills include the attributes of a person that guide them to effectively and harmoniously interact with other people (Nisah and Rajasekaran,2018; Suleman,2016). On the contrary, hard skills are those that one can learn and demonstrate (Mohan et al. 2018). Using SWOT analysis, I have found out the various skills that I possess. A personal development plan is applicable in improving the skills in which I am poor. Although there are variances in my skill set levels, I can improve my points of weakness using a properly developed plan for better chances of success.

Employability Skills
     Employability skills are the general skills that make a person desirable for employment in an organization. They include the soft skills that enable an employee to apply knowledge in their profession and fit into the environment in which they are employed to work (Scott et al.,2019; Osmani et al.,2019). I have been acquiring skills over time, but I still need to work hard towards perfecting them for improved chances of being employed. I especially need to improve myself to enable me to be employed at the places and positions of my desire. One of the most important employability skills is communication. Communication encompasses a wide range of activities. In some areas, I am strong, whereas I am weak in others. However, I need to perfect both the verbal and non-verbal skills for better performance.
     Soft skills are universal skills competence that cannot be quantified. Sometimes they are called personal qualities because they depend on the character of the person and are gained through personal experience. Examples for the soft skills are interpersonal skills, teamwork, creativity, accuracy and balance. Unlike hard skills, there are no easy step by step instructions for mastering soft skills: one possesses any quality from birth (for example friendly, calm character), or acquires it with experience, through trial and error (for example teamwork, leadership skills). Soft skills refine more slowly than hard skills.
     Hard skills are these professional skills that can be taught and that can be measured. In order to acquire hard skills, it is necessary to acquire knowledge and instructions, the quality of training can be verified with the help of an exam. Examples of hard skills are writing a computer, driving a car, reading, Math, knowledge of a foreign language, using computer programs. In order hard skills are existing in different educational institutions (schools, additional courses) usually, they are allocated to certain levels of difficulty that can gradually climb up a ladder. 
     As a waitress, I have gained several hard skills. One of the areas in which I thrive is in basic mathematics. This is part of the most important hard skills that I need to do well in my career. Math will not only be important in calculations but will be instrumental in understanding logic and concepts (Jackson,2015). I am also good at handling computers and other technologies. Over the years, I have been encountering computer technology in various environments. I also find computers fascinating, and as a result, the accumulation of knowledge. 
     The skill of food and beverage operation is also important in my career. Working as a waitress demands a high knowledge of foodservice. A waitress cannot operate without the basic knowledge of a range of the technical skills required to present to customers the right image of the firm. One of them is professional and hygienic appearance (Luka, 2015). I also need to practice the general conventions of foodservice. 

My SWOT Analysis
     My strengths in communication lie in the ability to listen proactively and respond adequately. I often realize that people feel satisfied when they speak with me owing to my ability to listen and respond in the way that they desired. In the past, I was a poor listener who was often distracted by the surrounding. I often lost concentration, especially due to the lack of interest in other people’s actions. However, I purposed to practice the art of active listening to empower myself against the distractions. In the recent past, I have realized that I can listen without interrupting and with the needed activity, such as contributing a point to support the person speaking to me. Such actions enable me to connect well with the persons and understand what they are saying with ease. By doing so, I respond appropriately and with the right attitude as desired by the other persons.
     My weaknesses in communication, however, sometimes hinder excellence in communication. One of them is the inability to speak in English fluently. Since English is not my first language, I often find it hard to communicate with others. I have been practicing both written and oral English. I perform well in the former since it is easy to grasp the words and use them appropriately. However, I find it difficult to apply the latter due to issues such as the influence of my accent and low belief in myself when speaking the language. Another major weakness in communication is the inability to speak in public. I often find it hard to communicate with more people, particularly when the audience includes people with whom I am not familiar. I am poor at the kind of language to apply in such situations. I need to improve on that.
     Another of my soft skills is teamwork since school and other environments. I have been disciplined at whatever I do has been instrumental in guiding my actions in teams. I always strive towards making a meaningful contribution to the teams in which I am supposed to work. I find it rude to let others do all the work while I enjoy the results. Instead, I have a feeling of accomplishment whenever I see the success of a team, in which I contributed a lot to the achievement. Being friendly to the people with whom I work with has also contributed to my achievement in teamwork. I can relate well with the people with whom I am working. Doing so enables me to define the role that I should play in the team with ease. It also empowers my coordination with other members of the team.
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	Strengths 
	Opportunities

	
· Communication
· Organizing / Planning
· Responsibility
· Team working
· Discipline
· Friendly

	
· Improve my skills
· Improve my knowledge 
· Development my career
· Qualification from the University


	Weaknesses
	Threats

	
· No good speaking in front of audience
· Emotional
· Worrying too much
· Don’t believe in myself
	
· Language barrier (level of English)
· Worrying
· Decision making
· Lack of confidence 


My SWOT Analysis



              Autor’s design.









Personal Development Plan
     I need to improve in my areas of weakness using a well-developed and executed plan to help me achieve the objective. One of the areas in which I need to major on is improving my communication skills. My English writing and speaking skills are deficient. However, I see it as an opportunity to be in such an environment like in my workplace and at the University. It will not only teach me how to relate to a diverse group of people better but also allow me to strive towards improving my English. To improve in the language, I will need to listen more attentively and practice what the proficient people are saying. I will also need to increase my research on the language from the various books available at the library and at home.
     I also feel the urge to improve my self-confidence since I have experienced the shortcomings of inadequacy in self-belief. I find it important to minimize or eliminate the weakness for the sake of my career and other important engagements in life. I plan to do so through a series of actions. One of them is by speaking in public. The university presents several chances that I can seize to build confidence such as presenting during lectures. I will be taking the lead role in speaking in front of people as opposed to shying away from them. By doing so, I am sure that I will easily master the art of public speaking and increase my employability skills. I also plan to risk changing the way I live my life. I will be working towards relying on myself for motivation as opposed to relying on other people to boost my motivation during projects.
     In my professional life, I will look towards bigger positions of service. I will be improving my employability skills by proving that I can handle bigger roles as opposed to junior roles only. Some of the steps of achieving the objective are taking courses related to leadership, as well as a deeper knowledge in my course. Notably, the characteristics of leaders is that they are knowledgeable. I also plan to increase my level of knowledge in my career path, as well as leadership skills. However, there are some threats to achieving this objective. Lack of self-confidence, excessive worrying, and slowness in low decision-making may threaten my leadership qualities. I will take the initiative to read extensively on the areas of weakness and practice them during when I am at the University and at my workplace. By doing so, I am confident that I will make meaningful steps towards being the leader I need to be.


	To be developed.


	My specific 
Learning goals?
	How I will
Achieve this?
	How this will be measured?
	When I will 
Achieve this by?
	People who can help me with this?

	Personal objectives
	
	
	
	
	

	
1. 





2.







3.

	-Improving my English (writing, speaking, talking.


-To learn new skills, new knowledge.






-To feel confident with myself.
	-I study in the University with different kind of people and I must to communicate with them (we have group project to write together).


-I am doing 1year Certificate of Higher Education in Skills for the Workplace (Level 4).
-I must to study more in the University and to read more books on English.



-I need to take decision without thinking too much what will happen (to change something).

 -I need to feel confident to speak in front of audience and improve my knowledge 

	-I will go to the University and I need to study my subjects and listening my lecturer.



-I will improve in the University with these courses: my communication and effective team working skills; academic and employability; problem solving,


-I need to take some risk for changing in different way on my live.

-I need to speak more in the University in front of my lecturer and my colleges 

	When I finish my University course in October 2020.



When I finish my University course in October 2020.





I am doing it as much as possible to improve it.



	My colleagues, my classmate in the University.

My lecturer and myself.







Myself



Myself

	Professional objectives
	
	
	
	
	

	
1.
	-To change my position like a waitress (to be team leader or supervisor).
	-I need to go to professional training for leaderships.
	-When I finished University course and training, I can apply for different position in my workplace or I can tray in different place.
	I hope so to be done the end of the next year.
	Myself and my managers at my workplace


My Personal Development Plan
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Academic Skills
     I have been gaining hard skills over the years through my studies. It has been a good experience to learn them, especially since they strengthen me towards being valuable at the places where I will be working. The measurability of soft skills enables me to gauge my progress over time. Academic skills are related to helping you become a more effective student at university level and to develop research and study skills that will help you now and in the future.
     Time management is very important process for everyone who wants to be successful and productive in their life (Morgan, 2017). I like to be planning my time and organize what I should do for the day. When I am dividing my things properly, I have more time in my daily life. I am planning and organize myself. I have “To do list”. I am doing the important thing always first. I don’t like to be late and to do my things in the last moment. I feel better when I do everything on time, and I do not have to worry about it.
     Teamwork is a real challenge and torment for employees who are used to relying solely on themselves and not tolerating their colleagues. But teamwork is one of the basic requirements in job postings that you should to fulfil. Working in a team for a negative time increases productivity, competitiveness, efficiency and quality. However, some conditions are needed to make the teamwork effective. Trust among colleagues is one of the conditions for a starting a teamwork. Like any other thing, teamwork is meaningful when it has a clearly defined team goal. When everyone in the team directs their efforts in the same direction, it facilitates the workflow.
     Communication is the process by which humans, as well as others living organisms and information systems, exchange information. Information sharing involves creating, editing and sending message or information. There are many ways of communication and many different language methods. Speech and language are only part of the communication process. Words in a language have a formal and semantic content, with a formal meaning of their sound and written expression. In speech, words realize not only their basic linguistic (vocabulary) meanings, but they are loaded with specific, contextual, individual and socially distinct meanings.

Conclusion
     Self-evaluation has enabled me to learn more about my areas of weakness and strengths in skills. Continuous self-assessment tests show that I have both academic and employability skills. However, they are not necessarily in the right quotient as I would desire. My areas of strength are the ability to relate well with people, communicate well, and participate in group work. Contrary, I fail in self-management and leadership due to a lack of self-confidence, slow decision-making, language barrier, and excessive worrying. Using the personal development plan, I am confident that I will do better in all areas of weakness for better results both in my academic and employment aspects.
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Ex.1 Write a paraphrase of the following passage.
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Chocolate has always been considered an affordable little luxury,
ast involved

celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Co:
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.
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Time allocated: 1 hour. Plegse return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people go into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader is a little like being a parent; beforehand, we have all these rosy visions of how
we’re going to do it, how incredible we're going to be, and how we’ll sidestep the mistakes that we see other
people make. But when it's our turn to assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working worid, leaders have too much to do and not enough time to do it;
they don’t clearly think through their priorities and strategies; and being in a position of power causes them
to assume that the people beneath them will take care of a lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you’ll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could | do differently?” Write down your thoughts so you can refer back to them and learn from them.

Also, regulate your feelings; no matter how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who anger, frustrate or annoy you. That’s where the practice
of “reframing” comes in; stopping and asking yourself ... on a scale from 1 to 10, how important is this issue
right now? Then, give yourself a moment to think: “How would the leader | aspire to be handle this situation?”
The answer will come to you.
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Ex.2

Re-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words. s
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