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[bookmark: _Toc38653608]Introduction
Career Development Plan is one useful tool which helps a person to achieve goals in their professional lives. Creating a plan offers a systematic approach through which an individual would get an idea on how to shape its career. The career development plan has been considered as a guideline for each and every individual associated with any sort of academic or professional engagements and helps that person to take necessary steps with immediate effect (Vondracek et al,. 2019). 
In this particular report, an elaborate analysis of my own academic and professional abilities would be described. Such an analysis has created an opportunity for me to reflect on my credibility, thereby recognizing my areas for improvement. This report would also generate an explanation regarding my understanding of the selected field in which I am planning to establish my career in future. 
[bookmark: _Toc38653609]Analysis of own skills
In order to acquire a successful professional career, one should be aware of its own level of skills. Evaluating one’s own analysis would allow any person to identify their potential set of abilities and defects at the same time. In order to attain the desired set of goals at a personal level, one should analyse their skills. 
In order to infiltrate self-awareness towards my own personal skills, it is very much necessary to remain involved within practices found essential for personal as well as professional development. Henceforth, I am assured of the fact that this will enhance my candidature in near future. (West, 2017). This in turn would help to enhance my rate of efficiency in a much better way. Hence, the analysis tools for bringing an effective skill have been chosen by me.
[bookmark: _Toc38653610]Personal SWOT Analysis
In this section, an overall analysis of personal development towards work would be discussed in details. The strengths and weakness of an individual serves to be an important aspect in establishing personal development. SWOT Analysis not only covers the strengths and weakness of an individual, but also the opportunities and threats are also being discussed. I have been working as a Sales Assistant in a reputed company. Hence, being engaged in the role of a sales assistant, I have to take care of both hard and soft skills for attaining my goals. Therefore, I would be further describing my skills through a personal SWOT Analysis. My personal SWOT analysis and preparing this by myself shall allow me to identify my weaknesses and luring threats with respect to both academic and professional endeavours. Based on these, I shall be able to formulate necessary action plans and guidelines to strategise my personal skills development (Analysis, 2020). 
Strengths: My verbal and non-verbal form of communication skills have been the greatest strengths. Being a sales assistant, such skills have become quite easy for me to handle. As per my role demands, I need to interact with the customers on a daily basis. Hence, I have the capability to negotiate and convince a huge range of customers quite effectively. Moreover, I believe in competing in a healthy way, thereby trying to deliver my level best. 
Weakness: My level of confidence is seemingly low. This has been creating a lot of hindrance in my work activities. Though I have the ability to communicate in an effective way and carry a number of responsibilities at the same time. Still, I have a feeling of hesitancy. Apart from this, I do not have an ability to perform more than one task at a same time. I find it quite difficult in handling different kind of activities at the same point of time. It is one of the biggest issues which I am facing right now. 
Opportunities: I really enjoy socialising with a number of people. As part of my job, I interact with a lot of customers on a daily basis. The more I would be interacting with people; I would have a higher scope of developing my level of confidence. A positive working environment would allow me to hone my skills. I suppose through the development of these skills and implementing the same in my personality, I shall be able to gain further confidence. I think I shall become proficient enough in showcasing and presenting my skills and expertise in various public gatherings such as seminars, conferences with an opportunity of self-learning (Associationdatabase.com. 2020). 
Threats: The system has been changing day by day in the working place. With the advent of technology, the requirements which are needed in employability might be subject to change and I might feel challenged in adapting to such changes. 
In the module that I have undertaken, there were specific projects needed to be done which included individual presentations, assignments, reporting and so on. Thus, it required me to ensure that effective communication techniques are employed. I recognised my issue with self-confidence during the individual presentations. I could sense nervousness. Additionally, I was also feeling pressurised while juggling between different types of work and activities. However, with the due progression of the module, I recognised that with appropriate practice and strategic approach, the strengths and weaknesses can both be addressed properly. 
[bookmark: _Toc38653611]Personal Development Plan
The module in question focussed on key requirements for a successful professional career. This enabled me to have a better theoretical knowledge regarding the necessary qualities needed to be developed for a long term professional career. Thus, with the help of SWOT analysis, it became easier for me to tally where I stand currently and what my employability skills are. On the basis of the same, the PDP has been drafted. 
On the grounds of the above mentioned discussion and SWOT analysis I have established a personal development plan. This tool has proved to be effective in making sure that an appropriate goal could be achieved in betterment of my personal skills. The Personal Development Plan is also known as Individual Development Plan. It is generally defined as a statement which stresses on the aspirations, strengths, competencies and education respectively (Pope, 2020).
	What are my goals?
	What resources do I need?
	What would be the time duration?
	How to measure my skills?

	Enhancing the level of Confidence
	Internet facilities, platforms for interaction, pages of social media, applications of software, peer groups
	5 months 
	I would be able to communicate at efficient rate. Along with this I would be able to attain success in my professional field. 

	Ability to multitask
	Concentrating to work on more activities at a single point of time, applications to categorize various tasks, applications of meditation
	5 months 
	I would be able to handle different kind of works and responsibilities at a single point of time successfully. 

	Making Decisions
	Books for Self-learning and materials, mentor and guide 
	4 months 
	I would be able to witness positive result of the decisions made by me.



With the successful completion of the module, I was able to understand the areas which I should focus on further development. The reflective practices provided me with better clarity. The PDP has been developed taking into account that the feedback received from my tutor, other peer groups, as well as my own observation are tried to be addressed. Thus, the areas which were earlier overlooked have been tried to be covered as well. 
[bookmark: _Toc38653612]Understanding of the Work Field
I think certain academic and employability skills are very much essential in a working environment. In accordance to my opinion, academic skills lay a foundation for establishing professional set of skills. I consider that there are certain set of skills which have relevance in personal and professional development. These skills usually include critical thinking, decision making skills, reading and writing abilities, and proficient interpersonal skills (The Balance Careers. 2020). Employability skills entails solving problems, managing resources, skills of an organization, written communication, adaptability and using technology and use of oral communication. I believe that critical thinking helps in building the skills of problem solving which thereby motivates to look into the positive and negative aspects of a defined matter. While working in a company, adequate understanding of job requirement and its responsibilities are essentially vital. As per my opinion, communication plays an important role in the company. Since, I work in the sales department I need to interact with a number of customers on a daily basis (Insperity. 2020). A customer needs to have a integrative mindset which would allow to collaborate with other members of a team. In doing so, the work activities would be carried in a cooperative manner. My field of interest requires me to be fluent in English reading and writing. My organization also requires its employees to have a command over both verbal and nonverbal communication. I suppose being efficient in both of these communication skills would make an individual successful in life and improve his/her professional perusal. I would like to enforce that each and every types of communication are essentially important (Work It Daily | Where Careers Go To Grow. 2020). Verbal Communication helps me to interact with the customers, manager and other team members. Moreover, through communication one might guide and instruct people in an appropriate manner. 
Written Communication is needed in different kind of cases.  Examples of written communication include, creating reports, forming an official mail and many others. 
As a sales assistant, I try to guide the customers while they are shopping. I have been always ready to clear their doubts and queries which might arise in the minds of customers. Their responsibility is to generate aid and assistance to people by advising them, dealing with matters of payment and to check the availability of the stocks present in the retail stores. The pay scale of a sales assistant often differs from one organization to another. However, in accordance to a report it has been observed that a huge number of retail companies provide product items at a discounted rate to their staff members. The rate of discount often varies from 20% to 50% respectively (Enhancv. 2020). However, in certain cases I even had to work on bank holidays and Sundays. 
As a Sales Assistant, my responsibilities included:
· To cater the needs and preferences of customers on a careful note. 
· Generating certain data sets which would replicate information associated with organizational features, and relevance to manufactured products and their qualities (Scott Jeffrey. 2020).
· To provide guidance to a range of customers in finding an appropriate products for which they are looking for in specific. 
· To solve any issue pertaining to payments. 
· Informing the customers about the deals of special offers.
· To make sure that the companies have required stock in their stores.
· To safeguard the products from being shoplifted. 
Speaking in matter of qualification, I have obtained a degree in numeracy and literacy effectively. 
Since I had been appointed as a Sales Assistant, I have accomplished a number of varieties of task in my profession. One of the main tasks has been to enhance the rate of productivity in a company. Along with an increased productivity, the profit margin also makes a sharp rise. The skill which I had gathered while working in this profession is to maintain a good teamwork, flexibility in performing a number of tasks, to be polite and cordial with the people even during the hour of pressure at workplace. 
[bookmark: _Toc38653613]Reflection on Academic Progress
As days are passing by, I am gathering experience in my work field. Being a sales assistant, I have established a skill of problem solving. Problem Solving is a kind of vital aspect in the companies. While working in the office, I have acquired a remarkable experience in which I have been able to recognize the essential facts and figures, exploring the challenges and difficulties, solving issues pertaining to difficult situations respectively. 
On an earlier note, I have never been able to communicate so easily with the customers. However, this in turn resulted in low rate of productivity within an organization. As, time is evolving I have been able to learn and acquire the skills of communication. In the process, I have acquired a quality of listening, empathizing, developing friendly relationships with the customers, making use of a language which might prove to be beneficial for the customers. 
It is with the help of management tools, I have been benefitted to a considerable extent. Earlier, I had never been able to manage time or complete the assigned work within a stipulated period of time. But in recent times, I have been able to complete the work within a specific time period. I have been able to work within the deadlines which have become a record and have helped me to remain in the good books of an employer. 
[bookmark: _Toc38653614]Conclusion
I would like to conclude that the importance of academic and employability skills have been stressed on. Further, the report has given an idea about my own skills via tools like SWOT Analysis. The tool of Time Management and Personal Development Plan has also helped me to learn about the vitality of time and personality traits. SWOT is a kind of tool which has helped me to work on certain aspects like Strengths, Weakness, Opportunities and Threats respectively. However, with the help of this tool I would be able to work on my drawbacks which need to be rectified. This in turn increases the rate of efficiency and productivity of a company. 
Getting a proper idea about time management, I have always made sure that I could finish the assigned work in a defined time. Secondly, an understanding of my profession has been described in details. It basically describes about the functionalities of the Sales Department. 
Thirdly, I have expressed my views on the change in my professional field. However, the change has been subject to a positive one. This report stresses on certain things in which I was not capable of, but as time evolved I have learnt each and every bit of it. A comparison between the academic progresses have been drawn which I have developed in recent years. Speaking in matters of development, I have attained a positive approach. 
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