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[bookmark: _GoBack]I am ‘A’. I came to London in 1990 when I was 18. I started to live in East London. Then, I started my high school and for three years I studied there. I passed my college education properly in Imperial College London. After that, passed my high school I did my GCSE and NVQ level 2 qualifications from my university. My tutors helped me a lot to get job. Next, I worked for Tesco for many times and achieved my skills and experiences in the retail sector. Moreover, I worked as customer assistant as Tesco and served or helped my customers properly. I felt very enjoyable when I worked in Tesco. Helping as well as greeting the customers was a good experience for me that will help me for my future career. In addition, one of my friends suggested me to do course on skills for work that will help me in future. As a result I terminated my current job and tried to focus on my study. Now I am concentrating on my studies and trying to learn different things from this study for developing my career in future.
This paper is divided into four main tasks. The first task is described about the understanding of knowledge and skills that contribute to working effectively for employment. The second task is described about the readiness of the skill and knowledge for employment. The third task is outlined an understanding of my personal strength. Finally, the fourth task is summarized the areas for further development. 
[bookmark: _Toc522063875]Understanding of the skills and knowledge which contribute toward working effectively for employment 

Employability skills 
A set of understandings, personal attributes and achievements which make the individuals able to achieve employment as well as to be prosperous in their selected professions is referred as employability skills (University of Kent, 2017). On the other hand, employability skill also refers to a set of skills, knowledge and attributes that every participant of the labor market should retain to ensure that they have ability of being successful in the workplace. Employability skills are known as job-readiness skills, foundational skills and soft skills. According to Careersnz (2017), employability skills permit an individual to: a) connect with the colleagues; b) solve the work problems; c) know the role of the job in the team; and d) manage own personal career. Employability skills are valued by Sainsbury’s as they are related to how applicants get on with the customers and coworkers. Sainsbury’s needs some key employability skills: a) arrive to the workplace on time; b) be reliable and have the positive outlook to the work; c) give proper effort on work; d) finish the tasks accurately on time; e) look for several information to develop skills; f) be adaptable or flexible; g) follow the guidelines required for the uniform or dress code; and h) manage the personal sterility. According to Trought (2016), decision making skills, problem-solving skill, leadership skills and team management skill, legal or ethical responsibilities are also included by the employability sills. 
According to the ‘HE eight’ model there are eight skills that must be needed for developing career which are described as below:
Honesty and integrity
Integrity is the vital ethics for career development that an employer always looks for in workers they want to hire. It is a symbol of an individual who determines ethical and moral values at the workplace. On the other hand, honesty and integrity is the key base on that the workfellows create trust and interpersonal relations in the workplace (Heathfield, 2018). However, a person with honesty and integrity lives her/his values in relation with the customers, stakeholders and coworkers. Trust and honesty is the central to integrity. Having integrity and honesty in workplace is the great qualities and these develop the leadership skill of employees (Brian Tracy, 2017).
Trustworthy
While it comes to an issue of the performance of employees in the workplace by making the wisdom of trust is the essential factor that must be considered. Trust creates great interactions and relations in the workplace (Towers, 2017). It is very significant for both professional and personal career development. Trustworthy in the workplace is very significant because it increases the productivity among the workers. Moreover, it develops morale among the workers. It also helps to be able to work effectively in a team. Finally, this reduces time to create any significant issues in the workplace.
Able to listen to others
It is significant to listen and respect others in the workplace and the personal life. According to Tingum (2018), in the workplace, it is essential to being able to listen others to create effective relations among the employees. Good listening skills impact the interaction of the customers and the employees in the workplace. Being able to listen other employees and the manager helps to develop concentration and helps to improve the communication skill. Thus, it is very significant in professional and personal career development to listen others and respect others.
Able to integrate quickly
Integrity is the vital ethics for career development that an employer always looks for in workers they want to hire. Having integrity and honesty in workplace is the great qualities and these develop the leadership skill of employees (Brian Tracy, 2017). An employee who integrates quickly in the workplace is always on the focus of the manager and does any type of work very effectively. Moreover, he/she can easily make relation with other employees and manager of the organization. Thus, being able to integrate very quickly in the workplace is the significant issue.
Able to present ideas, verbally and in writing
In home, society or at the workplace better verbal as well as written communication is very essential for presenting ideas or delivering information very clearly or quickly. Thus, for career development employers need to hire the person who is being able to present ideas through verbally and in writing. This helps to prevent misinterpretations and avoid misunderstanding in the workplace among the workers and the manager (Jones, 2017). This skill helps a person to be professional and confidence in developing his/her career in both professional and personal life.
Work safely
Workplace safety is very significant for both the employees and the workplace. Workplace safety is very effective to create productive work environment. Thus, effective training should be given to the workers about work safety (Workforce Compliance Safety, 2017). However, a safe workplace environment makes the employees satisfied. On the other hand, safety programs of a workplace enable an organization to retain the customers and enhance the brand image and brand value of the organization. 
Demonstrate good time management
Time management skill is a technique of exercising or planning the time effectively on the particular activities to not to work harder but smarter. Good time management skill is very significant for any workplace. Without proper time management skill in an individual or worker he/she can miss the deadlines, lose reputation and lose the work quality (Proof Hub, 2017). A worker with proper time management skill gives quality work, develop the business efficiency and productivity, away from over stress and improve the life quality. Thus, time management skill is very significant for the workplace and also for a worker. 
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Honey-Mumford Model
Peter Honey and Alan Mumford were first established the Honey and Mumford model in 1986. Honey and Mumford model includes four key learning styles which are activists, theorists, pragmatists and reflector. According to Wix (2018) notes, the key advantages of Honey and Mumford model are: a) Honey and Mumford model helps individuals to recognize difficult states as well as supports them to overcome these difficult states; b) this model develops both concentration as well as motivation of persons; c) this model improves time-management skill and develop the staffs’ work quality etc. However, the main disadvantages of this model are: a) it is very difficult to choose the proper learning preferences of this model; b) however, there are other competing models of this model (including Kolb, Myer-Briggs) etc. Honey and Mumford model helps me a lot in my both educational and professional life. By using this mode, this model helps me to develop my problem solving and leadership skill. Then, this model helps me to use several theories in my study. Moreover, this model helps me to solve different types of problem in my personal and professional life.
[bookmark: _Toc522063877]Neuro linguistic programming (VAK)
VAK model is the modest technique to describe several learning styles (Peak Performance Center, 2017). The VAK learning style includes three key sensory receivers such as visual, auditory and kinesthetic to define an individual’s learning styles. There are many advantages and disadvantages of VAK model. First of all, it creates active participation in the learners’ life. Secondly, it creates the learners’ lessons interesting. Thirdly, this VAK model also gives effective support to disable learners. Finally, VAK learning model’s scientific basis has been appraised very heavily. In my educational and professional life I used the VAK learning model. This model helps me to develop my visual and auditory activities in my learning. 
As a customer service assistant, I have applied for the job at Sainsbury’s. I have confidence that I have been capable to achieve the proposed job’s criteria. How I have achieved the proposed job’s criteria is described as below: 
[bookmark: _Toc522063878]Readiness of skills and knowledge for employment

Education and qualification
I have positively and effectively achieved the requirements of the education qualification for proposed job. I have done GCSE and NVQ level 2 qualifications which helped me to meet the requirements of the job. 

Skills and Experience 
For four months in the last summer, I worked for Tesco that has improved my experiences in retail sector of UK. As Sainsbury’s is also the retail sector of UK like Tesco, this work experience achieves the requirements of proposed job. Thus, I have similar work experiences.
Knowledge of product

As I did job at Tesco for four months, it has improved my understanding as well as knowledge about the products of retail sector. Though Sainsbury’s is also a retail sector of UK I have knowledge about the retail sector’s products. However, I have got knowledge about the products of Sainsbury’s from its websites and going to Sainsbury’s local stores to achieve the knowledge practically. Therefore, I am now very confident how to deal with the customers of retail sector and how to give information about the products to achieve the requirements of the customers.
Teamwork 
I have improved my team working skill from my past workplace as well as academic backgrounds. I worked as a team member when I worked in Tesco for several months. Additionally, as a team member I worked for a care home in 2015. Moreover, I also achieved team working skill from my NVQ course. As a result I am now very confident about how to work as a team member in team and how to improve the work performance in team working. 

Problem-solving and decision making 
I have improved my both decision making and problem solving skills from my academic backgrounds and past workplace. As a team member in my past workplace (including Tesco) I was liable to solve different problems and able to make decisions. Moreover, I sorted out several problems while I finished my GCSE level and NVQ course. Thus, I am now very confident to solve many problems and make decisions in my current workplace named Sainsbury’s. 

Leadership and management skills

I have improved my leadership skill when I worked as a team member in my previous workplace. Leadership skills helped to think critically and in creative way about any type of topic. I practiced leadership skill when I completed my NVQ course and GCSE level in my academic background. Moreover, I improved my management skill from my previous workplace as well as academic backgrounds. As a team member in my past workplace I managed my team members and other issues very carefully. Now I am very confident to think in creative way and critically in my current workplace and manage my customers successfully.  
Communication skill
I have developed my communication skill from my academic backgrounds and past workplace. As a team member in my past workplace (including Tesco) I was responsible to communicate with my customers and other coworkers. In addition, I developed my communication skill while I completed my GCSE level and NVQ course which was my academic backgrounds. Therefore, I am very confident now to properly communicate with my customers and my coworkers successfully in my current workplace named Sainsbury’s. 
Interpersonal Skill
I have developed my interpersonal skill from my previous workplace as well as academic studies. I worked as a team member in my past workplace (including Tesco) and I was responsible to sort out problems. This helped me a lot to develop my interpersonal skill. Moreover, I was very friendly, respected my coworkers and supervisors, and dealt with the requests of the customers. As a result, I am now very confident in my current workplace named Sainsbury’s to utilize my interpersonal skills appropriately. 
Commercial awareness
I have improved my commercial awareness from my previous workplace and from my academic studies. I worked as a team member in Tesco and I was careful always about commercial issues and discussed about commercial issues with my supervisors and coworkers. In addition, I also gathered knowledge about updated or current happenings. This helped me a lot to develop my commercial awareness in the workplace. Therefore, now I am very aware about any commercial issues in my current workplace named Sainsbury’s. 
Time management skill
I have developed my time management skill from my previous workplace and from my academic studies. I worked as a team member in Tesco and I provided my work within accurate deadlines. In addition, I also managed my time for different works in team. This helped me a lot to develop my time management skill in the workplace. Therefore, now I am very confident to manage my time in my current workplace named Sainsbury’s. 
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SWOT Analysis
SWOT Analysis is the useful method for understanding a person or an organization’s strengths and weaknesses and recognizing the opportunities and threats. SWOT means strengths, weaknesses, opportunities and threats. It is also an effective framework to assess the competitive position of an organization (Management Mania, 2017). 
	Strengths
	Weaknesses

	· My presentation skill is very excellent. For example, in my workplace I did very good presentation on different topics.
· I have great interpersonal skill
· I have good communication skill
· I am a good listener
· My technological skill is very good. For example, my colleagues faced problem in some computer functions in my workplace and I solved this.
· I am very friendly and flexible with my work
	· My leadership skill is very poor
· I am bad at time management skill
· I am not so good at team working skill. For example, in my workplace I faced difficulties to do any work in team.
· My problem-solving skill is very bad. For example, my manager gave me a problem to find out the issues of the problem and I did not find these.
· I have poor decision-making skill

	Opportunities
	Threats

	· I have the opportunity to develop my leadership skill
· I have the opportunity to improve my time management skill
· I have the great opportunity to develop my team working skill
· I have the opportunity to improve my problem solving skill
· I have great opportunity to improve my decision making skill
	· There may have political threats such as terrorism, international wars etc.
· There may have environmental threats such as natural disasters, mechanical threats etc.
· There may have the technological threats such as invention of new technology
· There may have the social threats such as demographic changes, government policies etc.
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The term ‘Employment’ means a relation among two parties by depending on a contract. In addition, employment laws and legislations maintain the relation between the employer and the e employees in a workplace (CIPD, 2017). According to Neilsen (2018), there are a number of employment legislations or acts such as Employment Rights Act 1996, Data protection Act 1998, Equality Act 2010, Health and Safety Act 1974, Employment Act 2002, Human Rights Act 1998, National Minimum wage Act 1998, Working time regulation act 1998, Employment Relations Act 1999 and 2004, Trade Union and Labor Relations Act 1992, Employment Tribunals Act 1996, Parental Leave Regulations 2013, Transfer of Undertakings Regulations 2006, Public Interest Disclosure Act 1998, Enterprise and Regulatory Reform Act 2013 etc.  
Discriminations
Workplace discrimination means treating someone negatively or harshly in the workplace because of different issues such as age, disability, sex, gender, race, religion, pregnancy, marriage and civil partnership (Dipboye, 2017). Age discrimination means treating the employees unfairly due to his/her age. Age Discrimination in Employment Act (ADEA) prohibits the age discrimination in contradiction of the people who are 40 or 40+ in age. Then, Sex and gender discrimination means treating someone unlawfully or negatively due to his/her sex or gender. This discrimination can include both firing and hiring decisions of the employees at workplace (Dipboye, 2017). This kind of discrimination can engage with employee’s compensation for the professional development. On the other hand, religious discrimination means treating a person unfairly due to his/her religion, religious practices or beliefs. Thus, there are several discriminations in the workplace which must be overcome for the organization’s success.
However, there are a number of discriminations for the potential employees which are created in the workplace such as unlawful recruitment arrangements, interviewing system, advertising process, terms and the conditions offered by the workplace and illegal recruitment and selection process. On the other hand, for the present employees in the workplace, there are a number of unlawful discriminations such as unlawful promotion system, transfer process, unfavorable training etc. 
Recruitment and selection

HR recruiter is a person whose job is to hire or recruit the skilled employee for the right position. For recruiting and selecting the right person a HR recruiter must have knowledge on different things including definition of recruitment and selection, recruitment authorization, equality and diversity in the workplace, equal opportunities, advertising vacancies and job descriptions, recruitment interviews, shortlisting, the Bribery Act, personnel records and qualifications, complaint methods etc.  
Additionally, there are three characteristics of recruitment and selection process including effective, efficient and fair (Roberts, 2017). The recruitment and selection technique should be cost-effective. Then, this technique should be efficient and fair. Without fair recruitment and selection process a company does not achieve success.
As Armstrong (2016) notes, in recruitment ad selection process, several significant steps must be followed. First of all, it is essential to provide the proper job descriptions. Then, it is very significant to establish the person specification and define the requirement system and rules. After that, HR recruiter must plan a recruitment and selection campaigns. Moreover, it is necessary to select the proper candidates. If a HR recruiter follows the recruitment and selection process properly a right person is recruited and selected. 
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What do I want/need to learn?
	
Short-Term Time Frame 
(Within 2 years) 
	
Mid-Term Time Frame 
(Within 5 years)
	
Long-Term Time Frame 
(Within 10 years) 

	Section 1 - My Goals 
What are my overall goals that I want to accomplish in this time period? 
My goal is to be a manager of the retail sector of UK including Sainsbury’s
		 To accomplish my goal I need to develop my communication skill, listening skill, presentation skills and time management skill in the next three to six months
	Long-Term Time Frame 
What do I want to 
accomplish in the next 
two to three years? 



	To accomplish my goal I need to develop my interpersonal skill, team working skill and leadership skill in the next six months to two years
	To accomplish my goal I need to develop my problem solving skill, decision-making skill and technological skill in the next two to three years

	Section 2 - Skills and Knowledge to be 
Learned 
What specifically do I need to learn? 
To accomplish my goal I need to learn all the managerial skills

	Firstly, I need to learn the communication and time management skill in the next six months 
	Secondly, I need to learn the leadership skill and develop my awareness on organizational issues in the next one year
	Finally, I need to learn the decision making skill and problem solving skill in the next two years to accomplish my goal

	Section 3 - Next Steps 
How am I going to acquire the skills and knowledge? 

	To achieve the communication and time management skills I am going to read several books and articles on these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing more
	To achieve the leadership and team working skills I am going to read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve the problem solving and decision-making skills I am going to search on internet and Youtube about these skills and practicing in the practical life. On the other hand, I am going to read several books, journals and articles about these skills

	Section 4 - Resources 
What resources do I need? 

	To achieve these skills in time I need several resources such as time, money, effort, books, available internet, articles, laptop/computer, proper guidelines etc.
	To achieve these skills in time I need several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	To achieve these skills in time I need several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.

	Section 5 - Time Schedule 
What is my time schedule? 
When will I start? 
When do I expect to finish? 

	To accomplish my goal I need to manage a proper time schedule. 
Starting time: 25 June 2018
Completing time: 25 November 2018
	Starting time: 25 October 2018
Completing time: 25 October 2019
	Starting time: 25 November 2019
Completing time: 25 November 2020

	Section 6 - Completion 
When have I completed each 
Step?
	I have completed this step in 25 October 2018 
	I have completed this step in 25 November 2019
	I have completed this step in 25 October 2020



[bookmark: _Toc522063882]Personal Development Plan (PDP)

Personal development planning (PDP) is a method of making an action plan depended on the values, awareness, goal-setting, reflection and planning for the personal development in the context of education, career, self-improvement and relation (CMI, 2018).
Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)
	
What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion

	
1. I want to learn the leadership skill









	To achieve the leadership skills I read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve this skill in time I need support and several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	I will be succeeded. Moreover, I will get feedback from my mentors, colleagues and seniors. 
	Review Date: 30 November 2018
Completion Date: 25 November 2019

	2. I need to learn the problem-solving skill
	To accomplish the problem-solving skills I read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve this skill in time I need support and several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	I will be succeeded. Moreover, I will get feedback from my mentors, colleagues and seniors.
	Review Date: 30 December 2018
Completion Date: 30 December 2019

	3. I need to learn the decision-making skill
	To accomplish the decision-making skills I read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve this skill in time I need support and several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	I will be succeeded. Moreover, I will get feedback from my mentors, colleagues and seniors.
	Review Date: 25 October 2018
Completion Date: 25 October 2019

	4. I want to learn the time management skill
	To accomplish the time management skills I read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve this skill in time I need support and several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	I will be succeeded. Moreover, I will get feedback from my mentors, colleagues and seniors.
	Review Date: 15 August October 2018
Completion Date: 15 January 2019

	5. I need to learn the team-working skill
	To achieve the time management skills I read several books, journals and articles about these skills. Moreover, I am going to search on internet and Youtube about these skills and practicing these in practical life
	To achieve this skill in time I need support and several resources such as time, money, effort, books, available internet, articles, laptop/computers, proper guidelines etc.
	I will be succeeded. Moreover, I will get feedback from my mentors, colleagues and seniors.
	Review Date: 25 September October 2018
Completion Date: 25 February 2019


[bookmark: _Toc522063883]Conclusion 
Personal development plan encompasses on the academic fulfillment and it is an effective plan which describes something about an individual. However, effectiveness of the personal development plan relies on several tools to use. By having several employment skills is significant in the career development as well as personal growth. Thus, it is essential for every individual to develop their career to get job easily and be successful in the future.
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Personal and communication skills 
There is a significant role of personal skills in the workplace. These skills encourage the individual to communicate or interact with the individuals in the workplace. There are a number of key areas of interpersonal communication (Hendricks, 2017). These are: a) non-verbal and verbal communication; b) listening skills; c) problem-solving skills; f) decision-making skills; g) cooperation skills and h) confidence. Personal skills allow an individual to: a) be polite and friendly; b) respect the coworkers and supervisors; c) deal properly with the customer requests; d) take positive criticism; e) solve several conflicts properly and calmly.
Effective and proper communication skills inhibit miscommunication, conflict and misunderstanding in the workplace. It makes effective performance as well as work that eventually impact the bottom line of company (Right Management, 2018). The main communication skills which a worker should have in the workplace are: a) understand and read the written materials; b) understand, listen different topics and ask questions about problems; c) give proper directions; d) direct ideas when writing and speaking; e) knowledge on required technology and utilize these properly.
Teamwork and Leadership skills
Teamwork skill is a skill where workers of a workplace combine their own individual skills to achieve a specific goal (McKinney, 2017). Effective teamwork skills in workplace consist of persuading, guiding, and sharing willingly, helping team members, being active member, and being flexible. According to Skills You Need (2017), teamwork skills allow an individual in the workplace to: a) being capable to make decisions; b) being organized to do tasks; c) be flexible and reliable; d) be ready to help team members; e) help and respect other team members and f) be a problem solver. 
On the other hand, as Rouse (2017) notes, leadership skills are the strengths and abilities individuals demonstrate that help the oversee processes, guide initiatives and steer their employees toward the achievement of goals (Rouse, 2018). According to Hasan (2018), the main communication skills which a worker should have in the workplace are: a) being honest and has the integrity; b) being confident; c) inspire others coworker; d) has passion; e) be a good communicator; f) has the capability to make decisions and g) being creative and innovative in thinking. 
Problem solving skill
[bookmark: _Toc522063886]Problem-solving skill is the general job skill which applies an individual to any position in the workplace. When everyone is worked with a number of forms of problem-solving in the workplace, not every the employees are better at this skill (CareerBuilder, 2017). Understanding critical factors which are engaged with problem-solving skill will help employees to develop this skill. Good problem solvers are the valuable person to any type of team in the workplace. There are four stages of problem-solving skills include define the problem, brainstorm alternatives, select the best strategy and implement the solution. According to Duggan (2018), effective and proper problem solving skills permit the employees to evaluate the problems, recognize the problem severity and evaluate the impact of the alternative solutions. Training of the workplace is designed to improve problem solving skills that support the employees to work efficiently with the customers, coworkers, partners or vendors. In addition, they practice reaching consent by sighting problem from the professional. The key problem-solving skills which a worker should have in the workplace are: a) need to think creatively and practically; b) have the capability to change mind; c) be a good listener; c) be positive and be a good communicator (PayScale, 2017).
Negotiation and persuasion skill
Negotiation skill is required to negotiate the greater deals in personal life as well as workplace. Negotiating skill includes several methods including persuading, communicating, influencing, strategizing, planning, techniques, employing tactics, tool-sets, processes, teamwork and systems (Negotiation Experts, 2017). In the business, negotiation skill is significant in daily informal interactions as well as formal dealings including negotiating circumstances of lease, sale, legal contracts and service dealings. However, better negotiations are the significant issues that take success in the business, and support to create good relationships. On the other hand, persuasion skill can be gained like any others, and this is the main part of being capable to impact others to gain objectives or goals (Tools Hero, 2017). Persuasion in workplace involves convincing others to pursue action course, to decide to commitment, or to buy products or service. Employers particularly value persuasive skill as they impact several aspects of workplace which is ensuing in the effective productivity.
Ability to work under pressure
The ability to work under pressure relates to how employees of workplace respond while put them under pressure. The urgency of work or stress of work of the workplace is taken by the employees is recognized as ability to work under pressure (Careers Center, 2016). The capability to work under pressure includes dealing with different constraints that are frequently outside of the control of workers- these should be time and resource constraints, the task’s difficulty or having inadequate knowledge which is necessary to finish the task, or unpredicted problems as well as changes. Effective or proper time-management and planning in the workplace can minimize the pressurized conditions which are occurring in the workplace. 
Confidence ability in the workplace
Being confident is the great skill of an individual to get job. Employees must be confident in the workplace to do any type of work properly. There are many reasons why confidence is significant the sense of professional (Belcher, 2017). It is absolutely the main factor to success, particularly while it comes to the great levels of productivity in workplace. Thus, management of the workplace should examine several approaches of enhancing the employees’ confidence. 
Commercial awareness
Commercial awareness means understanding the commercial actualities that affecting the performance of the workplace. Thus, it is essential to have the commercial awareness between the employees of an organization to achieve the goals and objectives appropriately (Harris, 2016). However, employees of a workplace must have the knowledge about the daily and updated happening/news.
Johari Window	
According to Communication Theory (2017), a Johari window model is the psychological model which is established by psychologist Joseph Luft in 1955. It is very useful as well as simple model for self-awareness, training and understanding, developing communications and personal development.
	
	Known to self
	Unknown to self

	Known to others
	Open Self
	Blind Self

	
	· Good communication skill
· Better presentation skill
· Excellent listening skill
· I am very confident
· Good technological skill
	· Negotiating skill
· Good communicator
· Excellent verbal communication skill

	Unknown to others
	Hidden Self
	Unknown Self

	
	· Poor time management skill
· Bad team working skill
· Poor problem solving and decision making skill
	· Political threats
· Environmental threats
· Technological threats
· Social threats



Force Field Analysis
Force Field Analysis is the effective method to support to plan effective as well as efficient implementation of both project and organizational based change. Moreover, it can be applied to help with the personal change in personal life or at the work (MindTools, 2018). Force Field Analysis helps to develop the quality of decisions and chances of the success.

	Summary of skills and competencies I possess

· Communication skill
· Technological skill
· Interpersonal skill
· Presentation skill
· Listening skill
· Friendly and flexible skill
· Time management skill
	 
	Equilibrium
	 
	Requirements of organisation / job

· Team working skill
· Time management skill
· Problem solving skill
· Presentation skill
· Decision making skill
·  Listening skill
· Communication skill
· Technological skill
· Leadership skill
· Interpersonal skill
· Friendly and flexible skill



PEST factors 
Political factors
Political factors affect the personal life both positively and negatively. Brexit is the political factor of UK. It increases the job vacancy for the candidates who are searching for jobs. However, it downs the economic system of UK. 
Economic
The Brexit issue helps to increase the job vacancy in UK. However, it decreases the economic system of UK. 
Socio-cultural
Several demographic changes as well as changes in the government policies affect the personal development of an individual in different ways. 
Technological
By inventing of new technologies may affect the personal development of an individual because when any new technology is invented it is difficult to utilize initially. 
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