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SWOT
•
Strengths 
Time management
Academic writing
Note
-
taking
•
Weaknesses
Public speaking
Referencing
CV
Commercial awareness 


TIME MANAGEMENT
It is the ability to manage my own time to be able of get all my task done using 
one of the methods learnt in class. 
(
Clear, n.d.
)
•
It is going to help me in my career of business management,  because I will be 
organized with my job. 
•
One of the most important time to balance life. 
•
Efficacy and efficiency.
•
Do important things. 
•
Eisenhower method 


NOTE TAKING
Note taking is a skill which help you to to understand everything you want. 
This skill will help me in my future career, because it will increase my 
professionalism and understanding of every task.  
(
Nordquist
, 2019)
•
Understand and reminders. 
•
Take advantage. 
•
Explain to others. 
•
Be organized.


PUBLIC SPEAKING
Public speaking is the ability of speaking in front of people.
This will help me, because is a skill that will improve my communication and skills 
to talk properly in front of people which is very necessary in business 
management.
•
It will help to give a good interview.
•
Giving to know my ideas.
•
It improves my communication skills.


COMMERCIAL AWARENESS
It is the fact of be generally aware of the economic situation in the world. 
This will help me in my future career of business management, because the base 
of my career is the business 
(
 Sexton and Naves, 2020) 
•
Increase my knowledge
•
Helps to give a good a interview
•
I will be aware of the commercial situation around the world. 


PERSONAL DEVELOPMENT PLAN
TO IMPROVE 
HOW TO IMPROVE
ANALYSE
Public speaking
Practice at home, watch video 
where I can advices about 
public speaking and take 
advantage of them.
I will mark myself based on the 
marks of my assessments,  
Referencing
Follow all the instructions on 
Moodle, taking advantage of the 
university material
I will try to reference 
everything, even on my 
workplace, therefore, I will 
never forget the methods. 


CONCLUSION
•
I need to improve every skill a little.
•
This certificate will help me to improve. 
•
I need to review myself to see my process.
•
All skills I have learnt will help me in my attended career. 
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