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Introduction
Skills and competencies are considered one of the most important things when it comes to career growth and success. A person with strong skills and competencies can get whatever he/she wants as he/she performs the job in a better way compared to any. It is also very important for the person to understand that at every stage of their career, there is always a need for different skills and competencies (Gerstein and Friedman, 2016). This is a reflective portfolio report and the aim of the report is to audit own competencies and skills with the help of a personal development plan. Further, the report also aims at identifying and analyzing the skills that are required for gaining success in the chosen career and comparing of own skills with the skills needed for the chosen career. The last part of the report presents the reflection on the concepts that have been learned in the module and the conclusion to the overall report. 
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Skills are the applied and learned abilities that are used for enhancing the work. Competency is the set of behaviour, skills, and knowledge that leads to the ability to initiate and complete the work in a successful and efficient way (Vanet al., 2017).  
My career aim is to become a successful inventory manager and to achieve this aim, I need to work hard and need to gain various skills. There are various skills that I am having but I believe that it is very important for me to keep on working on all the skills I have and need to enhance my skills as much as possible. My current skills can be analyzed and enhanced using the PDP plan which is also known as the personal development plan. A personal development plan is a form of self-evaluation plan that act as guidelines to move towards success (LeVineand White, 2017). 
In order to audit my skills through a personal development plan, first of all, I need to state my vision and then needs to outline the strengths and the areas of improvement. After this, I need to build a personal development plan based on its need to review the progress. 
My vision is to become a successful inventory manager and my skills can be audited using the SWOT Analysis tool. In terms of my skills and competencies, my major strengths are my communication skills, team working skills, anger management, and time management skills. Apart from this, I believe that I need to work on all of the above-mentioned skills and need work hard on problem-solving skills, critical thinking skills, presentation skills, and emotional intelligence skills. In order to work on all of these skills, a personal development plan can be used (Bilohur et al., 2020). 
	Skills 
	Way it can be improved 
	Way  improvement can be measured 
	The time needed to improve the skill

	Communication skills
	In order to enhance my communication skills, I will start communicating in a formal manner and will start studying or reading about grammar, punctuation, and many more. 
	For analyzing the percentage of improvement, I will give an online test and my assessment will be based on how much I am scoring in the exams. 
	2 months

	Presentation skills 
	In order to improve my presentation skills, I have decided that I will join computer classes 
	My presentation skills can be measured on the basis of my marks and successful delivery of presentation
	2 months

	Critical thinking and problem-solving skills 
	I believe that there is no proper or systematic way of improving my critical thinking and problem-solving skills and due to this, I have decided that, I will start solving case studies as much as possible. 
	The way I will find the solution for the case will measure my critical thinking and problem-solving skills 
	1.5 months 

	Anger management 
	In order to enhance my anger management skills, I have decided to mediate a minimum of 1 hour a day 
	For measuring my anger management, the way I handle complex situations can be seen. 
	1.5 months


Chart 1: Personal Development Plan
Source: (Author’s Work)
Becoming an inventory manager is a complex job and it comes with lots of responsibilities due to this, there are special educational certifications that people need to have and at the same time, there are various skills also, that a person needs to become an inventory manager. In order to become an inventory manager, leadership and management, communication, logistics, data analysis, team working, and proactive critical skills are some of the skills that a person must have. The use of leadership and management skills allows the manager to lead and manage the team in the best possible manner. The use of communication skills allows a manager to ensure that there is no confusion and miss understanding between the team. Further, the use of logistics skills and data analysis skills allows the inventory manager to understand the level of inventory, supply status, shipment, stock needs to be ordered, minimum order quantity, and many more (Block, 2016). 
If I compare my skills with the skills needed for working in my chosen career, it can be said that there is a huge gap between what skills I have and what skills I need to become a successful inventory manager because, currently, the skills which I have developed and enhanced using the personal development plan includes communication skills, team working skills, anger management time management skills, Problem-solving skills, critical thinking skills, presentation skills, and emotional intelligence skills. On the other hand, the skills that are required to become a successful inventory manager include leadership and management, communication, logistics, data analysis, team working, and proactive critical skills. Hence, it can be said that for achieving my aim of becoming successful in inventory management, I need to develop more skills like leadership and management skills, logistics skills, data analysis skills, and interpersonal skills and in order to develop these skills and fill the gap between my current skills and future needed skills, again personal development plan can be used as it will act as the guideline for me to develop the skills and it will help to set the time limit to achieve the skills. 
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Part B of the report is presenting a reflection on the different concepts and topics that have been learned while attending the module of professional and career development. Attending this module, I have gained knowledge about professional and career development. On the very first day of the module, I got to know about what career development is and what are the ways through which one can grow in their career. According to me, career development is the process of providing a focus on learning activities in order to ensure that preferred career outcomes are gained. Not only has this it also included the development of the career competencies. While attending this module, I have understood the importance of skills and knowledge that are needed for working effectively. By attending this module, I have understood that I want to grow in my career then, so it is a must for me to have at least basic skills sets which include strong verbal and written communication skills, leadership and management skills, problem-solving and critical thinking skills, time management skills, teamwork skills, emotional intelligence skills, interpersonal skills, data analysis skills and many more (Sekaranand Bougie, 2016). 
Not only this, I have also gained insights about what knowledge is needed to work effectively. Like if I want to become an inventory manager then it is very important for me to know about the job description, skills required, education quality, the work I will be asked to do, and all and most importantly, I must have knowledge about the inventory management. 
After gaining the knowledge about career and professional development and the importance of the skills, the next thing, I have learned by attending the module of professional and career development, that how to audit own skills and competencies and the way the skills and competencies can be improved using the personal development plan. I have gained knowledge about different models and tools that can be used in analyzing the skills and competencies that I have and the skills and competencies that I need to improve. The two most important tools that has been thought in the class are SWOT analysis and personal development plan. Not only the basics, how these models or tools can be apply for auditing the skills. For example, SWOT analysis is an analytical framework that helps in identifying own strengths, weaknesses, threats and opportunities and a personal development plan is a guiding tool that helps in developing and improving skills and competencies (Rangkuti, 2015). For me, SWOT analysis was quite interesting and I have used to tool to identify my strengths and weaknesses. By applying the tool I got to know that my communication skills, team working skills, anger management, and time management skills are my strengths and my communication skills, team working skills, anger management, and time management skills are the skills at which I am weak. I communicated the same to my tutor and on this, my tutor suggested me to make use of personal development plan to improve the weak skills. Apart from this, in week 3 of the module, the tutor has asked us to solve the case study and before solving the case study, the tutor has guided us to how to solve the case study and their guidance has helped me a lot in the open book assessment that was held on the week 4 of the module. This was really a wonderful experience for me. The whole module was quite exciting for me as apart from all the concepts, there are various things that were thought in the module like I was thought about CV, job advertisement, personal specification, cover letter, and interview. The tutor has made also made us aware about the CV, its importance, and way the CV can be prepared. Not only this, the tutor has thought us about the components of a CV, its format, and do's and don'ts of a CV. Next, the tutor has thought us about a cover letter, its basics, way it can be formed, the structure of a cover letter, and many more. Apart from this, the interview is another topic that was thought by the tutor in class. Overviews of the interview, different types of interview, skills needed for the interview, and do’s and dont’s of the interview was also thought in the class. Not only this, but in order to give practical knowledge about the interview, during the week 7 of the module, me and my other fellow classmates all were asked to take part in the mock interview and for this, we all was asked to prepare a CV, job advertisement, cover letter, person specification and many more. Hence, it can be said that, attending the module I have learned various things and concepts like what is a career and professional development, skills development, personal development plan, case studies, CV, job advertisements, cover letter, person specifications, interview basics, employment goals, personal action plan, understanding of the personal strength and many more. 
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Analyzing the report, the conclusion can be made that, it is very important for individuals to work on developing the skills as it helps in making the person more confident and skilled for working towards the specific job. The above report has presented an reflection on my own skills and competencies using a skills analysis tool and a comparison of my own skills and chosen career skills. Not only this, but the above report has also presented a reflection on various concepts learned during the module. 
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