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INTRODUCTION:
	In this reflective portfolio I will audit my personal skills and competencies using a personal development plan. Analyse the skills required for my future employment and asses the concepts learned on this module.

Personal Development Plan
“Personal development plans: Plans intended to develop those skills that are seen as peripheral or unnecessary for working life. This may include photography, sporting skills, language skills, cooking, etc”.( Morgan2017)
A Personal Development plan is a process in which one establishes goals first for short to long-term in one’s career then asses current aptitudes and identify what other skills or knowledge one needs in order to select appropriate activities and then scheduling according to the needs that have been discovered.   It is usually understood as a cyclical process .

	Skills
	proficiency
	Target proficiency
	Opportunity for development
	Time for development
	Feedback 

	

Writing skills
	According to class standards but still needs improvement
	Needs more work in academic writing
	Write as much as you can academically to improve, take a class 
	

1 year
	It is a continuing improvement 

	Time management 

	
Not very efficient
	
To be able to manage my time to include all activities
	
Use the 4 D method (Do, Delay, Dump, Delegate) 
	
1 year
	
It has improved considerably

	
Presentation skills 
	
 Not according to professional level
	
Reaching professional level
	
Keep practicing in front of the mirror 
	
1 year 

	
I have improved eye contact and the movement during presentations, confidence and body language 



	All the personal development plans begin with  a goal or goals that one wants to achieve followed by a deadline in which that goal needs to be achieved after which one will explain how the goal will be achieved  , by what methods ,resources , study or people one can use to achieve the goal set in the plan. 
After the devising of the methods that are to be used in the achievement of the goal there is a section of “what happens now” in which one needs to write what skills or knowledge needs to be improved.
Some personal development plans include the obstacles that stand in their way like unexpected bills or  the car breaking down.  This is a necessary entry in the personal development plan because life is unexpected sometimes and it is better to prepare for it.
One of the last two entries are the feedback what one has learned and the improvements. And the last is the progress that one has made towards achieving the goal set in the beginning.
I have achieved some of my goals from the personal development plan and it will be updated regularly  because a PDP is a tool that you use for your growth  continuously as you learn more each day.

Analyse the skills required for your future employment
[bookmark: _Hlk68522992]“Employers typically look for individuals who have a number of qualities. Employees should have the appropriate personal transferable skills, motivation, specific skills and abilities required for a particular role (if there are any) and personality (e.g. attitude towards risk, conscientiousness, willingness to learn) in order to do well. “(Morgan, 20161110)
· Presentation skills./communication skills
· Team-working.
· [bookmark: _Hlk68526345]Leadership skills
· Communication skills
· Problem solving and creativity.
Presentation skills
Presentation skils are very important as many employers need people whit this skill to present problems or the solving of a problem in a concise and clear manner . everything in a presentation is about making the other understand and remember. In business is very important to have presentation skills because it is a part of communication that is necessary for a leader.
Team-working
Team working is also an important part that is required for a leader but also for a normal employee. you work in a team in most business and being able to work with other members of your team or group is paramount to the growth of the business.
Leadership skills
A leader needs to have many more skills , it is a well paid job but also includes more responsibilities. A leader needs to have vision, persuasion , influence, needs to be a good communicator to have critical thinking, be a good decision maker among other qualities. Anyone can develop leadership skills but it takes time and effort and commitment. 
Communication skils
“We find/have something we want or need to communicate to others and we put it into a form of words (code) that we can send to others in some way. This may come from anything that we have in common with other people – perhaps we are working on something with others, or share a common interest with them in some way. Regardless, the information gets coded in our minds in a way that experience tells us is usually interpreted correctly with minimum negative consequences for us.” (Morgan, 20161110)
One can communicate in different ways verbal and nonverbal by expressions or body language  or trough writing. One can communicate one way or to ways. A two-way  communication is when the coder sends a code to the decoder and the decoder sends back another message and becomes coder to the coder that becomes decoder. This is a loop communication good for feedbacks. 
Problem solving and creativity
Problem solving and creativity is the skill that distinguishes a good manager from a bad one. Being able to find fast and creative solutions to problems is an important employability skill especially in a busines that has a competitive market. There is a  problem solving process in which you need to “clarifying the problem, establishing causes, developing options and making a choice.”  (Morgan, 20161110)



Asses the concepts learned in this module
Learning stiles
In this module we have learned about learning stiles.” Most commonly used is Honey and Mumford’s (1986) learning styles approach. They suggested that we learn in four ways:
Activists: who learn by having an active involvement in concrete tasks and relatively short-term tasks. Reflectors: who review and reflect, stand back, listen, and think. Reflectors need to take care not to be seen as ‘quiet’ or day-dreaming. Theorists: who learn by taking on new situations, but need to relate these to theory. Reflectors need to be aware that absorbing new ideas might distance them from day-to-day situations. Pragmatists: who learn by linking between new information and real-life problems. Pragmatists like techniques which can be applied immediately.” (Maund, 20170921)
From the 4 learning stiles depicted in Maud's book i think my learning stile is Reflector  i think a lot about a problem before saying the solution that i found of getting a colleague to say it for me,  I do my work just fine because at the moment my work dose not involve to much thinking so I can do both at the same time . it is true that I look for the meaning behind everything and that delays me in acting and taking decisions.
 I am a dreamer and I may be perceived as such in the workplace but I am taking steps to overcome this  weakness by asking for training in everything that is available at my workplace.
I learn by hearing and listening (Auditory) as I understand and remember better when I have focused all my hearing on what it is said.
I agree with this because I find that I can not take notes in class and remember what it is said or what I wrote about. It is also possible this to be because my first language is not English and my brain needs all my attention to process the spoken language and if I add to that the written language also ,is even harder to remember.
I often repeat what the teacher is saying in order to remember. I read out loud books because I need to say it to know it. It seems that for me saying something make that a fact that cannot be forgotten.
Even now reading as I write this I read out loud because if I read it in my mind I do not understand fully what I read.
In the quiz that we made in class there are some recommendations of what to do to learn better.
· Sit where you can hear.
· Have your hearing checked on a regular basis.
· Use flashcards to learn new words; read them out loud.
· Read stories, assignments, or directions out loud.
· Record yourself spelling words and then listen to the recording.
· Have test questions read to you out loud.
· Study new material by reading it out loud.
I need to remember that I need to hear things not just see things in order to learn
Self-awareness
[image: ]In this module we have also learned about self-awareness for which we can use the Johari Window. 






“Sometimes, we hide what we do not like about ourselves – and, sometimes, people do not tell us what we are really like because they do not want to offend us. These ideas led Joseph Luft and Harry Ingham to develop what became known as the Johari Window (Luft and Ingham, 1955).” (Maund, 20170921)
Career options 
 My career options according to my learning stiles:
1. teacher
2.doctor/medical assistant/care giver
3. hospitality business
My first career option would be that of a teacher because I like making a difference in the world and love children. I wish for a meaningful career that offers me  more spiritual rewards than monetary rewards. And to me nothing is more rewarding than shape the next generation towards a bright future.
My second option and second in importance would be a Doctor, medical assistant or care giver because it is rewording for me to help people and make a difference in their lives for the better.
My third option  would be to work in my own hospitality business because of the rewarding working environment  and working with my family being able to take care of them and do something that I enjoy as making happy my clients.
CV writing skills and  facing interviews 
Creating a successful application is as important as conducting a successful interview. The writing of a cv should be based on the tipe of job you are applying for but also the cover letter is important. A CV is an extension of your experiences and learnings and should be updated regularly. 
My CV is a Chronological CV format.  There are different types of CV’S like skills- bassed, academic, teaching technical (for IT jobs and Law) and video CV’S. 
I have made it exactly as a support worker CV. Because that is what I am applying for (care assistant).
All CV’s include work experience, education, skills, activities and achievements, sports or hobbies. Every CV is very similar, and the only differences are the completed experiences and schooling of the respective person. A CV. is updated continuously as the person keeps learning and developing new skills.





Conclusions

In conclusion I have learned how to use a Personal Development Plan and used it to further improve my skils. I also have learned what is sought for in terms of employability skils by employers and also improved my skills based on those employability skills required. I have learned different tipes of learning stile and discovered my own learning stile an how I learn best. Also the skills required to writing a cv and making a successful interview. The feedback from the teacher has helped me a lot to improve some skills that I was having problems with and gave me an opportunity to develop further with tools like the Johari window for self-awareness , the 4D’s for time management and presentation skils.
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