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[bookmark: _Hlk38831706]Nowadays, almost everybody wants to be successful in his professional and personal life. Furthermore, it is not something that can be achieved just with luck. For this, the individual needs to open and use his talents, increase knowledge, improve old and learn new skills. How to identify what to learn and improve exactly? For this, we need clearly to understand what the skills are? In this assignment, skills and the main types of them will be revised. Besides, it will review how a Personal/Professional Development Plan and a SWOT Analysis can help us achieve our goals and become more successful. 
[bookmark: _Hlk38749752]Let us start at the beginning. What is a skill? There are many definitions of this word. For example, according to Cambridge Dictionary, a skill is “an ability to do an activity or job well, especially because you have practised it” (2020), or according to Collins Dictionary, a “skill is the knowledge and ability that enables you to do something well” (2020). However, in the opinion of Stanley and Williamson, skills and knowledge are different concepts with a very close connection. According to them, skills represent the tendency to know something (2017). Buckingham and Clifton as well separate these two concepts. According to authors “skills are the steps of an activity” and “knowledge consists of the facts and lessons learned” (2001, p.29). As we can see, the skill is a philosophical concept and the fact that it includes many characteristics, makes its classification more complicated. Nevertheless, let us take a look for some main types of skills:
· Adaptive skills are related to our adaptive behaviour. These are the skills we use in our everyday life, and they help us acclimatize to the environment we live in. A person with excellent adaptive skills is much more independent. On the contrary, lack of adaptive skills makes the person more contingent from others. (Stropnik and Kodric, 2013). A good example of an adaptive skill is communication that it is crucial to our socialization process. Studying English while living in London is an adaptive skill as well.
· [bookmark: _Hlk38655663]Transferable skills are all kind of skills a person has already and applies in different life spheres. He or she can get them from previous jobs, or University, even from their own home. According to the report, there can be two situations for considering the skill as transferable: first, when the skill is learned before a person can apply to another task of the same or different job; second, when the skill is learned with minimum effort and time (Ashley and Ammerman, 1978). Writing, communication, problem-solving and summarizing are all examples of transferable skills because they can be applied in any working position (job position) or educational training.
· Job-related skills are a set of unique skills, that are necessary for a specific type of work. For example, my general computer skills are insufficient for being an IT specialist, because I have no idea what is Java, Python and so forth.
· Soft skills “also known as life skills or people skills are the behavioral competencies which an individual needs to excel to ensure success in the highly advancing professional world and also equip the person to fit aptly into a social structure” (Agarwal, 2015, p.31).  Thus, soft skills represent our ability to read, to speak, to write, to analyze and so forth.
· Hard Skills “refer to the technical ability and the factual knowledge needed to do the job” (Klaus, Rohman and Hamaker, 2007, p.2). Obtaining the level 4 certificate after finishing this course will be related to hard skills.
[image: ]
[bookmark: _Hlk38747595]Picture 1.
· Academic skills are a set of skills that help students to learn and assimilate information. With other words, we can identify them as Learning skills. I can admit that academic writing, time management, prioritization, organization, researching, critical thinking all these are examples of academic skills.
· Employability skills. Very often, the definition of this concept is a point for debates. However, there is a good definition according to Gravells – “Employability skills are the skills that make someone employable” (2010, p.19). As we can see from this definition, employability skills are very various and are depending on the job sector. For example, academic writing skills, summarizing, paraphrasing, creativity are necessary and sufficient for being an author. Strong communication, ability to work under pressure are more crucial and important for being a seller or sale manager. 
Let us have a look at what a PDP is? There are two variants of explanation:
1. A Personal Development Plan is a kind of map that helps us understand what kind of skills we need to approve or learn in order to achieve personal goals, which are not related to the job, like learning the Italian language for a summer vacation in Italy. 
2. A Professional Development Plan is related to professional or career development in a job position. 
(Morgan, 2017). 
For this assignment, I have done my Professional Development Plan (Appendix 1). We have to consider several steps in order to make this plan. 
Step №1 relates to setting a goal. It can be a short-term goal (time-frame till six months), mid-term (time frame from 6 months to one year), or long-term goal (time-frame in 3 years). I have set a mid-term goal: to obtain a personal assistant position in a reputable organization in London until summer 2021. 
Step №2 implies research and analysis of a personal assistant’s primary responsibilities and duties. I have researched more than ten job offers at www.linked.com, and I have found out ten primary responsibilities that are repeated for this position:
1. Diary and Agenda management.
2. Travel arrangements.
3. To arrange and coordinate meetings, conferences, events.
4. To manage and draft memos, e-mails, documents and so forth.
5. Expense management.
6. Leasing with staff and clients.
7. Be able to prepare reports, presentations and correspondence.
8. Office management.
9. Recruitment assistance.
10.  Manage with changes in last minutes.
Step №3 includes making a SWOT Analysis. Almost all business structures and educational organizations use this matrix widely. Furthermore, this strategic planning technique is functional in personal life too. Self-analysis is probably the most complicated part. Despite this, it has a significant value for personal progress. 
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This step is essential, especially for understanding personal strengths. “The real tragedy of life is not that each of us doesn’t have enough strengths, it’s that we fail to use the ones we have” (Buckingham and Clifton, 2001, p.12). “You will excel only by maximizing your strengths, never by fixing your weaknesses” (Buckingham and Clifton, 2001, p.26). To help to identify the strengths and weaknesses, it is a Free Personality test at website https://www.16personalities.com/free-personality-test, and a Buckingham and Clifton book (2001, pp.83-116). The results are in the table below, including the opportunities and threats’ analysis.
Personal SWOT Analysis
	Strengths 

	Weaknesses


	
· Strong practical skills
· Strong sense of duty
· Very loyal
· Sensitive and warm
· Good at connecting with others
· Maximizer
· Analytical
· Positivity
· Focus on other needs

	
· Worried about social status
· Inflexible
· Reluctant to Innovate and Improvise
· Vulnerable to criticism
· Often too Needy
· Too selfless

	Opportunities 

	Threats 


	According to the strengths, it would be great to have a job, where it should be everything well organized, with structure and precise tasks. It could be some administrative jobs, some social works, or a private accountant position because it is essential to maintain a connection with other people. 
	As I am reluctant to Innovate, it makes me less competitive in the field of jobs in comparison to others.
Multitasking that I have nowadays negatively influenced the skill’s development that is required for the job I want to apply.



Step №4. When strengths and weaknesses, as well as duties for a personal assistant, are known, it is possible to identify what kind of skills a person already has, which one he or she needs to improve and which new ones he or she needs to learn. Thus, according to my Personal Development Plan, it is evident, that for the position I want to apply for, I already have the following skills: organization skills, time management, can-do attitude, teamwork, leadership, researching. Skills that would be great to improve: academic writing, which is closely connected with paraphrasing and summarizing, taking notes, spoken and written English, Microsoft Package, finance grammar through IT programs, flexibility.
Step №5 refers to a plan making process with the time frames and all the necessary steps for obtaining the required skills and knowledge. In my case, I have to improve my academic skills that are transferable to the world of work. 
As an example, when I started my studies at the University in February 2020, my academic writing was at a superficial level. During the course, we were discussing academic writing more in-depth. We have discussed and practised summarizing and paraphrasing (appendix 2 and 3). We have investigated in more details what the formal and informal writing is, and how to use this knowledge in writing an essay, a report or a simple formal e-mail. Of course, after three months of studying, my academic writing is much better and still needs more practising. I have understood that just theoretical knowledge is insufficient for obtaining skills. These skills are beneficial for my future workplace because of a high level of summarizing, paraphrasing and academic writing can help me write an e-mail, make a presentation or memos quickly and easily. 
Similar analysis and conclusions I have made about my hard skills such as Microsoft programs. Before I started studies at the University, I had not used Microsoft Outlook, Microsoft Teams and PowerPoint. During the last three months, I made many efforts in order to understand and apply these programs and knowledge. As a result, today, I have done my presentation in PowerPoint for Digital skills subject. I am successful in dealing with pictures and tables in Word documents. Also, I can write letters, schedule meetings and communicate with my groupmates and lectures in Outlook and Microsoft Teams. I believe that knowledge of computer programs is a must-have skill in the world of High Technologies.     
Though some specialists consider the English language as a hard skill, my opinion is that it could be related to academic skills as well. Below I will explain the reason I think this way.
My native language is Russian. I study in English, which is a foreign language for me. Making a comparison between two periods: before I entered University and now, I can conclude that my English skills have become much better. I have found a lot of new specific words that were related to the business and work environment during each lesson we had. Practising in writing, listening and watching different videos, expressing my thoughts at the lessons – all of them helped me to improve my English language significantly. Another reason I want and need to be fluent in English is my goal to find an interesting and prestigious job in London. According to Griffiths and Dunham verbal communication is the most typical and popular way of peoples’ interactions.  In order to avoid and minimize misunderstandings that can sometimes lead to serious negative consequences, individuals have to code their messages accurately: avoid multiple interpretations or hidden meanings, for instance (2015). Thus, without a correct coding of my messages in the English language, which is an essential part of the communication process and interpersonal relations, my chance to get a prestigious job in England will be at a minimal level. 
Step N6. It is essential to make a time-bound schedule by mentioning how much time it is necessary to spend on the development of each skill. It means that we have to specify the date we start and finish each activity. This step is important in the planning process because it makes the goal SMART. [image: ] Without the time-bound, it will seem that it is no urgency in achieving the goal. Moreover, the mid-term goal may become long-term or even worse; it may be not implemented ever. 
            Picture3
To sum up, skill is the ability of a person to fulfil an activity with certain results. Skills can be divided into multiple categories: academic and employability skills, adaptive, transferable, job-related, soft and hard skills. Employability and academic skills are the key skills in a professional field because they are like building blocks of any career. Therefore, identifying and investigating these skills is fundamental in achieving individuals with professional and personal goals. My example of PDP and SWOT Analysis has demonstrated how recognising and analysing my academic and employability skills are essential in professional development.  I would certainly recommend being aware of such powerful and practical methods as PDP and the SWOT Analysis to everyone. It can undoubtedly change an individual’s life in a better way.
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Appendix 1
Personal Development Plan (PDP)
	Goal

	      To work as a Personal Assistant in London

	What skills and knowledge to learn?  

	1. Knowledge Microsoft Packages
2. Paraphrasing and Summarizing, academic writing.
3. Knowledge in travel and expense systems
4. Upper intermediate English (spoken and writing)


	How to acquire these skills and knowledge? 
	1. To find and download the handbooks for Microsoft Office, Excel, Power Point, Outlook, and start practicing.
2. To paraphrase an summarize one article each day.
3. To install and start using program Concur.
4. - to start course on Skyeng.
- to look movie on English with subtitles.
- to start from the beginner to learn English grammar from the book.


	What resources do I need?
	I need free time.
I need concertation and focus on my goal.


	Time Schedule for every skill and knowledge  

	1. One month.
2. Six months.
3. One month
4. Six months


	When realization of the plan starts?
	1. 11.05.2020
2. 11.05.2020
3. 22.06.2020
4. 22.06.2020


	When realization of the plan finish?
	1. 11.06.2020
2. 11.10.2020
3. 22.07.2020
4. 22.11.2020


	Completion  
  
	□__________       Date    
 □__________       Date    
 □__________       Date






Appendix 2

Practice Exercises in Paraphrasing

1. Language is the main means of communication between peoples. But so many different languages have developed that language has often been a barrier rather than an aid to understanding among peoples. For many years, people have dreamed of setting up an international universal language which all people are simple and obvious. If all people spoke the same tongue, cultural and economic ties might be much closer, and good will increase between countries (Kispert, 2004).

Language represents the key point in humans’ interactions. Communication process and understanding each other becomes more difficult because of a variety of tongues that exist nowadays. For a long time, people wanted to create a unique and common language for all societies in order to understand each other better and easier. If everyone spoke the same language, there would be less conflicts in the world among republics, and their economic and social relations would become more warmer and better. (Kispert, 2004)
Please review as too similar to the original text. Consider changing word order as example.
2. "The Antarctic is the vast source of cold on our planet, just as the sun is the source of our heat, and it exerts tremendous control on our climate," [Jacques] Cousteau told the camera. "The cold ocean water around Antarctica flows north to mix with warmer water from the tropics, and its upwellings help to cool both the surface water and our atmosphere. Yet the fragility of this regulating system is now threatened by human activity." From "Captain Cousteau," Audubon (May 1990):17. 

[Jacques] Cousteau said to the camera, that gigantic source of freeze on our earth is coming from the Antarctic and with another source of hotness, our sun, together they make good regulation of our climate. In "Captain Cousteau," Audubon (May 1990):17, Jacques explains, that the combination of the cold Antarctic’s currents and the hot tropics water helps our planet to support the air and the surface water in a cool condition. So far, the lifestyle of our societies put in a big risk to be destroyed this quite vulnerable and delicate system. 
Too similar to the original text. Consider re-arranging the order of content and also check on how you have integrated the evidence. 
3. The twenties were the years when drinking was against the law, and the law was a bad joke because everyone knew of a local bar where liquor could be had. They were the years when organized crime ruled the cities, and the police seemed powerless to do anything against it. Classical music was forgotten while jazz spread throughout the land, and men like Bix Beiderbecke, Bix Beiderbecke, and Count Basie became the heroes of the young. The flapper was born in the twenties, and with her bobbed hair and short skirts, she symbolized, perhaps more than anyone or anything else, America's break with the past. From Kathleen Yancey, English 102 Supplemental Guide (1989): 25. 

Kathleen Yancey is describing in English 102 Supplemental Guide (1989):25, that in period from 1920’s till 1930’s towns were controlled by criminal organizations and police didn’t have enough power to fight with this situation. As well in this period it was forbidden to drink alcohol by the law, but still people knew, that in any time they can find liquor in a town bar. Jazz was flowing everywhere, classical music was not popular anymore, and teenagers became fans of singers such as Count Basie, Bix Beiderbecke, Bix Beiderbecke. Same time a new kind of women appeared in American society. Those young and free women, who were dressed in miniskirts and wore short hair, had a huge significance in that period for America’s transformation. 
You are engaged in the concept of paraphrasing and this is an improvement on the previous example. However, you remain too similar to the original text so please build on your ideas by, as example, trying to change the order of sentences (word order, clauses). Also consider how you have included the reference.

4. Of the more than 1000 bicycling deaths each year, three-fourths are caused by head injuries. Half of those killed are school-age children. One study concluded that wearing a bike helmet can reduce the risk of head injury by 85 percent. In an accident, a bike helmet absorbs the shock and cushions the head. From "Bike Helmets: Unused Lifesavers," Consumer Reports (May 1990): 348. 

According to Consumer Reports (May 1990):348 from “Bike Helmets: Unused Lifesavers,” driving a bicycle leads to over a thousand of deaths every year. Head damages represent 75% of these deaths. Behind this, 50% of all killed bicyclists are kids between ages from 4 to 18 years old. According to one research only 15% of people will get a head injury if they will not wear a special head covering which pillows the head and consumes the tremor. 

Too similar to the original so please practice changing the order of phrases.

5. While the Sears Tower is arguably the greatest achievement in skyscraper engineering so far, it's unlikely that architects and engineers have abandoned the quest for the world's tallest building. The question is: Just how high can a building go? Structural engineer William LeMessurier has designed a skyscraper nearly one-half mile high, twice as tall as the Sears Tower. And architect Robert Sobel claims that existing technology could produce a 500-story building. From Ron Bachman, "Reaching for the Sky." Dial (May 1990): 15. 

Despite the fact that the Sears Tower is the highest skyscraper at the moment, designers and masterminds continue to search how to create the highest building on the planet. But how tall can be skyscraper, what is a limit of high? Designer William LeMessurier has already developed a new building project, where the height of the skyscraper equals almost 805 meters that is as two Sear Towers. And Draftsman Robert Sobel believes that with the modern technology building can reach 500 floors. (Bachman, 1990).
The meaning remains but the writing also remains too similar to the text.


Overall, you clearly engage with the subject of paraphrasing. However please review the guidelines and approach to Paraphrasing. As example, time away from the original text in order to provide distance, reflection upon the content before you write up your own version. Then return to the original to check meaning remains the same. However, you must ensure that whilst the meaning remains the same this is not the case with the structure of the text you are paraphrasing.
Well done and thank you.

Appendix 3
SUMMARISING
 Task 1: Identifying main points from the text
The extract below is from a chapter called ‘Whose health is it anyway?’ by Brenda Smith and David Goldblatt (2004) from Open University course DD100 An introduction to the social sciences: understanding social change.
Please read the information outlined in the box below and make notes on the important points.

	Whose health is it anyway?
Health seems to play an increasing role in our everyday lives. It is difficult to pick up a newspaper or magazine, listen to the television or radio, or visit a bookshop without being confronted with information on health or exhortations to avoid certain foods, take certain vitamins or minerals, take regular exercise and a host of other things. It seems that everyone is concerned with health – not just doctors and health-care professionals, but the government, the media and indeed all of us who each year make resolutions to eat more healthily, drink or smoke less and take regular exercise. A lot of this information and advice seems to suggest that we can influence the extent to which we enjoy good health through the food we eat, the exercise we take (or don't take), the ‘good’ or ‘bad’ habits we have. In other words, we each seem to be responsible for whether or not we enjoy full, active, healthy lives.
However, despite this rhetoric of responsibility for oneself and one's health, a close look at the same sources tells us that atmospheric pollution is a major problem of the era and that it is largely responsible for breathing difficulties such as asthma in our cities. In the twenty-first century we are also witnessing widespread concerns about the health effects of genetically engineered food and heated debates about just how ‘natural’ the fruit and vegetables in our shops and supermarkets are. Increasingly, too, we hear about the medical discoveries of genes which play a part in the development of diseases such as cancer, whilst drug companies constantly seem to produce new treatments for many forms of disease. Many sources also suggest that feelings of being uneasy with ourselves and the stresses and strains of everyday life cause many illnesses.
These arguments seem to suggest that there are many causes of illness which are not within the individual's control. As individuals we are concerned with maximizing our own health. However, these issues are also important for society as a whole. Apart from moral reasons for maximizing the health of the nation, provision of health services places a considerable financial burden on taxpayers. In Britain, around 7 per cent of the Gross Domestic Product (an indicator of the nation's income) is spent on health care services, whilst working time lost through illness places pressure on business and other organizations.



Now, read the extract again and make notes on the important points in preparation for an essay entitled ‘What factors can be seen to affect health?’
You can use a dictionary if you need to.
You may have included here what you consider to be the key points of the text
Task 2: Summarising ideas

This task is designed to see if you can summarise ideas from course materials in your own words. 
Re-read the text ‘Whose health is it anyway’ in the previous section.
Now answer the following question in your own words:
[bookmark: SAQ016]What factors can be seen to affect health?  (Write about 175 words.)


‘What factors can be seen to affect health?’

   A lot of people are worried about their health nowadays and all this happened for a reason. All social media are telling us how important is to pay attention of what kind of food we eat, how important is to do some physical exercises. Also, they tell us, that our health is in our hands and it’s our responsibility about how we look and how we feel. But if to read between the lines, we can find out that our health depends on more factors besides our responsible actions.

  In the modern world in comparison with the past the air we breathe is very dirty, because of polluted evaporations that come from manufactures, transportation, factories and other sources. This situation negatively influences our health. Moreover, we shouldn’t forget that because of the modern technologies and scientists our food is full of pesticides and hormones. Also, genetic engineering’s activity gives a lot of reasons for pharmaceutical industry to produce more medicine for us. And finally, our everyday life is overloaded with information and high-tension activities that is also damages human health.

  So, as a conclusion we can see, that our personal responsibility is very important for our well-being. Unfortunately, we should recognize also that not everything depends on us and that health issues are much more complex and complicated than it seems to be at the first glance. 
You appear to have engaged with the concept of summarising. You may consider further reduction in content by drawing together similar elements.
It may help by extracting first what you consider to the be the key facts and then reproducing in your own words. Remember you should have a reference in there as well to validate the source of evidence.
In regards to the content ‘atmospheric pollution’ is it a new, or an old problem, but with different causative agents? Be careful how you have translated this element of the original text.
Well done and thank you.
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