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Executive Summary

The main objective of the report is to analyze the capabilities and knowledge required for personal development. The report has provided personal strengths and weaknesses for further career development and evaluated employability. The report has described employment goals and provides an action plan to improve professional skills and choosing a better career in life. The report has described several skills and knowledge which helps in career development. 
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INTRODUCTION

The report aims to describe the skills and knowledge required for choosing the best career in life and achieving success. The report is entirely written on a personal perspective focusing on skills and career goals. The report provides brief information on employability and their significance in personal life. At last, the report has described an action plan for professional career development and focusing on career goals.

PERSONAL REFLECTION ON CAREER DEVELOPMENT

Everyone has a career plan in their mind when they graduate from universities or an employee seeking a suitable job. I want to become a successful communication manager but this cannot be possible without proper training (Falk, 2020). Efficient training will not only help me in developing professional skills but provides wide opportunities to choose the best career. Career development is an integral part of an individual’s life. In my opinion, Professional career development is essential to accomplish our goals and choosing the best career. 
I have recently decided to pursue certification in career workshops which has been an incredible and rewarding experience for me. If I want to become a communication manager, then I have to improve my professional skills and attend training programs regularly. My career journey has been started about 2 years ago at a higher education institution, London where I had completed my undergraduate degree in English, History, and French (Greco, 2020). I have learned that co-curricular education emphasizes resilience and career development. With that inspiration, I have decided to improve my professional skills and started joined training programs. 
In simple terms, Professional career development programs encourage me to fulfill my duties and responsibilities towards the organization. These programs improve decision-making skills and boost my self-confidence. It helps me to attain deep knowledge regarding a particular topic and enhances business reputation. 


Skills and Knowledge required for Professional Development 
A professional is defined as a person who possesses specialized knowledge and committed to accomplishing their goals. In that case, I need a specific set of qualities, behaviors, and skills to attain that position. There are several aspects which helps in improving professional skills are described below:

Communication Skills: It is considered as significant skills which help me to choose the best career and maintain a good relationship with others (Velliaris, 2020). It involves written oral and nonverbal communication. Nowadays, Email is a significant communication skill in the workplace. Every professional requires an email to communicate effectively with their colleagues and employees. If I want to choose a successful career, then I should seek advice from a senior consultant who will provide the right path. I should understand other’s emotions and be sympathetic to their problems for improving professional skills. Professional Career allows us to maintain a positive relationship with the management team and subordinates for enhancing business performance. I will coordinate with other team members to deal with complex situations and carrying out difficult tasks effectively. 

Time Management: As a professional, I will be assigned to complete a variety of tasks. In that case, I need to manage my time to complete each task within a given time without feeling overwhelmed.  Time Management is the most significant quality in professional career development. Employees who are punctual and come on time are often perceived as hardworking and dedicated by their owners (Sainz, 2019). Thus, I can boost my reputation and enhance my professional skills by showing the works and meetings in a given period. I should handle projects in a standardized manner and put the best efforts to complete the tasks ata given time. I should pay attention to each and everything taught in meetings, conferences, and presentations. 

Flexibility: Many jobs require flexibility which means an ability to change yourselves as per the situation. It is essential to understand different perspectives and adjusting the workflow as per changes in the business environment. This will help me to show that I can easily adapt to a changing business environment. I should control my negative emotions by the situation and being patient while listening to other’s points of view (Mishra, 2019). I will deal with challenges effectively and finds suitable solutions for solving business problems. 

Teamwork: All professionals need to work in a group whether it is a team project or putting best efforts to accomplish business goals. If I want to become a successful communication manager, then I must have interpersonal skills to coordinate with others and achieving a target within a given period. I have to share my responsibility with others and interact with subordinates to attain a common goal. I will puts best efforts to manage conflicts among colleagues within the organization and cooperates with others to enhance business reputation and achieving success in personal life. 
Leadership: These are important skills that help in improving professional skills and offer wide career opportunities. Whether I am working on a team or in a managerial position, it is an essential skill for a professional. I will collect large information regarding business procedures to carry out certain tasks effectively. I will be calm and composed in difficult situations and find suitable ways to solve those problems (Fleck, 2019). I will set clear goals that will help employees to accomplish business goals within a given period. 
From the above analysis, it can be stated that these professional skills are essential for choosing a successful career and attaining success in personal life. In my opinion, research skills matter the most because it helps the company to increase its profit margins. I will take time to analyze the problem occurring in business and conduct research to find suitable solutions for a specific problem. This will help me to examine the different scenarios and being 100% sure before answering an employer. Apart from this, I will develop a suitable marketing strategy to promote business products effectively. 

Employment Readiness 
It is defined as the ability of employees to actively participate in training programs. In that case, I will attend all online training programs to broaden my professional skills. I will try to understand a project in a standardized manner and work harder to fulfill the needs of stakeholders to enhance business reputation. Businesses should organize workshops and training programs to improve employees performance and broaden their skills. Employment Readiness is essential for workers as these skills enable employees to becomes more productive and efficient. It allows employees to coordinate with others for accomplishing business goals. These readiness skills enable employees to acquire deep knowledge regarding business operations and adapt themselves into changing business environment. Employment Reess is beneficial for both employees and organization. Workers who possess readiness skills perform better and puts best efforts to enhance business reputation. Work readiness programs provides wide opportunity to employees for career development. Organization must used  written communication to maintain good coordination with employees. Work readiness programs strengthen the relationship between management team and employees. 
I will try to adapt to changing conditions and learn basic skills while attending training programs (Herbert, 2020). I will focus on core competencies and behavioral skills to enhance business reputation. I will try my best to adapt to changing conditions and communicate effectively with subordinates to monitor business activities effectively.I will adopt efficient technology to improve business operations and share my knowledge and experiences with others. I will constantly try to upgrade my skills on a timely basis to fulfill the needs and requirements of the business. I will maintain a separate record of financial information, production activities and employee details for the smooth functioning of the business. Employability skills are necessary for choosing a successful career and improving skills.
 Firstly, I would be very clear regarding my career and try best to avoid distractions and focusing to occupy that position. For conducting business operations effectively, I will first try to understand my role within the team and express my opinions or ideas with others to accomplish business goals. I will not lose hope and puts the best efforts to fulfill my dream of becoming a communication manager. I will try to complete all the tasks even if it is unpleasant. Maintaining personal hygiene helps me to coordinate with others and perform business activities in a standardized manner. Apart from this, I will follow career development theories to improve my professional skills and attaining success in the market. I will be friendly and polite with others and give full respect to my coworkers and supervisors. I will adapt to changing conditions in the business environment and may suggestmaking changes in certain business activities. I will engage in e-learning and other online training programs to improve my professional skills. 

Hackman and Oldham Job Model
This model states that the task is a significant factor that increases employee motivation. Especially, a boring job decreases employees’ motivation to perform well whereas challenging job motivates employees to broaden their skills. There are five main job characteristics like skill variety, feedback, autonomy, task identity, and significance which affect employees' behavior and performance. Some of them are described below:

Skill Variety: Employees having a suitable variety of skills may improve business performance and enhances the company’s reputation. However, Too many skills might be overwhelming and too few are boring which may limit the performance of the organization and decreases their growth. 

Task Identity: Employees who have enough potentiality to understand tasks helps the organization to achieve better outcomes and attain success in the market (Pinto, 2017). This will enable employees to fulfill their responsibilities and achieve the target in a limited period.Employees are more productive and build commitment towards the organization. 

Responsibility: It is originated from autonomy which states that the job provides independence and freedom to employees. It helps employees to fulfill their responsibilities towards the organization and encourages them to carry out certain tasks effectively. 

Task Significance: It states that potential employees have a huge contribution to accomplishing the specific target. The theory implies that I will be more motivated If I contribute to a firm’s bonus. From another perspective, I will be less motivated If I am only making pointless items like corporate give away gifts. 

Outcome:  This aspect comes from feedback that implies the efficiency of employees. It includes all efforts and activities taken by employees to achieve customer satisfaction and accomplishing the goals of the organization. 

PERSONAL STRENGTHS AND AREAS FOR FURTHER DEVELOPMENT

My biggest strengths are that I can communicate effectively with others and being empathetic towards other emotions.  I can adapt easily to changing conditions and work harder to complete the target within a given period (Meyers, 2019).  I make relevant decisions by considering all facts and figures of a particular project. To become an effective communication manager, I will ensure that messages must be linked with significant business strategies.  
Communication managers are entirely responsible for conveyingbusiness internal and external messages. I can draft written materials and prepare a presentation to communicate effectively with subordinates. I am enthusiastic and used specialized tools to conduct business operations effectively. My greatest weakness is research skills, So, I will try to collect deep information about a particular topic and put best efforts to use that information in making effective decisions. I have done a certified course in learning programming language which will helps in improving business operations. Several strengths will help me to improve professional skills and attain success in life. Some of them are described below: 

Efficient Equipment: I have enough experience of working with specialized equipment which will improve business operations and maintains consistency in results. For example, Individuals having the ability to operate heavy equipment can enhance business reputation and increases their sales collection. 
Technology: I will develop an ability to learn new technology and software for enhancing business performance. For example, Experts who are specialized in spreadsheet applications help businesses to analyze different kinds of data. 

Programming Languages: This strength will help employees to identify the needs and requirements of the business. It will help employees to create custom websites and analyze relational databases. Masters in programming languages enable employees to solve problems and design suitable applications to accomplish business goals and objectives. 

Patience:  It is a major key strength that helps employees to interact with customers and enhance business performance. Patience enables employees to work on long term projects and improve their relationship in the workplace. 

Communication: It is defined as the ability to express your ideas and thoughts with others to accomplish business objectives. Effective communication helps employees to collaborate with others and understand their emotions (Velliaris, 2020). This strength requires linguistic skills like grammar, vocabulary, and comprehension. Through effective communication, I can be empathetic and respectful towards others. Communication helps employees to express their opinions and knowledge with others. It enables organization to transmit accurate information to employees and conduct business operations effectively. Organization should encourage their employees to  integrate with others to attain business objectives. Communication not only improves professional skills but helps me to understand other opinions. Effective communication helps employees to achieve success in life. Organization should used collaboration tools to interact with employees and business partners. 
Thus, all these strengths help employees to develop professional skills and enhance their performance within the organization. Apart from this, I will make a to-do list to prioritize the tasks and complete the target in a given period. I will manage my workload to complete assignments and perform business operations effectively. Another major strength is problem-solving which helps employees to identify risks and then implement suitable solutions. It requires critical thinking and creativity to identify a specific problem and discover innovative solutions. 
 I will be honest regarding business operations. If I had committed a mistake, I will apologize to them and ensures that I will not make that mistake again. I will try to expand my knowledge and find innovative ways of doing certain business activities. I will find out new information to improve business procedures. I will try to offer new ideas on specific areas to the management team and follows all guidelines within the organization. I will utilize the resources effectively to accomplish business goals. I will create a standard mechanism to determine whether the goals are achieved or not. I will use a suitable set of instructions to conduct business activities effectively. 
Employees can solve business problems by using effective tools and methods. This will helps employees to execute business activities systematically and enhance their performance. Employees should solve their differences in developing professional skills and takes effective actions to improve business performance. They must transfer their information through verbal and nonverbal to maintain a good relationship with others. 
From the above analysis, it can be stated that all these strengths increase the productivity of a business and improve employees' performance. It helps employees to perform better and become more efficient. It will help them to focus on their efforts and choose the best career options in life. Improvement in employees' performance will ultimately enhance business performance and improves their financial performance.

ESTABLISHING THEIR EMPLOYMENT GOALS
	
I develop my career plan and it develops with select of employment that helps to develop our professional and technical skills and knowledge I will also analyze the personality, attitude, aptitude, and aspirations that are incepted procedure develop a career development and also establish employment goal for a successful life (Shinkle, 2019). 
I will also be focused on setting the employment goals include developing different kinds of skills and knowledge, set financial and salary objectives, identify the need for stability and also focus to develop a vision for the kinds of the experience desired based on employment goals. Employment goals usually involves skills and knowledge of employees. Setting goals at workplace is essential for improving employees performance. Research shows that setting strong goals motivates employees to build loyalty towards organization. It enables employees to fulfills their responsibilities and perform business operations more effectively. 
Specific: Basically, employment goals are set in particular areas that they want to pursue. I also use resources related to business, they need to find training courses or education to complete and certified the exams. For example, I want to become a project manager so used the Project Management Website to apply for the course of project management to increase the knowledge in this field and knowledge of the project management process. 

Measurable: I will try to measure the employment goals to discuss the desired results of career development. I will use different operational metrics to measure performance or progress such as tracking and monitoring the progress to accomplish personal goals. I will also collect feedback from the top authority that helps to analyze and adjust the career development path that depended on the desired outcome. I will be used assessment tools like listed on the On-Stop Career center website will help to used and interpret the questionnaires to guidance about career development.  

Attainable and Realistic: The employment goal set by me was easy to attainable, like writing articles for a magazine, finds jobs in another country, get the promotion that involves some managerial task or also help to enhance the annual payment and also help to set a clear direction. If I cannot be accomplishing due to some circumstances beyond control, I will get discouraged. 

Time Constrained: I will also set a specific timeframe to accomplish the employment goals. To become a manager the job responsibilities related to the entry level of position after 2 to 5 years, also set the expectation and regular responsibilities to review their progress. I will also set a definite timeframe to achieve goals linked to increase, promote and increase their responsibilities that help to develop skills, expertise, and knowledge. 


From the above analysis, it is clear that employment goals is essential for efficient functioning of business. It will helps employees to focus on their works and avoid distractions. Strong goals will improve management practices and boosts self confidence of employees. It will . motivate employees to be productive and build loyalty towards organization. Goal setting is beneficial for both companies and employees. Employees can easily express their opinions and knowledge with subordinates and enhance business reputation. Once employees have set goals, they are totally committed towards their jobs. 

DEVELOPING A PERSONAL ACTION PLAN

The personal development plan is important for developing professional and personal knowledge. I will also focus on the development plan through an adequate method and plan that is required for the improvement of presentation skills that can be acknowledged. Along with different method the time scale is also set for improvement. The personal development plan is built by related to the required knowledge by me. This plan helps to improve the current skills according to the current job profiles. My main aims, as well as target and, focused on constructing a personal action plan. I will also set a method of learning through which improvement is easily done. A personal action plan is considered a checklist with several steps or tasks need to complete to accomplish the goals set by him. It is also an important part of the strategic planning procedure and helps to improve the plans. 
I also develop personal action plan goals i.e. related to short term and long term objectives. I implement the development plan with an accurate strategy required to accomplish the goals. Firstly, the personal development plan helps to conduct self-analysis such as SWOT, and then identify those areas that are needed for the manager to work as a senior manager in similar business premises. Once this part is done as per the areas accurate improvement strategy will be identified and planned. Planning is very important to know feasibility, availability of resource and required time to implement this plan. A clear action plan also provides benefits to mental health as a sense of purposeful will help to decrease stress and anxiety.  A good plan also focuses to provide a path with a version of success that allows taking the best decision and also preventing taking backward steps. 
Set Goals: I also develop set goals in mind; it also helps to write the goals on the piece of paper. It is also done through electronic apps; research is found to achieve the goals and written down. The main reason for writing the goals: it’s how the brain works. 

Take One Step at a Time: I will prepare a map of action plan need to include step by step as per instruction that helps to reach the goals. I will also set small goals that are needed to accomplish the long-term objective of personal development.  

Order Your Task by Priority: With the help of the action plan, I also figure out the next step in the list and place the task according to it. This is the main step to make the biggest impact on personal development. I want to become a manager, the first step to become more active, and also participate in business seminars and also provide an opinion to achieve the business goals. 

Monitor and Track the Action Plan: I will prepare the best action plan to face all the challenges to reached goals.  The career-oriented such as become for a better public speaker. I also increase the knowledge and skills to avoid the situation of the business. I think it also helps to transform the goals easily or comfortably.    

Review and Reset as Necessary: I will focus on accomplishing personal goals is a process. Although it will be grateful, if they reached the goals overnight, it takes time. I also review the performance or progress and setback based on experience. If I need to change or make alternation in the action plan is also done very easily. And then reword on the current action plan to accomplish the personal goals.
An effective action plan helps to achieve personal goals and become a successful person in life. 

CONCLUSION

We conclude that professional development programs play a significant role in improving employee performance. The findings indicate that communication skills are essential for developing professional skills among employees. The report has identified personal strengths for further career development. The report states that employees should adapt to changing the business environment and express their opinions with others. Professional Career development is necessary for enhancing business reputation. Organizations should conduct career workshops and training programs to enhance employees' performance and encourage them to collaborate with other staff members to accomplish their goals. These programs are beneficial for employees and the organization. 
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