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Introduction

In this PDP assignment I will be creating a portfolio of evidence that will demonstrate an understanding of the skills and knowledge which contribute toward working effectively. It will include preparation for future education/employment and to show understanding of personal strength and areas of further development.
Therefore, I will discuss my short, mid and long-term goals. Whereby, I shall examine the obstacles I may face and how I will overcome those. My plans will include analytical self-observation through tests, questionnaires, assessments and psychological tools which would theorise my potential skills required for the purpose of my goals. Thus, by producing a Personal/Professional Development Plan.
These Tests will be analysed by Self-Evaluation through Mindtools; Self-Motivational, Self-Assessment, Honey & Mumford (1986) learning Style questionnaires, Kolb’s Learning Cycle (1984), and The Johari Window (1955).
My Personal Development Plan will include; Self-Development Assessment through SWOT Analysis and SMART Goal, which I will utilise towards completing two assignments to achieve my first goal. Therefore, I shall be focusing on self-development by working on my skills, how I will strengthen them, and areas I will implement them in my Education, Employment and life in general.





Aims & Objectives

Short-Term Goal (1 year: June 2018 - June 2019)
My short-term goal is to complete Level 4 Certificate of Higher Education: Skills for the Workplace.
I lacked self-confidence when I joined this course, due to not being in Employment and Education for long. I felt I needed to develop my self-esteem, learn new skills and develop my knowledge in the world of work in the 21st Century. This course will help me achieve that and equip me for future Employment.

Mid-Term Goals (2 Years: June 2019- June 2021)
My mid-term goal is to continue my Education in BA Business Leadership and Management. It is a two years course. Furthermore, I will do Interior Decorating Course which is for eighteen months. 
By doing this degree, I will gain knowledge in Leadership and Management, which would benefit me towards having my own business.  The Interior Decorating Course will allow me to show my creative skills and potentials. Both courses will help me reach my future goal of becoming an Entrepreneur of my own Interior Decorating Business. 

Long-Term Goals (5-10 Years)
My long-term goal is to have my own successful Interior Decorating Business. I will employ my family members and put them in responsible positions. Therefore, allowing myself to do philanthropic or charity-based work.

Self-Development 

My areas of self-development: 

1. To gain self-confidence
2. To communicate effectively
3. To motivate and lead a team
4. To gain knowledge and skills about Business and Employment and show I have acquired this through assignments and results.   

To achieve these skills, I must participate in; class discussions, group work, presentations, research and academic work, attending class regularly, submitting assignments on time and achieving good results. This would help me acquire new skills, develop weak skills and strengthen them for the future. I would need these skills to accomplish my set goals.









Kolb’s Learning Cycle
“David Kolb’s experimental model of learning has been used as basis for developing training and development programmes. The basic principle of the model is that, in learning a new skill, we go through four activities in a cycle: Experience>Reflection>Theory>Plan” (Kolb, 1984).

Concrete Experience
E





Testing the New Concepts
Observation and Reflection on Experience


Theorising and Development of Concepts/Ideas

                                                                                                                                          


I used Kolb’s Learning cycle during my presentation assignment. I will discuss how I acquired the skill of presenting and communicating to an audience with confidence and found ways of developing them through this theory.
Pg.7: 1st Term Result – My purpose was to develop my grade.
Pg.9: 2nd Term Result – After following Kolb’s reflective theory. 
[image: ][image: ]Results and Feedback:

1. Concrete Experience: 
Group PowerPoint Presentation. Working in a team of 4 at University as part of our Assignment. 

2. Reflective Observation: 
After my experience, I reflected on; How? What? Why? When? By listing the positives and negatives of our presentation, we recognised areas we made errors and needed improvement. We discussed our weaknesses as a team. Furthermore, by self-reflecting I figured my personal weaknesses; to speak in front of a large audience with confidence and to practice more to develop my speech and presenting.

3. Developing ideas and Theories:  

After receiving the Results and Feedback for our Assignment. I was able to analyse the areas I needed to refine within myself so in future presentations I will be better equipped with knowledge and gain better skills of presenting.

4. Testing new concepts: 

I started to brainstorm and plan something different, by this I was able to reflect on the experience and decide what changes would be necessary and what I can add to make it better. I researched on presentation techniques but, most importantly made extra time to practice.
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My results prove I was able to develop my skills by performing better with more confidence. I developed my oral communication skill. I learnt how to work as part of a team by maintaining a good relationship with team members. I created good PowerPoint Slides.  I have confidence of implementing this experience and knowledge into my Education, Employment and Personal Life for future development.




Self-Evaluation
Skills Test from Mindtools:

The Johari Window 
“Johari Window is a psychological tool for self-awareness, personal development, improving communication, and for understanding and training purpose. It was created in 1955 by Joseph Luft and Harry Ingram” (Johari, 1955).
During class, we discussed each other’s skills. By doing that we were able to analyse the strength, weakness and discover skills that we have that is unknown to ourselves.

	Known to self
	Unknown to self
	

	
Arena

	
Blindspot

	
Known to others

	
Façade

	
Unknown
	
Unknown to others



Panel 1: The Arena – These are skills I am aware of that I have and my class members that know me:
· Good listener
· Good team player 
· Good leader 
· Well spoken 
· Conscientious 
· Observant
· Intellectual 
· Shy
· Low self-esteem

Panel 2: The Façade – These are skills I know about myself, but others are unaware of such as:
· Cooking
· Singing
· Dancing
· Makeup artistry 
· Reading/Writing
· Painting & Decorating 
· Creativity
· Art 
· Poetry Writing
· Spiritual

Panel 3: The Blindspot – This is where I am unaware of myself, but others believe I have such as:
· Confident speaker
· Very good Presenter
· Assertive
· Observer

Panel 4: The Unknown – Skills and things that is unknown to me and others such as achieving a degree in BA Leadership and Management by 2021.
Utilising ‘Johari Window’ in class discussion, gave me the opportunity to see how others view me, skills they feel I am good at and areas they feel I am weak. Taking everyone’s views and perception of me, I am more aware of my own potentials. It is necessary to know what others think of you, so you can work on the positive/negative areas of yourself/skills and refine those areas. Blindspot feedback from class discussion gave me confidence in; my speaking ability to an audience, knowing I presented well, I am assertive and a good observer, it has convinced me knowing I developed those skills.  
















Learning Style
“Honey and Mumford learning styles was developed by Peter Honey and Alan Mumford in 1986. Their work has been inspired from built upon Kolb’s learning styles model. However, they produced their own Learning Styles Questionnaire (LSQ).
There are four different approaches to learning:

1. Activist Approaches: is associated with learning by doing, action, and risk-taking

2. Reflector Approaches: is associated with learning by thinking and absorbing.

3. Theorist Approaches: is associated with learning by theoretical based approaches.

4. Pragmatist Approaches: is associated with learning by applying theory into practical.”
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I scored 45 points in the test which puts me in the category of an Activist. It describes the Activist approaches as someone that:
· “Immerse themselves fully in new experiences
·   Enjoy here and now
·   Open minded, enthusiastic, flexible
·   Act first, consider consequences later”

Through this test I was able to evaluate my learning style. I feel it describes the approaches I took during our team-work. It has given me a clearer perception of who I am as a person and how I get my work done.






Self-Motivation Test

[image: ]I scored 46 points on the Self-motivation test and received a positive result as shown below:







Self-Assessment Test

This Self-Assessment test is based on my PowerPoint Group Presentation Team-Work. The evidence is my results on Pg.9. By doing this test, I was able to reflect on the skills I have, it enabled me to see what I am good at, where I need to refine what I do and how I behave. These skills are important in a managerial position.

SKILLS						How good do you think you are at that 
						skill? what evidence do you have?

Critical thinking/cognitive skills 	
This skill was used whilst managing conflict during our Group Presentation at university, I was able to observe and analyse the situation. As mentioned by Weiss, “That no method of managing conflict will work without mutual respect, and willingness to disagree and resolve disagreements.”  (1997). Therefore, I had to manage the conflict by communicating, listening, negotiating and finding the best solution which helped resolve the issue. It made our group more motivated and stronger, the bond and trust between team-members developed. We were told by our Lecturer and Assessor that we were the best group. Therefore, I believe I have those skills. 

Problem solving
I am good at problem solving and I possess good techniques to resolve problems and issues. This skill was used in our University Group Presentation conflict, when we had to decide whether to continue as a group together. After careful considerations and talking through our issues regarding Team Roles, we were able to resolve our problem. Team Roles is when each member has a clear responsibility. As stated by Dr Meredith Belbin “A team-role is a tendency to behave, contribute, and interrelate with others in a particular way” (1981). Our presentation itself proved that we were able to achieve very good results even through a conflict and perform our best. 

Decision-making
I am a good decision-maker, I like to weigh out the pros and cons before I make important decisions. This skill was required during the time we had to decide on a Business Plan. We had many options, but I wanted to focus on a business idea that was feasible and have some general knowledge. Hence, we would be able to gather realistic sources and information. A member had her own business. Therefore, I managed to push that forward during our brainstorming discussion. It proved to benefit us as a team, and we were able to produce very good quality work and research. 

Oral communication
I have good communication skill but through nerves I can let the anxiety take over if I must give public speech.  I managed to develop that skill after doing presentations. The Assessor said I performed like a ‘professor’. I was told by My lecturer and classmates, that I explained everything effectively and they learnt something from my presentation.




Written communication
I have good written communication skill. It shows through the work I have been producing academically through essay, report and reflective writing. I believe I have shown I am able to demonstrate a wide range of knowledge in my assignments. I have achieved good results and feedbacks from my lecturers and examiners. 

Numeracy
I have good numeracy skill. I was able to use mathematical tools within my work to demonstrate this in one of my assignment when I had to do an employee satisfaction survey and write about the quantitative research methods that I have done through graphs and charts. 

Communication IT skills
I have good IT skills. During our Presentation, we had to create our own PowerPoint slides. This was my first-time using PowerPoint and creating slides for our individual topic. I created slides by making them attractive, simple, clear and concise. The audience were able to follow through and not get distracted or bored. They were able to see and read the words. The class enjoyed our presentation hence, referring to my result and teacher feedback. Furthermore, I use my phone/laptop/pc to type letters, emails, internet, social media and for educational purpose. I use WhatsApp, Facebook/Messenger, Twitter, Instagram, Skype, LinkedIn for communication purpose, where I can communicate through phone calls, text message, face-time or web-calls.



Self-management
Evidence of this skill shows through the way I managed my home-life and university work. By keeping a diary has helped me to keep organised. Therefore, I have been able to submit all my assignments on time and achieved good results. Juggling between work/home life does put pressure when things doesn’t go according to plans. Therefore, handling emotion/pressure whilst remaining patient requires a lot of tolerance and self-discipline, it is easy to fall apart, as I have observed my team-members during conflict. Managing time effectively has helped me to keep in control of myself and my life more organised. 

Team-working
According to Lencioni, “Members of great teams trust one another on a fundamental, emotional level, and they are comfortable being vulnerable with each other about their weaknesses, mistakes, fears, and behaviours, they get to a point they can be completely open with one another.” (2002). I experienced this during our team-work, hence I believe we were able to work and perform better to achieve our best. I have always been a very good team-player. I work well as a team member. I contribute my share of work, help others, I can work around differences. I can managing/resolve conflict, listen to everyone’s views and perceptions, make good decisions and judgements as a team member. My results and feedbacks from the Group Presentation are positive.

Listening Skills
I believe through listening you can learn a lot about your surroundings. By listening, I can think and observe to get a better perception of things. I used this skill during our group conflict, it requires a lot patience and skills. It is important to listen to viewpoints, ideas/perception and feelings. Being able to convey messages through listening correctly is crucial, misinterpretation of messages can cause harm to business or relationship. 

Influencing others
I have very good influencing skill through the work I have done and the positive impact it had on others. During the conflict I was able to use variety of tools and methods to get the team together again. A lot of negotiation skill, communication verbal/non-verbal gestures and soft skills were required, at the same time I had to be constructive and direct/honest. I was required to keep my professional composure at times for myself and the betterment of the team. I learnt that you do not have to agree to disagree but to come to a decision that everyone is content with and agrees upon.

Research skills
I am good at researching information; this skill has shown through the academic work I am doing at university where it requires us to research and gather information regarding our assignments. Researching for referencing work was something I never done before, now I can research credible sources and implement it into my work, it has been evident in my assignments and feedbacks from my teachers.

Self-reflection
I am a Self-Reflective person. Self-Reflection is very important skill to have in order to mould yourself into a better version of yourself. My first presentation made me very nervous. Whereby, I made less eye contact with my audience and read more from the paper at hand. The second presentation, I reflected on ways of performing better by using Kolb’s cycle. Thereby, I performed without reading from paper, made eye contact with everyone and talked through my slides naturally. This was achieved through communicating effectively, planning and practicing that I was able to gain my desired results.

Business acumen/awareness
I have good business acumen as I aspire to be an entrepreneur. It is necessary to have that skill to run a business. This skill has been demonstrated through the knowledge I gained about business through my studies and developed an understanding. I am aware of how businesses make profit and loss and the monetary system. I am also a keen follower of the show “Apprentice” and “Dragon’s Den” I have learnt a lot from those shows.

Proactive attitude
I have a good attitude towards life regardless of what I am going through. Being positive about situations motivates others and makes the environment positive. Situations can turn negative, interpersonal and cognitive skill is required to sort out problems to get everyone going. Therefore, having a proactive attitude is a good motivational skill. According to Varney “Co-operative conflict can contribute to effective problem-solving and decision-making by motivating people to examine a problem” (1989). This skill has been evident in my self-motivation test and during our group conflict where I was able to diffuse the tension/situation and get the work and team started again. 




Leadership
I have qualities and certain skills required for a leader, but I believe in some places my own self-esteem let me down. I would like to broaden this knowledge and skill and put it into action. Thus, I will be studying Business Leadership and Management after this course to further enhance my knowledge, abilities and skills. Although I was not the ‘Project Manager’ for personal reasons in our Group Presentation. I believe my team followed my direction. Hence, we produced excellent results.

Personal/Professional Development Planning

“A goal without a plan is just a wish” – Antoine de Saint

“Personal Development Plan (PDP) is a step by step action plan designed to help you plan your own personal, academic and career development. It helps improve self-knowledge and identity, develop talents and potential, build human capital and employability, enhance quality of life and contribute to the realisation of ones hopes and aspirations.” Dr Gail Matthews mentions, “Those who wrote their goals accomplished significantly more than those who did not write their goals.”  
To complete Level 4 Certificate of Higher Education Course, I will use SWOT Analysis and SMART Goal. This will show objectives of reaching my short-term goal. 





SWOT Analysis Report: Completing Two Assignments (4 weeks)

	Strength
1. Self-commitment 
2. Self-motivation
3. Family
4. Availability of tools to study 
5. Confidence 
6. Finance
7. Time 
	Weakness
1. Time- management
2. Working around family 
      commitments.
3. Other commitments



	Opportunities
1. Family/Friend/Classmate support 
2. Knowledge/Experience
3. Employment
4. Education:
Opportunity to next level;
BA Business Leadership &
Management.
	Threats
1. Family commitments
2. Employment Timetable
3. Time-management
4. Unexpected circumstance 
5. Life events (uncontrollable)











SMART Goal Setting
SMART Goal setting shows a break-down of how I will achieve my Goal.

Specific – To complete Level 4 Certificate of Higher Education: Skills for the Workplace. Submit two assignments on: 8-10th May 2019. www.businessballs.com.   © alan chapman 2002


Measurable – Complete assignments by submitting work on time.
I have a time-table set in my planner/diary of how I will divide my time between home-life and study-time. 

Week: 08.04.2019 – 12.04.2019
	Monday
	University 9-13:45
	Home-study: 0 hours

	Tuesday
	
	Home-study: 22:00-01:00 3 hours
PCD Assignment

	Wednesday
	
	Home-study: 19:00-21:00 2 hours
PCD Assignment

	Thursday
	
	Home-study: 20:00-22:00 2 hours
PSD Assignment

	Friday
	University 13:45-18:00
	Home-study: 0 hours

	Saturday
	
	Home-study: 22:00-01:00 3 hours
PSD Assignment 

	Sunday
	
	Home-study: 0 hours





Achievable – My aim is to focus and prioritise my studies by inputting more hours. 
I will work on my Time-Management by keeping a time-table and tick them off as I accomplish each task, hence I will be able to manage my home and study time efficiently.  
I have family support; my partner will take care of the children while I study. If I am unable to study in my chosen days, I will make-up for it another day. I will balance household chores, taking care of my children and working around my partners weekly schedule.
If there is a major problem, and I cannot continue with my studies, I will notify the university and find solutions to continue my studies later.
Realistic – Resources; study materials, tools, books, internet, laptop and finance secured.
Family commitments may hinder my set time-table for studying, but with family support I can achieve my aim. 

Time-based – Submission dates:
[image: ]

Strength, Weakness and Obstacle Analysis
By doing the Self-Assessment and Self-Development tests, I am more aware of my abilities and where I lack confidence. I was able to analyse and identify the skills that I am good at, those that need refining and potential skills that I will gain in the future. 
Developed Skills: 
· Self-Esteem
· Confidence
· Communication
· Problem-Solving
· Team-work
· Researching
New Skills: 
· PowerPoint Presentation
· Academic Essay/Report/Reflective Writing
· Harvard Referencing and Citation
· Implementation of; Theories, Tools and Techniques 
Skills that needs Developing:
· Time- management
· Decision-making
· Numeracy
· Leadership and management
Obstacles and Threats:
I am aware of the obstacles and threats that stand in my way and the action that is required to overcome them. I made plans and arrangement with my family in order to achieve my targets. If everything goes positively, I will be able to reach my goals. If there are obstacles that I face whilst trying to achieve my goals, I will not give up, I will find ways to continue. Acquiring BA Business Leadership and Management degree will put me in a better position in terms of my ambition.

World of Work

Recruitment Selection

Businesses are thriving on digital technologies and implementing new innovations within their organisations. It is fair to say things have changed rapidly since I was last in Employment. It is necessary for companies to be able to adapt to changes in order to succeed in the world market. Therefore, as individuals we should be able to develop and adapt ourselves with the changes in the work environment. As Godin mentioned in his speech, “ten years ago, the economy paid you to fit in, paid you well to fit in, it took care of you to fit in, now like it or not, the world wants something different from you” (2011).  
Interview process is a challenge as applicant levels are high. People must go through stages of interviews to prove to companies their potentials/experience/education and capabilities. Therefore, we must present ourselves in the best way possible. It is vital to work on skills, especially if you want to climb the career ladder. Morgan mentions in his book, “An important part of C.V writing is to adapt your application to the qualities being sought in order to be successful” (2017). Making your CV’s attractive will catch the attention of potential employers, these are ways of getting an interview with the company of your choice.


Rights and Obligations
Employees should be aware of Rights and Obligations at work. 
Workplace Rights:  Protect from un-safe working conditions and discrimination. Workplace Obligations: hold employees accountable for their actions and ensure workers behave ethically and responsibly. 
Rights of Employers and Employees:
· Fair Treatment – “Employees have the right to fair treatment which involves freedom from workplace discrimination and harassment.
· Working Conditions – Employees have the right to perform their jobs in a safe environment free from workplace hazards and undue stress.
· Privacy – Employees have the right to the privacy of their own personal information in the workplace.
· Rights Violations – An employee who feels an employer has violated his rights has several options to remedy the situation” (Scott, 2019).

Good Practice at Workplace
Employees are an organisations asset. They contribute to organisational growth and development. Good management of employees and job satisfaction can bring considerable benefits. 
Unsatisfied employees produce unsatisfactory results. Therefore, it is vital for management to take care of employee needs and to understand what rewards to use to motivate them. The goal is to benefit from positive employee behaviour.
To uphold a good practice at workplace matters on the relationship between Employers and Employees. It is important for management to have a daily interaction with their employees and co-workers. That will make the environment less stressful and employees will have a better understanding of job they are performing through communication. Employees get bored, frustrated, demotivated and disengage from activities and projects therefore, to keep them motivated as a manager I would:
· “Provide my team with a clear expectation
· Give them opportunities to use their skills
· Support my team 
· Encourage them to contribute ideas and get involved in decisions
· Encourage feedback and recognition
· Learning development 
· Create a great workplace 
· Appraisals & Rewards”
Through employment I would like to learn and gain experience as a Manager or Team-Leader. The learning experience will strengthen and broaden my knowledge and expertise within that field. I will gain confidence in my future role as a Businesswoman. 

Conclusion

“A PDP is essential to have, it is a portfolio of your career focus and professional growth. It shows your potentials to your future employer or Education professionals. It enables the reviewer to have an insight into your abilities, aims and goals. It will help both yourself and the professional to see where you need to develop and areas you need support in your career or academic choices”.
By creating this portfolio, I have been able to identify my area of strengths and weaknesses. I discovered areas I progressed by building on my self-development. It has given me the opportunity to look forward. Therefore, by planning and preparing for the future, will guide me to do better in terms of reaching my aims and goals. 
“If you fail to plan, you plan to fail”. – W. Churchill. 
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CRITERON 3 (20%)

Analysis Analysis, evaluation and synthesis; logic, argument and
judgement; analytical reflection; organisation of ideas and evidence

# You have demonstrated ability to devise and 12
sustain persuasive arguments, and to review the
reliability & significance of evidence. You have
also shown the ability to communicate ideas and
evidence accurately and convincingly throughout
the presentation.

CRITERON 4 (20%)

Practical Application and Deployment Deployment of methods,
materials, tools and techniques; application of concepts; formulation
of innovative and creative solutions to solve problems

# Very good consideration of the context of the 13
application (SWOT & PESTLE), with perceptive
use of examples, where relevant. There was also
evidence of some innovation and creativity.

CRITERON 5 (20%)

Skills for Professional Practice Attributes in professional practice:
individual and collaborative working; deployment of appropriate

media; presentation and organisation.

#  You have communicated effectively in a suitable 11
format but may have minor errors. You can work
effectively as part of a team, with clear
contribution to group activities.

DISCLAIMER
Assessment marks are subject to ratification at the Exam Board.

These comments and marks are to give feedback on module work
and are for guidance only until they are confirmed.

11 o <




image4.jpeg
Grading Template

70,

Instructor

GRADING FORM: BMSKA002_ETW_A2 - JUNE 2018

SHEILA CHOUDHURY 70

CRITERION 1(20%)

Research-informed Literature Extent of research and/or own
reading, selection of credible sources, application of appropriate
referencing conventions.

# Referencing good as was the range of sources
cited

15

CRITERION 2 (20%)

Knowledge and Understanding of Subject Extent of knowledge and
understanding of concepts and underlying principles associated with

the discipline.

# Showed a good grasp of her subject and the 16
underlying principles.

CRITERION 3 (20%)

Analysis Analysis, evaluation and synthesis; logic, argument and
judgement; analytical reflection; organisation of ideas and evidence

i (@] <




image5.jpeg
I 12

CRITERION 4 (20%)
Practical Application and Deployment Deployment of methods,

materials, tools and techniques; application of concepts; formulation
of innovative and creative solutions to solve problems

s 12

CRITERION 5 (20%)
Skills for Professional Practice Attributes in professional practice:

individual and collaborative working; deployment of appropriate
media; presentation and organisation.

A very good effort from a good team who used 15
the PPT to good effect

DISCLAIMER

Assessment marks are subject to ratification at the Exam Board.

These comments and marks are to give feedback on module work
and are for guidance only until they are confirmed.
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Grading Template

60..

Instructor

GRADING FORM: BMSK4006_MAE_PRES - OCT 17

SHEILA CHOUDHURY 60

CRITERON 1 (20%)

Research-informed Literature. Extent of research and/or own
reading, selection of credible sources, application of appropriate.
referencing conventions

/'  Selection of relevant and credible sources visible 12
throughout your presentation slides. Very good
use of referencing conventions, consistently
applied.

CRITERON 2 (20%)

Knowledge and Understanding of Subject Extent of knowledge and

understanding of concepts and underlying principles associated with
the discipline.

# Demonstrated very good understanding and 12
thorough knowledge of the business plan for
driving school. Convincing attempt at independent
thought reflected in intelligent approach to the
presentation of the business idea
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