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Executive Summary
In the report below I will write about understanding of the skills that I have obtained during the attendance of the profession career development module and how I will apply them in my future career. 
When I first saw the module I said to myself how this can help me for my future plans, I didn’t gave to much attention till we started and I understand from first lesson that this is for self – awareness and it will help me toward my career and also will help focusing in activities and discipline during my career.  Professional development mixes individual progress with job progress. Professional development is the method of improving yourself with a focus on business improvement. It is regularly linked to your current role or control in your current company. It is typically combined with human support actions such as performance evaluation, and as such becomes a powerful focus on evaluation.





















In the first week we learned about two learning styles which them are SWOT & SMART and I would like to talk a bit about them. 
SWOT means :  Strengths – Weaknesses – Opportunities – Threats 
SWOT is a technique that is used to help businesses for an evaluation, so they can apply a strategy or any decisions that will help to maintain their business to grow or remaining at the same level. 
Strengths can be used as an advantage to your strategy. Strengths describe what a business excels at and what divides it from others competitors. A strong name, loyal consumers, great profit etc…
Weaknesses is the disadvantage that your business have compared with other  competitors. It also stop an business from performing at the highest level, there are areas where the business have to remain competitive, a weak brand and low turnover or lack of capital.
Opportunities is that element of the plan that can be used as an advantage. Is referring to the favourable external factor that gives business a competitive advantage.
Threats are the others competitors who can cause looses for your business. Also, the external factor can be a threat by rising costs, taxes, new competitors. 
For creating a SWOT  analyse to your business or any business you will need to create a questionnaire with your actual strengths, weaknesses, opportunities and threats and how internal and external factors will help your business.
A SWOT analysis is an excellent technique to manage business-strategy agreements. It's important to hold everyone in the place to explain the company's essence strengths and weaknesses and then proceed from there to establish the opportunities and threats, and ultimately to brainstorming concepts.

Also in the first weak SMART was introduced to us as well. SMART is to used to clarify your ideas, to set a goal, to focus on your goal, to use your time precisely to achieve your goals. 
SMART 
· Specific
Be specific ! your goal must be detailed, clear and explained how you are going to do and what you are going to do.

· Measurable
Your goal should be measured to decide how successful you are going to be with your goal

· Achievable
Your goal must be achievable and to motivate you always to make it happen

· Relevant
Must be a realistic goal and you have to believe that it will be achievable 

· Timely
It has to have a start and finish time, a time-bound  when you believe that this can be done and not losing motivation.

Before you setting up a goal and using SMART analyse you need few questions that you will need to answer to make that you will achieve the goal.

What do I want to achieve?
When do I want to achieve this goal?
Why do I want to achieve this?
How do I know if I have reached my goal?
How I will measure my progress?
Can I achieve it? Do I have the capabilities to achieve it?
Is the goal realistic? are you able to commit to reach your goal?
Does my goal have a deadline ? When do you want to achieve your goal ?

Just a example of a setting goal.
‘’  My weight now is 95KG and I would love to lose 10KG because I’m felling really heavy and I want to lose the weight in two months starting at the begging of April till end of June before the summer starts. So, I’m setting a goal that is achievable, I have a start time and finish time. I believe that I can lose 10kg in two months and I will measure my progress weekly. To achieve the goal before deadline you will need to have a plan om how you are going to lose the weight.  My plan is to have a diet every day and go to the gym 5 days a week. The goal is realistic and I’m confident that other people done before me and they lost 10kg and the goal will be achieved by end of June’’ 


‘’Self awareness  enables us to stand apart and examine even the way we see ourselves our self-paradigm. ‘’

Self-awareness is vitally necessary as the organisation for maximizing our performance and administration abilities. 
Self-awareness can develop our understanding and support us to recognise possibilities for our professional developing an individual increase, and the progress and increase of others.

Self-awareness help us learning styles and applying psychometric test to find out the best learning style for us. There are three psychometric tests : Myers Briggs, VARK and HONEY & MUSMFORD Questionare. 

There are numerous types and methods of learning styles. This special practice regarding an individual’s learning favourite is recognised as VARK

· VISUAL
Visual learners study strongly by recognising. Visual representations such as graphs, pictures, designs and videos are entirely valuable learning mechanisms for visual learners.

· AURAL
Aural learners obtain the best learning by hearing, listening to the information. They manage to receive a large understanding out of speeches and are great at retaining the information they are said.
· Reading and Writing
Reading and writing learners prefers to take in the information that is presented as words and text.
· Kinaesthetic Learner
Kinaesthetic learners likes to have the hands-on by touching and doing everything, the most important for them is the experience.

My learning styles are visual and aural. These both learning styles helps me to understand and learn a lot quicker than reading and writing. I was sure that after completing the questionnaire that these two learning styles will be my results. Since I was a child, always I preferred the videos, photos and schemes to learn things quicker. Aural style it attracts my attention because I like to listen to people and I find it really attractive.



Employability skills - also identified as competencies - are capabilities, abilities and characteristics revealed in any circumstances that can be implemented to a profession or career. Employees needing certain qualities, or confirmation that they possess them, will find it harder to obtain graduate careers.

Workers who control their time well are more productive, more effective, and also plausible to achieve deadlines.
They concentrate on the most significant and important responsibilities and reduce the amount of time lost on non-essential tasks
Efficient time management needs workers to investigate their workload, select priorities, and keep the focus on important responsibilities. Employees who are great time administrators can reduce disturbances and obtain support from co-workers to help succeed their goals.

Time management skills involve a diversity of abilities that will support you control your time competently.  The most important time management skills

· Organization. Staying organized can assist you keep a transparent representation of what you demand to perform and when. Being organized will help you reach your goals in time.

· Prioritization. Evaluating every one of your charges for priority is key in obtaining a large time manager. You will decide which tasks will require the most time-sensitive.


· Goal-setting. setting goals is the beginning measure to matching a good time manager. Goal-setting permits you to precisely know your end goal and what precisely you require to prioritize to finish it. 
· Communication. Manifesting clear conversation skills can support you to secure your ideas and purposes explicit to people you operate with. It also permits you to select, which makes you focus on developing the most significant, important duties that adjust with your goals.

· Planning. A necessary component of time control is planning. Being skilled in planning out your day, conferences and how you will finish duties will help you hold to your program.

· Delegation. Being a good time manager indicates only finishing the task that will benefit you and your business success goals. 

· Stress management. When following good time management, you should also be paying attention to your mental health. Confidently handling strees can support you stay motivated and function fully when performing through your program.

Critical Thinking  is a developing and use of knowledge exceeding memory and repetition. Also is a disciplined method of actively and skilfully imagining, implementing, interpreting, integrating, and/or deciding information accumulated from, or formed by, research, practice, thinking, logic, or communication, as a model to view and work.
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Analytical Skills is referring to the capacity to manage and investigate data, problem-solve, and make choices. Analytical skills are utilised in daily life for identifying models,
brainstorming, research, understanding data, integrating new data, theorising, and forming conclusions based on various circumstances and opportunities possible.


















       Personal Development Plan


	What are my Goals ?
	Which goals need to happen first?
	When do I want to achieve this ?
	What obstacles can I get in my way?
	How I can improve my chances of achieving my goal ?
	Where I can find support
	How am I  doing ?

	Saving a deposit to invest into a new business
	Set aside 20% of my wage every month in a interest account that I can’t touch.
I want to save 200 every month for 5 years
	I want to have 10.000 deposit by age of 30
	By not putting money aside
Unexpected bills
Choosing an interest that is unsuitable
	Get a bank account that I cannot access until 30. 
Create a standing order to transfer money on payday.
Speak with an advisor at the bank to get best account for saving a deposit.
	Bank
Financial advisors
Parents
Friend who’ve gone trough the process
	Just started few months ago. Is going well at the moment but due the lockdown I’ve stopped till I’m in a better financial position. 

	Keep up to date with university work and not fall again with resits.
	Allow enough time for myself to complete the tasks without rushing.
Being organised and understand what I have to do and when I have to the tasks.
Motivate myself to finish the tasks
	Ongoing throughout last modules of the course.
	Work,
Time
Family
	Taking notes in the class 
Start writing to my assignments every after lecture.
	Teacher
Colleagues
Friends who already finished university 
	Just settled the plan 
I hope it will work

	Become more motivated to achieve a higher position than I had before in work.
	Gain experience required to be capable in industry
Develop contact within industry
Understand areas of the industry that I’m working into
	By the age of 30  
	By not being confident enough. 
By not working hard and be implicated into the job
	By being very confident 
By using the skills that I have learned in this module
Motivate myself to finish every task. 
By being patient. 
	Into the skills that I have learned into this course.
Online researching
To people and friends that they’ve done this job before
	I’m very confident that I can do it but in the same time I know it will be hard work. 




Conclusion

From the statement preceding, it can be presumed that the personal and professional development plan is essential for personal career increase and development.  PPD projects to improve the professional performance of person that additional leadership to work increase. The self-managed knowledge will support the person in improving his abilities so that he can balance the business standards.

It is extremely necessary to improve professional skills in every process and at full scale for sustaining or improving your professional career development.   For achieving your goals you will need to use all the skills you know and have a really good plan that you will need to respect to maintain your motivation for achieving your goals. If you won’t respect your plan development the goals will be delayed every time and you will lose interest and motivation to achieve that goal.

By using SWOT or SMART you can create a plan for yourself or for your business that will help you to understand your goals and achieve them in a way that is benefice for your or your business growth. 
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