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[bookmark: _Toc65330969]1) Audit your own skills and competencies using the analysis tools learned in the class using a Personal Development Plan (PDP)
Table 1 Personal Skill Audit
	
	Team formation 
	Resource allocation and utilisation 
	Problem-solving skills 
	Time management 

	
Soft skills 

	Excellent
	
	
	
	
	

	Good
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	Average
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	Limited
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	Summary
	I am not able to sustain a team that is effective and listens to me.
	I am not able to prioritise resources to use and their allocation in the team. 
	I need to focus on various aspects of issues to resolve them. 
	I am able to manage the time  in prioritising various tasks, but I need to reduce time-bound pressure 
	I am able to communicate effectively and be empathetic but; not able to influence others.  


Table 2 Professional development plan
	Skills to be enhanced
	Activities for enhancement
	Importance 
	Resources
	Success criteria 
	Timeframe 
(Months)

	Team formation
	Can communicate formally and informally with them and support them to win their trust 
	High 
	Formal and informal communication, mutual support, can implement Tuchman theory.  
	When members respect each other, have productive work. 
	3

	Resource allocation and utilisation
	To identify important resources and allocated them based on their needs with effective calculation.
	High
	Calculated tasks prioritise based on needs and importance 
	When the resources are optimally used with the least cost per unit
	6

	Problem-solving skills
	To view issues from various perspectives 
	Moderate
	Consider views of others
	When able to resolve organisational issues
	6

	Time management 

	To prioritise work in the morning and can maintain a diary to allot time to various tasks. 
	Moderate
	Maintaining a diary, prioritise works to finish first.
	When there is not pending tasks or assignments at the end of the day
	2

	Soft skills
	To read and  communicate various sources and observe others (professors, etc.) to imitate their behaviour. 
	High 
	Can read the newspaper, magazines related to science and behaviour (planning, 2018). 
	When able to identify the needs and feelings of others
	6



[bookmark: _Toc65330970]2) Analyse the skills required for your future employment
There are various sorts of skills which are needed by the graduates as a part of higher education that allows them to grab the opportunities; to have the desired level of jobs in the future. Due to competition in the market in terms of organisations and among the employees among the labour market, the organisations are looking for employees with differentiated skills to have high productivity and creativity in their work. There are various sorts of skills such as; 
Cognitive flexibility: The cognitive skills are now out of the trends earlier the competition was less and the employees needs to remember activities to work, but now after the Covid-19 pandemic and the globalisation, the recruiters demands the need for cognitive flexibility where; the employees are able to handle more than one task as; the firms have multiple projects occurring to be competitive (Hann et al. 2019).      
[image: ]
(Source: Warwick, 2018) 
Digital literacy and skills: The technological revolution is going on, and it is replacing the current technology with new advancements and thus; the employees are required to have digital literacy, i.e. knowledge of new technologies and software's that reduces their headache while; the skills; skills allows the employees to operate new software's and equipment's and this increases their opportunities to be selected over other candidates during the interview.      
Social intelligence: Social intelligence includes the majority of soft skills such as sympathy, empathy, emotional intelligence and more that allows the employees to communicate effectively and work collaboratively with others. The employees with such skills are preferred more as they could be an important part of the succession planning (Scott et al. 2019). The firms have more of the channels and services to communicate effectively, and this needs the employees to have communication skills to communicate internally and with the employees. 
Critical thinking: As the competition has increased; the customer's services and tolerance power for the defective products and low qualitative services has decreased as they have more choices in the market, and thus; the organisations are demanding employees who could identify the issues that are causing the reduction in their sales and reduction in their loyal customer base. The employees who have critical thinking ability are more likely to have better alternatives and resolves the issues and resolve issues as per customer expectation, and this retains the customers, and this is causing the employers to choose the employees with skills over others.      
Service orientation: The competition in terms of products is nearly saturated as there are fewer innovations in the market and the blue ocean strategies are more and thus; the organisations are moving towards the betterment of their services to attract the consumers and be more effective and have competitive advantages and thus; the organisations are looking for the employees who are services oriented, i.e. they have the behaviour and interest that is needed to provide the high-quality services that make the customer delight and exceeds their expectations (Collet et al. 2015).      
Teamwork: The organisations are looking for providing more than just products and services to stand different in the market, and thus; the organisations aims to have employees who can work in teams so that; the services and products from various departments can be provided in a unique manner to the consumers and this could be effective in the long run for the firm to be competitive. The employees who are able to work in teams are preferred more over others.
Risk management: Risk management is the most required skills among the medium and upper hierarchy employees as; the post-Covid-19 pandemic; the situation for the majority of the business has very lethal while; the steep competition and changing global needs are affecting the business operations and thus; the businesses are requiring the employee who can identify and manage risks and makes the firm to have corrective decisions to overcome the hurdles (Suleman, 2018).     
Continuous learning skills: There are many employees who are effective in their tasks but find it difficult to change their skills or update them with organisational needs, and this hinders organisational performance and productivity. The organisation needs employees who are adaptive and make changes in their skills and behaviour as per the change in the external environments.
Resource allocation, utilisation and management skills: The resources are more effective in the current era; as most of the organisations are expanding in order to have more loyal customers and increase the market share and thus; expects their employees to have better use of the resources they have to provide the best of them and reduces the cost per unit of the resources (Target Jobs, 2021). The employees are able to allocate the resources and utilise the best of them to provide quality work are preferred more by the employers as such employees use fewer resources to provide high-quality tasks and reduce the organisational cost.          
[bookmark: _Toc65330971]3) Assess the concepts you have learned from this module 
There are various sorts of skills, concepts, and other general learnings are learned by me that will support me to gain my desired job while; it has also helped to make changes in my thinking, behaviour and knowledge levels that has further made me to develop my personality and personal skills. During the sessions in various weeks made me to develop various skills such as;
Critical thinking: The sessions have made me learn the critical thinking skills such as; earlier I was able to think of issues and tries to identify its problems from other sources, but now I am able to now visualise my thinking from various perspectives and thus; easily able to find solutions for the same (Rowe and Zegwaard, 2017).    
Continuous learning: I have learned innovative behaviour to see change as an opportunity to develop and grow and make changes that allows me to contribute to the organisation. There are many new skills that I have gained, and various other sessions have shown me ways that makes to use those skills to be more effective in change or new environments. I have even learned the working and implication of Kolb's learning theory that allows me to implement this and always learn knowledge and skills in the firm that allows me to stand different and grow.    
Social intelligence: There are many other programmes conducted throughout sessions that make me to have a discussion with friends and professors and self-reflective assignments that makes me to strengthen my communication and learns to work in teams, and I am able to develop few abilities to influence my team mates during given assignments. I became comfortable to work in teams and learn from them and respect their work, unlike earlier and as discussed above team working is one of the employability skills which would support me to get my desired salary package in the multinational organisation (Sumanasiri et al. 2015).        
Time management: Time management is one of the skills which is impotent to reduce pressure and to look at the other perspectives to grow while working. The sessions have many time-bound assignments that have to make me to have practices to work within the given time bound further; this has even made to control my other disturbing factors that earlier affects my work. The programs conducted has made me to learn the importance of time, and I was able t manage time through various practical activities.        
The professional development plan and the skill audit and analysis tools are taught to us, and since; I have learned to implement them, I am able to identify the skills which I lack behind in terms of employability skills. It has allowed me to focus on those skills. The personal development plan has allowed me to identify the improvement activities and the time frame to implement the same. The use of the skill audit analysis and the PDP plan will be very effective for me in the future, even as an employee were; I can identify and develop my professional skills to develop high in the hierarchy. Further, we are taught to give interviews and have proper use of all the documents related to recruitment and selection. In week 6, we are assessed to have live mock interviews that train me to have practice for the same, and feedbacks are given, which are reduced my fear and misconceptions about interviews (Clarke, 2018). 
Further; we are taught to form various documents such as CV, coverage, and more that make me to learn on how the firm attracts the candidates and what they expect from the candidates for a given job role via job description and the knowledge of the same has made to stand different from the queue of the candidates. The sessions have made me to learn to respond to others, communicate with others and develop leadership skills in me—the knowledge of documents made to have catchy documents that allow me to present myself different from others. There are many programs and workshops are conducted where the teams are formed that allow us to have discussions and perform specific activities and where we are made to think differently take the support of the team and even; lead the team, and those experiences are supported to develop skills. I have learned the academic writing skills to write report, articles, essays and more that would be helpful for me to prepare the organisational reports at the higher level and initial level that will support my growth.
I have further learned to reflect myself and present my expressions to others as; it is the vital skills of an employee to present their needs and skills to others shows their importance. I have learned to reflect on myself so that I can remember my activities and can use the skills and practices in the future when I am in need (Succi and Canovi, 2020). I have also learned to communicate effectively with others, and I am not able to explain to others about my needs. I can present my work professionally and more. Further, as a part of reflection, I am taught about; Gibbs reflective model. The model makes me to reflect on my experience and practice by describing it, sharing the feelings, evaluation of the experience to identify the changes needed and learning to take from it and conclude it so that I can remember it for the long and use it when I need to use it.       
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