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1.0 - Introduction

The purpose of this report is to review my personal and professional skills that I am less confident in daily basis, which is necessary for communication and developing successful relationships with others in an organization and even for personal development. For this, first I had to understand the skills and all the information needed to work effectively.
 Professional career development is important for career success because:
It gives a sense of purpose
Make sure that education and skills stay relevant and up to date
Build confidence and credibility
Improved efficiency
Empowers to learn better phases of the work and improve the abilities

I have created a list of all the skills I need to improve:
Communication skills
Analytical and research skills
Flexibility and adaptability
Ability to make decisions and solve problems
Ability to plan, organise and prioritise work
Leadership and management skills
For me to be employment ready and to work effectively I have used different academic strategies to help me reflect upon the skills necessary.
The strategies I have used will be outlined in the chapter Findings.










2.0 - Findings

2.1 – Self-Assessment

2.1.1 - Swot Analysis
SWOT is an acronym that stands for Strengths, Weaknesses, Opportunities, and Threats, and is a way to reflect upon these four aspects of your personal life and career.
According to Mind Tools, swot analysis is a useful tool that helps you evaluate where you are in the present and find an effective and productive plan to have an impact on my future. To do this, SWOT analyses the internal and external environment and the factors that can impact the decision-making process.
Mind Tool uses this strategy for business and companies not just for individual purpose as they are helping people to a successful career with a complete toolkit of resources for professional and personal development. Journal of Strategy and Management state that “Glaister and Falshaw (1999) found SWOT analysis one of the highest ranked set of tools and analysis techniques used in strategic planning in companies in the UK “and that “Panagiotou (2003) contends that SWOT analysis is used more than any other strategic planning tool.’’
Using this strategy helped me to find my areas where I need to improve. Every time I get nervous when I need to present ideas to my colleagues and my manager, and this fear of public speaking often decrease my confidence for my presentations. One of the main reasons is because of my lack of vocabulary in English language and another reason is my lack of digital skills.

2.1.2 - Conversion and Matching strategies
To improve my areas where needed I have converted my weaknesses in my strengths and my threats in my strengths in my opportunities and I have matched all my strengths with my opportunities after that. 
 Conversion strategy
Weaknesses      →      Strengths                            
Research journals and books                                        
Practicing with small groups of people
Create an agenda
Digital skills course

  Threats       →     Opportunities 
        
Further education
Overtime

 Matching strategy
Being a quick leaner, I can learn new languages
Having a positive attitude, it helps to take new challenges
Being patience and careful I can always to relocate job
Being a problem-solver, multitask and team worker helps me to progress.



2.1.3 - Johari Window
Johari Window is another method which I have used to identify my known and unknown areas for a better understanding of the relationship with myself and others.
Johari Window is a tool created by Joseph Luft and Harry Ingham in 1995. According to Shenton. (2007). ‘’The purpose of this paper is to apply to the study of information needs the Johari Window framework that has long been accepted as a useful model for understanding interpersonal communication.’’, also Duncan and Oliver states that ‘’The Johari Window was originally designed to encourage self-awareness and communication about behaviour. Rather than use it to investigate knowledge about ourselves as individuals, we have adapted it to analyse knowledge about our world accrued from the perspectives open to different groups of people”, however it can be applied in a variety of situations and environments.
The model is built by four area quadrants, and these are the open area, blind spot, hidden area, and unknown area. The open area is everything what I am willing share and disclose about myself. Any characteristics that I do not know about myself, but others have become aware of is my blind area, therefore with the help of feedbacks from others I became aware of several positive and negative aspects about myself. There are also characteristics about myself that I am aware of but do not want to share with others and this is my hidden area. These leaves with the last area which is unknown to me or anyone else.
This simple questionnaire helped me to get instant feedback and use it positively to understand my personal strengths and weaknesses which are in my open area. Also, it helped me find the aspects in my blind spot with the feedback from others without being confrontational or causing an argument, therefore enables me to get motivated and to achieve my full potential.

2.1.4 - Skills Audit
With the help of all those strategies I decided to create a skills audit list which will help me to identify and evaluate my knowledge. A skills audit is a procedure to determine and record the skills of individuals or groups of employees. An audit with evidence of existing or developing ability. It is closely related to needs analysis: detecting any requirements for training or personal development. 
I created a list of skills with evidence and clearly lays out all the skills I currently have and skills for my future career, where the gaps are in my skill set and how I can gain the skills I need. Followed by an action plan list where I have identified my positive and negative aspects. The outcome is, by auditing my skills, that I have improved and developed where I need to be more successful in my career, just as more skills will expand more opportunities, and start using an agenda and other digital methods to come up with a plan to be more organised.

2.1.7 - Learning Styles
Skills Audit followed up by a various of learning styles named as VARK which is an acronym stands for Visual, Aural, Read/write, and Kinesthetics sensory modalities that are used for learning material. According to Springer Link article “Learning style is deemed crucial for different types of age groups. It is essential, especially for individual learning achievement.” However according to Dove Press article “Study suggested by Papanagnou et al and Peyman et al may prove it is valid to use VARK as a study tool for classification of learners based on sensory modality. Therefore, I have created a questionnaire which identify how I can learn best. The outcome from this will be on how to use my preferred style for my maximum benefit. After passing through the four learning style tests, I realized that I am Visual but also have some instinct of Kinesthetics. By combining learning material for both learning styles, I have achieved better performance whilst studying and now I am using the technique at my workplace whenever we employ new staff. I am asking them to conduct a VARK questionnaire so we can find the best and most comfortable way for them to learn, so we know that once they go through induction, that they perceive the information and understand the process. 





2.2 - Development areas



2.2.1 - Smart Objectives

The SMART method is another tool designed to help individuals and organisations to set objectives in a successful and beneficial procedure.
The article from Elsevier states that “ Doran (1981) first introduced the specific, measurable, assignable, realistic, and time-related (SMART) method for writing effective management goals.’’
 Being specific and set up in a clear argument precisely what I am required, measurable to enable myself and monitoring my progress with the necessary resources needed to know when the goal has been achieved will improve to define the success of my future career.
Adair & Allan (1999, p.117) states that “Self-development is a journey not a destination. You don’t just get there and leave it at that – which is why your SMART objectives need to be even SMARTER: Specific; Measurable; Agreed; Realistic; Time-bound; Evaluated; Reviewed.”, which I do agree, it is important to evaluate what was done in terms of achievement progress.
However, this helped me to:
Create a file with critical roles in my team and a file with holiday rota tracker in less than a week.
Present the idea in excel file of a fair rota to my manager in less than a week.
2.2.2 - Personal Development plan

British Journal of Guidance & Counselling states that “Personal development is a process concerned with specific aspects of the individual: the development of ‘what’, and the ways this can be planned, achieved and evaluated.’’ A personal development plan, which is also well-known as a PDP, that I can use to detect my individual goals and what I want to achieve. According to the article from Journal of Workplace Learning, Kolb states in his model of experiential learning that learning occurs through "concrete experiences" and the reflection on those experiences (Kolb, 1984), for which a PDP can be used. Therefore, with the help of all the information from all the strategies I have used them to identify the areas I need to improve and develop towards achieving my goals. I have written down several steps to help me create a Personal Development Plan:
Set myself SMART objectives.
Focus on those goals.
Set myself deadlines for when I want to accomplish them.
Acknowledge strengths, weaknesses, threats, and opportunities.
Improve my skills and increase my overall knowledge.
Measure my progress.


   3.0 - Conclusion
The Personal Development Plan has helped me to understand my learning style and how to use my potential and capabilities. Identifying my objectivity, I have able to see my nature properly which helped me to know better my learning style. I have used outcomes of these personal development plan and critical analysis on learning style to set up a monitoring technique to help me achieving my goals.
I have gained the ability to identify my personal goals, ability to make good decision on my strengths and weaknesses for my development, ability to be aware of opportunities and threats, ability to plan for my personal development, even ability to help others to identify their potentials, ability to fast-track my learning style as I have taken on activities that I best fit in my preferred style and helped me to avoid mistakes. With the action plan which I have created, I was able to develop myself for multitasking jobs and be effective in my role.
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Appendices

Swot analysis
	      Strengths
Patience and careful
Positive attitude
Quick learner
Problem-solver
Multitask
Team worker
	               Weaknesses
Lack of vocabulary in English language
Nervous when I need to present /talk in front of my colleagues
Occasional time management issues
Lack of digital skills

	            Opportunities
Relocate job 
Progression
Learning new languages
New challenging
	                    Threats
Competition 
Lack of financial resources





Johari Window
	Open
· I am a student
· I am studying in Cardiff
I have dual citizenship
· I work for Amazon

	Blind Spot
· Having the benefit of having a large family
· I am lazy
· I am not focused on the main subject of conversations
· I keep leaving important things to the last minute


	Hidden
· I am insecure 
· I am shy
· I am afraid of dark
	Unknown
· If I will change the job.
· Will I be successful.
· Where I will be 5 years from now.
When I will have children.
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Personal Development Plan

	Objective
	Activity
	Resource
	Priority
	Start Date
	End Date

	Critical roles and holiday rota File
	Excel

	· Time
· Computer
	ASAP
	13/06/22
	20/06/22

	Presentation to my manager
	PowerPoint
	· Time
· Private Room
	ASAP
	13/06/22
	20/06/22

	Review date: 16/06/2022
	Signature: Otilia-Larisa Tucanu
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Teamwork

"As team leader, | acquired many Gifferent team-buiding
skills. | have leaned how crtical fime it s and how to make
every member of the team feel included and moivated to
deliver best resuls.

Thave the confidence to try new things and
express my ideas
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Managing other people

‘A proxy manager | had [0 delver bad news of when ey
dont perform which it can be tough, t can be difficult o tell
someone that they need to improve, but this is one of the.
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qeneral meaning
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‘When | had my interview, | have been asked my expected
annually income wages and managed o take it 0 an extra
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inelevant in text

1 can wirie things in my own viords

Helping others to arfive at decisions

‘As a good team leader I tried (o help other from my feam
to progress by giving information and knowledge about
being a team lead

Thave good time management skills and can
orqanise my workioad effectvely

Iam able to make, store and find my notes.
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organised and able to find my notes anytime.

Being sensitve to others' feelings
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Abilty to read other people’s body lanquage

I am able to think critcally and analytically, and
evaluate arquments

Dealing with others by phone
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Iam confident at preparing and delvering oral
presentations
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daily routine much easier.

Date: 1410612022

Being qood at arqument and debate
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nthe days that my manager has time off | am left with the
responsibilty of making decisions instead
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What | have achieved so far is being able to work as a team and managing other people, teaching and
training others, helping others to amive at decisions, caring for others, ablty {o cope with “dificult people.

anaging change and transition
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I don't have good time management skils and | don't organise my workioad effectively.
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1am not able to manage a range of writing skills appropriately.
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| don't have good memory sirategies.

| don't know how 1o use IT to help academic study.
| am not confident at preparing and deiivering oral presenations

Practical things

iy Priorities: what | am going {o o, when and how
Organise plan, adding alarms on the phone for deadines, read and write more compiicated, enroling in IT
course; start o deliver oral presentation with small groups.

Hovi il | know that  have improved? (2.9, Whal changed would | expectin my work, in myseli, or in the,

attitudes of others?)

Progressed in a higher role due to my improvement in understanding the general meaning of complcated
texts, having digital skils, more confident in presenting ideas, having a dall routine plan.
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