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Introduction
Personal skills and professionalism refers to the ability of an individual of doing work effectively according to the expectation of the organization. In the developed phase of business organization to perform better than the competitors in the market organizations need to improve their proficiency in performing operational function regarding production as well as customer service. The main objective of business organization is to earn and maximize profit by production and serve the customers better than the competitors do. In order to make the proper use of competitive advantage organization needs professional advisors and employees to understand organizational goals and to follow the path of achieving them. A developed economy can be an output from the successful completion of the best business activities. It is only possible when the company has the most efficient and skilled personnel within the organization to perform its all functions according to the expectation of the management. Employees are the asset for the organization. HR department of the organization is responsible to select the most effective and skilled personnel for the organization and by further training a strong team is made by the HR management who perform the most important functions of the organization to improve the productivity. To cope with the changing developed environment of business employees also need to be highly skilled and professional. In this report, the features of a skilled and professional individual will be explained briefly and also the importance of skilled development plan will be discussed to make understand the related parties about the professionalism within an organization.
LO 1: The skills and knowledge that are needed for the working effectively in the workplace
Employees need to have both soft skills and technical knowledge to perform organizational work efficiently. As the beginner, an individual also needs to develop his personal skills to motivate himself to apply for the right job in the organization. An employer also finds the most skilled and professional candidate for his organization as the manual functions and decision making process totally depend on the man power of the organization. Employers mostly look for some professional skills within an employee to select then for specific job purpose. These skills and knowledge are explained below:
Academic education: Education that is gained from any educational institution is known as academic education. A certificate is given to the candidate on the basis of his performance in the school, college or university. Even a character certificate is also provided by the institution to refer the candidate as the best for the organization. The human resource department of an organization is mainly responsible to select the best one from a number of candidates as primary selection on the basis of the certificate of academic result of the individual. The more the result higher, the more the possibility of selecting by the HR for further queries or interview (Bianca, 2018).
Communication skills: This skill refers to the ability of the individual of interacting with the other people within and outside of the organization with the organizational purpose. Today, communication is the most important issue to be considered in the every phase of life as without communication it is not possible to gather information, data and knowledge and transfer then when needed. To be selected as the employee for an organization an individual needs to have the proper knowledge about all the communication tools of digital technology. Even the attitudes and behavior, way of interacting are also the part of the communication skills. Employee should have proper knowledge about email, telephone, fax, and other means of communication through internet. From the view of customer service to the management of the organization the most important issue is to communicate well and effectively (Bianca, 2018). 
Critical thinking: Situation analysis is the one of the most of the important skills of the individual to be considered when selecting in the interview board. An organizational culture consists of different environmental factors that can affect its functions positively and negatively also. Individual should have proper knowledge about the environmental factors such as macro and micro environment and also has the ability to analyze them to understand their effect. Ability of critical analysis of every situation and take immediate decisions on the basis of the situation is important for the organization as every second matters here. A little delay can cause a serious damage in the operational function of the organization (Clark, 2013).
Working in a team: Working in a team is a great feeling and the outcome is also great. When a person works individually it is quietly impossible to achieve the goal within a given period of time and effectively, But when a team is working for the same goal it can be achieved effectively and also in a proper time. Employee should have the mentality to work with the other members in a team. This creates a friendly environment in the organization and employees feel familiar to work for achieving the goal (Clark, 2013).
Self Motivation: Motivation is needed in the every phase of life whether it is in family or in the workplace. Employees always need motivation from others to perform better as motivation increases the confidence level of the individual to achieve the target goal. Self motivation is important as it works better that other’s motivation. When individual is confident enough on his skills and ability, he can motivate himself for doing challenging works for the organization (Samuel, 2019).
Flexibility: It refers to the ability of the individual of adapting himself with any situation and pressure in the organization. Organization consists of various department and functions. Employees need to maintain liaison with every department and the employees of other department. Sometime he has to work with them in an extra shift if there comes any urgent shipment or deliver requirement. On the basis of this type of situation, individual needs to build up the mentality to take the pressure and work with the any situation occurs in the organization (Samuel, 2019).
Quick learner: Learning capacity is also important for an employee. There is no end of learning any object for an individual. Every single situation can teach a good lesson to a person. There is so many subjects to be learned in the organization regarding organizational management or operational functions.  Individual should have the mentality to diagnose each and every situation of an organization and learn various things from it. Person should have the thirst of learning new objects every day. This leads the individual to be skilled and more professional in the context of business organization. Awhile selecting for new employee for the organization employer focus on this nature of a person (Bianca, 2018).
Management of time: According to (Thiefels, 2018), Time is precious in the every phase of life. Without making proper use of time no one can succeed in life. Individual should know how to use time properly according to the purpose of his work. Organization requires a large number of functions and activity regarding operation and production. Employee has to complete task within a given period of time. Every second matters in the context of business. If any schedule is broken due to proper supervision, then a serious lose can be happened any time. That’s why, employer seeks person who are time conscious and know how to make a proper schedule and maintain that (Professional development in education, 2019).
Determination and measurement: Performance measurement is needed to understand the output of every employee according to their ability and skills. It also helps to identify the investment and the result according to the expectation of the management body. Employee should have the ability to determine the level of his performance according to his skills and ability. When he is able to identify the phase of his performance, he is also able to measure his own performance. It also helps to develop his ability to perform better further (Professional development in education, 2019).
LO 2: Demonstrate readiness for the employability and personal advancement through an understanding of personal strength and areas for further development 
Employee readiness can be defined as the process of being able on the basis of skills and professionalism to apply for the suggested post by the organization. It also refers to the potentiality of an individual by which he or she is able to search a job or manage a job according to the ability and skills him or her. Employee should cultivate these readiness skills to properly make a curriculum vita for applying for the job which concerns with the proper submission of academic educational certificate, past employment experience or any other extra curriculum if needed. It also helps to manage time while making a plan for selecting employee for the organization. It is also known as the ongoing career management. Readiness for the employability is explained below:
Start finding out in the exciting world of work: Employment process starts with the searching for suitable work according to skills and ability of the candidate. Job source refers to the portal, site or place where different type of jobs is advertised by the employer of different organization. Candidates find out suitable and appropriate jobs according to their skills and ability that will also match to the expectation of the employer. There are two types of job sources that are mostly used by the organization; they are internal source and external source. Internal source of job refers to the job source from where organization can easily seek out the efficient employee for the offered position such as, by promoting existing employee for new job role is the example of internal source of employment. External source of job refers to employment agency, advertisement agency and so on. It is helpful for the both employee and the organization to get the new ideas and innovations that is needed for improving the sales of the company. External source of employment is costly and time concerned process but effective for selecting most skilled and able individual for specific job role. There so many multinational companies in the world and there are a large number of vacancies announces to be fulfilled with the most skilled persons. Value of skills is always demanded by the people around the world. It is the fast phase of business era, in which people without skills and professionalism always stay back from others (Gerogiannis, Kerkofs and Vargas, 2012).
A plan to acquire the desire career: Career goal is one of the most important issues to be considered by the individual before planning for a career plan and objective. Most of the time individual prepare for the very beginning of the higher education. It helps to select the subject and college according to the objective of career for the future. Individual personally decided on his career plan according to the skills and ability of his own and also accordance with the confidence on him. Personal strengths and ability are considered here while making a career plan and go further accordingly. While starting higher education, individual is aimed to select his subject on the basis of the career plan he has already created by his own. Academic education has a great impact on career planning as the academic certificate exerts the first impression on the employer while hiring new candidates for the organization. Individual is only able to know his personal strengths and weaknesses that lead him to the selection of the specific job role in any company or business organization. Planning should be made on the basis of the evaluation of the strengths and weaknesses and also with the analysis of his skills and ability to perform the specific job role offered by the organization. Candidates always should be determined for what they are prepare from the very beginning of their career and what is actually suitable for them to perform (Green, Maxwell and Watson, 2004).
Identify expectation of employer: While applying for the given specific job candidate first need to identify and understand what is really expected by the employer. By over viewing the whole advertisement of the employment, candidate can be able to know the skills and professional efficiency that is actually required to apply for the specific job. Employer always wants employees who are self-motivated, professional and good at communication skills. These elements are essential to perform organizational function effectively. When employees are aware about the expectation of the employer at the interview board, it becomes easy to perform better in front of them. People who are self-motivated are confident enough about the job performance that are given to them. Employers are also willing to hire people who has the ability to analyze critical situation and diagnose to understand the further steps that must be taken. Immediate decision-making skill is also included in the expectation of the employer. When a candidate is able to understand the specification of the job and the skills that are required to perform the work, they are able also to suit them with the specification of the job. It is necessary to build the personal skills according to the needs and demands of the employer of the organization. Good communicational skills and attractive personality is the most important issue for the new candidate. As they do not have any past experience of working, basic communication skills and attractive personality with good attitude is welcomed by the employer. A poker face is another benefit for the new candidate if he is applying for the marketing related post in the organization (Green, Maxwell and Watson, 2004).
Brush up the interview skills: Recruitment and selection process starts with collecting of the application that are submitted by the candidates who think themselves perfect for the offered post in the organization. Management needs to collect all the application and selected the best people for the further process of selection. After selecting the best candidates for the interview, candidates are called to attend the interview board. They need to prepare themselves on the basis of the job post for which they have applied. They need to collect information and data about the company and the job post. They should prepare for the essential academic papers and other certificates that should be submitted in the interview. They also need to prepare a script that would be helpful to introduce themselves in front of the employer in the interview board. The instinct of his own should be also remembered by the candidate at the same time. The goal of his career and the objectives of coming here should be always remembered by the candidates. The actual needs should be clearly stated into their mind. As time management skills is important, attending interview in proper time will be also considered as the plus point for the candidate (Lamontagne, 2017).
Ready to exceed the potential: Management of an organization is responsible to hire the most skilled and professional personnel for the organization. All employees have some potential of working within a business organization. It is the responsibility of the management to give proper opportunity to the employees to utilize their potential for the wellbeing of the organization. Employees should also use the opportunity for being more efficient to perform better for the organization. Organizational goals and objectives are previously explained to the employees by the authority of the organization. As per the direction of the management employees are able to perform better. There are various opportunities can be offered to the employees to utilize their potential for the further development of their skills. For example, various training and conferences programs are held by the management to teach the employees new challenging situation of the business. Sometimes employees are also given the opportunity of higher education with the finance of the organization to make them more efficient. These opportunities are given to those employees who perform better than any other employees within the organization and who are responsible more than others. Organization can be affected by the any type of environmental factors. Employees should have the ability to cope with the changing environment and also handle the threat that the environment poses to the business (Lamontagne, 2017).
LO 3: Establish an employment goal and development of a personal action plan.
Personal skills and ability should be identifies and analyzed before setting a career plan by the individual. Career plan refers to the process of setting career goals according to the skills and ability of the individual and the serial of activities that may be followed to achieve the career goal. Career planning is the most important issue for an individual when an individual plans to see him on a great professional phase. To set up a career plan an individual needs to follow several steps to achieve his career goals. These steps are known as the personal action plan. According to personal development expert Jim Rohn, behind every successful people, there is a plan for his success. 
Clear out the vision and mission: Vision refers to the goal that will be achieved within a specific period of time. It may take 5 to 10 years or more. Vision involves with the long term achievement of the personal goal of individual. Mission refers to the functions and activities that will be done to reach the vision of the individual. Generally, people mainly become concern with their future and career when they get admitted into a college. Academic background is the important factor that motivates most of the people to plan for the future and their career. While studying in a college and attending various practical projects arranged by the authority of the educational institution, individual comes to know the skills and ability that can be more developed by training and other opportunity. After realizing personal skills and ability as well as the strengths and weaknesses, he can plan for the career objective that can be achieved after finishing academic education and by joining in corporate life. A vision of career should be based on the personal skills of communication, managing people, time management, immediate decision making, critical analysis of the situation, patience and honesty, time management, responsibility and other functional technical skills of the individual. Vision and mission act as the power engine for the individual to go for the better career opportunity (Kondalker, 2007).
Identify the strengths and areas of improvement: Strengths are the ability of an individual to express and establish his potentiality and ability in the workplace. People should have the ability to identify and analyze skills and ability that has been cultivated in the person for many years by involving with proper training and intercourse process. Sometimes these training can be provided by the organization for which the person is being selected or sometime these skills are developed with the person’s own effort and investment. When individual is able to know his strengths and ability it becomes easy for him to apply for the desired post of the organization. Strengths of the individual can be, good communication skills, time management ability, critical analysis ability, taking immediate decision in the basis of any situation, working in a team, listening and speaking power, attractive personally and nice behavior, flexibility and working in pressure. Individual should also need to know the weaknesses of his own. Weakness can be no computer skills or less efficiency in running digital equipment, not up to date with the latest information and technology and so on. These strengths and weaknesses are needed to be identifies before setting career goal to take the best step in near future (Curriculo solutions, 2019).   
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Figure: SOWT analysis of employee (Curriculo solutions, 2019).
Build a personal development plan: Personal development plan refers to the process of improving present skills and ability to perform better than ever. After joining a new job in an organization individual must want to improve his position further. This expectation of improving the position in the organization leads people toward improves the skills and ability to perform better. Management of the organization is responsible to measure the performance of the employee. When they identify any potentiality within an employee, they arrange various training and conference programs for the employees to make them understand the operational and functional activities in the better way and more vastly. Employees should have the clear direction of what should be done by them and what is expected by the management of the organization. With clear direction and proper control, employees are able to exert actual power to their work and responsibility. Proper motivation such as reward for the best performance also increases the level of performance of the employees and responsibility (Watson, 2019).
Review and adapt: According to (Kusluvan, 2003), Performance appraisal is a process of measuring the performance of the employees within a given period of time. Performance should be measured by the management of the organization to understand the output of the employees. While recruiting and selecting personnel for the organization, management invests a lot of time and money on the candidates. Organization of course wants to get the proper feedback from their investment on the employees. In that case performance appraisal is needed to be applied to measure the outcome from the employees. Even a clear clarity regarding the personal development plan can be successful only when the completion of some answer of the question about the future of an individual. But there can be happened any type of change within an organization and employees and other related personnel of the organization need to be also changed accordingly. In that case review and adapt is important issue to be considered by the authority. Review of the employee performance can be organized and monitored by the quarterly basis. Employees also need to measure their own performance to upgrade their level of responding better to their responsibility. In case of further need, individual should adapt different strategy according to the demand of the situation (Saunders, 2019).



Conclusion
According to (Samuel, 2019), Personal skills development is the most important issue for any individual who is trying to adapt with the changing situation of business organization. Today, context of business is more developed and more unique as there is a vast change in the application of the strategy on organization. Most of the businesses are concerned with the application of the CSR to the organization and also involves with the sustainable environment of the business. These helps an organization to follow the health and sustainable production that saves the environment. All these functions can be properly directed and regulated by the contribution of the man power of the organization. So, the organization needs to select the most able and proficient employee for the business to make the most effective outcome. Earning profit or generating profit will be easily organized only when the manpower of an organization is productive and responsible enough to achieve the organizational goal. In this report the development of personal skills is explained in that way which will help to understand the inter connection of these elements within an organization.
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