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Introduction
     Personal development is a progressive process that runs throughout a person`s life. This should not stop as long as it is wanted and needed. It is a way for people to evaluate their skills and abilities, make sense of their life priorities and set goals to reach their potential. According Cottrel (2010) the personal development is the acquisition of new skills and knowledge, depending on the goals set. The personal development plan provides for us opportunity for self-examination - an assessment of our own knowledge, skills, abilities, and qualifications. This self-assessment gives a clear picture of the strengths and weaknesses of the individual and serves as a guide to potential opportunities and obstacles.
Time management
     Last term, every Module gave me a great opportunity to learn helpful and interesting information. Academic writing, paraphrasing, referencing, time management and employability skills were some of the topics we used to discuss in class. For many of us, managing time is a difficult task. In many cases, it is a long and difficult process that we must deal with it. If we can manage our time properly, it will be easier to plan our future. Moreover, this way will help us to make our work environment more conductive. But what does “Good Time Management” really mean? 
     According Grissom et al. (2015) the ability to coordinate and complete tasks on time will give us the opportunity to manage our time. Hence, it will give us the ability to have more free time and to avoid stress. It will minimize stress and maximize our productivity - at work, at University or at home. The fact is we all have the same amount of time - we all have 24 hours a day! But only well-organized people can fully enjoy their time.
      When planning your time, the most important thing is to set your goals. When you hear the word “goal” many people imagine money. Usually they are the result of well-organized life and fulfilled goals. What do I have to say? For example, be happy or loved, to develop in a certain area of your life, your mission and vision. Many goals in life are due to the quantity and quality of productivity we have (Scales, 2011). For example, I am active and more motivate in the evening hours. Other people are active in the morning hours. Motivation is one of the important keys to successful time management. It is directly linked to the objectives. Find out what motivates you and follow your goals. I like to read books for self-improvement, and it helps me to be more successful. Hence, some people like playing video games and waste their time. The important thing is not to stop motivating yourself! Concentration is another skill that can improve your time management. This is a skill that must be develop to perfection if we want to achieve valuable results. Planning is another skill that will allow you to arrange and follow specific tasks. Of course, there is no exact formula for a perfect schedule. But a well-structured plan will save you a lot of time. As identified by Scott et al. (2019), if we can prioritize our tasks and if we learn the basic principles of time, then we will be able to manage it as efficiently as possible. 
Presentation skills
     Communication skills are very important to be successful person in your professional career and personal life. During second term I had the opportunity to improve my communication skills and presentation skills. I had the ability to present and communicate with different type audience - lecturers and colleagues. In fact, we are always different from different types of audiences (Dolan, 2017). It is important that we really know that it is our performance that influences the direct way of perceiving our message from the audience. Skill training is an important part of education process. 
     Communication is a focused activity for exchange of information, thoughts, opinions, and feelings between people. Also, I improved my presentation skills with using different type of non-verbal communication. I learned that gestures, facial expressions, body language, eye contact are necessary when presenting any information. Presentation in front of different people is my weakness and it always have scared me. I feel a lump in my throat, my palms are sweating. But during my education I started to practice, and it makes me more confident. I learned that the key element for successful public presentation is to be well dressed and balancing use of these two elements: speech and body language.
Speech
     Through speech, we express what we want to share with audience. It influences the thoughts and feelings of the audience, creates a connection with it, transmits the main idea of the presentation and thus informs, convinces, and enthuses listeners, affecting their emotions. Wenger (1999) pointed out that the way of communication and the presented information are the main one’s components for building relationship with the audience. Therefore, it is necessary to refine the power of speech – to speak clearly and concisely so you can be understood. Hence, it is necessary to project your tone of voice appropriately. 

Body Language
     This is an important element of presentation that complements speech. With the right posture, we can reinforce the suggestion we want we will achieve. According to Muller et al. (2013) body language can be divided into three parts:
· Position of the body and its parts - The body position shows how convincing we are in what we say. It is important to stand upright and with your head raised and hands free relaxed along the body.
· Facial expression - The face supports our speech through eye contact, facial muscles, a welcoming and smiling expression. They show the audience whether we are calm and confident in what we want to present to them.
· Eyes - They are an important element in providing feedback to the audience. Moods, empathy, and feelings can be taken during the presentation interest in the topic.
CV Writing
     During the second term on my study at the University we have learn some helpful and necessary things: how to write CV and Cover letter. Improving my skills and knowledge will give me more confident and it will help me when I want to apply for new position in my career development.
     Depending on what job I am applying for, it is sometimes good to adjust my CV when it comes to presenting my skills. However, there are skills that are mandatory to be present as a base in my CV (Watts, 2006). These skills will help me to stand out from the bunch of candidates. 
Knowledge in the field. It doesn`t matter what area I am work in, it helps me to show that I know the latest trends and that I am able to adapt quickly. 
Leadership skills are important no matter what I am doing. Having them means that I am able to find a way forward, handle problems, and that I can take over the management of a team of people (Kolb, 1984).
Ability to explore. No one requires you to know all the answers. However, it is important to be able to find them when needed. 
Adaptability. The modern employee must be able to meet the changes, understand them and move on, adapting to them. Sometimes changes can be big, but these changes are the key to the well-being of the company. Managers like to have on hand people who are able to adapt.
Personal qualities. In most industries, communication, reliability, and good manners are highly valued. Whether you work alone or as a team, these skills are key to your future career development (Maund et al., 2017).
Communication skills are problems among colleagues, as some of them have poorly developed communication skills. Whether if I am a leader or a regular employee, I need to be able to talk and inform others about my needs and desires. 
Professionalism. When I am serious about my job, this is the most important step for me. I have to be responsible and honest when I am making business decisions. Self-confidence is another key feature.
Cover Letter Writing
     Another very important part for my career development which is vital part of my CV - Cover Letter. Do not underestimate employers and do not think that your cover letter is the first in their life that has been read. Never respond to pre-written cover letters, which you may also like to make it worthwhile - the chance for other people to connect to pre-made texts is enormous. They always take the time to associate a unique cover letter that comes close to your goal of showing up for an interview. Massive CVs and Cover letters have had poor results. In a competitive job market, you can do far better by writing your Cover letter, addressing to a specific person by name. Don`t expect anyone to read a letter longer than one page. Just because you wanted to write more about yourself does not automatically mean that the employer will want to read it. It would be best if your cover letter occupies a maximum of one page. Avoid including any background information or excessive details - they can be discussed during the interview if they invite you. Let them know that you know what this is about. Ideally, your employer will read your cover letter before reading your resume.
      Morgan (2017) showed that the way to increase your chances of making a strong impression, in the actual part of your letter, emphasize your knowledge of the employer`s business and focus specifically on the areas where you can help them. The better you can demonstrate that you understand the nature of the employer`s work, the more valuable you will be to them. And if your exhibit is strong enough, the employer may decide to hire you immediately, even if they formally hold the competition until the end. Example, people tend to remember a maximum of three things for you. This is an effective method of sales, but cover letters and CVs are also a “sell” type - you sell your work to your employer. 
     Therefore, when drafting a cover letter, think about what the three things are you want to suggest to the employer and which ones to remember for you. In practical terms, you can mention the following three things in your cover letter: 
· One accent on how you found out about your vacancy.
· An emphasis on what specifically in your education will be useful for your high-quality job in this position.
· An accent from a specific work experience or former job that is like the vacancy.
     If you want to get the employer to look for your own, the surest way is to simply create the perfect CV and Cover letter. But if you feel that you can afford the luxury of being another idea more proactive and different from all other applicants, you can provoke your contact with the employer by asking a question to look for you.
Analytical thinking
     Analytical abilities are the ability to think, reason, analyse the situation in principle, the ability to decompose the situation into components and to view it from different perspectives (Tresan, 2007). During the second term of my education I have learned what Analytical thinking are and how successful can I use it. I can analyse different life phenomena, using analytical thinking, not voluntarily, but rigorously, using logical methods, abstracting from small, insignificant details. 
     Often, talented people do not use them at all in their real life, while less talented but more tenacious people tend to succeed. Analytical skills are also a kind of talent and can be developed. In ordinary life, analysing reality, one has to look at all the circumstances in separate parts, separately from each other, to compare the possibilities, their pluses and minuses, and only then to make a common conclusion. I can check it myself by taking each educational text and working with it for 10-15 minutes. The basic method of understanding an educational text is the ability to ask questions about it. If I develop a high level of analytical skills, I can easily: divide the text into semantic parts, formulate its general basic idea and gain new knowledge from it. If I succeeded easily, this means that I have analytical work and if difficulties arise, this area needs to be developed.
Critical thinking
     Critical thinking is the ability to analyse, synthesize, evaluate, and apply information gathered through observation, experience, and reflection to solve problems. One of the researchers on the topic summarizes the main points of critical thinking (Moon, 1999):
· It is self-contained- we must be able to form our own opinions based on the knowledge we have already acquired.
· Information is the beginning (not the end) point of critical thinking.
· Starts with asking questions and it is oriented to problem solving.
· Seeks convincing arguments as there may be more than one solution and it must be demonstrated why the preferred statement is logical and practical.
· Ideas must be discussed and challenged in order to refine one`s position.
     To summarize, a critical thinking student steps in for information, asks questions to solve a problem, presents arguments and discusses them - and on that basis forms his or her own opinion.
Reflective writing
     Many people find that it`s better to learn from experience. But if they don`t reflect on their experience, and if they don`t consciously think about how they might do it better next time then it`s hard for them to learn anything. According Gibbs (1988) there are some benefits, understanding and using the Reflective Process of Gibbs. You can use it to help the people make sense of workplace situations. Hence, they can appreciate what they have done well and what they can improve and do better in the future. The “Reflective Cycle” has five stages: Description, Feelings, Evaluation, Conclusions and Action. Understanding Gibbs “Reflective Cycle”, helps me - working and studying individual or in a group to reach goals and aims in different circumstances (at the workplace or at the University). All of us can see in what we are good and how can we improve ourselves. 
Conclusion
     Nowadays, it is necessary for most people to learn and to improve their knowledge and skills. For example, all skills that I have learned during the first and second term of the module is very useful to me. I know that this will help me in the future to find a better job and to move forward in life with knowledge and skills that I have achieved. I learned very important and useful information and subtleties that I can successfully apply to different situations. This will also help me to be more confident in the decisions I will make in the future.
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