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This presentation provides a personal and professional self-evaluation using a SWOT analysis to identify my main strengths, weaknesses, opportunities and threats.Formatting...Gibbs’ Reflective Cycle is also applied to examine an important experience and consider what I learned from it. Furthermore, the presentation includes a Professional Development Plan with clear objectives and actions for improving my skills, knowledge and future employability. Finally, it summarises the principal concepts studied in Unit 4 and explains how these ideas can support my academic progress and professional development.
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[bookmark: _Toc237604625]Task 1: Self-Evaluation
Self-evaluation has allowed me to identify my personal strengths, weaknesses and areas that require further development. Through self-reflection and the self-assessment activities completed during this module, I have developed a clearer understanding of my current abilities and how they may influence my academic studies and future career.
One of my main strengths is communication. I can listen carefully, express my ideas and work respectfully with people from different backgrounds. My previous experience in administration, customer service and hospitality has helped me develop interpersonal skills and the ability to remain professional in challenging situations. I am also responsible, organised and adaptable. As a mother, employee and university student, I regularly manage different responsibilities and adjust to changing circumstances. These experiences have strengthened my independence, resilience and problem-solving abilities.
Another strength is my willingness to learn. Although technology is a developing area for me, I am motivated to improve my digital knowledge and gain skills that will support my future career. I have already started using applications such as Microsoft Word, PowerPoint, Excel, RefWorks and online collaboration platforms. This demonstrates that I can learn new systems when I receive appropriate guidance and practise consistently.
However, my self-evaluation also identified several weaknesses. English is not my first language, so I sometimes lack confidence when speaking in academic or professional situations. I also need to improve my academic writing, presentation skills and understanding of advanced digital tools. Time management can occasionally be difficult because I must balance university, employment and family responsibilities.
Overall, this self-evaluation has helped me recognise that I already possess valuable transferable skills, but I still have important areas to develop. My priority is to strengthen my English communication, digital competence, confidence and time-management skills. Improving these areas will support my academic progress and help me work towards a future career in business and technology.[2]
[image: ]
Figure 1: Screenshot of my Task 1 self-evaluation presented in PowerPoint.
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[bookmark: _Toc237604627]2.1 Reflection and Goals
To reflect on my personal and professional development, I used Gibbs’ Reflective Cycle. [3] This model includes description, feelings, evaluation, analysis, conclusion and an action plan. It has helped me examine my university experience, recognise my progress and establish realistic goals for the future.
Since starting my Computing Skills for the Workplace course, I have faced several challenges. I previously studied Business Administration and completed an MBA, but studying computing in English is a new experience for me. At the beginning, I felt nervous because English is not my first language and I had limited experience with some digital applications. However, I also felt motivated because I understood that developing technological skills could create new professional opportunities for me.
My experience has been positive because I have started to use Microsoft Word, PowerPoint, Excel, RefWorks and virtual collaboration platforms. I have also learned about academic research, referencing and digital communication. Nevertheless, I sometimes require additional time to understand instructions and complete academic tasks. Balancing university work with employment and family responsibilities has also shown me that I need to improve my time management.
Through this reflection, I identified four main development goals. My first goal is to improve my academic and professional English, particularly my speaking, writing and presentation skills. My second goal is to strengthen my digital competence by becoming more confident when using Microsoft Office and other workplace applications. My third goal is to develop better time-management and organisational skills so that I can complete assignments before their deadlines. My fourth goal is to improve my confidence when communicating and presenting information to other people.
These goals are connected to my future career aspirations. I would like to combine my previous business education with my developing knowledge of computing and eventually obtain an office-based role within the business or technology sector. In the longer term, I am interested in exploring software development and other opportunities within the technology industry.
In conclusion, this reflection has helped me understand that professional development is a continuous process. I already possess valuable experience and transferable skills, but I must continue learning and practising. My action plan is to attend my university classes, complete additional online training, practise English regularly and dedicate specific periods each week to developing my digital skills.
Personal Learning Experience
An important part of my development has been learning to continue working even when I feel uncertain or find a task difficult. Returning to university while managing my responsibilities as a mother and employee has required determination and resilience. I have realised that asking for guidance is not a weakness, because it helps me understand the task and improve my performance. Every new digital activity gives me an opportunity to practise and become more independent. Although I am still developing my confidence, I can recognise the progress I have made since beginning the course. This experience has encouraged me to set realistic goals and take greater responsibility for my academic and professional development.
[bookmark: _Toc237604628]2.2 Professional Development Plan (PDP)
The following Professional Development Plan uses the SMART model to establish specific, measurable, achievable, relevant and time-bound goals. [4]These goals are based on the areas for improvement identified through my self-evaluation and reflection.
	Development goal
	Actions required
	Measurement of progress
	Support and resources
	Target date

	Improve my academic and professional English.
	I will practise English for at least 30 minutes, four times per week. I will read academic materials, learn new vocabulary and participate more frequently in classroom discussions.
	I will compare my written assignments, record the new vocabulary learned each week and request feedback from my lecturers.
	University learning resources, English-language applications, academic articles and feedback from lecturers.
	Within six months.

	Develop my digital skills.
	I will complete online training and practise using Microsoft Word, Excel, PowerPoint and other relevant workplace applications for at least two hours each week.
	I will complete at least two online courses and create practical documents, spreadsheets and presentations to demonstrate my progress.
	LinkedIn Learning, Microsoft Learn, university materials and online tutorials.
	Within six months.

	Improve my time-management and organisational skills.
	I will create a weekly schedule, divide large assignments into smaller tasks and begin each assessment at least three weeks before its deadline.
	I will review my schedule every Sunday and monitor whether I complete my tasks and submit assignments on time.
	Digital calendar, weekly planner, reminders and university assessment timetable.
	I will begin immediately and review my progress monthly for the next six months.

	Increase my confidence in presentations and professional communication.
	I will practise speaking in front of a mirror, record short presentations and participate in group discussions. I will also prepare notes before speaking in academic or professional situations.
	I will deliver at least one short practice presentation each month and evaluate my confidence after every presentation.
	Feedback from classmates and lecturers, PowerPoint, video recordings and communication tutorials.
	Within four months.

	Explore career opportunities in business and technology.
	I will research suitable job roles, improve my CV and LinkedIn profile and identify the skills commonly requested by employers.
	I will identify at least five suitable job roles, update my CV and LinkedIn profile and apply for relevant work experience or entry-level positions.
	LinkedIn, university careers service, job-search websites and employer vacancy descriptions.
	Within twelve months.


This plan is achievable because each goal is connected to my current studies and future career aspirations. I will review the plan regularly and adjust when necessary. Monitoring my progress will help me remain motivated, recognise improvements and take responsibility for my continuing personal and professional development.
[image: ]
Figure 2: Screenshot of my Professional Development Plan with SMART goals presented in PowerPoint.
PDP Link: View my complete Professional Development Plan here
[bookmark: _Toc237604629]2.3 Goal Progress: Developing My Digital Skills
One of the main goals included in my Professional Development Plan is to improve my digital skills. Since beginning my university course, I have made progress by using Microsoft Word, PowerPoint and Excel to complete different academic activities. I have also learned how to use online learning platforms and digital research tools. These activities have helped me become more confident when creating documents, organising information and presenting my work professionally.
As evidence of my progress, I have included screenshots showing my participation in digital learning and the practical work I have completed. This experience has allowed me to apply my knowledge instead of only reading about digital skills. However, I still need more practice, particularly with Microsoft Excel and other advanced workplace applications. I will continue following my weekly development plan and completing relevant online tutorials. This will support my university studies and prepare me for future employment within the business and technology sector.


[image: ]
Figure 3: Evidence of my participation in “The New Norming” digital learning activity on Moodle.
This screenshot demonstrates my participation in an interactive Moodle activity about feedback and valued team members. Completing this activity helped me develop my digital learning skills and improve my understanding of effective teamwork.

[image: ]
Figure 4: Evidence of the academic e-portfolio I created using Wix for my previous Learning in the Digital Era assignment.

This screenshot shows the academic e-portfolio that I created using Wix for my previous Learning in the Digital Era assignment. Creating this website required me to organise different tasks, upload academic content and design a clear navigation menu. This experience improved my confidence in using online platforms and demonstrates the practical progress I have made towards developing my digital skills.
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Resilience is the ability to respond positively to difficulties, adapt to change and continue moving forward after setbacks.[5] It does not mean avoiding problems, but learning how to manage them and recover from challenging experiences. Resilience is important in education and employment because students and workers regularly face pressure, feedback, changes and unexpected situations.
Four important elements of resilience are confidence, social support, adaptability and purposefulness.[6] Confidence helps people believe that they can manage difficulties, while social support provides encouragement and practical help from other people. Adaptability allows individuals to adjust their approach when circumstances change. Purposefulness provides direction and motivation when working towards personal, academic or professional goals.
Developing resilience can support well-being, learning, teamwork and career development. It can also help people respond constructively to feedback and failure instead of giving up. When individuals reflect on difficult experiences, identify what they have learned and make changes, setbacks can become opportunities for improvement.
This topic is personally relevant to me because I balance my responsibilities as a student, employee and mother. At times, studying computing in English can feel challenging, particularly when I have limited time or need to learn an unfamiliar digital tool. Strengthening my confidence, adaptability and sense of purpose can help me manage these challenges and continue progressing towards my academic and professional goals.
[image: ]Figure 5: Screenshot of my Task 3 Unit 4 topic summary on Bouncing Forward and resilience.
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Task 4: Video Presentation

Video link: [Insert accessible video link here]

[image: ]
Figure 6: Screenshot of my video presentation uploaded to OneDrive.
The video presentation provides an overview of my self-evaluation, Professional Development Plan, goal progress and the Unit 4 topic “Bouncing Forward”.

PowerPoint link: View my PowerPoint presentation here 
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This assignment has allowed me to evaluate my current abilities and identify the areas that I need to develop. Through self-evaluation, I recognised that communication, adaptability, responsibility and willingness to learn are some of my main strengths. I also identified academic English, digital competence, time management and presentation confidence as important areas for improvement.
Creating a Professional Development Plan has helped me transform these areas into clear and realistic SMART goals. The plan includes specific actions, resources and target dates that I can use to monitor my progress. The evidence included in this document demonstrates that I have already started developing my digital skills through Moodle activities, Microsoft Office and the creation of an academic e-portfolio using Wix.
The topic of resilience has helped me understand the importance of responding positively to difficulties and continuing to move forward after setbacks. Confidence, social support, adaptability and purposefulness can help me manage academic, personal and professional challenges. I intend to continue developing these qualities while improving my English, digital skills and ability to balance my different responsibilities.
Overall, this assignment has increased my awareness of my abilities and future career direction. By reviewing my Professional Development Plan regularly, I will be able to recognise my achievements, address any difficulties and continue progressing towards a career that combines my previous business experience with my developing knowledge of computing and technology.
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I used OpenAI’s ChatGPT [7] o support my research, check grammar and improve the clarity of my own written work. I reviewed, adapted and verified the suggestions before including them in this assessment. The final reflection, development goals and personal examples are based on my own experiences and learning.
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Figure 7: Evidence of the use of ChatGPT to support the verification and organisation of academic references for this assessment.
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Self-awareness helps me recognise my strengths and identify areas for personal and professional
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TASK 2: PROFESSIONAL DEVELOPMENT PLAN WITH SMART GOALS

Development goal
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narration and upload it
successfully
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TASK 3: UNIT 4 TOPIC SUMMARY —
BOUNCING FORWARD

Resilience is the ability to respond positively to difficulties, adapt to change and continue moving
forward after setbacks [5].

Four elements of resilience
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Why is it important?

Resilience supports well-being, learning, teamwork and career development. It is also an important
employability skill because it helps people manage feedback, failure and changes at work [5], [6].

My reflection

As a student, worker and mother, | need resilience to balance different responsibilities. Developing my
confidence, adaptability and sense of purpose can help me manage challenges and continue working
towards my academic and professional goals.
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