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Learning is a journey and not a destination. This portfolio is representative of my personal and professional growth in developing the skills, habits, and mindset to succeed in today's modern workplace. Through self-assessment, a development plan, and an exploration of lifelong learning, I will explain how I have become a more adaptable, reflective, and capable learner.
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This self-evaluation is based on introspection and unofficial input from friends and acquaintances. It examines my learning preferences, personal characteristics, and areas of strength and weakness in relation to my coursework for the Level 4 Certificate in Higher Education in Computing Skills for the Workplace. [1]

[bookmark: _Toc216905339]Advantages

Being on time for work, classes, and other obligations is one of my strong points. As evidenced by my experience working over 50 hours a week in addition to my studies, I am also very diligent. Resilience, accountability, and a strong work ethic have all benefited from this. I can also effectively manage my responsibilities and uphold positive relationships in academic settings because I am disciplined, honest, and respectful.

[bookmark: _Toc216905340]Weaknesses and Potential Improvements

I've discovered through introspection that one of my biggest flaws is procrastination. Sometimes I put off doing things because I think I'll finish them later, which can reduce my output. By remaining resolute, better organizing my work, and keeping a steady focus, I hope to improve this [2]. I can be shy in academic settings, so my lack of confidence when asking questions is another weakness. By progressively interacting more with my classmates and speaking more honestly with my lecturers, I can improve this.

[bookmark: _Toc216905341]Characteristics

My lack of confidence is the main reason I am naturally introverted. This implies that although I may be quiet at times, it also encourages introspection and thoughtfulness. I try to maintain my motivation, but occasionally it wanes, particularly when tasks seem difficult. I've also come to the realization that I'm not very creative; instead, I think more logically and practically.
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Practical learning is my preferred method of learning because it makes it easier for me to comprehend and remember information, especially when it comes to computer-related subjects. For me, practical learning is the most dependable approach, but visual learning also helps me understand [3]

[bookmark: _Toc216905343]Comments from Other People

Friends and those who know me well have told me that I am considerate, respectful, and caring. They have said that I have strong interpersonal values because I think well of others and care about their feelings.

[bookmark: _Toc216905344]In conclusion

To sum up, this self-evaluation has given me a better understanding of my personal qualities, shortcomings, and strengths. I can continue to grow academically and professionally throughout my studies and future career by strengthening my self-discipline, diligence, confidence, and time management.
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Introduction and Reflective Framework
This Professional Development Plan has been developed to assist me in my personal and professional development throughout my Certificate in Higher Education in Computing Skills for the Workplace program. It has been formulated using a reflective cycle, having previously completed tasks and the need for personal development in those tasks, and the use of the reflective cycle devised by Gibbs (1988). The SMART model has been used to devise the personal goals within this Professional Development Plan, as stated by Doran (1981).




[bookmark: _Toc216905347]Professional Development Plan
[bookmark: _Toc216905348]Developmental Objective 1: Enhance Time Management and Overcome Procrastination


Current Situation:
I usually put things off by putting off tasks, intending to do them later, yet this makes me more stressed and hurry the tasks.
SMART Goal:
By the end of the ongoing semester, I will work on my personal development towards effective time management by submitting my assignments at least two days prior to the stipulated deadlines in 80% of instances.
Actions:
I will create study timetables, divide assignments into smaller pieces, and give myself personal deadlines for completion prior to the formal due dates.
Resources:
In order to manage time, various time management books like Cottrell's Study Skills Handbook (2019), online planners, and advice from tutors if needed will be utilized.
Timescale
To be finished by the end of the current academic semester.
Success Criteria:
Assignments are done on time or earlier, and my stress when there is a rush is also reduced.
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In relation to Developmental Goal

Current Situation:
I am embarrassed to admit this, but I am not confident in asking questions in class or tutorial sessions, so it affects my understanding of the topics.
SMART Goal:
By the end of this term, I plan to participate by asking at least one question or contributing at least once per session.
Actions:
I will prepare questions before attending classes, engage in small group discussions, and request clarification from lecturers when necessary.
Resources:
Involvement by lecturers and classmates, confidence-building material, and staff-workshops on communication skills.
Timescale
At the close of the present academic term. Success Criteria: More participation in the sessions and better understanding of the course material. Development Goal 3: Developing Skills for Computing in the Work Environment Current Situation:
The I am an experiential learner, though I could enhance my skills in the application of theoretical knowledge for practical computer jobs. SMART Goals:
Created During this semester, I shall work on all exercises and additional practice tasks each week in order to improve my computing skills. Actions: I will take an active part in the workshops to learn by practice and work on the software on my own to develop proficiency. Resources: Course materials, online lessons, practical workshops, and feedback from lecturers, ongoing during the current academic semester.
 Success Criteria: More confidence and competence shown in assessments and assignments. Reflective Commentary I undertook a reflection process based on Gibbs’ Reflective Cycle (1988) to think about my personal issues and realize that procrastination and lack of confidence were some of the main issues influencing my academic performance. Reflecting on my problems helped me understand the importance of planning and effective communication. 
Analysis of the problem helped me understand that SMART goals offer actionable means of enhancing performance (Doran, 1981). Reflective learning is useful in personal advancement by regularly reconsidering my goals. Moreover, recognizing my leaning style of implementation means I can plan my personal development in line with my leaning incline (Kolb, 1984). 
Conclusion
 This personal development plan highlights specific goals towards enhancing time management, confidence, and computing skills, which are important factors for academic and job success. Using this plan and undertaking a review process, it will be possible for me to work on my weaknesses and capitalize on my strengths, thereby making a positive contribution towards both personal and professional aspects.
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Introduction
“Learning to Learn” is an important skill that enables lifelong learning and adaptability in the ever-changing marketplace. This topic will discuss strategies that learners can apply to enhance agility, eliminate counterproductive learning habits, and develop their ability to learn well.

1. Learning Agility and Its Relevance to Employability
"Learning agility" is the trait of quickly being able to learn new skills and applying different knowledge to new contexts. It is especially pertinent to employability because of the constant learning that is taking place in the new world of job evolution, thanks to advancements in technology. "Agile" learners are positive about change and are also good problem solvers; they are a source of immense value to employers (Cottrell, 2019).

2. The Need for Unlearning and Dropping Unproductive Habits
"Unlearning is the process by which one discards outdated or false information, beliefs, or practices when they are no longer useful." Unlearning is important because when people hold on to old practices, they may not be very effective in terms of innovation. Through unlearning, one creates room for innovation (Dweck, 2006). It is even more important in an environment where innovation is a continuous process.

3. Traits of an Agile Learner & Techniques for Enhancing Learning Ability
While agile learners usually have the following learning qualities like curiosity, open-mindedness, resilience, and proactivity, those willing to become learning agile may take the following steps:
Determine specific, realistic educational objectives.
Engage with reflective practice to make sense of the learning process.
Try to gather feedback and use it constructively.
Vary the modes of learning, such as exercises and group work (Garvin, 2000).

Conclusion
Competency in “Learning to Learn” enables one to possess the required skills to perform very well even in a changing workplace environment. Learning to learn, learning to unlearn, or learning to learn in an agile style are the basic steps for this process to take place.
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A 3–4-minute video presentation addressing Task 4 has been recorded and submitted separately alongside this written assignment. The video provides an overview of my self-evaluation, Professional Development Plan, identified skill gaps, and a summary of a Unit 4 topic on becoming a lifelong learner.
LINK:
https://drive.google.com/file/d/181rGespv0JUa8_L3o2u2Gq9w1oeRJ2v9/view?usp=sharing
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