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Introduction: 
This report talks about skills requirements for a graduate job. In this report I am going to discuss about my personal skill along with my academic skill. This module helps me to analysis my skill and develop me for my better future. Personal development is a process that leads to an action plan based on future goal. Normally we develop our plan based on our lacking and possible improvements. We have to set our future goal or possible target and then we can make specific plan which help us to reach the goal. We all have to set our short-term and long-term goal for the future. The primary purpose of any PDP is to help us to reduce our weakness and make us more competitor as an applicant for any job sector. Skill development is one of the major factors in personal development process. There 2 types of skill. Soft skill and hard skill. Communication skill, social skill, flexibility, integrity, positivity, responsibility, term work, courtesy & ethics are considered as soft skill of any person. On the other hand, academic qualifications, machine learning, programming, technological skill, project management, database management all those are considered as hard skills of a person. We have to consider both if we want to gain the ultimate success in future.          We all have to work hard to enhance our skills so that we can enhance our change of getting any job in future. PDP helps a person to know his or her current position and also identify lacking. PDP leads a person to an actionable plan. This system also gives a person on progress criteria and required target. Today is the world of competition. In this era without having skill and knowledge we cannot achieve success (Webb, 1991).               









Working experience: 
I have been working as a shift running manager in Mac Donald’s. They are one of the largest fast food restaurants company in this world. Currently I have been working in their Seven King's Store. In my working area I have to deal with various people every day. My core duty is to ensure the best possible service for our consumers. Every company has their own department according to their working specification. I have to manage all the departments in my company and ensure proper communication between all of them. In my job life I used to need both soft and hard skill. As I have to manage various department in my company, I need to be very good in communication skill. I have to build a good communication channel for all the departments. I have to have to gather information and transform all those towards our department directors. Communication skill is very important skill for any subordinates to manage any situation. Every company want to recruit those members who have good communication skill. I also have to manage and deal with various types of people as a HR department’s supervisor. Social skill is also very important form me. (The Balance Careers, 2019) I need to manage all the people with my behavior. Social skill is also very important for me as I have to give motivations to my group members. Team working skill is also useful for me as I am the team leader of a marketing group. I have to give them proper instructions and try my best to find out the best possible performance from each individual. I have to give them proper motivation and inspiration when they need. Project management skill is also important for any supervisor. I have to take responsibility of different types of project and try our best as a team to get the deal done for our company. I also have to use my academic skill in my job profession. I have to relate all my knowledge and try to implement in my job criteria. Academic skill is also very important in any job sector. I also need to use my database management skill to evaluate people’s performance. Base on that information I have to take all the necessary steps for the people. Database management skill is a very important and valuable skill for any employee. Person who’s have a good knowledge on the over all database management system they can enjoy more facilities from the company. 
Skill that I already have: 
Firstly, I am very confident as a person. I always try my best to give my 100% in every situation. I have a very good communication skill. I can build communication very easily with people. Another important factor in communication is maintenance. Maintain good communication is another important factor. Every company needs to maintain good business communication with their partners. Company can send offers and promotional tools though communication channel. There are various types of communication tools those needs to use properly. Gmail, Microsoft teams, Hip chat, Zoom, Skype, G Suite etc. people needs good technological knowledge to manage those applications. I already have this technological knowledge over those applications. I have good skill of managing MS Word, MS PowerPoint, MS excel & MS Access. All those software helps the company to manage their information properly. So, this will be an advantage for me when I want to achieve my ultimate goal. Social medial management is very important tools for any company in this world at this present time. Social media marketing is opening a new door of marketing and promotions for any company. Now any company easily can reach young generations though social media. Vital promotional offerings are delivered though social platform like Facebook, Instagram & twitter. I have previous experience of managing social platform for my company. I know how to manage those platforms properly and how as a company we can gain more audience though social platform. I have a good leadership quality. I can manage many people and give them necessary directions when needed. I was team leader in project management team. In that time, I have to analysis all the possible situations properly and prepare every project. Team work and leadership is very important to manage any project properly. As a leader I always have to know my them member’s skill properly and then I have to divide all the necessary work between them based on their skill. I am very good at this work. All my team members are very happy to work with me. And I always receive positive feedback from my team members. As a person I am very open minded as a person. When any employee came to me and share any problem or conflict, I always try my best to give them proper motivation. Conflict management is very important for ensuring a good organizing culture of a company. I am good at conflict management factors. Database is an asset for any company. It’s very important to manage the database of the company. I have a few experiences of working with the database management team of my company. I have basic knowledge on the system and how it works for the company. This will be very vital skill for any person in a company. I am also very good at presentation skill. Convincing people is a skill. I also have the ability to convince people and get the necessary job done for our company. I also have some experience of giving training to our employee about cross cultural factors. I have an experience of providing on the job training to our workers. On the job training usually help employee to become more skilled and professional as an employee. Those are some of the remarkable skill that I already have by doing job. This module also helps me to give me more academic knowledge. This module helps me to develop my presentation skill a lot.       
Skills I need to develop for a better job: 
Though I have quite amount of skill and experience still I have to develop some of the factors. Public speaking is one my weakness. I don’t feel that much comfortable to give public speaking. I have to develop this if I want to gain success. Networking is another important factor that I need to developed. I also need to gain more experience from part time job in different sector. If I work in different business company, I can gather knowledge about their business environment. Those working sector give me enough knowledge about organizational cultural difference and different leadership styles. All those help me to develop a better person for the position. I am not that much good in statically analysis. This skill I needs to gain in future. I have to do some academic courses to develop my knowledge on statically data analysis. This help me do become more expert on situational analysis. Ultimately this helps to develop entire decision-making process. Taking responsibility is a very important skill for a leader. I think I have to take more responsibility to understand the business culture & operational process of our company. Operational process is a vital knowledge for any future leader. I have to observe more on the overall operational management system.          








Personal development Plan: 
	
	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 1 - My Goals

What are my overall goals that I want to accomplish in this time period?



Example: become a Student Affairs Officer; learn computer graphics
	Short goal: line manager 

Time frame: 6 months  
	Mid goal: operational manger

Time frame: 2 year  
	Long goal: head of HR department 

Time frame: 3 year 

	Section 2 - Skills and Knowledge to be Learned

What specifically do I need to learn? What project do I need to work on?



Example: Student advising; Banner; Dreamweaver; develop a procedures manual
	
Communication skill 

Networking skill 

Technological skill 


	
Project management skill

Database management skill 

Public speaking skill 

Presentation skill 

 
	
Leadership skill 

Problem solving skill 

Analytical skill 

Decision taking skill  

	Section 3 - Next Steps

How am I going to acquire the skills and knowledge? How am I going to do this project?



Example: take Dreamweaver class; do an informational interview; set up a project outline
	
I will attend seminars. 

Will gain academic knowledge from collage 

Learning though doing work 

Working as a subordinate in big project 

Group working   
	
Do and observe the job from real life experience 

Event management 

Project handling 

   
	
Learning from previous experience 

Solve various types of problem in critical areas 

Manage risk and take vital decision in time  

	
	Short-Term Time Frame

What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame

What do I want to accomplish in the next six months to two years?
	Long-Term Time Frame

What do I want to accomplish in the next two to three years?

	Section 4 - Resources


What resources do I need?


Example: free time; funding
	
I want to do academic courses. And part time job to gather knowledge. 

Fund: family    
	
I have to do job in various company to gather vast knowledge about organizational culture. 

Funding: myself  
	
I have to perform best in all the possible sector. And gain knowledge and implement those in decision taking period.  

	Section 5 - Time Schedule

What is my time schedule?
	
	
	

	

When will I start?
	

27 august 2019 
	

1 march 2020
	

1 April 2022  

	

When do I expect to finish?
	-27 February 2020
	1 march 2022 
	1 April 2025  

	Section 6 - Completion

When have I completed each step?
	□ 	
Date

□ 	
Date

□ 	
Date
	□ 	
Date

□ 	
Date

□ 	
Date
	□ 	
Date

□ 	
Date

□ 	
Date



Recommendation:
I have to be more professional and confident over myself. I need to gain enough academic knowledge from educational institutions. Experience is mandatory for us if we want to gain success. I also have gone through trial and error process. This help me to become more thinker as a person and take the best possible decision in critical period. I have to set my sport time target and first try best to fulfill those. (Kelly, 2007)
Conclusion: 
Personal development plan helps a person to provide framework that will indicates the current position of a person and also those areas which requires to develop. In every personal development plan, we have to identify our future goal. We have to work very hard to achieve the goal. We have to prepare ourselves by gathering experience. This helps to ensure efficiency and make some more potential. Proper time management is a very factor for any personal development plan. (Top Universities, 2019)                                     
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