



1. Introduction 
The present paper will focus on the analysis of my own PPDP in relation to my current skills and my educational project. 
In the sense of my personal/professional development I analyse the context of academic and employability (hard & soft) skills in real life. Furthermore, I present my personal SWOT analysis and reflect on my own PPDP. Last, I apply as an example the model of Kolb’s circle to explain how I will develop three specific skills.

2. Skills definition and analysis 

A common online dictionary defines the term skill as ‘’the ability, coming from one's knowledge, practice, attitude, etc., to do something well’’ (Dictionary.com, 2020). More importantly, skill is defined as “competent excellence in performance; expertness; dexterity”. It is this second definition which is my goal in my own educational programme. Much more than the ability, we as students are looking for the excellence.

As students we aim to develop the skills we already have because of our experience, with new training, in theory and in practice with exercises. What skills do I already have? What skills do I need to develop? Those are few of the questions that I need to answer in order to organise and improve my skills through my studying.

Here is a list of the main skills that are necessary for my own professional development:

· Research skills: Planning ahead, finding appropriate sources & evaluating sources
· Time management & Organising skills: the ability to use time effectively 
· (Morgan, P. 2017, p.50)
· Effective Communication skills:  listening, verbal/nonverbal and written communication
· Team Working: People working together as a group to achieve synergy
· Problem solving & creativity: Ability to approach the problem from different aspects
· Self-confidence: Self-awareness and confidence to achieve goals
· Presentation skills: Using communication as well as technological tools to deliver information effectively.  ‘A presentation is the oral delivery of information to achieve (a) particular objective(s)’ (Morgan, P. 2017, p.180)
· Critical thinking, Reflexion & Analysis: A strong argument, the way to evaluate and judge a situation.
· Referencing skills: ‘’the ability to organise and present notes, data, etc. for effective understanding ‘’ (Dictionary.com, 2020)
· Employability skills (They should demonstrate the above skills)

University studies are all about improvement. On the one hand, social life and networking in university can help students develop interpersonal skills and on the other, it is through studying itself that students develop critical thinking, academic writing, effective communication skills and so on.
Therefore, I will take some time to define four categories of skills:

· Academic Skills are transferable core skills you develop through learning, such as critical thinking, effective communication, analytical thinking, creativity, reflection and the ability to solve problems.

For example, writing this academic essay requires me first a good understanding of the topic, then researching skills, prioritising and using time management in order to analyse and evaluate all this information effectively. Furthermore, I needed to reflect on my own learning, and learn how to avoid ‘Academic Misconduct’ (see ‘For you to do 'exercise on Morgan, 2017 p.125).
[bookmark: _Hlk38982479]
· Employability skills are the essential skills, personal qualities and values that enable you to thrive in any workplace (jobjumpstart.gov, 2018).

In simple words, the skills that I aim to develop by studying will become my Employability skills and therefore improve those abilities which employers seek between candidates. Looking on the government’s guidance to universities, in particular the page on research with employers as well as the Confederation of British Industry, these skills can be presented in a list as bellow: (see ‘For you to do’ Morgan, 2017 p.24-25)
· Time management
· Oral & written communication 
· Listening skills
· Adaptability 
· Effective solving problem
· Proactivity and positive attitude 
· Effective team working
· Organisation awareness

Those skills are important for personal and professional development and crucial for my future employment. For example, in order to complete this assignment first I needed to read the instructions to understand what I needed to do. Second to organise my time, especially being currently in quarantine and studying online, to prioritise and plan accordingly. Also, I needed to learn new academic skills, written skills, which I did not have to use in my past employment. While I know how to search the internet, I had to learn new skills off referencing and avoiding academic misconduct. Finally, I am daily learning new IT and presentation skills using the Microsoft Suite. Last, I needed to reflect in depth on my own development and think about what I could do different. What results am I aiming for and what skills I believe I need to improve.

· Hard skills are skills you can learn in college, in a classroom or online. They are more measurable, like marketing, administration, IT skills, project management and so on. Usually those skills are required in a job description and we may need to demonstrate our qualification to the interviewer. 

· Soft skills, people skills are more communication skills, part of personality and character in sense of appearance, attitude and behaviour. Certainly, soft skills are important in order to build a business career and nevertheless, employers are seeking people with positive attitude, self-motivated to fit into organisation culture. However, management experts Brown and Hesketh highlight (in Morgan, 2017, p.46) that ‘’who you are matters as much as what you can do’’.

3. Personal SWOT analysis

SWOT analysis has been a powerful tool for me to use in order to recognise my strengths and weaknesses, as well as threats and opportunities presented to me in my PPDP. The knowledge of these aspects has helped me project how I can improve my skills. However, it was not an easy task, because I needed to make the effort to see my path until today from an objective point of view, invest time and show persistence. This can be my guide in order to organise my work as a student in the future. 

‘All good personal development activities require some formal input and some forms of practice. In that sense, practice + feedback + motivation can help to ‘make perfect’, but without practice, there will be very little skill development.’ (see Morgan, 2017, p. 37)




	INTERNAL FACTORS

	STRENGTHS
	WEAKNESS

	1. Qualified Physiotherapist 
2. Studying Higher Education in Workplace (level 4)
3. Working in Hospitality Industry 20 years 
4. Can-do attitude 
5. Presentable appearance  
6. Experienced team worker 
7. Oral communication skills 
8. Knowledge of financial spreadsheet system  
9. Experienced in dealing with difficult situations
10. Good operational skills
11. Good with following deadlines 
12. Driving licence – moped owner 
13. Yoga – meditation instructor 
14. Discipline/ self-motivated 
15. Committed
16. Open to trying new things 

	1. Limited qualifications in Management
2. Limited online networking skills 
3. Minimum knowledge in marketing 
4. Lack of knowledge regarding budgets
5. English language in average level
6. Average writing skills
7. Living away from home country
8. Lacking home support system (close friends and family)
9. Difficult to access professional circles in new country
10. Not sure how to use technology efficiently
11. Limited experience with professional presentation 
12. Very little spare time for study
13. Poor finance for studying
14. Stubborn personality
15. Very competitive
16. Difficulty in coping with what I perceive as unfair behaviour in the workplace
17. Poor listening skills 


	EXTERNAL FACTORS

	OPPORTUNITIES
	THREATS

	1. Aim for promotion in my current job
2. Business development – growth of organisation in my previous job 
3. Training within the organisation in order to take more responsibilities 
4. New job vacancies available 
5. Financial studying support from UK government 
6. Studying in UWTSD
7. Opportunity for personal/professional development 
8. Learning & practice through studying  
9. More spare time regarding COVID-19 situation for study and practice 
10. Explore technology – online studying regarding COVID-19 
11. Alternatively, I can teach more yoga classes
	1. Possibility for redundancy because of COVID-19
2. Possibility to return to home country
3. Financial issues to hospitality industry through COVID-19
4. Employees competition to available vacancies
5. Negative impact of COVID-19 into personal goals
6. Financial problems
7. Changes by UK government for EU citizens 
8. Family health issues because of COVID-19 
9. May lose my teaching hours in yoga studio through COVID-19




One of my personal goals for my future is to work in operations. To become an Operation director, I need to develop many skills, both Academic and Employability, such as soft and hard skill as well. For example, I need to build a professional communication style in English (written & oral) in reports and PowerPoints.
In the next paragraphs, I will apply Kolb’s Learning Cycle (1984, quoted in Morgan, 2017 p.33) to demonstrate how I can develop three specific skills for my profile.

SKILL 1: social networking online and face to face in order to explore other jobs

· [bookmark: _Hlk38708493]Experience: I am not using LinkedIn successfully for job research
· Reflective observation: LinkedIn is one of the most important networking tools for my kind of jobs and future career, as I can see form examples around me
· Theorising: Today many seminars exist to demonstrate the effective using of LinkedIn within the programme I am currently working in UWTSD
· Planning: I will practice the feedback I get from my studying online and aim to join in more social groups near to my job and career



The SWOT analysis shows that my great weakness is my lack of formal training and qualifications which is why I have selected this programme. Already I am working on those academic skills and employability skills presented above. 
· Practice using social networks online and face to face in order to explore other jobs
· My strength is the capacity to be flexible and to look for alternatives such as for example my yoga training and teaching. So, I can explore more opportunities after my qualification. 


SKILL 2: Communication skills: effective listening and paraphrasing

· [bookmark: _Hlk38985019]Experience: I experience many cases where I failed to communicate effectively with my team as a team leader even though I talked to them a lot. 
· [bookmark: _Hlk38713349]Reflective observation: Even though I talked to my team a lot, my message does not appear to get across. l also remember the consequences of these misunderstandings 
· Theorising: The theory of communication teaches us that listening to others’ problems and point of view as well as paraphrasing what they are saying to make sure that we understand them are crucial skills in personal & professional relationships.
· [bookmark: _Hlk38713451]Planning: In terms of improvement I plan to pay more attention to others are saying to my workplace and my daily life. Also, I will make use to paraphrase the person I am talking to, that is, to repeat what they said to me in my own words and ask them if I have understood correctly.






[bookmark: _Hlk38718119]The SWOT analysis shows that one of my weakness is communication even sometimes because of my English language skills. One solution to build communications skills is to listen others more carefully and repeat to them what was said to make sure we understand each other. It is important to keep a 2-way communication open.
· I am practicing daily those skills in order to improve my relationships in all aspects.
· My great strength is that I am sociable and flexible in my communication attitude.




SKILL 3: Academic writing skills to improve my career 

· Experience: I am not using academic writing in my workplace very often and I had never got any instructions  
· Reflective observation: As an operation manager, report writing is one of the most necessary skills to improve my career 
· Theorising: This course shows me how I should use academic writing effectively 
· Planning: To use the feedback from my tutors in order to improve my skills 



The SWOT analysis shows that one of my great weaknesses is academic writing. This is because I did not continue my academic education, so I did not have to write reports in my life. 
· Studying in the university is helping me improve these skills.
· In that case my weakness as a ‘’stubborn personality’’ is becoming my strength. Working constantly can help me achieve my goals.

4.Conclusion 

In this assessment we have covered predominant skills in relation to SWOT analysis. We have defined and analyse Strengths, Weaknesses, Opportunities and Threats parallel to PPDP. This report demonstrates the importance of these powerful tools for personal and/or professional development plan and the relationship between them. We have also presented  Kolb’s Model and used to analyse different personal (academic and employability) skills relevant to PPDP in Smart Art graphics as examples in practice. In this way we make clearer how this circle works. Last, but not less important we examine how ‘’practice makes perfect’’ (Morgan, p. 36) and also the interaction relation in forms of ‘practice +feedback +motivation’ for the same purpose.

5. Appendices
[bookmark: _Hlk38810231]PPDP


	IOANNA BAKOGIORGOU 
	Short-term time frame
	Mid-term time frame 
	Long-term time frame 

	· My goals:

· Professional & 



· Personal 
	· Improve my communication (academic writing &networking) skills
· Teaching yoga regularly
	· Get promotion within my organisation 
· Establish my teaching skills and organise my first yoga retreat 
	· Become Operation manager 
· Organise 2 yoga retreats every year 


	Skills and knowledge to be learned 
	· Networking and writing improvement 
· Practice more to improve my teaching skills 
	· Capable to use networking and academic writing fluence 
· Take more courses 
	· Use my communication skills in daily life to improve my PPDP
· Become qualified teacher trainer so I can teach instructors 

	Action taken – Who I am going to achieve my goals 
	· Finish successfully the course with UWTSD
· Participate in yoga workshops  
	· Continue my studies to University  
· Complete the  2nd Yoga Teacher Training 

	· Complete my BA in Management 
· Complete the 3rd Yoga Teacher Training 

	Recourses 
	· Need more spare time & financial support 
	· I need stability and healthy lifestyle 
	· I need commitment, improvement and Financial support 

	Time schedule 
	Three to six months 
	Six months to two years 
	Next two to three years 

	Completion 
	Signature – Date 
	Signature – Date 
	Signature – Date 
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Experience
I am not using Linedkin successfully for job research



Theorising
Taking courses to assist my development 


Planning 
Practice the feedback i get 


Reflection
Linkedin is one of the most important tools



Experience
Misunderstandings


Reflection
Taking a lot but not listening 


Theorising 
Listening & paraphrasing are important skills  


Planning 
Practice and improve through feedback  



Experience
 Limited use of writing  


Reflection
 Powerfull skill in all careers 


Theorising 
Learn the structure of reports 


Planning 
Take into account the feedback from my tutors 
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