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[bookmark: _Toc116877000]Introduction
Career planning refers to the deliberate and proactive process of identifying one's interests, abilities, values, and goals in order to make informed career decisions. It involves exploring options, setting short and long-term objectives, acquiring necessary skills, and taking action to achieve career success (Bogomaz, Kozlova and Atamanova, 2015). I have presented four issues related to career planning and professional learning in this portfolio report. Firstly, I will state my career objectives and the motivation that inspired me to have this career objective. Secondly, I will conduct a personal SWOT analysis to assess my own skills and potential limitations. Thirdly, I will outline a Personal Development Plan (PDP) to enhance my skills and address any deficiencies. Finally, I will reflect on the relevance of the concepts learned in this class to my career planning process.
[bookmark: _Toc116877001]My career objective and motivation
I am in charge of figuring out my own career objectives. My objective in the professional world is to develop my position as a project manager working in the service industry in the United Kingdom. Due to the fact that I am very good at understanding projects and that I have a wealth of experience managing a variety of different projects that I have gained through my previous work experiences, I have come to the conclusion that project management would be an excellent career path for me to pursue. Consequently, I believe that a profession in the field of project management would be an excellent choice for me.
Because it contributes so much to the UK economy (about 80% of GDP), I will concentrate on the service sector (Morishita, 2020). In addition to this, the service sector in the UK has been growing at a rate that has been quite consistent throughout the course of the past ten years of economic growth. The fact that the service sector has been the primary employer in the UK for the last 18 years was a major factor in my choice to enter this field (Jakic, Wagner and Meyer, 2017).
[bookmark: _Toc116877002]Assessing my skills: Personal SWOT analysis
[bookmark: _Toc116877003]Strengths
Because of my strong communication skills, I am able to convey messages to their intended recipients in an accurate and efficient manner, and I am also able to accurately interpret the intended meaning of the messages sent to me by others.
Because I am skilled at bargaining, I was able to secure the best possible result from a scenario or transaction while still ensuring that all sides were satisfied. My ability to negotiate has also been shown in my work life, where it was important in my success in obtaining a promotion and an increase in pay.
When I was forced to deliver a presentation in front of my whole workplace, I used my strong presenting abilities in order to successfully complete the task. I was able to make a presentation that was both clear and succinct, and it was received very well by my coworkers.
[bookmark: _Toc116877004]Weaknesses
I do not have good MS package abilities. My inexperience in dealing with Microsoft packages is also reflected in the fact that I find it challenging to participate in activities related to MS packages in my classes.
I am not a good leader since I lack strong leadership qualities. Because I have never been given a chance to manage a team in my work life, my lack of leadership abilities is readily apparent in that context.
I do not have great problem-solving abilities. Because I have never been given a chance to solve an issue in my professional life, it is clear that I do not possess the abilities necessary to solve problems.
I do not have great team-working abilities. My inability to collaborate well with others is readily apparent in the context of my professional life, in which I have never been offered the chance to contribute to the effort of a group.
[bookmark: _Toc116877005]Opportunities
Taking a class in Microsoft Word, Excel, and PowerPoint will help me become more proficient with Microsoft Office. Increasing my proficiency in Microsoft Office will make me more knowledgeable across a variety of professional and academic domains (Davies, Curtin and Robson, 2017).
Taking a class specifically devoted to the topic of problem-solving will help me become more adept at the skill. If I can increase my ability to solve problems, I will be able to make a significant contribution to my professional sector.
[bookmark: _Toc116877006]Threats
My career goals include working as a project manager, but there is a risk that I won't be able to advance my knowledge of Microsoft packages, which might lead to difficulties in achieving those goals. This is because the project manager has to have extensive knowledge of MS package management (Grima-Farrell, 2015).
My career goals include working my way up to the position of project manager, but there is a risk that I won't be able to advance my leadership abilities. This is because a project manager has to have excellent leadership abilities to lead a group of people successfully (Davies, Curtin and Robson, 2017).
[bookmark: _Toc116877007]Personal Development Plan (PDP)
I want to enhance my MS Package skills: To enhance my MS Package skills, I will need to read how MS package works. I will also practise MS Package for my professional and academic purposes. Resources I will need are a computer with MS Package installed and courses or classes that can help improve my skills. I want to reach the milestone n 20 April 2023.
I want to hone my leadership qualities: I will take courses or attend workshops specifically related to leadership to enhance my leadership skills. I will also actively seek opportunities to practise my leadership skills, such as leading a project team in my workplace or volunteering for a leadership position in a club or organization. My goal is to reach the milestone of being able to lead a team by 15 July 2023 successfully.
I want to improve my problem-solving skills: To improve my problem-solving abilities, I will take courses or attend workshops related explicitly to problem-solving. I will also actively seek opportunities to practise my problem-solving skills, such as participating in a team project where I am responsible for solving a particular issue. My goal is to reach the milestone of being able to successfully solve a problem on my own by 10 August 2023.
[bookmark: _Toc116877008]

Reflecting on the concepts I have learnt in the class.
In my reflective essay, I have discussed the importance of various workplace concepts such as presentation skills, effective communication, and adaptability. I have also talked about the importance of active listening in order to enhance one's ability to communicate effectively. In reflecting on these concepts, I have applied Gibbs' reflective model. This includes identifying an event or situation, describing the feelings or thoughts I experienced, making sense of these feelings or thoughts, and finally, drawing conclusions from this experience (Grima-Farrell, 2015).
[image: ]
Figure 1: Gibbs' reflective model
(Grima-Farrell, 2015)
Description: In this module, I have learnt about various workplace concepts such as presentation skills, effective communication, and adaptability. This involved being clear and concise in my presentations and communicating effectively through both verbal and non-verbal means. I also learnt about the importance of active listening in order to gain a better understanding of others' perspectives.
Feeling/thoughts: In reflecting on these concepts, I felt that they were both challenging and interesting. Presenting clearly and concisely was tough as it required a lot of practice, but I also found it to be very rewarding. Similarly, being able to communicate effectively was challenging but also helpful in terms of building trust and rapport with others.
Evaluation: In order to apply these concepts effectively in my professional career, I will need to continue practising both presentation skills and effective communication strategies. This will involve focusing on clarity and conciseness, as well as using a variety of verbal and non-verbal communication techniques. I will also need to focus on active listening in order to understand others' perspectives better, gather more information, and build trust and rapport.
Analysis: I believe that these concepts will benefit me greatly in my professional career. They will enhance my credibility and reputation as a competent communicator and problem-solver. In addition, they will increase both my job satisfaction and opportunities for advancement within my organization. Ultimately, I am confident that being able to communicate effectively and adapt to change will lead to both personal and professional success.
Conclusions: Overall, I believe that being able to apply these workplace concepts in my professional career will be extremely beneficial for my success and advancement. I will need to continue practising, but I am confident that these skills will help me tremendously in my career.
Action Plan: In order to continue practising these concepts, I will make a conscious effort to actively listen when communicating with others. In the following section, I am elaborating on the action plan. During the module, I learnt different personal and professional development concepts. In this section, I will reflect on what I have learnt and how I can apply the learning in my personal or professional career.
[bookmark: _Toc116877009]Professionalism
Professionalism is one of the most important concepts I have learnt throughout the module. This entails conducting oneself in a manner considered appropriate in the workplace (Diale, Pillay and Fritz, 2014). This includes having a positive attitude, dressing appropriately, being punctual, and maintaining confidentiality. I have also learned that professionalism also involves continuously growing and developing as a professional. Regarding my professional career, I will always strive to exhibit professionalism. This includes being punctual to meetings and completing tasks on time, dressing appropriately for the workplace, and maintaining confidentiality in all situations. I will also always keep a positive attitude and continuously seek opportunities for personal and professional growth. I strongly believe that learning about professionalism will present me with many-folded benefits. Firstly, it will enhance my credibility and reputation as a professional. Secondly, it will increase my job satisfaction and opportunities for advancement. Lastly, being able to exhibit professionalism will help me achieve my career goals and ultimately lead to success.
[bookmark: _Toc116877010]Teamwork and collaboration
I have also learnt about the importance of teamwork and collaboration in the workplace. This involves valuing diversity, actively participating and contributing to a team, and effectively communicating with others (Ramia et al., 2016). In my professional career, I will make sure to value diversity and respect the perspectives and contributions of all team members. I will also actively participate in team meetings and tasks, ensuring that I communicate clearly and concisely with others. As teamwork is crucial for achieving success in the workplace, I believe that honing my abilities in this area will benefit me greatly. It will enhance my credibility as a team player and open up opportunities for advancement within my organization. I strongly believe that valuing teamwork and collaboration will ultimately lead to both personal and professional success.
[bookmark: _Toc116877011]Presentation skills
Another important concept I learned during this module is the importance of excellent presentation skills. This includes being prepared, using appropriate non-verbal communication, and engaging the audience (Ramia et al., 2016). In my professional career, I will always thoroughly prepare for presentations and meetings. I will also improve my non-verbal communication by maintaining eye contact and utilizing hand gestures effectively. Furthermore, I will strive to engage my audience through various presentation techniques actively. I believe that having strong presentation skills will benefit me greatly in my professional career. It will enhance my credibility and reputation as a confident and effective communicator. It will also increase my opportunities for advancement and ultimately lead to success in my profession.
[bookmark: _Toc116877012]Effective communication
Along with presentation skills, I have also learnt about the importance of effective communication in the workplace. This involves being clear and concise, actively listening, and understanding non-verbal cues (Markham, Gentile and Graham, 2017). In my professional career, I will make sure always to communicate clearly and succinctly. I will also improve my active listening skills and attention to non-verbal cues. I believe that honing my abilities in effective communication will benefit me greatly. It will enhance my credibility and reputation as a competent communicator and open up opportunities for advancement within my organization. Ultimately, I firmly believe that being able to communicate effectively will lead to both personal and professional success.
[bookmark: _Toc116877013]Adaptability
Additionally, I have learnt about the importance of being adaptable in the workplace. This involves being able to handle unexpected changes and challenges, as well as being open to new ideas and perspectives (Diale, Pillay and Fritz, 2014). In my professional career, I will strive to remain flexible and open-minded in the face of unexpected changes and challenges. I will also continuously seek out new ideas and perspectives in order to enhance my own growth and development. I believe that being adaptable will benefit me greatly in my professional career. It will enhance my credibility and reputation as a flexible and innovative individual. It will also increase my job satisfaction and open up opportunities for advancement within my organization. Ultimately, I strongly believe that being able to adapt and embrace change will lead to both personal and professional success.
[bookmark: _Toc116877014]Active listening
Another concept that I have learnt during this module is the importance of active listening in the workplace. This involves fully paying attention, paraphrasing and repeating back information, and asking relevant questions (Markham, Gentile and Graham, 2017). In my professional career, I will make sure always to give my full attention when communicating with others. I will also work on paraphrasing and repeating back information to ensure understanding, as well as asking relevant questions in order to gather more information. I believe that honing my active listening skills will benefit me greatly in my professional career. It will enhance my credibility and reputation as a competent communicator and problem-solver. It will also increase my job satisfaction and open up opportunities for advancement within my organization. Ultimately, I strongly believe that being a strong, active listener will lead to both personal and professional success.
[bookmark: _Toc116877015]Conclusion
This module has taught me various personal and professional development concepts that I can apply in my personal and professional career. Continuously reflecting on and improving upon these concepts, I believe that it will enhance my credibility and reputation as a professional individual. It will also increase my job satisfaction and open up opportunities for advancement within my organization. Ultimately, I strongly believe that continuously applying and improving upon these concepts will lead to both personal and professional success.
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