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	My Career Path  [image: ]
· To be in a higher position, such as Business manager or HR Manager
· I want to gain knowledge on how to seek more opportunities in my career 
· Completion of this course, I will gain the skills that’ll help me achieve my career goal
[image: ]
SWOT Analysis
[image: ]Strengths	Opportunities
· Time management	             - Build network to seek more knowledge 
· Note taking
· CV Writing

Weakness – Area of development                   Threats               
· Referencing                                   - Not having the knowledge 
· Public Speaking
Time Management 
· [image: ]Time management is an effective way to balance daily work and personal tasks  
· Mostly I have practically used methods to prioritise task such as;

Eisenhower Method
	Very important Not Urgent
	Very Important Very Urgent

	Not important Not urgent
	Not important Very Urgent




· Outcomes are finishing work on time, meeting deadlines and satisfaction of completion of work.                                                          (Nan, 2020)
	Note Taking	[image: ]
As a worker or student, note taking has help me in lots of ways, for example;
1. Note taking has been a pro- active tool to help me checking off equipment's and identifying problems around my work area.
2. Note taking plays a bigger part when doing an investigation or disciplinary meeting. 
3. Attending classes or meeting, taking note becomes the evidence of your attendance too.  

(Bothin & Clough, 2012)
Writing 	[image: ]
A cv is also known as an individual written résumé containing skills, education and work experience the person have, 
· CV is a short document that people use for job search
· CV is a chance to impress employers with the skills and experience the person has
· A good CV is very important because, this will be the first thing that employers will see to decide whether I am qualified for the job criteria.                                         (Mortell, 2006)
PDP – Personal Development Plan
	What
(Task)
	•
	Referencing
	

	
	•
	Public speaking
	

	How
(Commitment)
	•
•
	Practice referencing from different articles or books online Practice referencing and keep records in note tools
	

	
	•
	Watch more videos of leaders
	

	
	•
	Practice in recording
	

	Who
(Support)
	•
•
	Ask lecturers to help and guidance (Anita Nan)
Student who have masters referencing and share knowledge
	

	By When (Time)
	•
•
	By the end of Feb 2021 End of this module
	


[image: ]Learning Outcome
Through this presentation I have learn how to; 
· Analyse my performance using SWOT
· Present a presentation using power point 
· Create CV and cover Letters and its importance
· Put a PDP together to improve performance
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