



          The aim of this reflective essay is for me to demonstrate an understanding of the employability skills, I managed to develop while studying at this module ‘Personal and Career Development’. Identifying what skills, I have used during my classes or during the completion of different academic tasks, can help me develop self-awareness,  spot gaps in my skills and when opportunities of employment will arise, I will be able to convince my employer of my suitability for the job. This reflective report is based on my activities including: SWOT analysis, Smart goals, Johari Window, Personal development plan and learning style. 

While studying for this module, I was encouraged to use the SWOT tool of analysis to identify my capabilities. This model is used by businesses or individuals to identify their internal strengths and weaknesses and external opportunities and threats (Harris, 2018). This analysis can help me to identify gaps in my employability skills. Once I become aware of their existence, I can take proactive actions to work on their development. According to Cottrell (2021), students who know their strengths as well as weaknesses have higher chances of success. For example, at the end of this module I have to attend an interview. Acknowledging my lack of presentation skills and verbal communication gives me plenty of time to prepare for my interview and practice the use of these skills before attending it. This increases my chances of success and my confidence during the task itself. Analysing this experience, the use of SWOT analysis contributes to my professional development by acting like a foundation level for my personal development plan. I developed an action plan that includes a smart goal for developing my presentation skills and verbal communication skills and I decided on practicing everyday speaking more with my colleagues to enhance my pronunciation and boost my confidence level when communicating in English. 

During this module, I have also come across SMART goals and their purpose for me as a student. According to Allan (2019), SMART goals can help me achieve clarity, measure my performance, and make sure my goals are achievable and realistic. Even though I thought it is an easy technique to follow, when I started to write goals on paper, I realised that before this practice, I never actually planned what steps do I need to take to meet a goal. For example, I was thinking to achieve an academic qualification to improve my career prospects. While, completing this task, I realised that my career will not suddenly improve if I do not also work on additional steps. SMART goals helped me to divide my big goal into smaller and easier to manage steps that if followed increase my chances of completing my final goal successfully. The appendix includes a copy of my SMART goal set for this academic year. 

While studying for this module, I came across to the Johari Window  for the first time in my life. When I first completed this activity I felt a little bit nervous because I was afraid of others opinion about me and also a bit confused because it was not clear for me how should I use the technique. This is a technique that helps me to know myself better both from my perspective and from the perspective of those around me. It is another technique that allows me to understand myself, understand what I am good at and how I can continue to improve myself (Professional Leadership Institute, 2023). Evaluating my experience, I can see that this technique helped to understand feedback from others and accept it when it comes in a constructive way. It is hard for me to talk about myself and to process negative feedback. However, since I became a student and with the aid of these techniques, I learned to not take feedback as a criticism, to not feel offended but to learn from it because it can help me to improve. The Johari Window also helped me to build trust and improve my relationships with my colleagues (Perry, 2023). I completed this exercise in class with my colleague and I was surprised to see how he sees me even though he does not know me for a long time. Analysing my overall experience, I noticed the benefits of completing the exercise for me and I intend to use them to develop learning development plans for myself.
According to Putter (2023), the use of Personal Development Plan, encourages me to engage in a lifelong learning activity. Using this framework, students can reflect on their academic or work-related activities to identify their strengths and weaknesses, and plan for their personal or professional development. While participating to classes, I understood the benefits of developing a personal development plan for my career development and I am willing to use it to achieve my academic and professional goals.
The development of a personal development plan allows me to be honest with myself, understand my strong abilities, but also acknowledge my gaps. This is a crucial step in my development because from this point on I can identify how to become better and improve. Evaluating my experience of writing a personal development, I noticed that helped me to know myself better and achieve a sense of purpose and direction.  For example, to know myself better, I used the SWOT analysis and reflected on the outcomes of different activities that I conducted. I concluded that I must improve my verbal communication skills. I registered this as a goal for me and I used the SMART goal strategy to identify steps that can help me achieve my goal. The personal development plan is like a sum of learning strategies that can act as a road map for my academic and professional development. The personal development plan can also help me to keep track of my development and cherish my progress. Analysing my experience, I can see that the use of a personal development plan can increase my motivation and focus and increase my overall chances of success on personal and professional levels (Open University, 2023).

At university, I learned that we all learn in a different style and that if I wish to learn faster and make the learning process more enjoyable for me, I should identify my own learning style and use techniques associated with it to enhance my learning process. Even if I did not consider the importance of this aspect, I came to realise its significance since I became a student and I was required to deal with a new type of information: formal academic content. According to the Vark model, there are four types of learners: visual learners, auditory learners, kinesthetic learners and reading writing learners (BAU, 2024). Reflecting on the characteristics of each learner and looking back at how I learn myself, I discovered and acknowledged that I am a kinesthetic learner. This is because I learn better by doing a task (MindTools, 2024). I had many trainings at work where I found it difficult to learn the process until I actually started to do it myself. At university, I find it hard to process information because I never practised it before. It helps me to learn better during classes if the teacher asks questions and involves us in the teaching process. It allows me to think at the topic, interpret it and form my own reasoning. It also allows me to test my understanding when I ask questions and receive feedback on my answers and conclusions made. Considering this, I realised that I am also a logical learner. I can make use of these learning styles and apply them in different contexts to enhance my learning process an memorise information better.
 
To conclude this reflective report, I can say that the models received and applied during this module, allowed me to know myself better, set up clear goals and work more efficiently for my professional development. Applying these techniques can help me to evaluate myself on a continuous basis and evaluate my skills and knowledge against the current needs of the contemporary environment. This can help me stay up to date in terms of skills and knowledge, become a more valuable employee and secure a better position that can enhance my professional life. 
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Appendix 

SWOT Analysis 
	Strengths 
	Weaknesses 

	Written Communication skills 
Time management skills 
Team working skills 
	Verbal communication skills 
Presentation skills 
Problem-solving skills 

	Opportunities 
	Threats 

	Use academic tools and resources for to work on my weaknesses 
Attend workshops and other extracurricular activities to develop new skills 
Use feedback to monitor improvement 
	Distractions 
Personal and work-related commitments
Health issues 
Emergencies 





Smart Plan 
	Specific 
	Measurable 
	Achievable 
	Relevant 
	Time bound 

	Improve my verbal communication skills 
	Increase my in-class participation by 50% 
Deliver a presentation in front of my panel
Receive good feedback from my in-class interview 
	Listen to  podcasts in English to improve pronunciation. 
Communicate more with my colleagues both at work and at university to practice on my speech. 

	Verbal communication skills will help me to demonstrate my knowledge and skills to my employers. 
It will help me to share knowledge and information with others. 
It will help me to minimise misunderstandings in a chat with someone (The Open University, 2024). 
	6 months for review 
12 months for completion 

	Improve my problem-solving skills 
	Use feedback from my assessments to test my ability to answer to the brief’s questions. 
Ask feedback from work to evaluate the efficiency of my solutions. 
	Read independently to develop knowledge about business problems and tested solutions 
	Problem-solving skills will help me to deal with problems that arise at work and solve them fast and in an efficient manner (Blaszczak, 2020). 
	6 months for review 
12 months for completion



Johary Window 
	Open area 
	Blind spot 

	Calm 
Organised 
Logical 
	Confident 
Relaxed 
Helpful 
charismatic

	Hidden 
	Unknown 

	Idealistic 
Perfectionist 
Sensible 
	Reflective 
Observant 
Knowledgeable 



2

