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	NAME:
	Sophie Suzanne Morgan
	MEMBERSHIP NUMBER:       
	

	COVERING THE PERIOD FROM:
	February 2019
	TO:
	May 2019


Planned outcome

Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)
	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	To improve Time Management skills 

	To achieve this, I will need to create a schedule to delicate and prioritize work and set realistic deadlines for tasks to be completed within a satisfactory time scale. I will also work towards starting work/tasks earlier in the day to be more productive. 
	A hardback planner or download time management software such as Scoro, an online time management tool to efficiently manage your tasks, projects etc. I will also need my mobile phone to set daily early alarms for me to complete my tasks earlier. 
	I will be aware that my Time management skills have improved when my tasks/projects are completed well in advance of their deadlines. Also, when my tasks/projects are completed at a reasonable time in the day, before 8pm ideally. 
	April 2019

	To improve Negotiating tactics

	To achieve this, I will practice negotiating in a comfortable setting with a friend or family member. Also, I will invest time in preparation and will exercise my listening and communication skills
	I will need the support from either a family member or friend to practice negotiating with a fictional case.
I will also need to use the internet, to watch videos and podcasts of people negotiating to pick up on tips I can use.
	I will be aware that my Negotiating tactics have improved when I can effectively communicate my opinions in a negotiation and to project them with confidence. 
	May 2019

	To improve my project Management 

	To achieve this, I will regularly seek feedback from my lecturer on how I can make improvements. I will also create a spreadsheet consisting of the criteria and resources needed to complete a project, so I am able to visualise the result.
	I will need regular contact and meetings with my lecturer to go over feedback and improvements. 
I will also need the internet and software such as Microsoft Excel to create a spreadsheet to complete projects.
	I will be aware that my project management has improved when my lecturer feedback is all positive and there are no further improvements.
Also, when all the criteria for the project in the spreadsheets are met effectively. 
	April 2019

	To improve problem solving techniques 

	To achieve this, I will review and suggested approaches and tools that can be used to develop resolutions to problems. Also, I will create a step-by-step plan to follow to aid problem solving.
	I will need full use of the internet and books to research tips and tools from experts to help with improving problem solving. 
I will also need to either use online software or a notebook to create a generic plan to follow in order to problem solve effectively, where for example first step is to identify the problem, next list all possible solutions and so on. 
	I will be aware that my problem-solving techniques have improved when the time taken to solve a problem, I’m tasked with is decreased rapidly. 
Also, when I can follow the step-by-step plan, I have created automatically without having to refer to it. 
	May 2019


