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Executive Summary 
Every individual has certain desire for achieving the personal goals. In this report, for the accomplishment of the personal and professional’s goal, the individual has identified the strengths, weakness and the need of the development criteria. The development stages, learning cycle, Belbin test and personal and professional development plan have been studied and evaluated. According to the identification of SWOT analysis and the Belbin test, the need of the development of the organizational knowledge are identified for the employability skills. The behavioral test under the Belbin test has been focused before developing the PDP for the career management. The Belbin test and the learning cycle have provided the need of the development of the some skills to improve the potentialities in the customer’s service. Based on these tests and stages, the search for the opportunities to develop the career and to accomplish the personal goals can be done effectively.
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[bookmark: _Toc523500992]Introduction
Personal career development refers to the development of the skills and knowledge required for getting the desired job (Martin, 2016). Continuous learning and development are an integral part of the personal career development. Personal development plan helps the employees to find out the skills gaps and develop those skills for personal and professional development (Helwig, Hiatt and Vidales, 2015). Career development is a function of the development of the skills required for the job. Attaining the skills before joining the job help the person to ensure the sustainability and growth of the position. I am currently working as an assistant marketing manager at Tesco Plc. To get this job I have attained all the necessary skills for the job. This assignment focuses on the personal skills audit, analysis of the skills and knowledge requirement, personal SWOT analysis, and a personal development plan.

1. [bookmark: _Toc523500993]Self-Evaluation Review
The learning and development of the skills and knowledge is a continuous process (Teach.com, 2018). To be successful in any career the employee requires to attain the skills required by the organization. I have tried to attain all the skills required for the job as an assistant marketing manager. My target is to be the marketing manager of any multinational retail company like the ASDA, Walmart, and Tesco etc. For attaining that position I have joined as assistant marketing manager at Tesco Plc. and learning the skills and knowledge required for the position through on the job learning and continuous personal development planning. The main motivation behind the learning of the skills is the desired position and the satisfaction after learning the skills.
[bookmark: _Toc523500994]1.1 Reflection on Learning Style
The learning style used by me to learn is known as VARK. That means it comprises visual, auditory, read & write, and kinesthetic. The followings are the details of the learning and development.
[image: https://cdn1.teach.com/content/decbaf0f85a94f169eeafdcd8f5667b8/Learning-Styles.jpg]
Figure 1 VARK learning style
Source: (Teach.com, 2018).
I have used all the methods for learning and development of the skills and knowledge required for the position. The visual learning refers to the learning of the skills and knowledge from seeing others doing the task. The learning of technical skills is easy to understand and learn through the visual learning process. I have used the visual learning process to ensure the technical skills. Auditory learnings methods refer to the learning of the skills by listening to the process from someone. This process has been used to learn from the peer group in the workplace. I have used this method to learn the skills like the leadership and presentation. Reading and writing are two major part of the learning and this method help the learners to learn the skills necessary easily and effectively.
	Skills
	Visual
	Auditory
	Kinaesthetic
	Read and Write

	Leadership
	
	
	
	✔

	Ethics
	
	
	
	✔

	Team Building
	✔
	
	
	

	Conflict Resolver
	
	
	
	✔

	Numerical Skills
	
	
	Doing lots of examples
	

	Time Management
	
	
	
	✔

	Communication
	✔
	✔
	
	

	Motivator
	
	
	
	✔

	Negotiator
	
	
	
	✔

	Written Skills
	
	
	✔
	


Table 1 Skill Learning Styles
Source: Self-made.
The skills like the leadership, problem-solving, and motivation should be leaned through the reading of the materials. Kinesthetic learning is the process of learning by putting all the things together in any situation. It is normally not used for the learning of the soft skills. The skills like the technical skills may be learned through this process. I have learned the use of different software through this process. So, I have used all the methods available for the learning and development of the skills necessary for the position. The continuous focus on the learning and development has helped me to learn the skills easily.


2. [bookmark: _Toc523500995]Personal Development
Personal skills audit refers to the measurement of skills that are available to a person or a group of persons (The University of Edinburgh, 2018). Skills audit helps people to identify the requirements of the skills and knowledge of an organization and comparing the skills with the available skills of the employees of the company (Phadermrod, Crowder and Wills, 2016). The following is my personal skills audit for the position of assistant marketing manager of a company.
2.1 [bookmark: _Toc523500996]SWOT Analysis
Personal strength, weakness, opportunities, and threats analysis refer to the assessment of the skills and knowledge required for the position and required potential to develop the skills necessary for being the best fit in the organization (The University of Edinburgh, 2018). Personal SWOT analysis helps the employee to identify the career development opportunity and define the skills that need to be learned.  The following is my strengths, weaknesses, opportunities, and threats analysis.
Strengths
As a student, I was the team leader for most of the teams I have worked for and that is why I have been able to attain some of the following skills in my student life. Firstly, my time management skill has been appreciated by all my group members and that is why I think it is a strength of mine. Secondly, I am very flexible and can adjust to any situation which allows me to work with diversified teams to ensure the success of the company. Thirdly, I can work under pressure which makes me able to work in a diverse situation as well. Fourthly, I am a great team player because of the experience of working in different teams thought my student life.  Oher than the above-mentioned strengths, I am a good organizer, cooperative, quick learner etc.
Weaknesses
Weaknesses are the negative aspects of the learning and development of a person. I have also some of the weaknesses which have been identified by the peer review and comparing with the other persons. Firstly, one of the most important skills required for the professional career development is the communication skills. I am not effective at communicating with others in the organization and I need to develop that. Secondly, my presentation skill are not satisfactory because I have to be very efficient with my presentation skills to be a marketing manager in any organization. Thirdly, my leadership skills need to be developed as depending on the situation the leadership needs to be shaped. On top of the above-mentioned weaknesses, lack of ability to work simultaneously in two tasks, emotional person, and lack of decisiveness etc. are also some of the major weaknesses which required to be overcome to be successful in the job. 
Opportunities
Opportunities are the availability of the options to overcome the problems and developing skills for the personal and professional development. I also have some professional career development opportunities. Firstly, I am a quick learner and that is why I will be able to overcome the skills gaps easily and ensure the professional development easily. Secondly, the cost associated with the learning and development of the skills will be lower for me as I am still a student. Thirdly, there is ample opportunity to develop in the chosen career. Other than the above-mentioned opportunities locational advantage, technical advantage, and a strong network are some of my opportunities as well.
Threats
There are some threats of the chosen career development and skill attainment as well. Firstly, the main threat of completion among the number of people in the same profession is very high and to remain sustainable in the industry one need to develop necessary skills on time. Secondly, there is not ample opportunity to develop the skills in the same location. Time and cost associated with the development of the skills are relatively higher. Thirdly, the superior competitors with experience and skills are already in the job and to get the desired position I have to compete with them. On top of that, the companies cannot hire many people in the organization because they focus on the internal employee skill development.
These SWOT analysis clearly shows the downsides of my skills and the potential of developing those skills. To develop those skills I have to focus on continuous career development.


2.2 [bookmark: _Toc523500997]SMART Objectives
SMART objectives are those objectives which focus on the goals that are specific, measurable, achievable, relevant, and timely (Mindtools.com, 2018). This model is used by the organizations to make the tasks motivate to the employees. This model can also be used in the personal and professional development because these goals are itself motivating.
Setting goals according to these characteristics make the goals more attractive to people who are taking the goal. In self-learning, it is one of the most effective ways to ensure the successful attainment of the skills required (Mindtools.com, 2018). Here, specifically refers to the definite goal that requires to be accomplished. It makes the goal accomplishment easier. Measurable refers to the state of the goal where the progress of the goal can be monitored easily. It ensures the self-motivation throughout the completion of the goals. Achievable goals refer to the goals which can be achievable by efforts. That means the goal is realistic and attainable.  Relevant goals refer to the goals that matter to people (Mindtools.com, 2018). Finally, the timely goals mean the goals that have a specific time to attain that goal. Thus, the SMART goals help the learner to attain the skills necessary for the personal and professional development.


2.3 [bookmark: _Toc523500998]Johari Window
Johari window is one of the most commonly used management tools to identify the self-awareness, personal development requirement, increase interpersonal relationships, and team development (Self Awareness, 2018). This model helps the people to identify the skills gap and to fulfil these gaps by attaining the skills (Phadermrod, Crowder and Wills, 2016). It divides the skills of the employees into four segments such as open self, blind self, hidden self, and unknown self.
[image: http://www.selfawareness.org.uk/images/m/2013-11/48/Johari-Window-Model.png]
Figure 2 Johari Window
Source: (Self Awareness, 2018).
Open Self
Open-self is those skills and knowledge that are known to the individual as well as to the other people. It covers all the information regarding the attitudes, behaviour, emotions, feelings, and skills (Raveendran and Gopakumar, 2016). In my case, my open self-includes all the skills like my communication, presentation, leadership, motivational skills to all my peers. It helps me to identify my lacking of the skills and development needs of the skills. So, my open self-focuses on those skills that are directly related to my desired position.
Blind Self
Blind-self is those skills and knowledge that people know but the person himself/herself doesn’t know that. This skills gaps are critical to finding as no one wants to tell the lacking. If anyone finds the blind self-skills gaps, he/she will be able to reduce the skills gaps and also be able to ensure professional career development efficiently (Raveendran and Gopakumar, 2016). I constantly try to find out the skills gaps in the blind self to ensure the personal and professional development by asking people about my lacking in skills and knowledge required for the job. The peer group is helpful to identify the skills gaps. 
Hidden Self
Hidden-self refers to the skills and knowledge which are known to the person but anyone except him/her do not know that. The skills and knowledge are important to among people and to solve the problems associated with the operations of the company Self Awareness, 2018). My hidden-self are the skills like problem-solving, analytical ability, easy decision making etc. These skills help me to identify the problem and solve these problems easily and take appropriate decisions for the organization.
Unknown Self
Unknown-self are those skills and knowledge that are unknown to the person himself/herself along with the other persons. These skills are subject to continuous search to find out it and use it for the best of the persona and professional development (Raveendran and Gopakumar, 2016). The discoveries of the skills and knowledge will help the person to work more efficiently and add some extra skills to his/her personal and professional skills.
Thus the different field of the Johari window allows people to assess self-awareness and skills available. The main motto of the analysis is to find the skills required for the desired position and reduce the skills gaps associated with it.


3. [bookmark: _Toc523500999]Skills and Knowledge Expectations of Employer
Professional career development refers to the development of the skills and knowledge required for developing a position in any specific job (Martin, 2016). Depending on the job requirement and personal desire to develop the career one requires different skills to accomplish the job. Continuous professional development is one of the most crucial issues in developing the career for an employee. It is also helpful for the potential employee as well because it allows developing the skills necessary for the position (Helwig, Hiatt and Vidales, 2015). The followings are some of the common skills requirement in the job which is also crucial for professional career development and reduces the skills gaps.
3.1 [bookmark: _Toc523501000]Necessary Skills
The nature of the job or selected position sets the requirement for the skills necessary to excel in that position or profession. Among the skills that are crucial for all the profession or job are communication, presentation, leadership, problem-solving, teamwork etc. (Helwig, Hiatt and Vidales, 2015). The followings are the importance of the skills in the career development.
Communication Skill
Communication skills refer to the skill of collecting and disbursing information for ensuring efficient management in the organization. There are several ways of communication methods like verbal and non-verbal communication methods (Virtualspeech.com, 2018). This skill is necessary for the career development and maintaining the liaison with all the related parties. The most important use of the communication skill is to collect all the necessary information and use that information to take appropriate decisions. The management of an organization requires the communication skills to take a decision and inform people regarding the new decisions of the company. In the modern business world, the communication skill is one of the most important skills behind the sustainability and development of a professional career in any position (Virtualspeech.com, 2018). Because it ensures the strong decision making capability of the communicator, increase productivity, career development, sound business relationships, and response based communication system. Thus, the communication skills are necessary for the professional career development.
Presentation Skill
Presentation skills refer to the ability to present the necessary information in an effective and efficient way is known as presentation skills. In every job, the presentation skills are necessary for ensuring the efficiency. It is most important for the managerial positions because the duty of providing necessary information or leading the team is the sheer responsibility of the managerial position of the organization. Presentation skills are necessary for individual success because the being selected for any position requires to sit for the interview. It is the first step of getting a job and good presentation skill makes the process easier (Helwig, Hiatt and Vidales, 2015). In the success of a business, there is a significant importance of the presentation skills of the employees of the organization. The presentation of the information clearly and confidently ensures the success of the business. So, the career and professional development require the presentation skills to allow the person to excel his/her expertise in the position.
Leadership Skill
The ability to lead and guide other individuals, teams, or entire organizations is known as the leadership skills. Leadership skills are mainly necessary for the employees who are in top management and who want to hold the top position in the management (Lewis University Online Degrees, 2018). It is the collection of all skills necessary to control and manage people to attain the organization’s goals. In career development, the leadership skills are very crucial because it allows people to control other employees of the company. Firstly, the strategic decisions making of the organization is solely dependent on the good leadership and that is why good leaders bring success to the organizations (Lewis University Online Degrees, 2018).  Secondly, this skill helps the employee to reduce the conflict among the employees of the company. Finally, participative management is necessary for the sustainability and growth of the company and it is ensured by leadership skills. Thus, the leadership skills are necessary to ensure the success of career development.
Teamwork Skill
Most of the modern organizations are focused on team-based working and that is why the companies recruit people who have the good team working capability. Teamwork is required for every organization nowadays because of the synergy it creates as well as the shift of the organizational structure (Conger and Lawler, 2016). In career development, teamwork is equally important for getting eh the desired job. Firstly, it creates new ideas by pooling ideas from the members of the team and that is why the skills of teamwork help people to get the desired job. Secondly, problem-solving of the company becomes easier because a team brings many options available to the organization (Conger and Lawler, 2016). Finally, teamwork helps the organization to ensure the employee engagement in which eventually helps the organization to fulfil its desire. So, the teamwork is equally important skill with the other skills for the development of the professional career. 


3.2 [bookmark: _Toc523501001]Necessary Knowledge
Other than the skills requirement there is also a requirement of the knowledge of some issues that help the people to shine in his/her career (Conger and Lawler, 2016). The knowledge requires are the knowledge of organization, motivation, negotiation and persuasion etc. The followings are of the importance of the knowledge in the career development.
Knowledge of Organization
Organizational knowledge refers to the understanding of the tasks and functions of the company. It helps people to manage the organization more effectively and efficiently. The time management of the company become easier because of the knowledge of the tasks and operations of the company (R, 2018). The operations management and decision making of the company become easier when the employee knows the process of organization. The reporting structure and organizational chart help the employee to be more efficient and effective in this/her operations (Palmer, 2016). So, the career development requires the knowledge of the organization as well to ensure the efficient operations management of the company. 
Knowledge of Motivation
The motivation of the employees is one of the most crucial requirements for the goal achievement and employee engagement in an organization. The knowledge of motivational skills and ways of motivating employees are crucial in business organization to enhance the possibility of the carrier and professional development (Palmer, 2016). Knowing the motivational model and ability to apply those theories in the workplace helps the employee or applicant to attain the desired position in a certain organization or certain job. As it increases the employee commitment in the organization and task, the process of the goal achievement become easier (R, 2018). Other benefits are increasing employee satisfaction, employee development, and improved efficiency. Thus, the knowledge of motivation helps the professional career development.
Knowledge of Negotiation
Negotiation of the disputes is one of the major requirements in professional career development as it helps the employee to maintain the relationship with all the related parts of the organization. The negotiation of the employee disputes helps the organization to become more efficient in the day to day operations of the company (Palmer, 2016). That is why the knowledge of negotiation is equally important for the career development.
So, the above-mentioned skills and knowledge are required for the personal and professional development for getting the desired job or position. The learners should focus on attaining these skills and knowledge for getting the desired position within a shortest possible time.


4. [bookmark: _Toc523501002]Professional Career Development Plan
Personal development plan refers to the planning of reducing the skills gaps of a person. The planning includes those skills improvement that is required to be completed within a specified time period. The followings are some of the skills that require development for my desired job as a marketing manager which I have identified through the SWOT, Johari Window, and SMART window analysis.
	A – Current role and future aspirations
Current Roles
· Report and other documents writings
· Assisting in promotional activities of the company
· Helping in market research
Long-term Career Aspirations
· To be a marketing manager of a retail organization
· To have management responsibilities
· To be a confident communicator and make the appropriate decision for the company

	 

	B – CPD Goals
	C – Development Needs
	D - CPD Activities

	Communication and Presentation Skills
	My communication and presentation skills are not satisfactory and I need to develop the skills to attain my desired position within the organization. Presentation skills make the process of conveying the information necessary easily to the concerned people and that is why it is important for a manager of an organization. The requirement of the skills is the group communication and public speaking. The main learning needs are-
· Being able to use both the verbal and non-verbal communication system while communication with other people.
· Being able to present necessary information to people clearly and confidently.
	1. Attending seminars on communication skills development. (From September 1, 2018, to September 30, 2019)
2. Attending workshops on presentation skills development. (From October 1, 2018, to September 30, 2019)

	Leadership Skills
	Leadership skills are necessary to manage the organization and lead people of the organization. Good leadership skills are necessary for the development of the organization and ensure the success and profitability.  Leadership skills cannot be developed overnight and to develop the following task required to be developed.
· Learning different styles of leadership.
· Learning the application of the leadership skills necessary for the different organizational situation.

	1. Attending seminars and conferences regarding the leadership skills development. (From December 1, 2018, to October 31, 2019)
2. Reading books and business reviews to understand and develop leadership skills.  (From December 1, 2018, to September 30, 2020)

	Motivational Skills
	Motivational skills are those skills that help the leader to ensure the employee engagement. It eventually increases the profitability and sustainability of the company by using the hard work of the employees. Motivational skills help the management to ensure the efficient goal attainment of the company. The followings are some of the specific learning requirements for learning the motivational skills.
· Learning the different motivational theories used in different organizations.
· Learning the application of the motivational theories in the organization or to group members.
· Application of motivational theories in real life.
	1. Reading books and business magazines from the library for that I will subscribe to a library membership for 2 years. (From December 1, 2018, to October 31, 2019)
2. Attending seminars and conferences on motivational skills development. (From January 1, 2019, to September 30, 2019)

	Problem-solving and Negotiation Skills
	Problem-solving and negotiation skills refer to the skills that are required in maintaining an interpersonal relationship. The followings are some of the goals to attain the problem solving and negotiation skills.
· Attain the knowledge of critical thinking to solve the business problems.
· Attain the skills of negotiating disputes.   
	1. To learn problem-solving skills one should increase the logical and arithmetic aptitude. And to increase that I will go to the library for learning and developing logical and arithmetic skills. (From January 1, 2019, to October 31, 2020)
2. Attending seminars and conferences to increase the negotiating power and business management. (From December 1, 2018, to October 31, 2019) 


Other than the above-mentioned skills, I will have to increase my technical skills, management skills, and teamwork skills. That will also be improved within the specified time period. These skills development will help me to fulfil the personal and professional development plan and get my desired job as a marketing manager. The aspiration of being marketing manager of a retail company will be successful by attaining those skills as the sills are the pre-requirements of holding that position. These skills will also help me to take appropriate decisions depending on the organizational situation which will help me to retain my position the organization and grow. The development the communication skills will help me to manage the relationship within the organization and outside the organization which will make the professional career development process easier. So, these learning will help me to get my desired job by developing my professional and personal skills.
[bookmark: _Toc511248007][bookmark: _Toc523501003]Conclusion
The professional career development is a process of developing personal skills and knowledge necessary to hold the desired position or grow from a certain position to another position. The continuous learning and development are essential to ensure the skills necessary within a specified process. The skills audit is necessary for finding the skills gaps and overcoming those gaps by attaining the necessary skills. The skills audit consist of personal SWOT analysis, SMART goal settings, and Johari Window analysis. Development planning and execution are necessary for making the process of learning the skills. The most important task for a learner or an employee to find out the skills necessary for the desired position and developing those skills for getting the job easily. So, people should focus on professional career development to ensure the desired job in their professional life.
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