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Executive summary  
The purpose of this report is to show I am able to reference correctly and my understanding and what I have learnt over the last 1-5 weeks and to explain my professional development plan. I am currently a student at University of Wales and study Skills in the workplace with a tutor face to face named Melanie Squire and a tutor online named Laura James. In this report you will find my experience and conclusion in my own words. I will discuss various methods and conclusions I have learnt and explain how I will apply this to my professional development plan. I will also explain how the knowledge I have learnt so far has impacted my life in a positive way and how I will achieve my ambitions and goals. Smart plans, swot analysis and personality profiles will be discussed personally and professionally. My own learning objectives and self- awareness on this course will be mentioned throughout this report. By the end of this report my cognitive, intellectual skills, knowledge and understanding of the things I want to achieve will be detailed throughout.
Terms of Reference 
This is a report requested by Melanie Squire to be written in an academic style and discuss what has been learnt at lectures on the Skills in the Workplace course over the last 1-5 weeks. Also to discuss various things like the challenges and benefits this may have on why professional career development is important for career success. This report was requested in October 2021 to be handed in around mid-November 2021. 
Procedure 
The information complied for this report was thoroughly searched and sought through. Local libraries were a base in which the main findings and information were accessed via various books and websites. 
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Introduction
The aim of this report is to reflect and review the learning journey through personal development whilst identifying what and how these will be developed. Professional career development is a process of developing yourself with a focus on career advancement. Professional career development is important for your career success as this development can increase your motivation, productivity, improving your skills and advancing a long career path bringing you closer to your ideal job, skillset and lifestyle. The process an individual may undergo to evolve their occupational status will ultimately improve or hinder the process of making decisions and the effects this has long term.  Having a great understanding of your skillset will contribute towards working effectively and being employment ready. Having the knowledge of what is expected to achieve your goal and a plan to succeed. Being committed, hardworking and being a forward thinker are some tools that may help your journey through personal development as these are great strengths.  Being employment ready would suggest you have these skills and many more like good communication and negotiating skills. These skills will also allow you to work effectively along with being organised, strong, happy and persistent at the job role or task in hand. Some weakness like anxiety could delay this process as (Hogan & Brosan, 2018, p72) state it can be useful to replace worrying with problem solving. As anxiety is normal, adaptive, not dangerous and does not last forever. These are areas to actively improve on as certain weakness may affect future decisions. Self-esteem can also affect your personal development plan as (Fennell,1999, p122) asks Why self-criticism does more harm than good. Also (Branden, 2001, p113) mentions men cannot exempt himself from the realm of values and value judgements. This can have a deeper meaning and can help you look at a situation from a different perspective. A statement I believe is one by (Collard, 2021, p106) by continuing to meditate on a regular basis allowing anxiety to be present, rather than attempting to fight against it or avoiding situations known to trigger it. This is a statement I personally live by and a tool that has become very useful to me. I have tools I use when I am anxious as this is a weakness of mine that I would like to improve. (Collard, 2021, p50) also states mindful steady breathing is a powerful way to reduce stress and lower blood pressure, bringing feelings of calm and wellbeing. (Jarrett, 2017, p14) No one has direct access to your mind like you do. That’s why introspection remains a valid technique even after the invention of brain scanners. (Jarrett, 2017, p22) The metaphor of the brain as a computer for processing and storing information has proven popular. However, it’s best not to try to repair it with a wrench. This would suggest to me the importance of looking after yourself personally and with due care. I once read by (Jarrett, 2017, p52) Cognitive behavioural therapy helps the patient to understand and break thought patterns that trigger many psychological disorders. This statement to me suggests you must identify thinking and behaviour patterns that prevent you improving. I believe if you are mentally strong this will help you professionally. (Bobroff, 2020, p72) states inner work is a form of ‘gardening for the mind’. (Barry, 2020, p32) asks the difference between anxiety and fear. As for many people there is no distinction. (Mccormack, 2019, p33) Business use the smart criteria within which to set up objectives. This is an aim I will use upon this course. (Fennell, 1999, p197) discussed how can I deal with the fact that my day is genuinely full of obligations. This is something I ask myself frequently and use the tools I have expressed above as ways to positively tackle the day’s task at hand efficiently. (McCormack, 2019, p112) You need to keep clear and accurate records at all times. This is something I have implemented into my every day life personally and professionally. (McCormack, 2019, p33) states business use the SMART criteria within which to set objectives. This is information I have learnt on this course so it is very beneficial to read in a book also. (McCormack, 2019, p17) A good business plan will illustrate detailed research and evidence around all aspects of business.
Findings 
Throughout this course I have learnt how the benefits of your professional career development can affect your career success. I have gained a deeper understanding and gained skills to reflect and improve any areas personally or professionally to improve my career success. I have learnt the importance of a Swot analysis and how the strengths, weaknesses, opportunities and threats are areas to look into and learn from as this has great importance to help you arrive at a smart goal. Something you can step by step make a plan and goal to work towards and achieve. A smart goal is also realistic and achievable, has a date to end and is planned precisely in which the process is to achieve an end goal. Academic and employability skills is something I have also reflected on as this course will give you the skills you need to identify and prioritise the areas you would like to improve on. I have learnt how to ask myself whether a demand was planned meaning proactive and why or if this demand was un planned meaning re active and why. During the last 1-5 weeks and going forward I have learnt and will continue my learning and understanding of self-awareness as this is vitally important at the foundation for maximising our leadership and management skills. Self-awareness can help us identify opportunities for our professional development and personal growth and the development and growth of others. A great way to increase self-awareness is to write down what you want to and track your progress, meditate, ask trusted friends and get regular feedback. Personality profiling and learning style psychometric tests such as Honey & Mumford and VARK have been undertaken for a deeper understanding on how to improve personal development. I have also reflected on my value system and what I stand for or believe in. 
Some challenges I face are due to the fact that this course is not held in a University and there is no face to face contact with support. The library is also online that can sometimes have technical issues. The lecture is held in a hall at a community centre so does not replicate a lecture in the same manner as a university would as the facilities are not the same. As the University library is online and technically delaying my studies I attend my local library for all research and access any material needed through the council libraries. I am also active on a group WhatsApp chat that the existing students on this course communicate through with any tips, advice or questions. I actively access Moodle and the Hwb website for tips and guidance and ask for feedback via a 1-2-1 with my lecturer. I have employed better communication and interpersonal skills. A strong commitment and motivation to do my best on this course and actively problem solve with high quality decision making. I am also developing my numeracy and leadership skills. 
A way to apply this learning to my career development journey is to critically think and develop my use of information beyond memory and repetition. Always gather information and be consistent in spoken communication and gathering additional skills. 
A smart goal of mine is to achieve the highest grade possible on this course and I plan to achieve that by July 2022 putting all my energy and efforts into learning how to do this. Taking notes regarding each lecture and completing homework and doing so with 100% attendance. I will ask for feedback via 1-2-1 with my lecturer and speak with others on the course to ask for further feedback to identify and prioritise the areas I’d like to improve in to track and measure any potential mistakes. I will actively stay positive and implement any critique received to be the best I can be. Working on any weakness and prioritising this course until July 2022 will allow me to achieve my end goal as this is a goal I believe in and will not give up on. The information to obtain this grade is offered to me on this course and I plan on achieving this by doing all homework and essays on time to the best of my ability by dedicating the appropriate time. I will manage my expectations to ensure I stick to my smart goal. 
I am confident I can do this as I have learnt and previously compiled a swot analysis. 
My strengths are: 
· Passionate to complete this course and work hard.
· Strong individual under pressure to deadlines.
· Great organisation and planning skills.
My Weakness are:
· Time management.
· Referencing.
· Sometimes too many ideas.
Opportunity:
· Of a degree and increasing academic knowledge.
· To learn new skills and meet new people.
· Guidance to start my own business.
Threats:
· The effect Covid 19 has on the university or individually.
· Lack of engagement.
· Technology.
 I have analysed the Kolb learning cycle 1984 and agree with the theory. Having a cycle in which a concrete experience is then observed and reflected upon allows you to theorise and develop a concept/idea and aid you to plan and test new concepts. I was surprised when I applied this to learning as I have previously done personality tests and have found that I am a logician, very assertive and introverted. I am intuitive which is not surprising as this trait shows where we direct our mental energy. I scored very high on being assertive and this is no surprise as this trait underpins all others, showing how confident we are in our abilities and decisions. I will apply my personality style to how I am learning for extra benefits as I know I am introverted and this will determine how I interact within my environment as I am proud of my unique perspective and vigorous intellect. I find my own mind very fascinating. 
Some of the employability skills that are relevant to achieve my smart goal are good communication skills and I will acquire these by having great attendance, making notes, writing down key plans and priorities and asking for feedback to discuss what I have learnt and how this could be improved. Another great employability skill is working well under pressure and I actively meditate and undertake personality profiling to be self-aware of my strengths and weaknesses to do so effectively. It is important to complex problem solve and be creative as this may separate you from any competition. I have an emotionally intelligent personality and this can be directed professionally in business along with people management and critical thinking.
Using Blooms Taxonomy I will explain my personal development plan. To remember is to recall facts and basic concepts and in this instance I researched thoroughly and learnt as much information with regards to the benefits of education. I then understood and explained ideas and concepts out loud in order to apply and use information in new situations in relation to furthering my education. The next step was to analyse and draw a connection among ideas for clarification and to evaluate or justify a stand or decision. This is a fine process to follow and can often lead to being successful personally or professionally and having better development in these areas is vital to create and produce new or original work. I will link these learning objectives with my attitude and commitment to this course and measure my progress and use the support network given to me by the university and lecturer. My aim is to develop my skills and increase my knowledge and be aware of any threats and take any opportunities.
Conclusion 
The aim of this report was to reflect and review the learning journey through personal development whilst identifying what and how these will be developed and I have learnt the benefits of various things regarding personality traits and how these can affect your learning style. I have learnt various methods and learning styles and learnt how to use these as a development tool. Increasing my self-awareness with regards to my professional development has also helped my personal development and I feel these two things are aligned and I am using methods learnt at university in my personal life. Over the last 1-5 weeks I feel I have gained knowledge in an area that will benefit me in the future. I have improved my personal life with the tools I have learnt about my personality and I am confident my professional career development will go from strength to strength. 
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