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[bookmark: _Toc67306117]Introduction
This module has helped in understanding various concepts such as personal development, recruitment and selection process, skill requirements professional career development. Competition has increased in professional world and expectations of employers are increasing with technological development and innovative business ideas. Hence, planning for personal development has become crucial to stay competitive in job market. This portfolio is going to include my skill audit using PDP and analyse the skill required for future employment. Concepts learnt through this module will also be discussed.

[bookmark: _Toc67306118]1. Skill Audit - SWOT Analysis
Strengths
My strengths are my communication skills, problem solving skills, customer service skills and technical skills. My effective communication skills help in managing clients and customers with different preferences. Problem solving skills are useful in mitigating challenging situations. Technical skills are use full in adapting with computers and software in new workplace.
Weakness
Leadership skills have been my weakness, as it requires empathy, self-awareness and patience to guide other people. Teamwork skills is also an issue, as I have not worked in big teams.
Opportunity
PDP can help in work on my weak skills by allocating time and resources on skill development. Skill development programs offered by organisation can be an opportunity for me to work on my weak skills.
Threats
Changing work environment and diverse needs of clients’ can be a threat for my professional growth. Weak planning about skill development can create delay in improving my skill set. 




Skills Audit
	Skills
	Highly Skilled
	Moderately Skilled
	Require Further Training

	Problem solving skills
	
	
	

	Communication Skills
	
	
	

	Technical skills
	
	
	

	Interpersonal Skill
	
	
	

	Presentation skill
	
	
	

	Leadership skill
	
	
	


Table 1: Skills Audit


Personal development Plan (PDP)
	Smart Goals
	Action required
	Resource Required
	Success Criteria
	Time

	To develop Leadership skill
	· Join skill development programs.
· Attend events to meet industry leaders 
	· Computer and internet for research
· Effective leaders for guidance
	Improvement in motivating other people by 20%.
	2 months

	To enhance Teamwork skill
	· Participate in group activities.
· Develop values equal respect and trust for all.
	· Group activities, games, and social gatherings to interact with new peoples.
	Increased adaptability in teams by 30%.
	3 months

	To enhance patience
	· Control emotions in extreme situations
· Practice meditation on regular basis
	· Alone time and peaceful environment
· Resources such as books, articles to finds ways to developing patience.

	Reduction in anger, stress and anxiety by 25%.
	2 months


Table 2: PDP

[bookmark: _Toc67306119]2. Skills required for future employment
Presentation skills: First skill required for future employment is presentation skill. This skill can be defined as ability to prepare and present engaging and quality presentation among target audience. A recruitment consultant attracts new candidates through advertising and social media contents; hence presentation of information and company identify is important for engaging clients and candidates in company’s services. It is also part of job to advice clients about potential market change (Bhagra and Sharma, 2018). Hence, presentations related to market trends, potential risks could help in simplifying the process of communication through engaging contents. This skill would help in improving employment opportunity for me by making my skill set effective for current market conditions. Body language, creativity, confidence, and communication skills are major attributes of presentation skills. It gives understanding about target audience and ensures that they are paying attention to message presented through presentation. I would need this skill to meet my responsibilities as recruitment consultant. Hence, I can work on my creativity and body language to master this skill. Communication and confidence are my strengths.
Problem solving skills: Next skill required for future employment is problem solving skill, as business environment is full of uncertainties. Problem solving skills require experience, knowledge, and critical thinking to analyse and understand a problem. I have experience of working in corporate environment and problem solving is one of the crucial needs for consistent performance. This skill also contributes to effective leadership by helping other employees in resolving their issues and creating positive work environment (Furlan et al., 2019). It requires consistent practice and effective use of skill set in solving complex problem. This skill can be developed by using critical thinking and analysis to understand issues to find solution. Creativity and innovation are also required to find new and effective solutions. Stress and anxiety in adverse condition can affect problem solving skill. Hence, emotional control and patience is crucial for enhancing this skill. I can work on my creativity and patience to find solutions for complex problems. It would help me in mitigating risk of failure and delays during operations.
Interpersonal skills: These skills include communication, empathy, and teamwork skills to work with other people. Diversity has increased in businesses and recruitment consultant meet new clients and candidates every day (Okoro et al., 2017). Hence, interpersonal skills help in coordination and understanding during team activities and client meetings. It is also useful in understanding expectations of new candidates, their skills and qualities through communication, body language and confidence levels. It also enhances trust and bond with people working together. These skills can be developed through positive interactions, strong social values and participating actively in-group activities. Positive work relationships are required for stress free and positive environment to perform tasks. Sharing and coordination reduces the stress and work pressure. Interpersonal skills also develop positive customer relationships and longer retention of customers and employees. Hence. I would focus on these skills to show greater coordination with team members and clients during work. I can develop this skill through effective communication, listening and being open to consider other people idea and interest for team benefits. Networks build due to interpersonal skills would help in expanding knowledge and growth opportunities.
Leadership skills: Lastly, leadership skills are crucial for guiding and motivating people to perform efficiently and maintain quality in work. Managing people is a complex task due to different preferences and goals of people. Hence, leadership skills would help in influencing people to encourage them towards common goals. Effective leaders are innovative, empathetic, self-aware, and supportive towards others to earn trust and respect from followers. Recruitment consultant also requires leadership skills to help new employees in understanding work culture, policies, and goals. Similarly, good leadership skill would help in understanding requirements if clients and provide the effective solutions. Clients analyse quality of service from the performance of leaders (Kayral and Dülger, 2019). Hence, I would work on my leadership skills by joining leadership development programs for developing required skill set. Practical experience at workplace can also help me in becoming a good leader. I would also research about industry leaders to learn their skills and techniques for effective leadership. Consistent practice and practical experience would help me in mastering this skill for career growth.
[bookmark: _Toc67306120]3. Concepts learned from this module
There are many concepts learned from this module that can help in personal career development. This module is focused on the areas related to professional growth and recruitment process. First concept learned during this module is personal development plan (PDP). Increasing expectations of employers are creating awareness among businesses to invest in training and development programs for their employees to create new growth opportunities for them (Kuntz et al., 2017). PDP is a long-term process that requires consistent effort to update skills and knowledge with time. It can be defined as process of establishing goals, identifying need for improvement in current skill set and choosing right skill development technique for achieving long-term career goals. I learned that personal development planning is crucial for organising actions and utilising time in improving skill set to avail new career opportunities. Adopting a constructive approach to PDP can help in realising current skill set and updating technical skills, building up transferable skills and evaluating achievements.
A series of steps involved in the process of PDP. First step is to establish goal, it would give a direction to focus on further steps. I have learned that there are different types of goals such as long-term, short-term, and medium-term. Hence, PDP can be used for achieving these goals (Lee et al., 2018). Feedbacks from teachers, friends and colleagues can be used to identify weaknesses that needs to be addressed through planning. I create goals as per my future requirements. Next step is to identify needs for development. Self-assessment tests, skill audit and benchmarking can help in assessing the skills for planning. Hence, these needs can be aligned with the purpose of plan to work in right direction. Next step is to identify learning opportunities. This step involves comparison of current skill set with skills required in future. It also involves research about options available for improving skill set such as learning styles, learning options and development programs. These opportunities can help in working on the skill set for future growth.
Next step is to formulate an action plan to identify activities and resources required for personal development. SMART goals can be used for identifying relevance and need of goals in the plan. Action plan should be relevant and realistic to incorporate it in daily routine. Next step is to undertake the development or choose the action plan for practice. Training opportunities, practical learning, job rotation, networking or self-practice can be the ways to start acting for the goals. Recording the outcomes of PDP is also important to measure the progress and identify issues. It gives clarity about goals, steps involved, and resources required for the plan (Daniels et al., 2017). Changes can be introduced as per the needs of plan. Lastly, review of is the final step of PDP. This step involves the process of identifying results of PDP to analyse the changes in skill set. Effectiveness of steps taken to implement the plan is evaluated at this stage and issues can be mitigated by making changes. New plan can be prepared after achieving positive results from current plan.
Another concept that is learned during this module was recruitment and selection process, as it is crucial for professional growth. Recruitment is defined as process of finding new people for jobs. Selection is the process of selecting right candidates for jobs. This process also involves certain steps to turn a candidate into employee of organisation. First step is to plan and forecasting about the job vacancies, organisational requirements, and availability of candidates in internal and external environment. This step is important for analysing the needs of business to create dynamic workforce (Rozario et al., 2019). Trend analysis, ratio analysis and scatter plotting are tools for forecasting the needs. Second step is recruitment that involves decisions about recruitment methods, effects of non-recruitment issues and compliance with employment laws. Next step is developing and using application form to identify qualification, background and employability skills of candidates. This step is helps in selecting right CVs for selection process. Understanding of this process can help me in preparing CVs and filling application form to avail desired employment opportunity.
Next step is use of selection tools for screening for analysing cost, performance, legal obligations, and person fit. This step helps in choosing effective tools for evaluation of skills and knowledge of candidates for jobs. Lastly, final step is selection, which involves various procedures such as documentation, background verification, reference check and other pre-employment information. Recruitment consultant require understanding the process of recruitment and selection for choosing effective tools and techniques to hire right people for the jobs (Goldstein et al., 2017). This module helped me in learning the process of self-development and recruitment. I can focus on the areas and skills for my career development by considering the concepts learned from this module. For instance, PDP can help me in establishing smart goals for continuous improvement in skill set and knowledge. Understanding of recruitment and selection process would be useful in availing job of recruitment consultant or HR manager by performing well in the selection process. Hence, I can use this knowledge in future for my personal and professional development.




[bookmark: _Toc67306121]Conclusion

It can be concluded from the portfolio that skill audit is useful in understanding own strengths and weakness to work on the improvement areas. PDP is an effective tool for mitigating weaknesses and mastering skills for future growth. I would require leadership skills, interpersonal skills and presentation skills for my future employment. This module helped me in learning about the recruitment and selection process, which would help me in availing desired job opportunity by improving my performance in selection process. It also explained PDP and steps involved in personal development plan.
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