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TASK 1
AUDIT YOUR OWN SKILLS AND COMPETANCES USING THE ANALYSIS TOOLS LEARNED IN THE CLASS (PDP)

Personal development plans is used to analyze my all aspects, this involves evaluating my key abilities and also out ling my strength and weaknesses, and will have to discuss different ways to improve the weakness. According to Mueller (2017) planning isn’t difficult, what is difficult though is creating a plan that will actually get you where you want to be. So personal development plan will help me to identify every aspect which will get me closer to the target.

According Jackson (2017) personal development is defined as a structured and supported process undertaken by an individual to reflect upon their own learning, performance and achievement and to plan for their personal, educational and career development. Personal development plan for my skills will not only help for developing my personal but is also necessary for my professional skills.
Personal development plan can be implemented through certain stages which are as follow:
1. Develop:

In this stage the skills develop will be assessed.

2. Success Criteria:

In this stage critical evaluation of my personal skills is carried out which will help me to find out my strength and weaknesses and try improve my strength and eliminate my weaknesses’.

3. Action:

In this stage actions are required to achieve the required skills. These actions will include Training and all other actions.

4. Implementation:

Actions will be implemented in this stage.

5. Support :
             In this stage the resources will help to support my personal skills.


6. Target Date:

              In this stage dates are set when the skills will be achieved.
7. Review Dates:

Review of the PDP will help to access the progress and barriers in development.

The skills which need to be audit through analysis tools are as:
1. Technical Skills.
2. Presentation Skills.
3. Risk Analysis Skills.
4. Leadership Skills.
SKILSS ANALYSIS:

	SKILLS
	SUCCESS 
CRITERIA
	ACTIONS 
REQUIRED
	IMPLEMENTATION
             OF 
       ACTIONS
	RESOURCES
OR  SUPPORT
REQUIRED

	TARGETS DATES 

	Technical Skills
	I need Continuous development and receiving proper knowledge for the latest technology. 
	I have to take training and continue my practice of the new development.
	I have to implement the knowledge or training where it is required.
	Feedbacks  from seniors 
Following 
Training guidelines, course guidelines and research work.
	To be completed within 1st 
 Jan 2023. 

	Presentation 
Skills
	I need Successful presentation to the teammates and improving the ability within them.
	I have to build my confidence which will help me during presentation skills.  
	I have to attend different seminars and conferences.
	I have to practicing my presentation skills and participating within different seminars.
	To be completed within 1st Jan 2023.

	Risk Analysis
Skills
	I need to achieve this skill to assess risk within a problem situation.
	I have to handle work in different situations and assess the risks.
	I will review the outcomes of current and previous assessment and follow guidelines of experts and seniors.
	I will be Applying the examples of seniors in different situation and also from the feedbacks of mentors. 
	To be completed within 1st Jan 2023.

	Leadership
Skills
	I need to achieve this skill to be a successful leader.
	I have to perform my responsibilities within the team and achieve my goals in efficient way and also to motivate my team. 
	I will follow various successful leaders and will also follow different leadership styles.
	I have to follow examples of different successful leader and following the leadership styles of the senior management.
	To be completed within 1st Jan 2023.

	
	
	
	
	
	

	 
	
	
	
	
	

	
	
	
	
	
	



TASK 1.2 
IDENTIFY THE SKILLS REQUIRED FOR A CAREER OF YOUR CHOICE
Skills required for my career are as follows:
1. PRESENTATION SKILLS:
Presentation skills are necessary for clarifying different objectives to the groups or team members. So if I do not have proper presentation skills I will not be able to clarify my objectives to the groups or team. So presentation skills are important for presenting the views of own which is also required for my future career.

2. MANAGEMENT SKILLS:
Management skills are also important in the required career which will help for managing a team and aligning different responsibilities to achieve the desired goals. So management skills will help in my career to manage the work within the given time frame with more efficient manner. This skill will be required in my future career.

3. ORGANIZATIONAL SKILLS:
Organizational skills are also required in my career which will enforce employability within individual and helpful for organizing the work. So organizational skills will help to organize my work with proper measures within the organization and will also help to attain the organizational goals and behaviors.

4. LISTENING SKILLS:
Listening skills are also required in my career, so to be a good team leader or customer service listening to the others ideas and views are required. So having good listening skills will be good for team leader or for other leadership skills. So better listening skills means good communication skills among the team members.
5. RISK ANALYSIS SKILLS:
Risk analysis is also required in my career which will help me for understanding of forthcoming risks. So having not proper risk analysis skill in my career will be impact over the problem solving abilities.


TASK 1.3 
EVALUATE YOUR SKILLS IN COMPARISON TO YOUR CHOOSEN CAREER.
Following are my evaluation table

	PRIORTY
	SKILLS TO EVALUATE
	WHAT  WILL I NEED TO DO
	SOURCES AND SUPPORT REQUIRED

	1
	Organizational skills
	I have to organize my work and not leaving it to the last minute.
	It can be achieved by creating Gant charts and also by creating a diary to remind.

	2
	Communication skills
	I have to do more group meeting and discussion which will help me to learn different learning skills from each other. It will also help me to speak more confidently and get my point across easily.
	It can be achieved by practicing communication and get the information across to others to understand easily.

	3
	Presentation skills
	I have to do more group presentations to build confidence and also do more vocal interaction.
	This can be achieved by making notes which may be mobile, laptop and notebook notes which will help me to be prepared.










 TASK 3

ASSESS AND REFLECT ON THE CONCEPTS YOU HAVE LEARNED FROM THIS MODULE:

In this module i have learned aspects, which is not only my personal but also have improve my professional aspects as well. In this module I have learned how to apply for my job and what are the personal and professional skills required for it. CV, Cover Letter and job requirements are one of them which I have learned during studying this module. In order to get a job in this competitive era these are the enhance skills required which will help me to achieve the right job by studying this module. 

Mock interviews are also the next phase which also helps in how to prepare for the job interview. So dress code, eye contact and body language are the basic requirement studied during this module. So this module not only reflects on personal but also on my professional aspects as well.

In this module skills audit of current skills are assessed considering the future career and current studies. Through personal development planning I have acknowledged the necessary activities which help me find out the strengths and weakness. So this module study through PDP and other analysis tools will help me to reduce my weakness and also help to further improve my strengths. So personal skills are properly rated through proper scales such as SWOT/SMART analysis tools. So these analysis tools will help me to find out the skills which are weak and needs to be improved. In order to overcome these weakness and threats will also improve my professional skills. Through this module I learned and assess that how can I improve my communicational skills, so the teamwork and group discussion within teammates help to build my confidence and I can able speak more confidently and communicate my ideas in a better way.  In this module I also learned how to present myself by showing presentation to the teachers. So working in group tasks and volunteering to be a team leader are the different aspects which helps me to improve my presentation skills. Time management is also key skills which I learned from this module, managing to meet deadlines on assignment work and other tasks is something I achieved on a regular basis in this module. So organizing my work and setting up goals to be achieved on time and not let them to the last minutes by breaking the work into small parts or by prioritizing the important one is also key skill learned during this module. 

Whenever I encountered any problem in my task or an assignment I get help from tutor and also lesson to their feedback which helps in problem solving. So in this module I also learned how to use my problem solving skills to solve the problem. So their advice and feedback will help in this module how to solve problem. 

I found this module very useful because I find out my strengths which I was unaware to be possessed and also taught me that if I put my mind into it I can overcome any obstacles. Personal development plan is essential because it gives you the direction towards your goals. After defining my key strength and weakness and developing a strategy for enhancing and relying on my existing skills and abilities.  As in this module personal development plan and all analysis tools are not only crucial for analyzing and understanding the good and bad skills in oneself possesses but it also allows the individuals to self reflect and criticize themselves.

Practical skills development is also the key lesson in this module like writing a good CV, in this module I learned to write a good CV. In practical skills I learned how to write a good CV which will help me include all the relevant skills which required by the organization and try to avoid the irrelevant skills as of organization will have to pay heed to the relevant skills. So in 
order to get more attractive jobs a good and free from error CV is must, which will help me able to stand out in a highly competitive market. With good CV a good cover letter is required to be attached with, which will maximize the chances for the job interview or being shortlisted. For a good cover letter to be attached I need to explain the motivation which drives me and also demonstrate my key strengths and all the relevant skills required. So these are the first step which I learned during this module. So in this practical skills development I start to get the entry into practical practice and it is this skill which help to get a good job. Further to retain the job and also for further development in the organization the personal and professional will help to communicate, present, organize and will plan to achieve the organization goal. So this module just not only goes through to improve my daily or day to day life but also give knowledge to build my career in a chosen career. 


At the end this module will make a lot whether it is about my personal and professional skills. So this module aim is to address the most important points to consider in order being successful in personal and also in professional career as well. So this module will cover subjects like reflective portfolio, personal and professional skills and their aims and objectives. It will also identify the important techniques and methods which help me to write outstanding CV and Cover Letters.
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