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This personal development plan contains a self-analysis and personal honest reflection about my careers prospective.
By creating a personal development plan which is a documented mix between self-analysis, personal reflection and honest appraisal of the person’s strengths and weaknesses. This will enable a person to evaluate the value of the leadership and management training they have received, and to consider future further development.
A personal development plan it is not something mandatory or something that managers makes an employee do before a yearly appraisal; a PDP is also a firm rock that helps a person’s dreams and desires stay in sight.
I consider that a proper plan for personal and professional development helps me map out a way towards my vision of success and a path to achieve my visions, missions and goals. A professional development plan also helps me to make better decisions in my career and prevents me from taking backwards steps in my future career.
According to recent studies and research is a good professional plan which was drawn in such a way to prevent failings or not achieving proposed goals, helps to reduce stress and anxiety.
The plan I am drawing in this report is also a financial analysis of my future intentions to develop my skills and knowledge and help me to create a saving plan to achieve them.
In writing this report I will follow the recommended seven steps in writing a personal/professional development plan as described:
1. Set myself goals.
I will start the report by setting my career goals and conduct a SWOT analysis.
2. Prioritise those goals.
After conducting the SWOT analysis and setting out my goals I will prioritise them. By prioritising the goals will help me to better achieve what I want to achieve without delays and avoid having stress an anxiety if some goals will be difficult to achieve
3. Set myself deadlines for when I want to achieve them.
After prioritising the goals, I will start setting up deadlines to avoid delays or losing interest.
4. Recognise threats and opportunities.
By recognising threats and opportunities I will be able to establish clear goals and real ways to achieve them.
5. Develop my skills or increase my knowledge.
Developing skills and increase knowledge will help me to further develop my career.
6. Use my support network.
By using all the support tools available my employment perspective will increase considerably.
7. Measure my progress.
Measuring my progress and reflecting about what I want to achieve, what I have achieved, and what difficulties I have met will help me achieve the proposed goals without delays or frustrations.
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In present I work for a European grocery which sells traditional east European food, products and alcoholic drinks. 
I started to work a sales assistant and after enrolling in this degree I promoted to Assistant Manager.
The business is a small-medium company. However, the turnover is increasing with 20% per year and the next two years predict a £1 million turnover. 
My current position involves interpersonal skills, team working skills, leadership skills, problem solving, critical thinking and decision-making skills. I can gladly say that through this year I have gained several skills and knowledge that helps me a lot. 
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	Competence analysis

	Skills required
	Current ability
	Gaps

	Leadership
	Since I have enrolled in this foundation year, I strongly believe that my leadership abilities improved. I am coordinating a small team of other six people.
	Lack of experience

	Ability to follow directions
	I am working under the Managing Director supervision and I must follow her rules and vision. 
	Improve the adaptability to different management style.

	Responsibility
	I have a very good knowledge of all the products we sell, stock management capabilities and specific certain specification for different products.
	There are no gaps identified as I am already working for the past five years.

	Decision-making
	I am involved in both, minor and major decisions within the company I work for. I consider that there are minor delays in taking important decisions as I have some fears and I don’t want to fail.
	Improve in the nearest future the time in taking long terms decisions.

	Interpersonal skills
	I have very good interpersonal skills as I am working in customer service since I was a young girl.
	There are no gaps identified as my working experience in customer service.

	Teamworking
	I recognise that I cannot be a leader for my team if I don’t possess teamworking skills. I am used to work in team since I was a child and I enjoy it.
	Improve my temperament.

	ICT skills
	Operating the tills, making Microsoft Excel spreadsheets, Microsoft Word tables and operating CRM platforms.
	I want to improve my skills in operating iMac devices.

	Inventory management
	I am a very organised person and I am also responsible with the inventory management and stock control.
	Improve ICT skills.

	Multi-task ability
	Being a small environment, I must undertake multiple responsibilities in the same time. I must help my colleagues, but meanwhile to bear in mind the supervision responsibilities.
	Sometimes I feel over field and I have to teach myself how to calm down and show more patience to my team.
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In the nearest future, after graduating and meanwhile during a master’s degree I intend to open my own business.
This foundation year helped a lot and I want to progress into the business.
I intend to open a traditional Romanian shop and hopefully to be able to have a small team. 
The skills and knowledge I have gained during the modules I have done this year.
The below table is a reflection
	Long term goals
	Specific career goal
	Key skills
	Skills I need to work on
	Actions to be taken
	Time

	Enrolling degree
	Business Administration bachelor’s degree
	Foundation year
	Project management
	· Complete the foundation year
	One year

	Start Master’s degree
	Obtaining an MBA
	BSc BA
	Project Management
Business and commercial law
	Gaining a BSc in BA
	Two years after finishing the bachelor’s 

	Starting my own business
	Managing Director
	Leadership
Project management
ICT
Strategic thinking and self-management skills
Decision making
Interpersonal skills
	Networking skills
Social media
Strategic thinking
	CPD training courses
	Next five years
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By evaluating my own current skills and competencies against professional standards and organizational objectives will help me to find new ways of improvements.
There are many skills and competencies which I have developed in my entire life starting from the people around me and my family to education and the employment experience that I have got.
During the time I have learned various management and business administration topics like marketing, finance, stock management, leadership and project management. These skills will help me in the future as I want to open my own business.
I have always been good in numbers, counting money, making and updates stock or archives and I consider that I have got very good analytical skills. This will help me in analysing what options I have available. It has also helpful in improving my decision-making skills.
I also consider that I have good leadership qualities like motivator, determined and focused. I was involved in student’s council in my high school and this helped me in developing leadership qualities and forming my team for the shop I work as Assistant Manager.
I am good in making stronger relationships with the people around me and I have good interpersonal skills that I developed during the time and my employment.
I am not good in public speaking, but I am good in taking control in staff meetings or with people that I knew. I will join any personality development CPD courses.
I see a need in working on my time management skills. This can be improved by taking advice from my Managing Director as well from my colleagues. I will start my day with dividing time to all the tasks that should be dome in the day and allocate some time to each task.
I also need to attend some stress management sessions to work without any mental pressure or stress gained as a consequence of the pressure I have on my workplace.
As I have mentioned above that I am working towards my wickedness like public speaking and stress management. But I believe that I am too behind of my aims and objectives. I have just learnt the theoretical concepts and I need to work much harder and develop a fine plan to achieve these goals and objectives. If I talk about time management skills the technique of writing down all the tasks has really helped a lot and I am satisfied with my performance in handling more than two-three tasks at a time. But my professional life will also help me in being perfect in managing time properly due to the higher volume of work in my workplace.
Self-managed learning or reflection of personal and professional development is one of the most important parts of personal and professional development. 
As I learnt during the module, I need to have a proper development plan to develop my competencies and skills. The first and the most important part is to conduct SWOT analysis to discover and know the weaknesses and opportunities available I have and the employment market I want to focus. I also see a need to continuously evaluate my development plan and improve it. The development plan I created will focus on my needs. In my case I need to work on time management and public speaking, but there is also a focus on working towards my academical progress. 
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SWOT analysis is a strategic planning technique used to help a person or organization identify strengths, weaknesses, opportunities, and threats related to business competition or project planning3.

	Strengths
	Weaknesses

	Willingness to learn, gain new skills, permanently improving my knowledge.
I am a young person with big dreams
Vast customer service experience
Leadership skills
Knowledge of food hygiene legislation and regulations
Analytical thinking
Interpersonal and communication skills
I am committed to the company I work and to my vision and goals

	Lack of ICT skills
Upper intermediate level of English spoken
Started my academic process a bit later than normal
I have a compulsive feeling to do things quickly just to remove them from my “to do list”.
Stress

	Opportunities
	Threats

	Funding for new businesses in retail
Student finance 
Advanced learner loan
Free CPD on market
Conferences, congresses and workshops 
	Brexit
Other colleagues enrolled in the same form and education pathway with me can learn and gain new skills faster than me.
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According to Wikipedia, a personal development planning is the process of creating an action plan based on awareness, values, reflection, goal-setting and planning for personal development within the context of a career, education, relationship or for self-improvement7.
The activities that contribute to my personal growth are:
· I am enrolled in a foundation year and willing to continue with a bachelor’s degree programme
· I intend to do a master’s degree in business administration
· I am always trying to improve my job performance
· I have approaches to personal and professional development
· I am doing research
· I want to enrol as member in CMI
· I am undertaking hard duties and tasks and I enjoy having big responsibilities
Because I am focused in further developing my leadership skills, I have asked my team to provide responses to a questionnaire. I have used the questionnaire as a guidance as it offered me an honest feedback from my team, but also it helped me to identify areas of improvement.
The questionnaire was formed of nine questions as described:
Likert scale from one to five where 1 mean strongly disagree and five mean strongly agree.


1. The Assistant Manager gives me constructive feedback that helps me improve my performance
2. The Assistant Manager is not focused on micromanage (getting involved in detail)
3. The Assistant Manager is superficial
4. The Assistant Manager has strong interpersonal and teamworking skills
5. I would recommend the Assistant Manager anytime  
6. The Assistant Manager has a professional attitude with me and the customers
7. I am satisfied with the Assistant Manager’s overall performance 
8. The Assistant Manager always understood me and helped me to improve my knowledge and skills
9. The Assistant Manager shows consideration for me in person
After completing this feedback form the employees gave me the form. I was surprised to see the result at this confirms my commitment to the role.
The results are:
Question 1 – five of six responded with five which mean that the majority of the employees acknoledge that I am offering them constructive feedback. 
Question 2 – four of six employees responded with five which mean that they ackoledge my commitement to micromanaging. I am involved in all the processes and practices and I am happy to see that the employee appeciate that.
Question 3 – Six of six employees responded with one and this mean that they do not consider me superficial.
Question 4 – six of six employees responded with five; thus they consider that I have got good interpersonal and teamworking skills. This also proves that I transferred the skills and knowledge that I have learnt during the foundation year.
Question 5 – Six of six employees responded with five; thus they are happy to recommend me to other employers.
Question 6 – Five of six responded with five and one of six responded with four. The employees see my professional attitude in relation to the customers and to them.
Question 7 – Six of six employees responded with five. This mean that they are happy and satifsied with my overall perfomance as Assitant Manager.
Question 8 – Six of six employees responded with five. This mean that they counted every time when I helped them to further develop their skills and knoledge.
Question 9 -   Four of the employees responded with four and two of them responded with five. This responded showing me that they see my commtement for them and my willinges to offer them consideration idnvidually.
The essential employment skills identified during my research are:
· Having a positive attitude
· I consider that I have this skill not just become I have positive feedback from my team and customer, but because I am also trying to be as nice and professional as possible. I am aware of my body language, posture and words and I am treating everything with a smile.
· Communication
· I recognise the need of communication. Especially in small work environments where is a small team of people, but a higher volume of work, having a team with interpersonal and communication skills is crucial for offering the best customer service possible.
· Teamwork
· Self-management
· Problem-solving
· Willingness to learn
· I consider this skill as one of the most crucial one because having learners willing to learn and further develop their skills is easier to progress. 
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I am setting my goals based on SMART objectives.
SMART stands from Specific, Measurable, Achievable, Reliable and Time.
Questions you may ask yourself when setting your goals and objectives are:
To be sure that a goal is specific, I put myself the following questions:
· What exactly do I want to achieve?
· Where, how and when?
· With whom?
· What are the conditions and limitations?
· Why exactly do I want to reach this goal? What are possible alternative ways of achieving the same?
By asking myself this question I will know that the goals I want to set won’t be generic.
Measurable goals mean that I must identify exactly what it is that I will see, hear and feel when I will reach my goal. It means breaking my goal down into measurable elements. 

To see if my goal is achievable means to investigate whether the goal really is acceptable to me. 
Is reaching my goal relevant or reliable to me? Do I want to run a multinational or to open my dreamt own small business?
To be time effective, I must make a tentative plan of everything I do. Everybody knows that deadlines are what makes most people switch to action; thus, I will set deadlines to myself or my team and follow them.
	Goal
	Which goals need to happen first?
	Possible obstacles
	Improving chances
	How am I doing?

	Academic
	Finishing the foundation year
BSc and MBA
Learn about the application process
Find suitable universities or colleges
Finding funding routes
Working towards my personal statement
	Part-time employed 
	Take more days off to be able to focus on study
Student finance
Advanced Earner Loan
	Attending to classes
Doing research
Submitting assignments
Applying through UCAS

	Open a business
	BSc and MBA
Research
Participating to workshops for young entrepreneurs
Looking for funding or sponsorships
	Lack of personal budget
	Opening a saving account

	After finishing my studies, I will open my own business. I will conduct the necessary research and I will create a business plan.

	Buying a house
	Having my own business
	Lack of personal budget or savings for the deposit
	Opening a savings account and put 10% of my wage each month 
	I will speak with the mortgage advisors to be sure that I am following the correct route to achieve my goal.


	Buying a car
	Having my own business
	Credit score
	Building my credit score t be able to buy a car in leasing
	I will contact a leasing advisor to find the best ways to buy a car in leasing.

	Supporting my daughter career and help her to build her future
	Having a saving account
	Lack of personal budget
Family conflicts
Brexit
	Family savings account
Open my own business
	I will finish my studies and I will focus on having financial stability
I will consult a savings advisor to find the best way to invest in my daughter studies and future.



There are also personal development goals that I want to discuss which can make myself to strive towards continuous self-development.
1. Confidence 
Because I do not speak English well makes me lose confidence. One of my personal goals is to gain more confidence when comes to English speaking. I consider that my confidence should increase proportionally with my learning journey as all the knowledge and skills I gain should reflect in my attitude and way of acting. 
2. Improve my Body language skills
The nonverbal communication is very important when comes to customer service. Not every client is the same and they behave in different ways, having different background and expectations. Having appropriate body language that suits all types of clients help me to connect effectively with others and convey my message across more effectively. 
3. Getting along with myself
I consider that getting along with myself is a precursor to get along with others as well.
4. Read more
I intend to start reading more. This won’t just improve my English, as well as gaining new knowledge. 
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To identify my learning style, I have used a variety of questionnaires. 

My learning style is visual, and this means what I often utilise graphs, charts, maps and diagrams.
The visual learning style is one of the three different learning styles which were identified by Neil D. Flaming in his VAK model of learning.
Conducting research on the visual learning style I have identified some strengths that are also applicable in my case.
The strengths are:
· Instinctively follows directions 
· Easily visualizes objects – this helps me in my daily tasks and in making quicker decisions
· Excellent organiser
· Notices minute similarities and differences between objects and people easily
I also observed that my learning style is visual because I often use a marker to highlight long paragraphs when I am studying (different colours), I am making lots of to-do lists agendas, when I am taking notes in the class I am organising the content more visual and summative and when I arrive home I use outlines and concept maps to organise them.
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David Kolb published his learning styles model in 1984 from which he developed his learning style inventory6.
Kolb’s learning theory follows two different levels: a four-stage cycle of learning and four different learning styles, being focused with the learner’s internal cognitive processes.
The learning cycle has four stages: concrete experience, reflective observation, abstract conceptualisation and active experimentation. This cycle defines an effective learning process.
The learning styles identified by Kolb are diverging, assimilating, converging and accommodating.
According to Kolb’s theories I consider that I have a mixed between assimilating and converging style.
Stage 1 – out life is full of experiences we can learn from, from home to the workplace. This provide us with the opportunity of having a start in the learning circle.
Stage 2 – Reflection involves thinking about what we experience during the time and what we have done. I consider that I am naturally good at reflecting and this will help me achieve my goals by seeing where I was wrong and where I must practice more.
Stage 3 – This stage reflects the border from thinking about the experiences and interpreting them.
Stage 4 – I consider that learning from our experiences involves the key element of reflecting. 
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A learning journey is described by experts as a designed learning experience that occurs over a period4. A learning journey also involves diverse learning elements involving different methods and channels.
I can say that my learning journey started in my high school in Romania. I always being passionate about businesses, having my own business and coordinating team of people.
I have enrolled in this foundation year to start my future career as a business woman. After completing this foundation year, I intend to enrol in a bachelor’s degree programme and them to finish a master’s degree of business administration.
I am always thinking about how to approach my career effectively. When I am thinking about my career, apart of setting goals and ways to achieve them I am taking in consideration all factors to avoid delays in achieving my goals. As an example, I have a little girl who need attention; thus, when I am designing my learning journey, I have to allocate more time to be sure that my family never miss me, but my goals will be achieved.
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I consider that a person without having self-motivation in the learning journey and careers progress cannot achieve their goals. 
As a first point of view, the level of stress is rapidly increasing without motivating yourself.
Secondly, people that are not self-motivated are more likely to suffer a burnout syndrome in the future.
As a conclusion, I am always motivating myself in my learning journey and in ways to achieve my goals.
I am focusing on my strengths, I am developing meaningful goals for my career perspective and I am developing a network of energy-rich and supportive relationships.
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The CPD plan refers to the process of documenting and tracking the knowledge, experience and skills that a person gains from both formally and informally. 
I am committed to have a continuous professional development plan. On the market there are many conferences, congresses and workshops in business administration, as well as free CPD webinar or online courses.
The below table reflect a summarise of the CPD events I will attend in this year.
	Event
	Location

	London Entrepreneur network
	London 

	Business building workshop
	London

	The conscious business network (TheCBN)
	London

	Free business training for young women
	London – Enfield

	Drama for communication – Training
	London
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