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Introduction
In this report I will be reflecting on my professional career and personal development plan. Professional career development is where an employee gains an understanding and demonstrates the importance of skills used in the workplace and enforces it. Personal development plan is where an individual makes objectives to guide and assist them in the near future. Before starting the University of Wales trinity saint david I had numerous jobs where I was not performing well due to my knowledge and understanding of skills for the work place and effective tools and techniques used in organisations. One of the main reasons of me joining the university was to improve my skills for the workplace as well as to gain understanding of skill to hopefully be able to start my own business in the future. 

Role Play Reflection
In a role play exercise in which we had to interview a partner for a potential job offer, we were made to choose a specific job role and ask the candidate a few professional interview type questions. In our case between me and my partner we chose the job title for a lettings agency who were recruiting a customer focused and sales driven individual for their busy office in Aldgate, London. The role involved daily customer interaction via telephone, email and face to face. The ideal candidate was to be organised, highly motivated as this was a sales role and have great customer service skills. Working for the organisation had its own great benefits such as basic salary plus uncapped commission, 28 days paid holiday, free access to local gyms and car parking solutions. 
The questions we proposed were Why was the candidate suitable for this role? What relevant experience did the candidate have? What was the candidates long term career goals? Why choose our organisation? And a scenario; if a client is unhappy/complaining about a colleague of yours, what actions will you take following the incident? 
In order for me to be a successful candidate for the job role I first had to understand and gain exceptional knowledge of the organisations and the products/services they provide. I then must understand the job description and role inside out. Understanding the job beforehand will give you an advantage and ideas of exactly what your role requires. 
As I was applying for a sales and marketing role, I ensured to prepare myself for role play situations where I must persuade the interviewer to either buy a certain product or service. I also gained an understanding of essential customer service skills so if a situation or scenario were to arise, I can answer accordingly. For example, when the interviewer asked me regarding a customer complain with my colleague, I answered that firstly I would try to calm the dissatisfied customer down and reassure them that this would not go unnoticed. I would then approach my colleague to see what his side of the story was and if he reacted in a manner which was not appropriate, I would approach a senior member of staff or the management team. 
In an interview situation you must be as professional as possible while maintaining calm and politeness. You should always aim to be yourself but engaging with a professional manner despite if the interviewer is being harsh or aggressive. It is important to listen carefully what the interviewer is asking to prevent you from going off topic and also avoiding questions which aren’t relevant. Towards the end of the interview you must not be shy to ask any questions you may have regarding the job role, future career opportunities and work environments.



Self-evaluation review 
Looking back at my initial personal development plan in my first term at the university, I was lacking on a few key skills to work effectively such as communication, time management and customer service. I had aimed to communicate more effectively using different elements such as visual, non-visual, verbal and written. Within the duration of the next term I was able to see the difference in my communication skills as I had a wider knowledge of how to send email, answer telephone calls in a professional manner and how to meet and greet people in a work environment. Another aspect of working effectively I had to improve was my time management. This was a great issue for me as I was constantly being late. During the second term we learnt how to use our time effectively and be punctual by leaving enough room for errors that may come up, arrange appointment beforehand and always check and plan your routes as early as possible. At present I find myself being five to ten minutes earlier for appointments and before my shift begins which has helped my relationships with my peers, colleagues and managers. Effective time management is a strategy used to plan your available time and control the time you spend on other specific tasks for you to be able to work more efficiently. Effective time management is easier controlled by some people more than others but anyone can develop these new habits to improve and maintain their time management skills. (The Importance of Time Management: Tips for Boosting Your Productivity, 2020)
One of the importance of self-evaluation for personal and professional development is to build a great advantage to expand your career aspects. Using the skills will enable myself to achieve long terms and short-term goals. I had many experiences in my career life, before I had started to study at the University of Wales Trinity Saint David London campus. I had experiences in numerous professional environment that had helped develop my skills and use them in various elements. To start off, one of the first job I had worked was at ZARA fashion retail. I had worked at this clothing store from November 2017 to July 2018, throughout the time I have spent at this workplace. I had enhanced new employability skills, one of which was problem-solving skills that I have developed. However, I had a one to one meeting my line manager, which reviewed the summary of my strengths and weaknesses. Based on my review, I was informed that I was lacking on customer service, communication, leadership and punctuality. 
· Quality – I have learnt to produce a high quality of service by analysing and checking my customer service, communication and leadership skills. 
· Quantity – I have understood the importance of being consistent with task assign to me. I have also gained knowledge to help use more than one skill at a time, to further my career aspects. 
· Adaptability- I have learnt to demonstrate a willingness to accept and learn changing conditions in the workplace. 
· Initiative – I aim to think constructively and to respond accordingly to tasks given and issues that arise. 
· Dependability – I have learned to be reliable and complete tasks without necessary supervision. 
Customer service- I have learned to facilitate to customer needs and requirements. To providing outstanding customer service.
Communication – I am now able to use a wide variety of communication skills such as, verbal, non- verbal, written, and visual. These had enabled me to work much more efficiently and effectively. 
Leadership- I now know what it takes to be a good leader as well as being a good follower. “In order to be a great leader, you must first learn to be a good follower”. (Schroeder, 2020)
Punctuality- I have learnt and understood the importance of being punctual in professional and personal life as one effects the other. I have understood that employer will always look for employees who are punctual which will subsequently provide more effective workload to their organisation. (5 reasons why punctuality will always be relevant | Robert Half, 2020)

Personal development planning 
A personal development plan is essential for anyone to be successful as this allows us to gain an in-depth investigation into our short term and long-term goals. Resources and time spent on improving yourself or your employees is never a waste. It is important for individuals to develop a effective, appropriate and concrete personal development plan. (Personal Development Wiesbaden Mainz, 2020).
Below I will be detailing my own personal development plan to help me achieve my goals in the near future. 
	Goals 
	Actions required
	Evidence of completion
	Date to be completed by

	Open my own business
	· Gain knowledge and experience 
· Raise enough funds
	· Will have a location
· Opening date set 
	· January 2022

	Complete a degree 
	· Attend university 
· Be punctual and focused 
· Stay consistent
	· Graduation 

	· September 2023




One of the employability skills that I have developed is problem-solving. This skill is used to solve complex problems at the workplace and unexpected issues that arises. For example, whilst working at Zara fashion retail store for 10 months, my position was given as a floor assistant. There was a customer who approached me and informed that she had purchased a faulty item, I looked at the item and noticed the problem, but she does not have a receipt. I then informed the customer that we cannot issue a refund as she requested but, I could authorise a store credit for her. The customer accepted the offer and was pleased with my service. At this example, this portrayed my problem solving skills, as the customer was satisfied and gained the knowledge that in order to solve specific problem, you first must identify the roots of the issue and be very clear about what the problem is. You must also evaluate interests and analyse the options, then you must list all possible solutions. To conclude, you should agree to monitoring, evaluation and contingency.
Before starting the university, I wasn’t able to communicate effectively, however I have developed this skill and experiences that are needed to expand my career prospects. “Steve jobs had so much inspiration for his employees to aim for perfect service by providing outstanding communication through his leadership team” (Patel, 2020).
Another way to analyse a problem to come up with various solutions is a SWOT analysis, this is made up of the following four elements: Strengths, weaknesses, opportunities and threats. Below I will use a SWOT analysis to help me to develop my professional and personal goals.

· Loss of employment
· Decreased salary
· Ruin relationships with existing clients 
· To promote myself to other brands
· Develop new business relationships 
· Start my own organisation
· Punctuality can be improved on 
· Low patience
· Time management 
· Exception customer service skills
· Confident in meeting new people
· High sales and marketing skills 
· Communication 
Threats 
Opportunities 
Weaknesses 
Strengths 
















Conclusion
My understandings and expectations of the world of employment has improved a great amount since starting at the university. I am able to differentiate between different tools and techniques used to analyse and solve complex work- place problems. I have also gained knowledge of what it takes to work effectively through different elements and how to make myself more employable to the real world. With the skills and knowledge I have achieved, I hope to open my own business organisation in the real estate industry and obtain a degree in business. 
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