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Introduction
In the current dynamic era that we live it is very important for every person to work on their improvement and development constantly in order the same to be able to achieve their goals (Cotrell, 2012). The aim of the following portfolio is to reflect on the skills that I already possess and have added through my life and working experience, as well as to analyse all the new ones that I would need to develop in near future so I would be able to make a career in the desired from myself field. 
Personal Development Plan
The best way for personal improvement and development for a person is through self-awareness. Self-awareness is crucial for a person`s development. Self-awareness is actually the state of one knowing and understanding themselves to a high level. It is not in human`s nature to be self-aware. There are different levels of self-awareness, but achieving them requires a lot of work with the self (Morin, 2011). One of the most popular and quite effective one is `journaling`. Journaling is the process where a person writes down and assesses their own behaviours and reactions over different situations. This allows the person to judge objectively those behaviours and to work on their future improvement, where weaknesses occur. Journaling is such a powerful tool that it could even bring awareness to an existing trauma or limiting believes that a person possess and that stop them of a future progress (Colori, 2015). Practicing journaling is a crucial for me as this has made me realize that I am a perfectionist. As much as this can be a good thing, it is the one thing that can easily hold you back. In my case I was not ready to leave a task uncompleted, or any other thing not finished in a perfect way, because I knew that this meant that I failed, which is far from the truth.
Johari window is another powerful tool that can help a person is more aware of their own behaviours. Divided in four different stages, this model helps a person evaluate their own skills through the lenses of their own eye as well as through the other people`s eyes, uncovering our blind spots (Raveendran, 2007). Having positive attitude, possessing strong analytical skills, being super organised are some of the skills that I am aware that I possess as they do bring positives for my development. But luckily, thanks to the observation to my supervisor I was offered the instructor job role. I never thought I possess the necessary qualities for this kind of job, but this is because I have been subjective to myself. And in this situation other people have been objective for my skills and pushed me forward so I can develop. 
Analyse the skills required for your future employment
I have always wanted to become an HR assistant. Working for Amazon for a number of years provided me with the opportunity to grow within the company up until certain level. I have already had the chance to apply for HR assistant, but unfortunately I was unsuccessful candidate at this point! And the reason for it is the lack of experience with Excel. Luckily Amazon is one of the few companies that, no matter at what cost, empowers and motivates their employees and gives them the opportunity for future personal development. Being ambitious and driven is what an Amazon employee should possess in order to grow within the company. 
There are quite a lot of skills that an HR assistant should possess and that are crucial for being one. According to Indeed 2021, an HR assistant should be able to operate with Microsoft office is one of the most important things. Literacy in Word and Excel are some the basic knowledge that a future HR assistant should have. Attention to details is another one. This one is extremely important as the HR assistant role includes the maintaining of the employees files, assisting with the process of hiring new employees, where every detail matters. Filling in correctly the necessary data will prevent the company from for future troubles. For example, if an HR assistant has filled in incorrectly information about one employee, then this same information will be sent with this error eventually to HMRC. This might cause extra problems for both, the company and the employee. That is why checking over and over again every detail is very important. 
Being organized is another one of the skills that indeed states as required from an HR assistant. Maintaining electronic files, as well as paper folders and different documents are only few of the duties of an HR assistant. 
Confidentiality is key when it comes to operating with other people`s personal data (Indeed.com, 2021). In the world that we currently live in, frauds coming from anywhere, it is important for a person to feel protected and safe. We are constantly being attacked by scam text messages and phone calls that require some of our personal information. And when an employee applies for a particular job it is key for them to know that they are in safe hands with the HR assistant. 
 I have empathy (Totaljobs.com, 2021). Enjoying working with people, understanding human psychology, being emotionally intelligent are the skills that are listed as foundation ones for the HR assistant job role. Along with the fact that the ones should be able to stay calm, despite the complex situation they find themselves in; being patient , diplomatic and easy Last, but not least it is extremely important for an HR assistant to be peoples person and to approachable. It is the HR`s role to deal with grievances as well. This is one of the procedures that requires the HR assistant to judge impartially, not based on biases. It is their responsibility to do the note taking, and to make sure they do take accurate notes of each and every statement made. 
Totaljobs are emphasising as well on the fact that an HR assistant should have knowledge and understanding of the employment law. 
Assessing the concepts learnt in the module
This was one of the most important modules I have studied so far. It has exposed a lot of different concepts for me and has thought me the things that I need to pay attention to so I can become a successful person one day. 
One of the first things that I have realized about myself thanks to this module, was the fact that I am a visual learner. I prefer instructions to be printed rather than oral, and often scratch and draw when trying to make sense of new information. I am memorizing new information only after recording it. I also tend to organize or visually separate information as my study it. This helps me to connect the different ideas into one whole. I remember people's faces very well. I read body language and facial expressions accurately. I am able to visually imagine everything I read and hear. I keep notes in the form of text and drawings. I understand perfectly the information presented through maps, graphs and charts. I prefer to have photos and illustrations in the printed texts. I like to learn from video presentations. I notice visual details that others miss. I learn new things best through practical experience. I like to move and explore the environment. I like to touch objects and people. Because I am visual learner I  see clearly how concepts and ideas connect usually best in positions where I  need to combine several things physically or conceptually, use my  navigation skills, make data-based decisions, or create something new using  creativity (Othman and Amiruddin, 2010). 
Taking the 16 personalities test was a very interesting experience for me as well. After completing the test it turned out that I am a ESFJ-T type Consul. This type of people is very people-focused and often offers guidance to others. “Consuls love to be of service, enjoying any role that allows them to participate in a meaningful way, so long as they know that they are valued and appreciated.” (16 Personalities, 2021). And those are most important qualities that an HR assistant has to possess. Therefore, choosing to pursue a career in this field is the right thing for me. 
Thanks to this module I have also leant how to produce the perfect CV and Cover letter that are going to match the requirements of the desired from myself job position. The CV and the Cover letter are probably the most important bits within the job application process for a person. Their role is to present briefly the personality, the skills and the experience of the candidate before the employer actually meets them. They have the highest impact if a candidate will be successful or not. So it is very important for the CV and the Cover letter to be tailored to the needs of every specific job application (Innes, 2015). 
Preparing a strategic recruitment plan is another crucial thing that I have learnt. Small, medium or large company, they all have one thing in common – to know who they need to hire and when. Because making poor recruitment decision can cause quite a lot of losses for the company (Management Extra, 2005). 
Learning how to execute proper PDP plan is one more important thing that I now know how to do. This is the tool that every person that desires a future career progress should use at all times. PDP shows the additional qualifications and skills that has to be acquired by someone in their career development (Beausaert, Segers and Gijselaers, 2011). 
In addition to all the tools and concepts mentioned above I have learnt a few more things related to my career development. Making a difference between a job and career was important to be noted as well. Learning to use different tools that are going to bring more awareness to the self, such as the mentioned above journaling and Johari window and the use of SWOT analysis as well. I have gained a lot of knowledge about the importance of presenting myself in the best possible way when attending interviews. This is the moment where I need to bring out the best of myself. And actually I have learnt that every single little details matters. Language, body language, dress code, manners, is all important. And of course, learning about the employment legislation was something that has to be taken under consideration. Because if one is not aware of the employment legislation they could get themselves into big troubles. 

Conclusion
[bookmark: _GoBack]It can be concluded that the completion of this module has brough awareness to a lot of the important aspects when it comes to my career development. Becoming an HR assistant has been a dream of mine for a number of years, but laying the foundations of the plan that I have to follow so I can become one was a huge support. Knowing all these concepts and tools definitely brings me a step closer to the success. And surely, I am now aware which are the things that I need to improve so I do become a successful candidate next time I apply for the position of an HR assistant. 
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