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[bookmark: _Toc26872541]1.0 Introduction
       In order to witness professional development, one of the key necessities is being aware of own existing capabilities and effectiveness. With clear understanding of own strengths and weak points, it becomes easier to develop plans and strategies for improvement which would allow individuals to be able to cope with the changing environment and possess specific qualities necessary in the chosen field (Collet et al., 2015). With the help of development of a portfolio, not only own capabilities are evaluated in details and proper evidences are drawn; professionals are also able to track their capabilities and plan their development strategies accordingly. The formulation of action plan and reflecting upon the expectations from the world of employment works better towards improving both personal as well as professional endeavors.  
[bookmark: _Toc26872542]2.0 How did I reach here today
       In my professional career I have undertaken several responsibilities. There were numbers of ups and downs that I have faced over the years. The professional skills and knowledge acquired by me are from my academic background as well as my professional span as well. These skills were assistive for me for carrying out my responsibilities efficiently. There are numbers of difficulties which emerged. However, I was able to overcome the same and I try performing well at my workplace for supporting my family as well. I have faced significant challenges throughout my lifeline which included changing different places, losing loved ones like death of my grandparents. I married at an early age and later my husband shifted to different places. With death of my grandfather, I realized that it is necessary for me to support myself and my daughter. Hence, I took my career in sales seriously so that I can support myself and my family. 
[bookmark: _Toc26872543]3.0 Skills and Knowledge contributing towards effective working 
     Refining employability skills are regarded to be the key for long term survival within any work environment. In order to be able to secure long term position, there are certain sets of abilities and skills which are regarded to be necessary in the current context. The more numbers of skills are directly proportional to the competency any individual possess as a professional. Some of the most important professional skills have been listed below:
Communication skills: Considered to be one of the most mandatory skills, communications skills have been often recognized as a key driver which enables individuals to fulfill their own roles and responsibilities within workplace in suitable manner (Powell-Martinet al., 2019). It is crucial for any individual to be able to clearly convey what is being meant and what one is intending to achieve. Therefore, be it verbal, or non-verbal, it is important that any person is able to develop significant communications abilities which would enable the individuals to be able to convey their messages and understand different perspectives of the individuals effectively as well. Be it interpersonal communications, ability to use written communications, or have wider understanding of different perspectives, it is important that appropriate measures are taken to have fluency in communications process. Thus, with standard interaction with other individuals, necessary activities which are needed to be completed within the work environment can be done properly and overall credibility of any individual would be enhanced. 
Teamwork and adaptability: It is necessary that any individual is able to get along with pe0ople in general. When it comes to completing a work or project, there are different sets of roles and responsibilities involved. To ensure its successful completion, aligning the jobs with each other is necessary. Working together with the intention of achieving a common goal requires significant adaptability and teamwork capability of a professional. Understanding of different perspectives and cooperation from each other is important for establishment of a healthy work environment. In addition to this, while working in a team, it is also needed to be taken into account that own roles are fulfilled properly so that the other team members do not have to suffer. Thus, while contributing towards organizational performances, it is mandate that any individual is able to get along with the different members of the team while trying to achieve certain set objectives. 
Problem solving skills: It is needed to be considered that not every work or activity is likely to run smoothly. There are different sets of challenges and difficulties which may emerge and hamper the overall work. In order to reduce the negative impact of such challenges, it is important for any professional to be able to fund solutions to the difficulties and problems as soon as possible (Bakhshi et al., 2017). Application of logical process is needed in order to address either existing issues or problems which may have emerged. This provides better leverages to the professional abilities as well. Being able to address critical and complex situation is likely to provide a better opportunity for any individual to proceed with their respective work in an effortless manner and the outcomes are likely to be positive as well. 
Planning and management: This is yet another important skill which is needed to be developed within any professional. There are specific roles and responsibilities which are needed to be fulfilled by any professional. These responsibilities are largely recognized as contributions of individuals towards the organizational performances. Hence, employers expect that the undertaken responsibilities are fulfilled properly (Shaheen et al., 2018). With effective management skills and planning abilities, it can be ensured that an organized way of working is developed. It provides better clarity to the individuals regarding the steps needed to be taken for completion of a particular work. Furthermore, chances of errors are significantly reduced as well. Meeting deadlines become effortless for the employees as well, which can be regarded as one of the most efficient aspects. 
Pressure handling skills: Since business environment is considered to be dynamic, it is important for employees to performances consistently under huge amount f pressure to ensure that their organization, as an entity, is able to hold a strong foot in the market. Thus, extensive stress and pressure maybe created on any individual to bring out their best performances in favor of the organization. In order to be able to perform consistently, having pressure handling abilities are necessary. 
Reflective skills: Having a clear idea regarding own abilities and efficiency is effective for any individual to be able to engage in continuous learning and improve their performances. Hence, reflecting on their performances by different means can be regarded as one of the professional skills which are needed to be developed among individuals (Oswald et al., 2015). Acknowledgement and evaluation of own experiences and performances can be effective in development of wider perspectives, which, in turn, would allow any individual to grow professionally. The areas in which there is a scope of improvement can be identified as well. Thus, reflective skills can be regarded as crucial in order to enhance own capabilities that would lead to better contribution towards organizational development. 
Technical skills: With rapid development of technology, technical compatibility is regarded as one of the key assets that the employees possess. Be it report making, sharing information, storing data, or any other work; use of proper computing systems have become an integral part of working environment (Yarbrough et al., 2017). Knowing to use different technology based equipment is often regarded to be as an effective tool which can increase competency of any individual. With the help of these skills and capabilities, addressing different issues may be easier as well. 
Apart from having extensive skills, it is also important that appropriate sets of knowledge are also present in any existing or potential professional in a corporate environment. There are different aspects of business environment relating to employability. In order to strengthen a place as a professional, any individual is expected to have significant knowledge about these different aspects in a proper manner. Given belo0w are some of the core areas in which professional knowledge is necessary.
Employment regulation: There are different sets of regulations involved in order to ensure that the employees are working in an organized manner and following certain guidance while working within any organization. It may be regarded as effective in management of welfare of workforce, as well as organization as a whole (Lim et al., 2016). There are different legislative perspectives including acts and legislations have been drafted and employed. The major intention of these sets of regulations is to maintain the necessary decorum. These regulations are also necessary to manage and maintain the ethics within workplace as well. Having clear understanding and knowledge of different employability legislation would ensure that they are able to behave accordingly and chances of them being exploited are reduced significantly as well. Employment Act, Company Act, Minimum Wage Act (998), Data Protection Act (2018), Healthy and Safety Acts, Equality Act (2010), are some of the most important legal aspects which are needed to be managed and understood properly by any professional (Mackay, 2017). 
Good Practices and Conduct: Good practices and conduct are necessary for professionals for long term survival in the corporate world. It is important that the attitudes and behavior of every employee is in line with the policies and guidelines (Romanova, 2019). Therefore, it is essential that the guidelines suggesting good practices and conducts are understood by the employees. This creates a better learning environment as well. The partnerships are functional and proper outcomes can be noted as well. Thus, the expected behavior can be carried out by any professional with proper knowledge of good conduct and practices. He chances of engaging in situations which might be complicated and unethical can be avoided in a significant manner as well. 
ROTA: It is important that the time management standards are properly understood by individuals. In order to manage the well-being of workforce in a proper way, having a proper time schedule and roaster is one of the major aspects which are needed to be addressed in an effective manner as well. Understanding the time management system would enable the employees to align their personal schedules accordingly as well. 
Theoretical knowledge: For any specific job role and responsibility, it is essential that adequate understanding is possessed by the employee. A professional is expected to have in-depth knowledge regarding the area and department within which one is appointed, or expect to get appointed (Rathore, 2017). A thorough theoretical knowledge enables anyone to adjust in the work environment in more effective way and apply their theoretical knowledge in practical front. The operations within business environment can be stated as more effective with the help of understanding of different theoretical perspectives as well. There are different aspects which are needed to be followed as well. With better theoretical knowledge it maybe stated that the chances of errors in the undertaken activities are reduced significantly as well. Therefore, proper degrees or diplomas in respective fields are preferential criteria for professionals considering long term career opportunity in corporate world. 
[bookmark: _Toc26872544]4.0 Evaluation of own self using tools and analysis 
     The theoretical tool of Johari Window is helpful to conduct self-assessment; it is especially helpful to understand self in groups. The tool has helped me to understand myself in-depth, it is crucial to consider professional development aspects in an effective manner. In the management sector, it has helped me to assess my characteristic while working in teams or groups. Communication is considered useful to conduct the analysis. I would like to mention that the theoretical window stresses on four key aspects, open area, blind spot, hidden area and unknown. Characteristics, skills that are known to others including myself fall under the aspect of open area (Ramani et al. 2017). 
     For instance, my friends and family are aware about my ability to adapt to any environment and situation. While working in office, colleagues or coworkers would appreciate my adjustment and adaptability skills. It helped me work in various stores and places widening scope of work. It helped me learn various types of work activities and job roles. Everybody knows the fact that I have positive work approach irrespective of challenges I encounter. I am also aware of the fact. It has enabled me to remain positive despite problems in professional sphere. I have positive viewpoint; it has helped me to gain new acquaintance. For instance, while working in groups, I have received help from colleagues as well as senior employees (Yadav and Gupta, 2017). 
      On the other aspect, I have received help from the management. I have good skills of organizing and planning activities. Considering learning ability, I have sufficient amount of speed, it helps me to acquire new knowledge within limited frame. While conducting activities in a group, other members have recognized and appreciated my observing skills as well. However, I would like to mention that people that there are certain shortcomings which have realized through others, although I knew as well for instance, problem to complete work on time and dealing with work pressure. I was aware about my confidence issue; others knew the problem as well. My family and friends knew the shortcomings as well. I would make effort to overcome the problems and deal with it in a way that would be beneficial for both personal and professional development. 
      The blind spot aspect of Johari window helps to identify traits and qualities that others are aware but not myself. Regarding the point I need to state that I did not knew that I am a good observe. However, while working in the office, others have appreciated my observation skills. I have realized that it would be helpful to develop my analytical and critical thinking ability. This in turn would be effective to enhance my decision-making skills. On the other aspect, I can utilize the skill to develop problem solving ability. In terms of communication, I realized with the help of others that I need to improvise my nonverbal or written communication skills (Saxena, 2015). Group feedback helped me to have the realization and come to terms with the blind spot. For instance, I know I am transparent and possess management skills. I have aptitude qualities to some extent as well. In terms of unknown capabilities, skills, I have to explore myself in professional sphere. 
      Considering hidden area, I would like to highlight that I was aware about qualities which others failed to observe in me.
[bookmark: _Toc26872545]5.0 The Gibbs’ Reflective Cycle 
     Feelings: I try maintaining a positive attitude. Even though there are numbers of challenges which have arisen over the years, I tried ensuring that I deal with the same with sorted and positive attitude. However, there are certain issues like lack of patience and confidence which have posed as restrictions for me in my professional front. At one point I was demotivated with sudden changes. However, I tried adjusting and adapting to the changes. Even though I had to face several difficulties like death of my grandparents as well as my initial divorce I tried moving ahead with my life and searched for new jobs in sales department in order to meet my necessities. I felt the urgency if developing my efficiency in order to survive in the industry in context. 
Evaluation: Based on the thorough evaluation, I recognized that it is important for me to adapt with the changes in an effective way. I recognized that having better self-awareness is necessary to be able to adapt with the changing employment environment. I was able to understand my strengths and weaknesses with help of thorough self-evaluation. Thus, it may be stated that there is a significant scope for me to work on my areas of improvement. I must ensure that my personal development plan is in accordance with my individual evaluation. With the changing environment in the specific industry, I have recognized that it is important that appropriate steps are taken to improve my existing qualities and competencies for long time survival. Even though I have gained substantial experience in sales, there are specific areas of improvements which are prevalent. 
Analysis: The core finding of my evaluation is that I require working on my patience and confidence level. With the help of critical thinking and adjustability, it is possible for me to invest time in learning better continuous learning procedures. With the help of specific skills, I will be able to sustain my position within my work environment. With new styles of knowledge, and newly developed skills I will be able to adapt with different aspects of life. Even though initially I faced adjustment issues when I shifted in England and switched my jobs, soon I was able to become comfortable and understand my own roles and responsibilities. However, I still need to work on development of better confidence, which is a key necessity in sales department. 
Conclusion: Based on the analysis I have to take onto account that even though I have considerable skills and abilities, there are certain areas which are required to be developed further. I have to take onto account that I develop better it reaction skills to gain confidence, which would enhance my leadership qualities as well.  
Action Plan: 
It may be stated that setting SMART objective is needed to be developed which would provide me with better direction. In addition to this, development of a PDP can be effective in step by step progression of the development of abilities and competency. 
[bookmark: _Toc26872546]6.0 Analysis of finding from literature (SWOT Analysis)
	Strengths
	Weaknesses

	· I can adapt and adjust in different situations in an effective manner
· I have a positive outlook in towards different situations
· I am goal oriented and driven 
· I believe in maintenance of straightforward approaches to deal with different situations
· I apply logical abilities to figure solutions of any problem which may arise
· I have substantial aptitude skills and quick learner
· I have proper management skills and ensure that no aspect of any responsibility is overlooked
· I am a good listener as well as observer
· I provide honest and genuine feedback
	· I panic when it comes to pressure handling and meeting deadlines
· I have comparatively low self-confidence in certain situations
· I need to be more responsive to certain situation and interact more often with others
· My non-verbal communications are not good and require improvement
· I don’t possess proper leadership skills
· I get impatient in certain situations which reflects on my work
· My decision-making skills not always work in my favour

	Opportunities
	Threats

	· With appropriate feedback, I have opportunity to garner more patience and work on my decision-making skills
· I also have the opportunity to have better leadership qualities by taking more responsibilities and utilising my feedback giving qualities in my favour
· I have opportunity to engage in self-learning process which would contribute towards my continuous learning
· With effective learning and better management skills, I will be able to deal with pressure and meet deadlines efficiently as well. 
	· Low level of confidence may restrict me from explore different opportunities
· Poor body language and nonverbal communications may lead to chances of miscommunications 
· High standards of employment skills may reduce my credibility as a professional and may have impact on my long term survival within the industry as well. 



[bookmark: _Toc26872547]7.0 Review and reflection on own understanding and expectation of the world of employment 
      From the reflection of my personality and my probable personality traits, I have understood that I have the chances of bridging up the gaps in my personal and professional endeavors. I have certain lags in my personality that might affect my professional excellence. I lack sufficient level of self-confidence; I do not have prolific communication skills to maintain a good rapport and work as a team player. Moreover, my decision-making skills are also lagging by a considerable extent. By understanding these lags in me, I have tried to understand the measures which I need to take immediately in order to bridge up these gaps. I expect an effective team leader under whom I shall be able to learn certain aspects of professionalism and shall be able to recuperate my personality skills altogether. Seeking up of feedback for continuous professional development is a key to success and in order to do so effectively, I need to have a good rapport with my colleagues/teammates as well as my team leader. Henceforth, for the time being, a synergistic work environment with helpful personalities in my team is the ones I expect from the world of employment.   
[bookmark: _Toc26872548]8.0 Areas for improvement 
      I would like to say that I would develop my objectives of professional development with the help of SMART objectives tool. I will focus on the six key aspects, specific, measurable, achievable, realistic and timely.
Specific- I would strive to make effort to deal with intense pressure and deadlines. I have to improve my confidence level and focus on listening. I need to attempt to improve in non-verbal communication skills. I need to overcome the struggles related to analytical and critical thinking skills. 
      I would make priority list for activities along with time frame and strive to work in pressure. Communication with diverse group of people would enable me to gain communication skills and confidence as well. Instead of interacting, I would give effort to listen to others, during teamwork activities. For critical and analytical thinking skills, I would participate in various activities, work in teams or groups. I would volunteer for practical activities related to management (Mbow et al. 2015).
      Measurable- The goals are set in a way that is measurable. Giving presentation, engaging in mock activities, group discussion and so on would be effective to assess my progress. 
      Achievable- I have made sure that the goals are achievable. I have the necessary resources to achieve the goals. To-do list would be helpful to deal with deadline projects and pressure. Writing activities would be helpful to improve non-verbal communication quality and critical thinking. 
      Realistic- It is important to highlight that the activities are realistic. It is possible to achieve the targets with the help of proper time management.
     Timely- For handling pressure and deadlines, I would develop time management skill within 7 months. Within a month, I would improve my listening problem and develop analytical and critical thinking aspects. 
[bookmark: _Toc26872549]9.0 Action Plan 
	Skills necessary for improvement
	Necessary actions
	Necessary resources
	Necessary support
	Measuring progress
	Timetable 

	Need to improve my confidence level 
	· Work in groups 
· Interact with new people
· Engage in group discussions and similar activities
	· Work with teachers and mentors
· Sessions for individual grooming and development  
	· Support from friends and families
· Support of teachers or educators 
	· Feedback from colleagues
· Feedback from teachers and professionals 
· Feedback from friends and family members.
	2 months

	Time management 
	· Set to-do list as per priority
· Tasks scheduling
· Control multitasking 
· Start working early
	· Video tutorials would be required 
· Development sessions
	· Help from co-workers
· Guidance from educators and professionals for time management 
	· Feedback and critical appraisals from educated professionals would be effective
· Competing tasks according to schedule deadline 
	2 months 

	Leadership ability  
	· To have in-depth knowledge
· To acquire practical skills and work experience
	· Case studies
· Assistance of professionals 
· To apply the process and find the result on one’s own.
	· Help from professionals and mentor 
· Help from friends
· Learning on one’s own. 
	· Feedback of mentor and teachers 
	 2 months

	Reflective skills
	· Practise of writing skills 
	· Relevant materials for professional development 
	· Help of mentor and professionals
	· Feedbacks of mentor and instructions 
	2 months

	Listening skills
	· To participate in group discussions
· To take notes and listen
	· Offline and online videos
· Study online about the importance and benefits of group discussions 

	· Help from mentor and friends

	· Feedbacks from others 
· Checking one’s progress.
	2 months



[bookmark: _Toc26872550]10.0 Conclusion 
      On the basis of the above-mentioned discussion it is obvious that there are various employability skills which are needed to be developed in order to survive in professional front. In order to enhance the same, it is important to self-evaluate own capabilities and recognize own strengths and weaknesses. This would enable any individual to plan appropriate strategies. 
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