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[bookmark: _Toc68276780]Introduction
This is a reflective portfolio designed to auditing my own skills while using Personal development Plan. My Identified skills and competencies are time management, leadership, communication, computer literacy, report writing and conflict management skills. I am using SWOT analysis   to examine the skills required for my future employment and to discover how relevant they are to the career of my choice.
Also, I have examined the usefulness of the concepts learnt from this module such as Self-Awareness, PDPs, Exploring Employment trends and opportunities, Employment Regulations and how possibly can apply them in real life.  

















[bookmark: _Toc68276781]Personal Development Plan:
Personal development plan according to Adair and Allen (2003), is a plan establishing objectives and goals. PDP is a process proposed to develop skills which are central to the work life. The PDP chart below is used to set out the plan and development of the required skills needed for my Leadership career path.

	Target
	Action to achieve the target
	What resources/ support that are needed
	Evidence of success
	Target date 

	Improve knowledge of leadership skills


	Attend leadership training courses and programmes 

	Consult Tutor, Line Manager and feedback from team member
	Course Assignment to be completed and measuring it to meet good standard
 
	Ongoing throughout (2020-2022)

	Gain experience and building confidence in leadership role
 
	Practise leadership skills learnt and be prepared to lead some functional projects to gain more experience 


	 I need support from my line manager 
	Getting feedback from members of my team 
	2021

	Improve knowledge of decision-making skills.
	Use in a working environment to speed up and improve complex decision making
	Maximize training opportunities 
	Work completed will consistently be of high standard and Excellent course commentary
	From beginning to the end (2020-2022)



The followings are my competencies and skills: Leadership skills, communication, computer literacy, time management, report writing and conflict management skills. I am using SWOT analysis tools to examine the above skills. At present, I think that I have gained the appropriate virtues and skills needed to be successful in leadership role because, I am good at public speaking, speak different languages(bilingual), good written communication and report writing. Also good at using word processing and email communication and getting my own task done on time. However, I need to gain experience in managing group of people in an organisation effectively and to be trained as good timekeeper.
[bookmark: _Toc68276782]Employability skills Required for my future employment:

I would be explaining in this section my Employability skills and competencies and also checking the areas of strengths and development that is relevant to my career choice. Employability skills are simply defined as those essential skills which are needed for finding, retaining, and performing well on a job. In other word, it is a teachable skill.
[bookmark: _Toc68276783]Time Management skills: Time management is the means of planning and organising by what means to split a person’s time between specific activities. That means dividing time between activities. According to Pettinger and Firth (2001), a good time management allows a person to work not harder but smarter so that things will get done in less time irrespective of pressure. I am good a meeting deadline and getting my own task done on time but struggling to work under pressure. At the moment my time management skills are not at the maximum therefore, for my future employment, I need to develop my time management skills and train myself to able to work under pressure and be taught to take punctuality seriously.
[bookmark: _Toc68276784]Report writing Skills: A report writing is basically a concise, sharp and a short document written for a specific audience and purpose. It normally analyses a problem or a situation. As I want to be a social worker, presently my report writing skills is at elementary stage and I will not be able to get that social work job if my report writing skills are at this stage, so I have identified an area of development in my report writing skills. so, I am going to improve my report writing skills by taking courses on report writing so that at the end of my course I will be able to apply for a job as a social worker where report writing skills are important. 
[bookmark: _Toc68276785]Computer literacy skills: Most occupation now necessitates the use of a computer in one way or the other. An in-depth understanding of computers is relevant to my career and future employment prospects such as word processing, data visualisation, email communication, spreadsheets and social media. At present, I am familiar with some of the computer basics at a minimum but able to use word processing, spreadsheets and email communication. For my future employment, I have planned to go for IT/computer training classes to develop my computer literacy skills further.



[bookmark: _Toc68276786]Communication skills: In any job or occupation, communication skills are virtually needed.  It is the process that permit the speaker to understand and be understood also by others (Ghaller,2010). This could be typed, written, spoken or even body language and the skills involve speaking, listening, empathising and observing etc. Employers of labour are looking for team members that effectively communicate with others and successfully understand what is being required and asked of them. Communication skills are relevant to my career and future jobs. At present, I am good at understanding body language, an active listener, keeping a positive and open attitude and can communicate effectively with others. Unfortunately, I am not a confident speaker and for the purpose of my career and future employment, a continued practise will help to develop my communication skills and make me an effective and confident communicator.
[bookmark: _Toc68276787]Presentation skills: In many areas of life and work, according to Mike, John, and Tom, (2007), presentation skills are very useful and are the skills that are needed in delivering a successful and appealing presentations to a diversity of audiences such as in the workplace, my manager may ask me to deliver a presentation to my team member. So, this skill cover range of areas like the design of the slides, the structure of the presentation, the body language to convey the message and tone of your voice. I am good presently at structuring a presentation, my body language is brilliant, but have issues managing stress. For the purpose of my future employment and career development, stress can be managed in a variety of ways by understanding what stress is about, there a plan for me to study stress management methods and a continuous practice which I hope can be helpful in reducing the nervousness while giving presentations.












[bookmark: _Toc68276788]What I have Learnt in the Module (Professional Career Development)

In this module, I have learnt the following concepts: Personal Development Plan, Self-Awareness, Exploring Employment trends and opportunities, Writing CV's and Facing Interviews, Employment Regulations and exploring the alternatives available after my graduation. The usefulness of these concepts that I have learnt would simultaneously be appraised and the ways to apply them in real life.
[bookmark: _Toc68276789]Personal development plan: According to Chris and Jan (2007), PDP is the way and process of finding a person’s hidden abilities and potentials by self-examination. It is a way of establishing goals, objectives of what an individual wants to achieve, where to go, in the medium, long or the short-term in one’s career by putting into consideration the existing realities, finding the needs for skills, competence and knowledge for him/herself. A way someone can better understand his future plans either short or long-term objectives, and the direction his career is heading to.
As a result of what I have learnt in this Module about Personal Development Plan, it enables me to take charge of my own learning, to have a personal vision of the future, which provides a clearer concept as to where I will be in the subsequent few years or months. Personal development plan or goals will help me now and, in the future, to eliminate distractions for the reason that I understand the significance of what I have to do.









[bookmark: _Toc68276790]Self-Awareness: 
According to Morin (2011) Self-Awareness could be defined as having a pragmatic and transparent perception of your personality. Self-awareness is about knowing who you are, not concealing the deep secret of whom you are, but getting a clearer knowledge of you, your behaviour, actions, and the effect on others.
In this module, I learnt about few key concepts in relation to self-awareness and some of the tools that I can use to improve self-awareness. Among these tools are Johari window, Personality tests, and learning style. But for the purpose of this assignment, I would only discuss in depth the Johari window. 
JOHARI WINDOW. For a team to function productively, there is the needs for a big element of trust. The johari window model will helps to understand how to build trust in a team as well as help anyone in their own personal development.  There are four areas in the Johari window, and they represent all the information available about a person. First area is known as the open area, it represents information that you know about yourself and the people around you also know about you. Area two is the blind area, which represents information that you don’t know which other people around you do. Area three represent the information you know but you don’t want anyone else to know, the unknown area is called area four which represent the information unknown by you but also unknown by everyone else, this is the typical representation of the window. The aim for everyone is to grow the open area and shrink the hidden area this space represents good communication, free from mistrust, conflict and misunderstanding. 
The concept of self-awareness studied in this module helped me to understand how to improve my self-awareness and to finding my ideal learning style. It will also assist me to identify and discover the nature of my individuality in relation to MBTI. According to Peter, (2008), Self-awareness helps to build on areas of strength and to recognize areas where improvements are needed.



[bookmark: _Toc68276791]Exploring Employment trends and opportunities:
It is important to consider the use of an appropriate strategies when exploring employment opportunities. These are some of the steps to follow; (1) Knowing yourself, this involves looking at your motivation, your career aspiration, checking your weaknesses and strengths and what type of person are you. (2) Keeping your choices open by making a shortlist of selected alternatives is a valuable strategy. This means not restricting yourself shifting into a different type of work irrespective of any work experience. (3) Do your research. This also involves doing a vigorous research options that is related to your study or degree and reading about what graduates do after finishing university. (4) Watching for emerging trends. As things changes so rapidly, looking for emerging trends for career options are important. The best way to do this is by speaking to employers and looking at job websites. 
 I have learnt the measures and steps to go by when looking to find a suitable employment. This involves considering and evaluating the jobs and skills, the opportunities and the potential challenges in the labour market. It will help me to enhance the prospects of finding the right job opportunity, to know the disruptions that could drastically change the future of jobs and skills and lastly, to concentrate on career with a clearer future.
[bookmark: _Toc68276792]Writing CV's and Facing Interviews: Writing curriculum vitae and interview performance is a useful concept I have learnt from this module. CV Presentation and Formatting, tips on how to improve my CV, how to improve performance at interview.Having be taught about CV writing, it affords me the chance to show a prospective employer the best of my capabilities. It will help to sell my experience, skills and to show an employer that I am the right and suitable person for the job. 
[bookmark: _Toc68276793]Employment Regulations: Employment laws are laws that controls the connection between employees and employers (Dorothy, 2009). The regulations explained the things employers can expect and ask their employees to do, and also the employees’ rights at work. Employment Regulations defined issues concerning Recruitment, Pay and Holiday entitlement, Working time, Data protection, Employment contract. The concept is important because I will help me to know my employment rights and obligations.
[bookmark: _Toc68276794]Conclusion   
The concepts in the module presented to me the approaches for personal thinking and                                                                                                                                                                                                                                  career development planning. As a prospective employee, it helped to gain confidence, the competence and understanding the knowledge, skills needed for working effectively. It will also help in understating personal strengths the possible areas for further development.                                                                                                                                                                                                                                                                                                                                                                                     
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