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1. [bookmark: _Toc5886025]Introduction 
Personal and professional development is identified to be an important aspect of the learning cycle. Nowadays the concept of self managed learning is evolving in which the individuals diagnose their own learning needs and then on the basis of it the learning goals are determined (Phadermrod et al. 2019). This form of learning can be carried out by the individual without taking help from others. Once the individual aims are identified then on the basis of it the strength and weaknesses are identified.
A number of behavioural patterns, perceptions and common beliefs are understood with the help of self managed learning (Rangkuti 2015). The internet, social media and common interest of the groups help an individual to seek further knowledge and thus the existing skills and knowledge can be polished. Pre-identification of the goals and the objectives is important for an individual within the self managed learning program. In the current scenario it has become important for the individuals within all fields of working to develop effective competitive advantage and knowledge within the professional so contexts so that they can survive within the competitive business and working environment (Maylor et al. 2016). The working environment has become intense competitive and thus it is important for the individuals to identify areas of development and to work on them effectively.  
This report mainly focuses on understanding the skills and knowledge that are required for working effectively. In addition to this, the personal strengths and areas for further development have been identified in the below discussion and then employment goals are developed accordingly and personal action plan is prepared on the basis of the developed employment goals. The entire discussion is carried out in different headings of career development, skills and knowledge required for working effectively and personal strengths and areas for further development. At last, the action plan is prepared on the basis of the employment goals designed. 
[bookmark: _Toc5886026]2. Career development planning 
A career development plan is a written list of short and long term goals that an individual has with regard to the current and the future job. The goals are aligned with the personal strengths and potential (Garcia 2015). The main purpose of the career development plan is to assist the individuals in achievement of the goals set by them. Realistic expectations are set for the career growth by the way of suggesting the time frames for different millstones to be accomplished. A career development plan is a win for the employees as well as for the employers. The needs for growth and development of the individuals are focused upon so that the individual or an employee can grow. Apart from the career the employees are also interested in developing themselves in the personal and professional context. 
The significance of career development planning is increasing in the current time because the business environment is becoming highly dynamic and competitive and thus there is a cut throat competition prevailing among the workforce (Ebrahimi et al. 2015). The employees in the current time are required to identify their area of expertise and then accordingly are required to work upon specific skills and knowledge. This requires systematic planning and management and thus the concept of career development planning has come into force. Nowadays almost all the organisations are coming up with specific career development planning and the employees are actively participating in them so that the overall development of the individuals can take place. Hence, I decided that that I will focus on my own career development plan so as become a confident and competent employee in the future (Carvalho and Rabechimi 2015). 
1. [bookmark: _Toc5886027]Skills and knowledge required for working effectively 
According to Zeng et al. (2015) in order to become an asset to an organisation it is important for an individual as an employee to acquire certain set of skills and knowledge which can be used for achieving the organisational objectives. The term work environment refers to the surrounding conditions that consist of physical conditions and the other factors which impact the working behaviour of the employees and the individuals. The employees or the individuals within the workplace are not only affected by their working environment but also by their own skills and knowledge. In order to work efficiently, within an organisation every individual, is required to posses certain skills and knowledge (Taylor 2017). The skills possessed by the individuals are categorised under soft skills and hard skills. Both of these skills are discussed in detail in the following discussion. 
[bookmark: _Toc5886028]3.1 Soft skills
Soft skills are those skills which are a combination of people skills, social skills, and include the personality traits of an individual (Eramus et al. 2016). The employees and the individuals are required to possess a number of soft skills which are as follows- 
· Analytical skills- the individuals are required to possess strong analytical skills so as to figure out things. The level of analytical skills to be possessed depends upon the job and industry in which the industry is working. With the help of effective analytical skills the employees are able to plan, organise and prioritise their work accordingly (McMurray et al. 2016). With the help of this skill an individual can solve the company’s problems and can improve upon the overall productivity and success. 
· Communication- an individual or an employee within a workplace is required to have effective written and oral communication. Communication is the key to success for all organisations and thus the effective communication with the colleagues, managers and customer-in-person is required (Olsen 2015). Moreover the employees require good communication skills in oral and written form for the purpose of creating a rapport with different individuals within the organisation. 
· Ability to work in a team- every organisation consists of a bunch of employees who work together as different teams. Therefore, it is important for the workers and the employees to have team working skills. Team working skills are in the form of coordination and cooperation skills, listening skills, negotiating skills, persuading skills and others which effectively make up the environment of team working (Collet et al. 2015). 
· Leadership qualities- employees within an organisation should be willing to take on responsibilities and leading others. Every organisation requires diligent leaders who can delegate the tasks effectively and can give directions and offer support. Effective leadership contributes towards effective working within the environment (Kuzma et al. 2016). 
· Time management- organisations have numerous tasks to be accomplished but each task has its own deadline and thus the employees are required to have time management skills. Definite performance standards, measuring outcomes, assessing the inputs and outputs can be done effectively with the time management skills. 
· Positive attitude- at last it is observed that attitude of the employees is valuable and employers generally are in need of those employees who are positive in nature even in stressful and challenging circumstances and situations (Beech et al. 2017). In this regard, it is observed that the employees should have a can do attitude and at the same time should be flexible so that they can fit in every situation. Thus, positive attitude should be present among the employees in the present time. 
[bookmark: _Toc5886029]3.2 Hard skills
There are a number of hard skills which are required to be possessed by the employees in the organisations. Hard skills are the set of specific knowledge and abilities that are learned through education and training (Phademrod et al. 2019). Different jobs require different set of hard skills as per the requirement. Following are the common hard skills required by the employees in the current time- 
· Computer programming- all employees are required to possess at least a basic grasp of computer technology and should know working on different technology based platforms. Common computer platforms which are required to be known by the employees are Microsoft office suite, HTML, Pivot tables, social media and others (Pardey 2016). 
· Hard communication skills- although written and oral form of communication is required as soft skills there are hard communication skills as well. The employees require showcasing of communication skills in the form of foreign language, digital communication, copywriting and others. 
· Marketing- only those employees who are in the field of marketing are required to have marketing skills. Success in marketing directly correlates to an increase in revenue of the organisation. The employees are therefore required to possess a number of marketing skills such as search engine optimisation (SEO), search engine marketing (SEM), marketing campaign management, Google analytics and content management system such as wordpress (Phademrod et al. 2019). 
· Cloud computing- almost all the businesses nowadays have turned up to cloud computing with the advancement of internet technology. Therefore people who have skills to build and manage cloud networks are in high demand (Phademrod et al. 2019). 
· Degree of certification course- organisations are looking for qualified employees and different qualifications are required as per the area of specialisation. This helps the organisations to develop a diverse workforce. Hence, the employees are required to have specific degree of certification course related to their area of specialisation (Phademrod et al. 2019). 
With the help of these skills an individual can attain employment in an effective manner and can achieve efficiency. 
2. [bookmark: _Toc5886030]Personal strengths and areas for further development 
After the identification of different skills and knowledge required for working effectively in a business organisation it is important to identify one’s own skills and knowledge. For this I have chosen the strategy of self managed learning. Self managed learning refers to the process of initiating the learning which is done by the individual himself. In other words, the individuals reflect upon their experiences to find out their own strengths and weaknesses and then manage their learning accordingly (Rangkuti 2015). The basis of self managed learning program is the predefinition of the goals that need to be undertaken. Thus the learning method can be identified and then can be applied. It is strongly recommended that self managed learning should be practiced in the context of lifelong personal and professional context. As per this learning process, the self evaluation of the individual is required to be done and then on the basis of it self-reflective learning takes place (Matleson et al. 2016). For the purpose of identifying my strengths and weaknesses I have used the tool of personal SWOT analysis. Following is my personal SWOT analysis-
	Strengths 
· I am an active learner and my learning style is activist and thus I am good at problem solving skills, brainstorming and role playing. 
· I have a strong theoretical knowledge in the area of business management 
· My attitude towards working is challenging and thus I am ready to take up new work and tasks easily. In addition to this, I am flexible when it comes to managing the work.
· I have obtained advanced diploma in the field of marketing and along with this I have done MBA in marketing. Thus, my qualification and certification  in the field has been one of my strengths 
	Weaknesses
· My time management skills are not up to the mark and because of this I am not able to complete the assigned task on time
· I don’t have an influential personality and because of this I am not good at leading people. 
· I have used computer and know the basic working of it but high level programming and use of advanced software are the areas in which I am lacking and need to work upon. Moreover, I do not have much knowledge regarding digital communication which is another weakness. 
· My digital marketing skills such as SEO, SEM are nil which, is one of the major drawbacks that can impact my working abilities within the organisation. 
· My team working skills are not up the mark as I lack coordination and negotiation skills. 
· My communication skills are not up to the mark. Especially my written form of communication is my prime weaknesses involved. 

	Opportunities 
· Engaging with other people can help in providing effective feedback. This in turn can improve my active learning skills. 
· With the help of coaching and training I can enhance my skills and knowledge in the field of marketing which will pave way for my career development in the future.  
	Threats 
· The competition in the market is increasing and hence, it is posing a threat to my employability.
· Significant work-life balance is anticipated to affect my overall productivity and peace of mind. 



On the basis of the above SWOT analysis it is seen that there are a number of strengths and weaknesses involved. 
Strengths 
It refers to those areas which are the positive traits or helpful characteristics of an individual that can help in enhancing the overall personality. From the SWOT analysis I have found out that my problem solving skills, brainstorming skills and learning skills are effective. I can grasp new things quickly and thus I am an active learner. Since, I have attained various degree and certificate courses in the field of business management and marketing, I am clear about my career path which is one of my strongest aspects. Moreover, my positive attitude towards my work makes me an appealing potential employee as because of my positive attitude I can work under pressure in an effective manner. Moreover, it is because of this attitude that I am flexible in my tasks and responsibilities which give me a chance to adapt the situation accordingly. 
Weaknesses
It refers to the pitfalls and loopholes within an individual that hampers the personality to a significant extent. A lot of weaknesses have been identified with the help of personal SWOT analysis. Firstly it is identified that my time managing skills are not up to the mark which in turn leads to delays in my work. I am not able to complete my assigned deadline on time which in turn leads to ineffectiveness in my work. Furthermore, computer programming is one of the essential hard skills which is required but I know only basic computer programming which is the identified drawback. In addition to this, in the field of marketing SEO and SEM is required to be possessed by the employees which, are found to be lacking within me. In addition to this, my digital marketing skills are not up to the mark and in the current age of technology this is one of the serious drawbacks which adversely impact my employability. At last, it is identified that team working skills are not up to the mark as I lack negotiation and coordination skills while working with others. As a result of this, my rapport with the team members is adversely affected. 
Opportunities
It refers to the areas which can be worked upon for brushing up the existing strengths and overcoming the weaknesses identified. With my skills and knowledge I have realised that I need to get continuous feedback so that I can work on them effectively. In this regard I have identified that if I get continuous feedback from my colleagues and supervisors regarding my current skills, knowledge and the activities involved then I will be able to improve my skills and employability accordingly. In addition to this, it is observed that the attending of training sessions and coaching sessions for the acquisition of particular and specific skills and knowledge can help me to improve my skills and knowledge in an effective manner. My career development can be enhanced by the way of grabbing the available opportunities in the most effective manner by making use of the available environment in the right manner. 
Threats
It refers to the danger areas which have the tendency of adversely impacting the strengths and overpowering of the weaknesses of an individual. With regard to my employability and career development there are certain threats which I need to take care of in order to enhance my overall learning portfolio. From the Personal SWOT analysis conducted it is found out that in the current time a number of qualified personnel and graduates are taking over the market. The recruiters have plenty of options for selecting the candidates and the availability of jobs is restricted. This poses a threat to my employability in the long run. Hence, I need to keep on updating my knowledge and skills from time to time so that obsolesce of skills and knowledge can be prevented in the long run. Apart from that, it is observed that the serious work-life issues can be seen within the current work environment which can impact my health in the long run. As a result of this, my productivity and efficiency can be hampered and thus it can become a major threat to my employability in the long run. 
Overall, it is seen that with the help of personal SWOT analysis I was able to identify my own strengths and weaknesses and the area of improvement and the opportunities with which I can work effectively. From the results of the SWOT analysis the action plan is prepared accordingly. 
3. [bookmark: _Toc5886031]Personal action plan
After identifying my own strengths and weaknesses it is important to work upon my weak areas and at the same time brush up existing skills and knowledge identified in the form of strengths. For this I have first designed my employment goals for shirt term and long term and then developing an action plan accordingly. 
[bookmark: _Toc5886032]5.1 Short term career goals
I have designed my short goals for a period of 2 months to 12 months. On the basis of the results and analysis of the personal SWOT analysis done I have designed my career goals which are as follows-
· To gain computer programming and digital marketing knowledge 
· To gain negotiation skills and coordination skills 
· To improve my oral and written form of communication skills 
In order to work upon the identified short term goals an action plan is required to be prepared which is as follows-
	Skills or knowledge to be achieved  
	Activities to be undertaken 
	Timescale 
	Action monitoring 

	Digital marketing knowledge 
	· To join course for SEO and SEM  knowledge and skills (Zeng et al. 2015)
· To consult my supervisor from time to  time (Phademrod et al. 2019)
	8 months 
	· To check the digital marketing performance against the benchmark standards 

	Computer programming 
	· To get training for different computer programming like pivot tables, HTML  and others (Jackson 2015)
	2 months 
	· To check my own performance on computer software and compare them with that of the previous time 

	· Written form of communication 
	· To join course for written business communication 
· To acquire knowledge of formal business communication (Olsen 2015)
	12 months 
	· Compare my communication style with of the benchmark standards set 

	Negotiation and coordination skills 
	· Finding a good negotiation coach and getting coaching from him (Eramus et al. 2016)
· Taking a proactive approach towards negotiation training
· To spend more and more time with team members and other individuals 
· Becoming a good listener  (Malteson et al. 2016)
	8 months 
	· To consider the overall team performance 



The above action plan is prepared for the short term career objectives and a timescale of 1 year is taken for achieving the identified goals. 
Long term career goals
Long term goals are those goals which are to be achieved within a time span of 1 year to 5 years. After the identification of short term goals and designing of an action plan it is important to identify the long term career goals and to design an appropriate action plan. On the basis of the personal SWOT analysis and its results following long term career goals are identified which need to be worked upon-
· To develop leadership skills
· To develop time management skills 
· To gain work-life balance 
· To have a prosperous career in the field of marketing 
[bookmark: _Toc5886033]5.2 Long term Action plan 
	Skills and knowledge to be achieved 
	Activities to be performed 
	Time scale 
	Monitoring action 

	· Leadership skills 
	· To join a leadership training session (Maylor et al. 2016)
· To acquire leadership skills and influencing skills from my supervisor through his continuous feedback  (Kuzma et al. 2016)
· To read books on leadership for great leaders of the world (Trought 2017)
	3 years 
	· To compare my leadership skills with others and against the set standards 

	· Time management skills 
	· To prepare a to-do list for me for every hour (Gould 2016)
· To prioritise my tasks and responsibilities 
· To read books on time management (Garcia 2015)
	2 years 
	· To check the number of deadline met by me

	· Work life balance 
	· To practice yoga
· To practice flexibility
· To read books on self management 
· To watch videos 
· To spend more an d more time with family 
· To prioritise the personal and professional life from time to time (Carvalho and Rabechini 2015)
	3 years 
	· To keep a check on my personal and professional life 

	· Prosperous career in the field of marketing 
	· To work on the continuous feedback provided 
· To take up challenging tasks and responsibilities at the workplace (Phademrod et al. 2019)
· To keep updating my career skills and knowledge from different sources
· To get promotions from time to time  (Collet et al. 2015)
	5 years 
	· Becoming senior manager or head in the field of marketing within my industry 



From the above action plan the long term goals of employability are anticipated to be achieved within the specific timeframe. In addition to this, it is observed that with the implementation of both the action plans of short term and long term can be achieved. The overall employability skills and knowledge will be enhanced with the help of this action plan. 
4. [bookmark: _Toc5886034]Conclusion 
On the basis of the above reflective reports a number of concluding remarks have been drawn. It is concluded that reflective learning is a form of self managed learning which helps an individual to reflect upon the past experience and learn from it for the future time. In addition to this, it is concluded that in the current time it has become important to obtain a variety of employability skills and knowledge and therefore, I have decided to reflect upon my skills and knowledge so as to identify to what extent I am suitable for having a successful employment in my particular area of specialisation. From the discussion carried out it is found out that a variety of skills which are in the form of hard skills and soft skills are required to be possessed by the individuals in order to excel in the particular field. The soft skills are in the form of listening skills, communication skills, and leadership skills and others whereas the hard skills are in the form of technical knowledge, degree or certification course and others. From the personal SWOT analysis conducted it is found out that there are various strengths and weaknesses of mine. The weak areas are required to be overcome and therefore, for that I have designed short term and long term goals and the action plans are designed accordingly. It is anticipated that the action plans designed will help me in acquiring the necessary skills and overall my employability skills will be enhanced in the long run. It is concluded that the entire exercise of reflective practice proved beneficial for me for the purpose of gaining the skills and knowledge required. 
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