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1.0 Introduction 
The purpose of this report is to outline diverse ways in which we use models of reflection such as a SWOT Analysis to analyse and improve our work as well as looking at our skills and strengths and how we can develop further. It will also be addressing methods such as SWOT Analysis, Skills Audit, SMART Objectives, PDP, and the Johari Window and identify ways in which I will personally be using these models to gain better knowledge into gaining a successful career. Using these methods have helped me become aware of different opportunities and threats that have made it difficult for me to acquire the skills I need for the career I desire to gain. 
Professional Career Development is something that will give you better understanding of your aims and goals and help you to develop expert skills that set you apart from the crowd and keep you up to date with the latest opportunities and ways to achieve them. Building a plan will also help you set out your journey and ways to begin building your career as well as steps you need to take along the way which will help you stay focused and organised. 
I believe the most effective ways in which you can contribute toward working effectively and being employment ready is practising skills regarding the career choice such as IT skills which can be extremely important in several subjects. 








2.0 Findings 
2.1.1 Skills Audit 
By completing a Skills Audit, it has given me more knowledge into my skills and strengths and has also helped me outline areas of improvement and outline my weaknesses. A Skills Audit has given me the opportunity to better organise my thoughts and reflect on examples in which my skills were used and how it affected the situation as well as reflecting in ways in which I have already begun achieving the skills required for the role I desire. 
2.1.2/2.1.3 SWOT Analysis and Conversion and matching strategies
A SWOT analysis is a method which has helped me outline my threats and things that are getting in the way of achieving my fullest potential as well as turning those threats into opportunities by finding solutions using my strengths and skill sets as shown in Appendix 1. an example of converting my threats into opportunities will be to begin my driving experience which will enable me to cut out my travel time as well as being able to reach for opportunities further from home. 
2.1.4/2.1.5 Johari Window and Learning Styles 
As shown in Appendix 3, completing a Johari Window I have been had the opportunity to test my knowledge on things I may not be aware of that can either have positive or negative outcome for example, lack of self-awareness in certain situation or discussions. It has also taught me outline my strengths and have a better understanding of my actions, for example being open to listen to ideas and opinions with no judgement. From the different learning styles, I have learnt that I am capable of learning in many ways depending on the subject and environment. According to the VARK learning models there are 4 which include; Visual, Audio, Read/Write and Kinesthetics. 
2.2 Development Areas 
I have created a PDP as well as a SMART goals below which will demonstrate ways in which I plan to improve my skill set.
S- I will practice public speaking and researching skills by practising public speaking in front of a small group of people as well as researching diverse ways in which I can improve my confidence. I will also use the Open University website learn more about Harvard referencing. 
M- I plan to acquire this by the end of year 2022.
A- I will achieve this by practising public speaking in front of a small group of friends and family as well as researching ways to develop different approaches to researching skills. 
R- I will be realistic in my goal by giving myself enough time to practice these skills. 
T- My objective deadline will by the end of the year of 2022. 



Personal Development Plan 
Objective 
Speaking clearly and to the point during presentation. 
Success Criteria 
I will practice gaining this skill by completing a presentation as part of a university assignment.
Activity 
The activity will be a Presentation in front of small group of people. 
Priority  
My priority will be to practice getting to the point while doing the presentation and finding ways to focus by using speaker notes. 
SD-ED 
Start Date will be 20-06-22 to 05-07-22
Review Date 
The progress of this PDP will be reviewed on 01-07-22














3.0 Conclusion 
This report includes all the separate ways in which we use different learning styles to improve our knowledge and our skills as well as looking at things we can improve on and ways in how to do that. I have discovered that undertaking these different models to reflect on my work and my skill set has helped to understand myself better what my strengths are as well as my weaknesses. I have also learned I am a lot more capable of undertaking new tasks which has only improved and widened my knowledge of what I am capable of. Being able to review my own work through different learning styles has also taught me my preferred way of learning through the VARK model which is numerous as it depends on environment and subject. 
These different activities and learning styles have been important as it helps bring out certain skills or lack thereof that are in your blind spot which only helps you improve your learning. If I were to undertake these activities again, I would outline and look further into what can help me improve and move forward for more opportunities. To further my skills and knowledge for my desired career I plan to focus on better time keeping and staying organised to give me the ability to focus on subjects without interruption.




















Appendices 
Appendix 1 – SWOT Analysis 
	STRENGHTS 
Bilingual 
Fast learner 
Experience working in teams and individually
Experience working with the public 
Good timekeeper 
Reliable 
Problem Solving 
	WEAKNESSES
Public speaking 
Perfectionist 
Lack of IT Skills 
Self-critical 


	OPPORTUNITIES 
Opportunities to improve in workplace 
Suitable working hours 
Offers benefits and support 
	THREATS 
Having a longer travel distance to the desired job 
Childcare issues
Working hours varying 
 














Appendices 2 – Skills Audit 
	Personal Skills
	Example

	People
	

	· 
	Ability to get on with people from diverse backgrounds
	

	· 
	Ability to see and understand other people’s points of view
	

 

	· 
	Dealing with the public
	



	· ✔
	Teamwork
	




	· ¨
	Managing other people
	



	· ✔¨
	Teaching or training others
	



	· ¨
	Negotiating
	



	· ¨
	Helping others to arrive at decisions
	



	· ✔
	Being sensitive to others’ feelings
	



	
· ✔
	Caring for others
	



	· ¨✔
	Ability to read other people’s body language
	



	
	Dealing with others by phone
	

	· ¨✔
	Ability to cope with ‘difficult’ people
	

	
	Speaking clearly and to the point
	



	· ✔
	Being able to take direction from others
	



	· ✔
	Courage to speak out against injustice
	



	¨
	Other: 
	

	
	
	

	Activities
	

	· ¨
	· Creativity, design, and layout
	


	
	· Ability to see the ‘whole picture’
	


	
	· Classifying and organising information 
	


	· ¨
	· Being good at argument and debate
	


	· ¨
	· Making decisions
	


	· ¨
	· Managing change and transition
	

	· ¨
	· Setting priorities
	


	· ¨
	· Working out agendas
	


	· ¨
	· Organising work to meet deadlines
	

	
	· Staying calm in a crisis
	


	· ¨
	· Facilitating meetings
	

	· ¨
	· Reading complex texts
	

	· ¨
	· Word-processing
	

	
	· Computer literacy
	


	
	· Working with numbers
	

	· ¨
	· Selling
	

	
	· Problem-solving
	


	
	· Practical things
	


	
	· Seeing how things work
	


	· ¨
	· Authoring reports or official letters
	

	· ¨
	· Other:
	

	
	
	



	· Personal Qualities
	· Example

	· 
	Ability to recognise my own needs and ask for help
	



	· 
	Ability to learn from mistakes
	

	· 
	Stress management
	


	· 
	Willingness to take risks and experiment
	

	· ¨
	Assertiveness
	

	· 
	Determination and perseverance
	


	· 
	Ability to set my own goals
	

	· ¨
	Maintaining a prominent level of motivation
	

	· 
	Ability to take responsibility for my own actions
	



	
	Trust in my own abilities
	


	¨
	Other:
	

	
	
	

	· Academic Skills
	Example

	· ¨
	I have the confidence to try new things and express my ideas
	

	· ¨
	I am self-motivated and will persevere with difficult tasks
	

	· ¨
	I am organised and can meet set deadlines
	



	
	I can find information from different resources easily
	



	
	I can read complicated texts and understand the general meaning
	



	· ¨
	I can select what is relevant and what is irrelevant in text
	



	· ¨
	I can compare different opinions and decide what are the best grounds for deciding who is right
	

	· 
	I can write things in my own words

	



	
	I can reflect and evaluate my own work
	



	· ¨
	I have good strategies for starting a new task/assignment 
	

	· ¨
	I have suitable time management skills and can organise my workload effectively
	



	· 
	I can make, store, and find my notes 

	



	· ¨
	I can manage a range of writing skills appropriately
	



	· ¨
	I can think critically and analytically, and evaluate arguments
	



	· 
	I have good memory strategies

	



	· 
	I know how to use IT to help academic study
	



	· ¨
	I am confident at preparing and delivering oral presentations
	





Action Plan

	Go back over your answers to the self-evaluation forms you have just completed. Focus on the different areas and identify your current strengths, the areas you wish to develop, and the areas that are a priority in aiding you in your future learning.

	Date: 29-05-2022

	Summary of my current strengths, skills, and qualities: what I have achieved so far
My current strengths and qualities are what has helped me moved forward and undertake a course which will help me reach my goals. Having determination and focus has given me the opportunity to try something new and enrolling into university after years of being out of education. 

	Summary of what I need to work on, develop or improve
The things I need to work on are reflecting and evaluating my own work as well as improving my researching skills. I will also be practising public speaking to be able to speak confidently and to the point. 

	My Priorities: what I am going to do, when and how
 My main priority is to improve my self-doubt and gain confidence in public speaking to be able to improve the way I present myself and my work which would make me stand out. 

	How will I know that I have improved? (e.g., What changed would I expect in my work, in myself, or in the attitudes of others?)
To feel more confident when I am giving a presentation and gaining positive feedback from others. 













Appendices 3 – The Johari Window 
Known to Self                                                  Not known to Self
	Good at time keeping 
Determined and Focused 
Friendly 
Confident 

	Selfish 
Capable 
Defensive 


	Insecure 
Sentimental 
Observant 
Shy 
Brave 
	Smart 
Searching 
Logical 
Complex 
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