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Part A – Section 1- Build a Personal Development Plan

Creating a PDP allows you to enhance your chances to achieve your goals and maximises your potential to do so.
It helps us to identify individual goals that we want to achieve, identify our strengths and weaknesses, and how we can use and improve these to meet our goals, what we need to do by ways of resources and support, and what barriers we could face on the journey that could jeopardise our progress.
There are many benefits to creating a PDP. It allows us to have clear goals, and improve our chances of employment, motivation, sense of purpose and mental well-being, and our overall performance so that we can keep track of our progress.

As stated in an article by Deb Peterson (Peterson, 2019) the PDP was also referred to as Smart Goals coined by Peter F Drucker in 1954 and was designed to help you achieve what you want. SMART goals consist of 5 categories (See appendix A): 

Specific
Measurable
Achievable
Realistic
Time-bound

What do I want to achieve?	What do I have to do to achieve this?	What support and resources will I need to achieve this?	How will I monitor/measure my success?	Potential barriers that could hinder my progress. 	What can be done to avoid/eliminate these barriers?	Target Date for achievement
	Become a confident team leader/manager. 				Implement the skills and knowledge I have gained through my time in university and choose employment that is suited to my abilities.	Refer to coursework if needed, ask for advice/questions, and support from family and friends.	Create a professional personal development plan that I can refer to.	Illness, poor time management, procrastination, and technology problems. Not gaining the qualifications needed.	Look after myself and my mental well-being, be confident, additional training if needed.	31st December 2025
	Complete BMSK6001 with a minimum of 50%					Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Complete BMSK6002 with a minimum of 50% 				Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Complete BMSK6003 with a minimum of 50%					Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Complete BMSK6004 with a minimum of 50%				Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Complete BMSK6005 with a minimum of 50%				Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Complete BMSK6006 with a minimum of 50%			Attend all my classes and engage with my tutor, ask questions, read, and research. Manage my time effectively. Acknowledge feedback from previous assignments and implement.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after your mental well-being try not to overload.	30th November 2024
	Graduate.					Achieve the grades need in all modules. Be dedicated. Do not procrastinate.	Tutor guidance, online resources, books, university library, and family support.	Use comparison with previous assignments' grades.	Illness, poor time management, procrastination, and technology problems. Not obtaining the grades needed.	Allow for adequate breaks to eat, drink, and get fresh air, allow ample time in producing assignments, and save current assignments to cloud or flash drive storage so access can be gained through another device. Look after my mental well-being and try not to overload. Work hard to gain grades.	July 2025
	Search and obtain my chosen employment.				Achieve the grades need in all modules. Look for employment adequate to my level. 	Online job searches, job fairs, and asking friends and family.	Keep a checklist of potential jobs and outcomes of applications/interviews.	Not being motivated, illness, and life problems. 	Look after my mental well-being and health, and deal with problems as they arise. 	30th January 2024





Part A – Section 2 – Produce a professional CV.

In 1942 Leonardo da Vinci in his search for work wrote a letter to the Duke of Milan indicating what skills and experience he had, this being the first of CV writing as we know it today. 

Curriculum Vitae

A highly reliable, responsible, and organised computer literate person, experienced in customer service and with an excellent telephone manner. I gain great satisfaction from providing full support within a team, can also work well on my own initiative, meet deadlines and work in a methodical manner. Through extensive client contact, I have developed excellent interpersonal skills,  good listening skills, assessing, and dealing comfortably with people at all levels. I want to consolidate my skills, abilities, and experience to succeed in my chosen career.
Employment History
Home Baker – September 2016 - Present
Housekeeper- NHS Trust Cardiff March 2016-July 2016
Shift Manager-Ladbrokes May 2010-June 2013
Office Assistant- Goodlife Medical Nov 1994-Feb 1996
Office Junior-Harrington’s Lettings Oct 1993-Nov 1994

Education
Llantwit Major Comprehensive School 1987 - 1992
JHP Training Cardiff 1992 – 1994
University Wales Trinity Saint David 2017 – Present

Qualifications
Maths GCSE D, English Language GCSE C, Science GCSE D, Catering GCSE C, Child Development COE- Merit, RSA Typing Level 2, Commercial Studies COE-Pass.
NVQ Level 2 Business Admin 
CertHc – Skills for the Workplace – Distinction. With ILM Certificate Of Unit Credit Level 4 Leadership and Management.

Professional and Key Skills:
I have accuracy and attention to detail 
Good administrative tasks 
Confident in dealing with inquiries 
Good communication and 'people' skills 
Good computer skills 
Good mathematical skills 
Cash and cheque handling
I am honesty and reliabile
Confident in processing payments and withdrawals 
I have tact and discretion, in dealing with confidential information
I have the ability to work as part of a team 
Confident using a computerised system to update account details
Problem Solving
Decision Making
Management Decision Making
Data collection and analysis
Management communication 
Effective teamwork management 
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Part B - Write a Zander letter to yourself.

Writing a to oneself known as a Zander letter is aimed to inspire you to reach your goals and what it would feel like to achieve these goals by putting yourself in the future and looking back.
14 Heritage view
Llantwit Major
Vale of Glamorgan
CF61 2ZA

15th July 2023

Dear Helen
I know you are currently studying for a degree in Leadership and Management at level 5 after completing level 4 CertHc Skills for the Workplace with a distinction. Very proud to have completed level 4 after a health scare towards the end of the course which you did not let hinder your completion. Studying at level 5 has been a struggle to stay focused and keep on track due to some health setbacks and family issues but with reassurance and support from family, friends, and peers this is now possible. The decision to start studying so late in life was a scary one, however, wanting to better oneself to reach my life goals was the aim. Studying as a child was a challenge due to being easily distracted and lack of family support and could have always tried harder but never did and going back to education was the chance, I need to prove myself. This has been a challenging but exciting experience and looking forward to where my new knowledge and skills will take me.

Kind Regards
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Your objective should

include a time limit. “I

will complete this step
by month/day/year.”

It will establish a sense

of urgency and prompt

you to have better time
management.
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