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SWOT Analysis



SWOT Analysis is a strategic tool to identify my strengths and weaknesses.

	Strengths
	Weaknesses

	· Time Management 
	· Academic Writing

	· Note Taking
	· Analytical skills

	· Cover Letter
	· Public Speaking

	· CV Writing
	· Paraphrasing





Time Management

Time management is the solution to productiveness working.
· Converting my notes into a To-Do-List 
· Prioritising my task keeps my business running.
· Planning wisely is helping me to stick to my schedule.



CV writing and Cover Letter


CV writing is a summary document of your education, skills and experience. (J. Smith, March 2019)
The Cover letter is the resume document of your CV send for a job application.

· My work experience and achievements can get employer’s attention
· Highlighting my skills and experience matching the role I am applying to, could give me the change to obtain the job. 







Personal Development Plan (PDP)

· In terms of improving the skills, a PDP is developed 
· Improving analytical skill is the priority 
· Brainstorming sessions need to be attended (sydney.edu.au, 2020)
· Finding a mentor with more experience than I do
· Efficiency in business writing and communication skills (Ito & Kawazoe, 2015)
· The tentative date will be 5th January 2021. 


· 

Conclusion

· Pointed out all the skills and knowledge
· Required for being successful in a future career
· PDP has been developed to overcome my weakness 
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