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Introduction
In this report I am going to talk about the things that we need which will help us to become a high-quality brand of oneself. I’m also going to discuss about how we need to improve ourselves in any situation that we face in this is especially important because by improving yourself you will know which is right and which is wrong, and it will help you to build your unique style and help you focus on developing whatever goals you have.                                                 
Main body
Skills and knowledge needed to work effectively
Skills and knowledge are important at work, to work effectively at work, you need to make sure that you know the difference between skills and knowledge. we can Has knowledge on how to do something but that doesn’t mean we have the skills to do, therefore knowledge is easier to develop. Has employees we need to have an ability and knowledge to develop a skill, skills are every important at workplace. To become an effective, you must make sure that you know what your purpose at work is, also having a positive minder and having a good attitude at work can help you and other at workplace to have more respect at each other’s (Zahra, 2019).
1. Communication skills 
2. Listening skills 
3. Speaking skills 
4. Writing skills 
5. Management skills 
6. Computer and electronics skills  
7. Ability to make your own decision
8. Be able to solve problems 
9. Self confidence
10. Analytical and research skills 
Those are the 10 skills and knowledge needed for employer and employees to work effectively at workplace, mostly employees if you are working for some company and you have all those skills and knowledge this will help you if you want to get the job of your dream. (CHRI STODOULOU, 2013).
Importance of teamwork
Working as team is important because the team can go through lengthy discussions that give them a chance to collaborate and sharing different information and ideas between each other it can help solve difficult problems in the company it’s also good opportunity for the team to exchange plans, project and come up with ways of doing things. By working together, teams can find the solutions that work best for the organisation. Those people come with best results than those who alone (Hansson, 2020).
Importance of having goals in a workplace.
The importance of having gaols at workplace is that when you faced with difficult time at work will know what to do or how to come out of the situation, when you are facing some difficult at workplace you start feeling like the job that you are doing it’s the right job for by feeling like this you could lose hope at the same time. Hope is an important part of human life, it helps you believe that doesn’t matter what you are going though in life one day you will find the salutation as long you still in life, it also gives you confident of setting a goal that you always wanted to achieve. by having clear goals and knowing what you what to achieve in life, clear goals can help you to achieve whatever you want to conduct in lifetime. As human being each of us needs to have a dream and have idea of what you would like to complete life. (Carnegie, 2021).
Utilisation of self- awareness test tools
Self-awareness is ability to understand and find our thoughts, feeling and behaviours it really helps every human to see themselves more clearly in certain way through reflection it’s also important when you practice mindfulness and have some meditation and practice some yoga it really helps in our self-awareness.                                                                                                                                        
What is SWOT Analysis?
SWOT “stands for Strengths, Weaknesses, Opportunities and Threats” SWOT helps people to understand they strengths and weaknesses very well, sometime the stuff we take in control in life can change in matter of second if you do not know your strengths or weaknesses. “Opportunities and threats those are going on outside your company, in the larger market. You can take advantage of opportunities and protect against threats, but you can’t change them. Examples include competitors, prices of raw materials, and customer shopping trends” (Parsons, 2021). 
	Strengths 
	Weaknesses 

	I have very good social skills
I’m open to anyone
I’m always being open to new ideas. 
My oral communication is very good.

 
	Can’t say no. 
I’m scary of telling people off when they are in wrong.



	Opportunities 
	Threats 

	Love meeting new people and making new friends. 
New surrounding can be good opportunity to experience a new place.


	Too much challenging work can cause stress and headache. 
Sometime meeting new people can make me feel nervous.


       
What is P.D.P?
P.D.P Stand for personal development plain this is what it stands for. Personal development plan helps you to be able to plan things about yourself or you stud. Peronel development plan it’s important because it helps us to be able to plan or set up a gaol for the future. If you really want to get to your P.D.P successful, you most think first about what you want to accomplish in your life and start making plan about it and how you are going to achieve it. if you know whatever you want to achieve in like personal development plan will help you to do it on the right time (Ireland, Cure and Hopkins, 2009).
“SMART method consists of keeping your actions Specific, Measurable, Attainable, Realistic and timed (Australia, 2019)”.
Specific: this means that when making or taking decision about something you must make sure that your decisions are clear because being specific about what are saying helps other to understand where you are coming from.
Measurable: means that you can be able to trace whatever you want to achieve in life and helps you to stay focused and meet your target in time.
Attainable: this means that you need to give whatever you must meet you goals by working harder and show all your skills or abilities that you need to achieve something.
Realistic: this means you need to be in control of everything, doesn’t matter what you are going though in life just make sure that you are in control of your plan.
                           
Conclusion to Discursive Report
In this assay has discussed some very good points and I came to released there can be no doubt that skills and knowledge are very essential in life its very clear that people need skills and knowledge at workplace because skills means you have the skills of problem solving and knowledge means you know how to solve the problem so its very essential and also people at workplaces needs know that teamwork means collaboration effort of group to achieve the same goal or the same result that’s why team work is very important because it makes every thing easier for all staff in the organization working in teams definitely helps the company and the staffs in the company to achieve their goals.  
Introduction to Reflective report
In this report I am going to talk about the importance of CV in our life, why do we use it and what is a CV. I am also going to show you how to prepare for an interview, this will prepare you to know when you are going for the interview what kind of questions you need to know before tending to the interview. In my class we did a mock interview individually as we had to write a CV and send it to the professor day before the interview. I am going to explain how I left after the interview.                      
What is a CV and its importance?
CV is a document you use when you are applying for job it allows you to show your education, skills, and experience to interest a hiring manager when you are applying for the job, and it also can show a little bit about your personality.
CV is important because it’s your first contact with your employers it gives the ability to see what kind employer you are or if you have the right skills and experience before they hire you. You CV it’s also important, because you have the importunities to show your boss that you are the right person for the job you are applying.
Personal statement
Personal statement is document known as personal profile it shows your ambition and what interests you about the subject it also can show what you can offer to the employers in relation with the job role that you are applying for. Personal statement can also help the manager to see if you are suited for the role or not.



Preparatory steps before interviews on performance
 Make sure you dress to impress during your interview regardless on the role you are applying for make you sure wear a smart outfit, because this shows your interviewer that you care about job and you have high standard and also your enthusiasm and your passion are your biggest assets because your passion and enthusiasm are more important than experience your passion, your drive, and your determination to succeed will be highly attractive to the employers to hire you.
Company researching
You need to make sure you know as much as possible about the company you applying to join, because the more you know about their company, the more chance you will have of getting hired if you really want to get hired you need to be able to answer the questions about the company, because this is a chance for you to show the interviewers that you know a lot about their company their sales, product, and their services so it’s very important to spend some time researching their website, company history, achievement and their type of different product and services they offer and also check if they used social medias for messages so this can give you something you can talk about during your job interview (Sinclair, 2019).
Mock interview
Before the mock interview we all been inquired to do a CV, a Cover letter and to choose three job descriptions in indeed, after finding three jobs we had to pick three different job description of each job than after I finished, I sent my CV and Cover latter the interview was taken by professor Asim Majeed on July 28th. On the interview day we were called one by one each of us had they our time which was 15 minutes per person, each of us had enough time to prepare for the interview prepare in what we had to discuss and prepare to answer the questions. On the interview day Professor Asim called me on Team where the interview took place, he greeted me and I greeted him back than he asked me few questions before the interview started, I was nervous, because I’ve never been in any academic interview, but professor Asim saw that I was nervous he told me to stay calm and I listened to him. The questions came flowing, I had a little of trouble answering some question but part of that the interview was great which makes me feel more relaxed and confident. Mr Asim made it clear and understandable for everyone. As I was a bit scared at the start but after Mr Asim reassuring me to stay calm. That’s when I started find it easy. This interview helped me to build up my confidence on how to stand when it comes to answer the questions and, I need to be more responsive when it comes to details or when I am being interviewed. 
I received the feedback few weeks later. I am so happy with the results as I scored 75% on my mock interview, I am so happy because for them to hire you need to score 70% but I’ve got 75%.
One of the things that I really love on the interview is I was polite, and I answered the question on polite manner and also felt Mr Asim gave me that back however it’s very important to be police when you are being interviewed showing respect for any employer during a job interview makes you look different from another employees it also gives you advantage on decision to hire you. I think from the moment I made my first contact to Mr Asim he knew if he could hire me or not that’s why first contact and showing respect in words is important.
Personal Development Plan in Career Development
	Goals

	Action 
	Evidence of achievement

	Target date

	My goals are to start Answering questions completely
	
	
	2021

	I need to know more about what the company does. 
	Need more research about the company so I can come with nice answer. 
	
	When I got the interview 

	Need to start taking break when I am communicating with others. 
	I learnt that before answering any question I need to make sure that I think first. 
	
	2021



Conclusion
This is report I learnt more about my strengths and weakness, this showed me how to accept my weakness and how to overcome the in interview. by knowing my strengths and weakness this will help me to know what I am good at doing in my life and things that I am good at doing. I’ve also learnt that being you in whatever you do is the most important thing even as it helps you find your purpose brings joy and peace in any circumstances. I have learnt so many good things and I am so proud of myself.
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