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[bookmark: _Toc60436613]Introduction 
In this assignment, I am going to write a report on professional/ personal skills. I have been worked in few companies as an employee But because of not having these skills, creates challenges for me. That’s why I want to develop myself for professional development. I have been faced some problems and I desired to developed myself creating a personal development plan . Through the PPDP, I intend to develop professional skills to increase accountability in the job market. Gibbs's reflective cycle this will help me to be active and effective to conduct all work or activities because of having various skills or abilities. That’s why I am going to increase my skills for professional or personal development.

[bookmark: _Toc60436614]Skills 
Skills suggest unique skill in doing any particular work. The employee must need skills to perform the job in any form of work. A individual can not complete the task without having skills and he/she has faced many difficulties in doing this task. The skills allow the person to be able to do any work perfectly. The skills help the individual complete the task and also help the individual to complete the task. Developing skills help the person to ensure professional development (Lindenfield, 1995). As an example, to run the compute, a person needs the ability to run the computer. Without this ability, he/ she cannot run the computer and this ability is called a skill. Different skills are needed to perform different work or activities. 
[bookmark: _Toc60436615]Different types of skills 
Different types of abilities have a great role to play in professional development, and this professional development allows the person to excel because of their abilities in critical tasks. A person's abilities are divided into four groups. A person's key skills are soft skills, hard skills, academic skills and employability skills.

Figure 1: Types of skills 
In each ability category, different abilities are available in each skill. All these abilities make a man great everywhere. I've got some academic skills, employability, hard and soft skills. But in all of these skills, I don't have total competence. That's why I would like to boost the professional development situation and make myself a qualified employee. Interaction, imagination, Different abilities are available in each ability group in each skill. All these talents, everywhere, make a man brilliant. I have certain academic abilities, employability, hard and soft abilities. Although I don't have absolute expertise in any of those abilities. That's why I would like to improve the situation of professional development and make myself a skilled worker. Interaction, imagination, some skills but all problems cannot be ensured properly as the reason I have been facing some difficulties in doing tasks because of not having these skills and experiences. To develop the professional, I have been identified the lacking and work for developing the skills that increase my professional development. 
[bookmark: _Toc60436616]Types of skills 	
Academic skills 

 A type of skill that is learned through academic activities is academic ability. For personal development, academic skills are important. The academic skills are time management, academic writing, written skills, avoiding plagiarism, presenting knowledge, analysis and note-taking, mathematics. Time management skills, for instance, are essential personal and professional skills. (Paese, n.d.)
Without having these skills, a person cannot find the required time because of ineffective time management. This time management helps a person to be active in properly manage the time to conduct the academic or organisation task in time. All the skills are being acquired through academic activities or work.
I have not developed the avoiding plagiarism, research skills and writing skills as a result, I face difficulties in doing tasks. These academic skills have great importance to personal and professional development. In conducting academic research and project, these skills are highly needed and the person has to develop it for successfully this. Without these academic skills, the person cannot be successful in doing these. That’s why this academic skill development is important for personal development and in professional development, it also has great importance. For developing these skills, I have created a timeline by which I can able to increase the skills. Every week, I evaluate the improvements in the condition of the skills. Engaging with different academic research and activities help me to develop the skills more easily. Through the plan, I can be able to develop the skills that will help me for developing own profession. These academic skills help me to develop my personal and professional development also increase accountability. 

Employability skills
For professional advancement, employability skills are most important. To learn various skills, an individual develops employability skills. Employability skills are an ability that makes a person a productive worker. It is mainly important to make a person an employee. Getting this experience encourages a person to be an employee (Helms, 2018). There are various types of employability skills such as Leadership, management, motivation, communication, teamwork, patience, dependability, adaptability, problem solving, self-management, planning, organising, etc. These skills are highly considered in order to be an efficient employee and improve transparency in the work market, and these skills create significant gaps between a simple person and a professional person. Employees need these abilities so much, since an employee can not function perfectly without these abilities. As an example, it is important to lead employers towards the objectives of the leadership skills of the organisation, but all individuals can not provide effective leadership. As a consequence, it is necessary for a person to learn leadership skills to be an employee. In the same way, for an individual to grow their professional career, all employability skills are necessary.

Developing skills help a person to be effective in every type of activity and also help him in professional development that increases the accountability of the person. 
By working for a certain organisation, I have also gained these skills. But it is not yet possible to establish any issues. Min's problem solving, management and preparation skills are not so successful as a consequence, I face several difficulties working in the organisation. Employability skills are highly required in a person for professional and personal growth. I would do many things in order to improve these skills for professional advancement. I have to think in a strategic way and in an innovative way to improve my problem-solving abilities. I may improve the skills by dealing with the various problem-solving situations. The management skills can be overcome by the right decision of the management. Successful leadership requires an individual to handle each role and this management capacity is a basic organisational need of the worker. Planning skills are often developed by communicating with superiors and collaborating with them. They help me to build an efficient long-term or short-term organisational strategy. In order to consider the transition, I have built an action plan that focuses on the advancement of skills growth. I have been implementing the strategy through an action plan and I have been working hard to improve my abilities according to the action plan. Such employability skills are essential for personal growth as well. A professional career has been built on these skills.
To become a professional career more effective these skills have to be ensured as a result, I have been more effective as an employee in the organisation and this will develop the personal as well as professional skills of mine

Hard skills
Hard skills can be defined as the specific knowledge and abilities that are learned through education or training. Since many industries and professions have a specific list of abilities that are necessary to properly perform the job, they can also be thought of as job-specific skills.
Because of this, putting the right hard skills on your resume is essential. Without them, landing an interview or even getting  becomes almost impossible. Hard ability is a type of ability that is necessary to be a professional employee and personal growth. By learning and schooling, it can be accomplished. Like other skills to grow the person, hard skills are also necessary. Project management, data processing, information technology, marketing, cloud computing, designing, web creation, and so on are some hard skills. In a broad organisation, hard skills are important. The most challenging skills of their staff have been listed by the judge. As a consequence, it is important to learn the hard skills to be a productive employee for the company. For example, Microsoft Word, MS Excel, MS Office Suite, HTMLL, computer technology skills for performing, etc skills required for a person to develop a professional career, etc. In the modern world, as a result of which an employee can not work perfectly without these skills, they can face many difficulties in performing their daily activities (Webster, 1970). That's why these talents are of great significance to professional advancement.
Because of not having proper skills, I've faced several issues. As a result, I often face challenges in carrying out my organisational work. The topics that have not been developed yet are web creation, architecture and cloud computing. Such hard skills boost both personal and professional growth. These hard skills required a great deal to ensure a productive professional in the work market and the organisation regarded the hard skills of an employee quite highly. I have been taking a tech specialist to be experts in these hard skills on which I face the issues to improve the skills.To assess the modifications, I built an action plan. Improve the ability to grow the individual and improve their professional career as well. This professional growth strengthens the individual's transparency in the job market. This helps to become an effective professional and growing these skills also helps me to do effective work in an organisation or business.

Soft skills
Soft skills relate to how you work. Soft skills include interpersonal (people) skills, communication skills, time management, and empathy, among others.Hiring managers typically look for job candidates with soft skills because they make someone more successful in the workplace.1﻿ Someone can be excellent with technical, but if they can't manage their time or work within a team, they may not be successful in the workplace.Soft skills are a combination of such skills, such as social skills, personal skills, personal attitudes and characteristics. Teamwork, imagination, teamwork, adaptability, self-motivation, self-evaluation and so on are several soft skills. Soft skills are important for personal growth. Developing soft skills makes a person suitable for any situation and also for the development of professional skills. These skills are also essential for professional growth because a professional cannot be productive in performing organisational work or activities without the soft skills . As an example, the team working experiences are highly needed for a professional because in an organisation the person has to work individually or with the team. As a result, not having teamwork skills decreases transparency, it faces various challenges to work in the company. That's why it's a must for a person to learn these abilities. It is generated by each person at the beginning and from the educational institution. They have an effective role to develop these skills to the individual.
From the educational establishment, I developed my soft skills. I have perfectly built all those soft skills. Having all the soft skills helps to improve my skills and enhance business accountability as well. Soft skills are connected to personal plans for growth. A individual develops a personal development plan to improve skills and eliminate the lack of skills to build a professional and personal career.
[bookmark: _Toc60436617]SWOT analysis and its correlation with personal/professional growth
The strengths, limitations, opportunities and risks are discussed through personal SWOT review. This SWOT analysis allows an individual to find a person's condition and also helps the individual to improve through the elimination of vulnerabilities and the minimization of threats (Böhm, n.d.). The personal SWOT evaluation is—
	Strenghts 
· Working capacity in teams 
· Skills for Contact 
· Problem-solving ability 
· Control of time 
· Creativeness 
· Efficient leadership 
· Analytic capacity 
· Gathering and reviewing data 
· Technological capabilities for computers 
· Very good at accounting 
· Higher education and highly professional training 
· Customisability 
· Strong professional conduct 

	Weaknesses
· Developing the Internet 
· Troubleshooting Issues 
· Scheduling 
· Management 
· Cloud Informatics 
· Skills for written correspondence 
· Skills for Analysis 
· Plagiarism prevented 
· Designing of 
· Mental Strain

	Opportunities 
· Internships 
· Learning to improve skills 
· Developing employee reviews concern 
· Get more familiar in organisational tasks. 
· Developing itself according to demand from the industry 
· Personal and technical skills growth 
· Becoming a professional worker
	Threats 
· Not having certain skills will affect the performance of business work. 
· Because of intensified labour market competition, the job market demands more skills. 
· Any misconduct may cause severe harm,



The personal SWOT analysis is built to recognise the issues and the skills have to be achieved for personal/professional growth. The purpose of personal/professional growth is to achieve these abilities.Through the personal/professional development plan, a person can increase their skills (Hinojosa, 2017). That’s why I create a personal development plan to develop my skills via a personal/professional development plan. In this personal reflection, I use Gibbs's reflective Cycle as a reflective theory (Gibbs, Brigden and Hellenberg, 2017). By the process of the reflective model, I have been able to be professional or personal development. The personal development plan helps me to increase my professional or personal career by developing different types of skills. This helps me to develop the skills for professional or personal development.  


[bookmark: _Toc60436618]Conclusion
For professional growth, the personal development plan is very successful. I have been successful in boosting my skills according to the programme. Increasing skills help my personal/professional career to grow. I have been considering the reflective principle for personal development and applying it to professional development. The private SWOT review allows me to recognise the vulnerabilities and weaknesses
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