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1 My Personal Development Plan (PDP)
When you are "developing" your life, and you want to make it more enjoyable and happier, you need to know where you are going and when you will get there. Good preparation reduces the risk of mistakes. It's the same with a personal development plan - it increases the chances of your life going in the right direction.
The Personal Development Plan Is a detailed action plan used to achieve academic, personal or career goals. It allows you to set your goals, identify your strengths and weaknesses, and identify the need for improvement.” Life is a unique combination of “want to” and “how to,” and we need to give equal attention to both.” ( Rohn 1993) If you do not plan ahead, you can easily become irritable, dissatisfied and frustrated with your life. There are more positives from having a plan for your personal development. If you ever feel lost, you can just look at your plan and remind yourself where you want to go. The personal development plan is your guide in life! When you are "developing" your life, and you want to make it more enjoyable and happier, you need to know where you are going and when you will get there. Good preparation reduces the risk of mistakes. It's the same with a personal development plan - it increases the chances of your life going in the right direction. A personal development plan is a process that involves identifying what is important to you; what you want to achieve; what are your strengths that will help you achieve your goals; and what you need to improve and develop over time.
My personal plan is about my career development. I started preparing it and at the beginning I chose several professions that I am interested in. Then I thought about them well and prioritized them according to my needs and the current situation.
1 Data entry Administrator -In my opinion at this time of a pandemic, choosing a job that allows you to work from home is the best option. There are not many requirements for the work. you can quickly and easily take an online data entry course
2 Beauty therapist- This profession is related to my current one as a nail technician.  Again, there are many courses with which you get the necessary qualification in a short time.
3 Sale assistant beauty store-It would be very interesting for me to work in a beauty store. I put this option last because of the Covid 19 situation. It is too risky to work surrounded by many people. Аter I looked at the list of my goals and chose the one that is most important to me, I started working on it, namely Data entry Administrator. For this position the skills that you should to have are:
· Proficient typing skills.
· Computer skills and a knowledge of relevant software packages.
· Basic literacy and numeracy skills.
· Organisational abilities.
· Administrative skills.
· Good communication skills, both written and verbal.
· A polite phone manner.
· Good customer service skills.
· Team working.

I continued to draw up my plan to set a deadline for achieving this goal. And since this profession requires the necessary qualification, I set a deadline of 1 year to achieve this goal.
The time has come for me to determine my strengths and weaknesses. For this purpose, I did SWOT analysis (see appendix 1.1) which is an evaluation tool that can help me identify strengths and weaknesses to aid in growth.
Strong Practical Skills- this quality of mine definitely covers the organizational skills requirement that is required for Data entry Administrator.
 Strong Sense of Duty- I am a responsible person who strives to meet his obligations.
Sensitive and Warm - always careful in communication with others which makes me a strong team player
Good at Connecting with Others- I am able to provide good customer service.
 Digital skills - 
My weaknesses regarding the position that is my goal are lack of appropriate education, lack of Proficient typing skills and Administrative skills, written communication skills.
In my Opportunities section I put that I can take an online course for Data entry which will give me also Administrative skills that I need. The other thing is to practice and improve my typing skills.
In the Threats section I described the difficulties I will face and there are:
Time - I will need to take time to study while working and taking care of my family. This can be very difficult but with the right time management it will be successfully. 
Costs- I will break the family budget. But there is nothing more important than investing in your future
Maths- poor knowledge of mathematics skills.
 I continue with my PDP plan with my action plan, which includes doing research for online courses, starting one and completing it. Тo manage my time every day, leaving time to study. To start personal lessons with teacher to improve my written English. To start as an intern in a company to gain experience.
Comparing the skills I have with the skills needed to start my new career, I can say that I lack the technical skills that are required. And I will need to work on them more time and the fact that I set a one year deadline to achieve my goals is completely realistic. And personal skills as I think I completely overlap them.
In the support column I put my family first, from which I expect full understanding and support. Then collecting opinions from teachers and employers where I plan to work for an internship.
And finally because the PDP is a dynamic document that must be reviewed periodically and to monitor the progress we have I put the column Measuring progress. The best motivator for perseverance is our own progress. Even when he's small, it's still something. It is important to realize that you are moving forward and to record the things you do well.
If something doesn't go well, what can you do differently?


2. Learning and development training method
The purpose of the introductory training is for each new employee to get acquainted with the history, goals and structure of the organization; with the most important internal rules and procedures; with communication channels; rules of conduct, etc., thus helping to adapt and introduce him to work and build a sense of acceptance. Introductory training is a mechanism that allows new employees to integrate more quickly into the organization, and hence more quickly to present their professional potential. Staff training is an investment in human capital that pays off in the form of improved staff performance as a result of reduced deficiencies in the knowledge, skills and attitudes of employees in the organization. That is why it is important to think carefully and create proper and effective training for our new employees. Imagine that you hired a new person for £700. monthly salary, as you expect him to earn in the third month and bring the company a monthly contribution of £2,000, but at the same time you do not have traceability and measurability for his contribution. Six months later, you realize that he is barely earning his own salary. What loss will the company have generated quite imperceptibly in these six months?
We will look at learning styles because this is the way everyone receives, processes, stores and reproduces information most effectively. Everyone develops a consistent set of behaviors or approaches to learning. They are related to three processes that form the differences in styles:
knowledge - how knowledge is acquired
reasoning - how knowledge is processed
motivation and emotions - includes values ​​and type of emotionality.
According to various theories, there are over 70 typologies of learning styles. I propose to consider the Kolb’s theory “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, p. 38)
Kolb defines 4 learning styles:
· Accommodation style of learning. It is a combination of active experimentation (making) and concrete experience (feeling). This is a learning style that relies more on intuition rather than logic. People who love this style are attracted by new challenges and the practical way of doing things. People with this style of learning are people of action, they like to work with clear goals and specific deadlines.
· Divergent learning style. It is a combination of a concrete experience (feeling) and observation and reflection (observation). People who like this style can look at things from different perspectives, they are good at gathering information, analyzing it and using their imagination to generate new ideas and solve problems. People with this learning style have a rich general culture, are good at human relations and know how to work in a team.
· Assimilative learning style. It is a combination of observation and reflection (observation) and abstract thinking (thinking). This with a learning style that relies more on logic than intuition. People who like this style know how to structure and organize information, are interested in theories, models and approaches, but not so much in empirical experience or human relationships. They are also able to create their own theories and models.
· Convergent learning style. It is a combination of abstract thinking (thinking) and active experimentation (doing). People who love this style know how to solve problems and use their knowledge to solve practical problems. People with this learning style are more excited about tasks, not so much about relationships with people, and are good at experimenting with new ideas in practice.
Our Learning Activities are designed in a way that uses learning opportunities for each of Various Learners. Тhe duration of the training is 2 weeks and includes:
· training outside the work environment (class-room training)- includes theoretical training discussions and solving hypothetical problems, group generation of creative ideas. This is the best delivery method for Converger and Diverger
· training in a real work environment - which gives the opportunity to monitor the work process, receive instructions and advice from an experienced worker who has successfully performed the position, the opportunity to touch the work process. This method will be good for Assimilator and Accommodator.
Combining these two methods allows us to provide the right training for each type of learner. By avoiding waste of time and resources in preparing individual programs. The change in human behavior, and in particular in job performance, undoubtedly goes through a change in knowledge. That's why during the training period we should proved:
· Knowledge reflects what the worker needs to know in order to perform certain work tasks.
· Skills cover what the worker must be able to do in order to carry out work tasks.
· Attitudes are related to the attitude that the worker must show to his work tasks and to the people he meets in their performance.


3.Reflective portfolio
In my life I had never applied for a job. I just didn't have to because after graduating from high school I started running my own business, then I started a family and gave myself completely to taking care of it. I had never prepared a CV and had never gone to a job interview. But I was always thinking that I would be able to do it great if I would need it. During this module I understood and realised different things about myself. In the whole process I learned how to do one professional CV which is the first step of one successful interview. In the real life, to enter an professional interview is high depending from the way you show your self and your knowledge, experience and personalities in your CV in one particular order. 
So, I had underestimate  the knowledge that a person must have to successfully pass the selection process when applying for a job. The proof of this is my feedback I received (see appendix 1.2) after the “Mock interview”. It shows that my performance was not satisfactory, and I had the opportunity to look at and learn from my mistakes. Which will definitely help me and make me much more confident in my next experience. Thanks to the course, I realized how important it is to be able to perform well and be able to "sell" yourself properly to an employer and the ways in which you can do it.
1. Creating successful applications
2. Creating Ideal CV
3. Performing well on a ‘selection interview’
Before I started this course, I had an idea of what career I wanted to start. I had focused on IT technologies and more specifically on software programming. But it was an ill-considered idea without a specific plan to reach it. In the first week of the course, we looked at what it is Personal Development plan and how to define your smart goals. Analysing and working on my PDP I met and learned the different tools which is the core of process when someone should do a PDP. Studying about the self-awareness brought me to the point of understanding better myself, thinking deeper about the criteria of my outcomes, my abilities, motivation, the action I would need to proceed with and the time I would need to get there. It was great to find my weaknesses, my strengths, opportunities and threats learning about swot analysis. Exactly there, I found a weakness on myself which I mentioned before – thinking for myself I would be able to do a CV and interview without a problem, even I had never prepare myself for it. Swot analysis showed me clear what means my real self and ideal self. So, I have grounded now understanding my mistake and trying to transform my weakness on strength or at least to minimize it. Other way to improve my self-awareness which helped me a lot is the type of learning styles in which I have discovered myself again. Making the self-test I came to the point to have a better idea of my visual learning style. It would be helping me in the future when I’ll start my further education. Analysing and studying about self-awareness became incredibly useful for me as I will explain a bit later what changes I made to my personal career targets. I would say now about some other tools which is helping to improve our self-awareness. Feedback is one of the firsts I met, and I definitely used it well. Other one is making tests and reviewing the results of them showed me other way to discover myself the part I wouldn’t be able to find alone.  Johari Window was very interesting as is strongly related to one real self-awareness and self-knowledge. The “Blind window” by my opinion is connected with the feedbacks someone can receive, because is a knowledge for yourself from others about things which you probably don’t know about yourself. 
         So, in the whole process of doing my PDP during the learning of all this scientific information I realised that I have to change a bit my choice. Before my chosen way was IT software programming and engineering but my better self-awareness now shows me a bit different way because of some outcomes criteria and self-abilities facts which I was not able to see before the module. So, my path would be the IT but different sector of the IT which is Entry Data Analysis which is much more appropriate and realistic for me. 
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GRADE -

Charles Nimoh,

HOW YOU DID:

TOTAL SCORE RANGE

YOU’RE HIRED!!!

70 - 100

Resume was printed and presented in a professional manner
Showed up on time in appropriate attire

Demonstrates confidence through voice, body language, and eye
contact.

Provides detailed and specific answers to questions

Sells skills and references previous expetience

Clearly explains how skills and qualities match the job description
Asks thoughtful questions and demonstrates preparedness
Maintains a professional attitude and demeanor

Very clear and concise manner of speaking; avoids use of filler
words

Demonstrates above-average maturity (professional, articulate, manners).

WE’RE CONSIDERING YOU...

60 - 69

Resume was printed and presented in a professional manner
Showed up on time and in attire that was mostly approptiate
Decent poise, body language and eye contact

Somewhat confident

Provides specific answers to questions

Sells some skills

Displays some skills and qualities that match the job description
Asks some thoughtful questions and shows some signs of having
done research on the company and position

Interviewee is usually professional when responding

Clear manner of speaking; used some filler words (um, uh, like, etc.)

Noticeable maturity (professional, articulate, manners).

WE MIGHT HAVE HIRED YOU, BUT...

40 - 59

Resume was not presented or needed work

Showed up late and/or dressed semi-professionally

Not enough poise, body language indicated lack of interest, some
eye contact made

Confidence is not convincing

Specific answets to some questions, others too general

Comes off as too inexperienced; vague in selling skills

Appears to have some communication problems

Skills do not match job description; lacks preparedness in reseatch
Attempts to be professional when responding;

Manner of speaking is comprehensible, but sometimes a bit unclear;
frequent use of filler words (um, uh, like, etc)

Some maturity is evident (professional, articulate, manners).

DON’T CALL US, WE’LL CALL YOU

00 - 39

Resume was not presented

Showed up late and/or dressed unprofessionally

No poise, poor body language and little to no eye contact
Lack of confidence

Answers to questions are not sufficient, relevant or convincing
Inexperience is obvious

Does not display skills and abilities that are relevant to the position
Does not appear to have done any company research and is
generally unprepared

Comes off as undependable and unprofessional

Manner of speaking is unclear, jumbled or poorly worded

Interviewee needs more experience and maturity
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Mock Interview Grading Rubric

Date: 19/10/2020

STUDENT: Nikoleta Dimoyva INTERVIEWER: Charles Nimoh

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor
S5(4 321 Comments
FIRST IMPRESSION
Showed up on time ==l =]]=]
Firmly shook hands of interviewer, smiled and greeted [O [ X [O[ O[O
Had resume/references and offered professional copies [ O[O [ X [O | O
Greeted and maintained eye contact ojo[x[OjOg Eye contact throughout the process was limited
Dressed approptiately ojojo[x[O Was not apptopriately dressed for the interview.
Postute (sat up straight, etc.)/Hand and facial Posture during an interview is very important.
ojo|ojx|0O
movements were natural
VERBAL BEHAVIORS
Demonstrated knowledge about the company o[ x[Ojgojg
Answeted questions completely, yet briefly The answers were not entirely suited to the asked questions. The
ojo|ojx|0O . .
answers in some instances lacked substance.
Utilized STAR/BAR format for Behavioral Questions olololx|o You should have employed the STAR approach in answering your
questions.
Understood company needs/Emphasized qualifications | O[O [ X [ O[O
Understood position/Pointed out work related skills ojo[o[x[0O
Displayed enthusiasm o[go[o[x[o
Focused on strengths; avoided weaknesses ojo[x[OjOg
Acted in a polite manner o[go[x[Ojg
Referenced specific items on resume olo X olo You should always attempt to link the expetiences and skills on your
CV to the job role.
Responded to questions promptly, but not hurriedly olo olo In the future you should devote much more time to your preparation
X process.
Asked appropriate questions of the interviewer olo [m] x|O You §hou.ld always give a hypothetical answer to a hypothetical
question.
Spoke clearly and at a reasonable volume Ojo[x|[O]0
Avoided use of filler/empty words, slang, etc. ojo[x|[OjOg
OVERALL PREPARATION o ol|lx|o INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO
L CONFIRM COMPLETION OF INTERVIEW. L
POINTS AVAILABLE 100
POINTS EARNED  56%





