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[bookmark: _Toc37790802]Introduction
At present, the lives of people are becoming difficult especially in professional life. Every moment several new problems are approaching people.  At present, people need to deal with these difficulties along with proper skills as well as knowledge. People need to update themselves along with the time (Andrew Grant, 2010). In that task, first of all, necessary skills and knowledge about professional life will be exhibited along with the process of self-assessment, motivation, learning process as well. Then the skill audit, a SWOT analysis will be prepared to find the proper description about the professional skills and then in the last part, with the support of SMART aims, a personal development plan will be formed where the resources, activities, deadline and success criteria will be narrated briefly (Brusoni, 2013). Through following these, one can ensure progress in professional life and become successful.













[bookmark: _Toc37790803]Task 1: Considerate the skills as well as knowledge which are needed for doing works efficiently
1.1 [bookmark: _Toc37790804]Reflection of the career of a manager: In the organization, a manager is considered as an individual who is mainly responsible to manage the functions of the organization. Generally, managers have the responsibility to control the different sections in the organization as well as they need to give proper guidelines to the other employees to do organizational works properly. In the company, managers can make decisions about the organizational works along with for the betterment of the organization. In accordance with Henri Fayol, Managers need to have the ability to plan along with organizing the workplace as well as motivating the employees. In the organization, Managers are entailed in numerous diverse sectors to make certain functions of that organization are occurring appropriately. In the organization, the manager’s main aim is to fix obvious principles in the place of work and these are designed for the employees of the organization to make them understood about their role in the organization. Besides, managers also need to maintain the reliable flow of work standards by saving time at the time of production as well as maintain the performance of the organization. In the organization, managers are believed as the core person for the success of the organization.
1.2 [bookmark: _Toc37790805]Review of self-assessment
Self-assessment is defined as a systematic process to monitor, examine as well as give importance to personal professional act. Besides, the process of self-assessment is also helpful to improve the professional skills for the welfare of the career. Through the process of self-assessment, an individual can evaluate his/her skills as well as conditions in the workplace and can be successful by taking actions to improve own self for the professional gains (Berlin, 2012).
 Before I have worked in some small organizations as a manager in contractual ways.  Through working in these organizations as a manager, I can find There I found out lots of potencies along with flaws that are related to my professional life. In my professional life, I always prefer to maintain punctuality. I have the habit to do my works always by following the deadline. In my previous workplace, I am also well known to be proactive as well I have the quality to assist the people in my place of work too. 
Most of the colleagues of me are too helpful to me and they also prefer to work with me. I can inspire the other people in the organization and I can make the right decisions for the organization and can organize the company properly to achieve the organizational objectives properly.
Besides, I also a few weaknesses which I discovered with the time. I have the habit to speak less and it’s one of the reasons to make me uncomfortable to make conversation along with the new and unknown person. I have also some problems to do proper research about the market conditions as well as some times I fail to form a useful plan for my organization by matching organizational resources. Moreover, I am not too comfortable along with the electronic types of equipment and I have to lack IT knowledge too.
[bookmark: _Toc37790806]    1.3  Motivation for self-development
Self-motivation can be defined as the feeling of an individual which is considered essential to do works to achieve the objectives exclusive of other people's direction. Both in personal as well as personal life, it’s almost impossible to grasp any goals without motivation. In the personal as well as in professional life,  self-motivation can be helpful to achieve proper self-respect, delights, and enthusiasm for both the personal and professional life, as well as the success (Andrew Grant, 2010). 
Self-motivation of mine always cooperate me to work properly for the things which I personally and professionally prefer to attain and gain success in life. My ability to encourage me always to play the role behind of my all success. I faced a lot of problems to complete man tasks properly and these always made me frustrated. I was always able to come out from these negative situations through the power of self-motivation. Whenever I fail to do anything properly,  I always prefer to take lessons from my failure and work hard to improve myself through learning a lot of new skills as well as knowledge to make prosper of my career soon.
[bookmark: _Toc37790807]1.4  The process of Self-learning: 
In the world, each person possesses his style to gather new things which might be advantageous for both personal as well as for professional life. People generally learn new things through two fundamental methods and these are addressed as the visual as well as the auditory process. The auditory process defines as a process of learning style which may assist an individual to gather new knowledge learns through depending on the listening while Visual learning is the method in where people can learn new things by both seeing the information as well as listening to the topic too (Brusoni, 2013). I prefer the visual learning process from my childhood. Visual learning always assists me to accumulate data for a long time Besides, the process can motivate the learner to know new things and it can make any complicated lesson easier to the learner. It also cooperates for better comprehension in the learning process. Recently, I have joined an online visual course about the strategic planning and the lecture of the teacher seems too much helpful for me and I can learn new things which can assist me to do better in my professional life.
[bookmark: _Toc37790808]1.5   Skills and knowledge review of a manager in the era of world employment 
A manager's Necessary Skills 
Skills can be defined as the quality of people to do work with full determination to achieve goals within deadline along with the best use of energy. In the profession of manager, he needs to have several important skills to make progress in his career and does best for the welfare of the organization (Timothy. A, 2013). There are some significant skills which are required to possess by the managers. These are given below:
a) Communication skill: Communication is the ability of an individual which is used to provide and receive different information. The skill is related to the capability of listening, speaking, writing as well as observing the situation along with making the decision. People who possess the quality can easily communicate with the people in an effective manner (Kaner, 2014). In the career of a manager, the skill of proper Communication has an important role to make plans for the organization, provide proper guidelines to the employees as well as manage the activities of the organization through motivating the staffs (Baden-Fuller, 2013).
b) Leadership skill: Leadership skills define as the ability of an individual to guide the employees to do work effectively to attain the goals as well as achieve success for the organization. Leadership skill can encourage employees to work properly. A good leader can guide the employees to the path of success by managing them accurately. They can provide support to the employees at the time of success and failure too (Varshney, 2016). Leadership skill is considered as the compulsory for the manager in the organization to organize the staffs to do works towards the aims of the organization properly. Without proper leadership skill, a manager can not achieve success in his profession (Brusoni, 2013).
c) Managerial skill: In the organization, managerial skill means the capability of a person to manage the available resources properly. This skill of a manager can assist to do the organization’s management work effectively as well as smoothly. A manager must know the conceptual, interpersonal as well as technical skills to achieve success in the career. 
d) Analytical skill: This skill means the ability of a manager to understand a problem properly as well as do analyzation of the problems rightly. This skill can assist to solve the problems of the organization and makes the right decision for the welfare of the organization (Noe, 2017). 
 Essential knowledge for the career of a manager :
To be a successful manager, an individual needs to possess some important knowledge which are related to his profession as well as gain success in life. The pieces of knowledge are mainly : 
a) Psychology: The knowledge regarding   Psychology is related to the attitude of people. Through the knowledge of psychology, one can understand the different people’s thinking structure as well it also assists to find out the ways of the motivation of different persons (Kaner, 2014). A manager must know about the understanding process of thoughts of people as well as he needs to deal with people persons effectively by using his psychological knowledge.
b) Administration: The other important knowledge for a manager is having information as well as understanding the process of administration. Through the knowledge, a manager can allocate resources, cam make plans for human resources. 
(Kruckeberg, 2011). 
c) Human Resource: A manager must know the ways to manage the human resources of the organization effectively as well as guide them to the path of success for the organization. A manager must need to understand the needs of them and make them enthusiast to do work properly by providing proper motivation (Baden-Fuller, 2013).
These skills, as well as knowledge, are considered as important for the success of a manager. A manager of the organization must need to possess these to be effective in his profession as well as bring success for the organization.


[bookmark: _Toc37790809]Task 2: Representing promptness for employability as well as personal progression.
[bookmark: _Toc37790810][bookmark: _Toc34080903][bookmark: _Toc36338293]Personal skill audit analysis: Personal skill audit means a written article and this skill audit can arrange all the dexterities one presently possess as well as how much proper developed these proficiencies are (Lussier, 2012). The audit can be helpful to find out the proper job and also it assists to focus on the personal skill gap as well as the ways to find out the ways to improve own self. 
Personal skill development is essential for one career because the audit assists a person by giving precise data regarding the most important sectors for their dexterity development. Then personal audit can cooperate with people to prepare plans for personal training and find out the necessary sources too. The personal skill audit report also assists people to improve career.
Model of personal skill audit
	
Skill
	
Illustrativee explanation
	
Skill stage

Low to High              
	
Comments

	
i. Stress management
	
Manage the work stress properly  and do Working in effective ways for the organization 
	
1    2    3         4      5
	
 Level 2, often not competent to do work with stress.

	
ii. Instant decision making
	
Can take instant decision by understanding any problem properly for the success of the organization.
	
1    2     3        4       5
	
Level 3, facing dilemmas to decide for the organization

	
iii. Conflicts management

	
Having the ability to manage the employees’ conflicts in the organization effectively.
	
1   2     3        4       5
	
Level 3, cannot do manage the disagreements properly and find out the solution. 

	
iv. Planning
	
Capability to manage the organizational plans properly
	
1   2     3       4        5
	
Level 5,  can make a proper plan for the organization

	
v. Learning skill
	
Can  learn new lessons  quickly
	
1   2     3      4        5
	
Level 2, need to take time to learn new things

	
vi. Communication skill
	
Talk with people properly
	
1   2     3      4        5
	
Level 3 cannot feel comfortable and confident at talking with a new person.

	
vii. Time management



	
Can do tasks within the time limit
	
1   2     3      4       5
	
Level 4, can manage time properly.

	
viii.  Motivation
	 
Can encourage the employees to do work rightly.
	
1   2     3      4       5
	
Level 5. Can motivate the subordinates properly.



2.1.1 Explanation of Skill audit:
Following my skill audit, firstly, I can say that I have a problem with anxiety and stress at the time of working. Frequently, I fail to do work with stress and the feeling of failure makes me more nervous and for that, I become unable to give proper concentration on my works. At that time, I cannot able to give my best for the organization(Kruckeberg, 2011). 
 Then I have some problems regarding the instant decision-making process. In the organization, several times, I may need to make decisions by understanding a problem quickly and find out the best solutions for handling or solving it. But I have some flaws regarding this expertise. Later,  I have some problems regarding the management of conflicts among the employees. I often feel it problematic for me. I always need enough time to understand their problems by hearing their opinion and for the long time consumption to make a decision, sometimes, situations can be turned in to negative era for the organization. Another skill of me is creative thinking. I am quite good at these. I possess the skill to provide more efforts to do a task properly. Learning new things take a lot of times of me. I have problems with that. Another positive skill of me is time management. I always try my best to complete the task within deadlines. As I am an introvert person by nature, I face problems to talk with the new people. I am often unable to make them understood about my points regarding the business as well as organization. Moreover, I have good command to motivate the employees to do work properly for the success of the organization. I can make the enthusiast to do best for the organization.
Skill audit always assists me to focus on my lacking and do my best to overcome this. I believe that soon I will be successful to attain these skills by proper practice and my dedication towards the success of my career.
2.2 [bookmark: _Toc37790811] SWOT analysis

My SWOT analysis can help me to find out the potencies, flaws, opportunities, as well as threats to improve in my career. The analysis is given below :
	Strengths
	Weaknesses

	
1. By nature, I always prefer to maintain in my office. 
2. I possess the skill of creativity at the time of thinking any plan as well as the decision-making process.
3. I can do work with Self-confidence.
4. I have a high interest in learning new things.
5. I maintain patience at the time of work as well as deal with people.
6. I can manger team properly and bring a good result. 
7. I am always Cooperative to my co-workers.
8. I always prefer to work with proper dedication.
9. I can inspire people to give their best effort for organizational success.
10. Besides, I can make proper decisions for the betterment of the organization.
	
1. As an introvert person, I face less comfortable to talk with unknown people in most of the cases.
2. I cannot work with stress and this makes me unable to give my best for the organization.
3. I need time to learn new things.
4. I cannot understand people’s psychology properly always
5. I face problems to manage conflicts among the employees in the organization.


	Opportunities
	Threats

	1.  As I am cooperative to mu co-workers. They prefer to work with me. And this is beneficial for me to be a good leader soon.
2. I can solve problems by understanding the roots and can make the right decision for the organizational benefits as I am proactive towards my responsibility 
3. My habit to maintain punctuality can frequently bring new chances to develop a career. 
4. As I can motivate people, upper management prefer me to handle critical business issues by making employees enthusiasm towards works
	1.  Professional industry competition can be threats for my success if I can not make myself updated always with the latest business knowledge.
2. In the era, people with good communication skill can take the position of mine in the organization.
3. My flaws can make me backdated to gain success in my career.



[bookmark: _Toc37790812]2.2.1 Description of SWOT:
From my SWOT, it is seen the range of my strengths, flaws, opportunities, as well as threats which possess. Both the potencies as well as weaknesses are defined as the inner characteristics of 	an individual while both the opportunities along with threats come from outside sources.  Both can change the career path of people. Following my SWOT, I have the habit of maintaining punctuality. Besides, I can motivate the people to the works and another potency is my skill of co-operation. In my workplace, I am always ready to assist my colleagues at the time of difficulty. problem-solving ability. But, lacking the ability to talk with new people is my one of the main flaws as well as I can not learn anything quickly. I have problems with the management of disagreement among the employees too. By depending on my strengths, I have the chances to be a good manager in the future as well as bring success in my career. Though my weaknesses show me some threats in my career progress, for example, lacking the ability to talk a new person but I have the belief that with practice I will be able to overcome it and become a good communicator too to be a successful manager.  
[bookmark: _Toc37790813]2.3  A model of Johari Window
	
	Known to myself
	Not known to myself

	Skills which are Known to other people
	Supportive
Trustworthy
Joyful
Confident
	
Substandard emotions
Humorous
Intelligent 
Courageous

	Not Known to Others
	Shyness to talk
High career expectation
A feeling of being a failure
	
I can not have any clue regarding this part.


[bookmark: _Toc37790814]2.3.1 Johari window’s description:
At the time of ding my Johari Window, I could make some new facts regarding myself after making several conversations with my friends as well as co-workers. It's clear that I have depth idea about my skills and surprisingly I had some opinions regarding myself by them which are unknown to me. Besides, I am happy because they have no idea about my shyness to talk with new people as well as the feeling a be a failure. The window assists me to work more effectively for my career betterment.







[bookmark: _Toc37790815]Task 3: Setting up employment aims and making a personal progress diagram
[bookmark: _Toc37790816]3.1 Expectations as well as aspirations regarding career
From my early days of life, by observing my father profession, I always have the dream to be a manager. Though I did not have a proper idea of how to be a good manager however after doing jobs in diverse workplaces, I have a feeling to be a popular multinational company’s manager. Now I expect to be an area manager in my present office in the subsequent three years and after that, I have the desire to join a bigger company. And, then, I prefer to be an upper-level manager in any popular multinational company of the country
[bookmark: _Toc466588241][bookmark: _Toc486811206]3.2 The description of SMART goals
To earn progress in my career, I have set several smart aims and these objectives can assist me to develop my career after all. The aims are narrated in the beneath:
a) I prefer to learn the techniques to manage the stress at the time of working within two years.
b) I possess the desire to be comfortable as well as confident with my skill of verbal communication.
c)  I prefer to work to improve my presentation skill too within 1.5 years. 
d) I prefer to study regarding the process of understanding human nature as well as psychology within one year.
e) I have the plan to improve the analytical skill too within 6 months to be a good leader
[bookmark: _Toc37790817]3.2.1 Clarification of SMART purposes
The Smart purposes mean exact, assessable, attainable, suitable as well are related to effective instruments. In the SMAT purpose, every objective must need to be specific with details. Through it, the ratio of progress and failure can be measured easily. All objectives are realistic and with proper dedication, these can achieve in life to make improvements in the career. I have five Smart objectives which are related along with the process of development of my career within a time limit. I have plans to learn the skill of stress management, be a good communicator as well as presenter. I have objectives to learn psychology as well as its proposition as a manager. Thus, these all aims are specific, computable, reachable, and sensible. I have expectation and belief that with proper planning and dedication, I will be able to achieve my SMART objectives and gain success in life.
[bookmark: _Toc37790818]3.3 After five years of career plan:
At present, I want to do this academic course properly with a good score and proper knowledge which will be beneficial for me to make progress in my future career. After that, I have the desire to join a professional management course as well. Then I want to join a company as an area manager and do work there properly and gather experiences for my future career. After that, I have the plan to join an international company as a top-level manager too. I know that I have high aspirations regarding my career but I have belief in my self. I know with proper strategic working and dedication, I would able to do all of these and be successful in my professional life.

[bookmark: _Toc486811208]3.4 Personal development plan:
Through analyzing my skill audit as well as SWOT, I have found out some weaknesses and I badly want to overcome these with proper planning. For that reason, I want to make a personal development plan by including all the important skills that I need to possess (Khashaki, 2008). Here, in the beneath, I have prepared a development plan for my career betterment :
	No.
	Aims
	Resources 
	Success criteria
	Actions
	Time

	1.
	Stress management
	 Read books and journals, online videos, courser program and maintain the habit of yoga etc (Timothy. A, 2013).
	Will able to manage anxiety at the time of work effectively (Gilley, 2010).
	1.  Will join in the specialized class in online for learning self-relaxing skills.
2. Besides, will enrol in Coursera courses for gathering knowledge regarding the method of anxiety management.
3. Will practice being tranquil at the period of anxiety.

	1st March 2020 to 30th January 2021

(Review time-  1st April 2021). 

	2.
	Good communicator
	Youtube lessons, Courses in Edxel, Udemy etc. Taking assistance from close friends as well.

	Will be able to talk with people properly and confidently (Gallois, 2015).
	1. Will join courses in different online sites to improve the skill.
2. Will see online videos too.
3. Will practice talking before the mirror as well as with family and friends
	1st January 2020 to 
31st December 2020
(Review time-  1st March 2021). 

	3.

	Presentation skill
	Training, direct observation of good presenter, videos in the youtube  (Varshney. and Dutta, 2016). 
	Will able to present any idea properly and interestingly to the other people (Elwyn, 2012).
	1. Will join the presentation training program
2. I will see the videos on YouTube regarding presentation skill
	1st Feb 2020 to 30th June 2020

(Review time-  1st October 2020). 

	4.
	Developing analytical skills
	Professional training, books along with short courses in the online (Huang, 2010).
	Will able to make the right decisions for the organization along with the assistance of that skill (Berlin, 2012).
	1. Would join in the professional courses management.
2. Would read books regarding the skill.

	1st March 2020 to 30th October 2020.
(Review time-  1st December 2020).

	5.
	 Gaining knowledge regarding the psychology
	 Books and journals regarding human and industrial psychology, conference as well as an online course (Kruckeberg, 2011).
	Can understand the nature of human and their psychology properly (Baden-Fuller, 2013).
	1. May read books
2. Will join psychological conferences
3. Will enrol in the online courses.

	1st Feb 2020 to 31 then 2020

(Review time- 1st Feb 2021).




[bookmark: _Toc37790819]Conclusion
In the present world, the Career development process is considered as the tougher process as without proper understanding one's strong points as well as flaws, one cannot make a proper strategy to develop the professional life. Personal skill audit along with SWOT analysis can be beneficial for people to learn the skill lacking them and prepare a proper plan (Andrew Grant, 2010).  By analyzing the lacking of me, I have prepared some SMART objectives which I want to achieve in my career to be a successful manager. And after following the Skill audit, SWOT along with SMART objectives, I have planned my diagram of the development process along with deadline and success criteria. I have a lot of expectations regarding my career and I have a strong belief that proper planning, accurate sources along with patience and dedication, I will be able to overcome my flaws and soon I will be able to reach my dream position as well as gain success in life and become satisfied regarding my career. 
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