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About myself:
· Past
· Education/ Work experience
· Plans for future
Personal development plan (PDP)
· Make me think what I want to achieve and where I want to be in 5 years
· Help me recognized strengths and weaknesses 
· I started setting the goals
· Started to manage my time to achieve set goals

Operations Manager
· Excellent Communication
· Knowledge
· Time Management/Planning
· Leadership
· Active Listening
· Problem Solving
· Teamwork/Delegation
· Stress Tolerance
Strengths
· Knowledge 
· Leadership
· Active listening
· Problem solving and decision making
· Stress Tolerance
Weaknesses
· Communication skills
· Delegation
· Time Management/Planning

Opportunities:
· Recognized by team as the person with best knowledge 
· Possibility of being promoted in near future
· Good relationship with current Operations Manager
Threats:
· Busy period of my life/ not much spare time
· Other colleagues competing 
Time Management
· Time audit 
· Created time management plan 
· Keep doing time audit and allocated 30 min a week to look back and reflect on time spending
· Learn to prioritize tasks

This course helps me:
· realized that I am wasting my time 
· to self-reflect 
· Look into my time management 
· Set the goals and go after them
Any questions?
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