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Executive summary
The following report is based on the skills that are essential for one to develop the career. The report has discussed my personal strengths that will help me to develop my professional life successfully. Besides that, the areas where I need to improve have analysed in this report. Furthermore, a Personal Development Plan has presented for further development. 



Introduction
A role play of an interviewer and a role play of an interviewee is also shown here in this report. In this report, a reflective journal is demonstrated in here based on the role play and the career planning.  Moreover, a brief discussion on the required skills and adequate knowledge is described in here. Along with that, this report is generally focus on the personal skills and skills gaps, furthermore, the suitable development way to eliminate the issues. The skills like time management skills, leadership and problem solving skills are an essentially important aspect of any employee.  Furthermore, an efficient personal development plan is also discussed in here. Through a personal development plan, I can identify the development parts which will help me on a large scale. A reflective career goal and experience is also discussed in here.
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Professional skills are tremendously important for an individual to develop his/her career in the professional field. Therefore, it is necessary for a person to achieve the skills and knowledge which are necessary for professional career development. Some of the knowledge and skills that are needed for career development and efficient work are discussed below.
i) Communication skills: Communication skills are the most important skills that necessary for anyone to get success in professional as well as personal life. Being able to communicate effectively is important in all life skills. Communication is basically the process of transferring information from one to another one. Communication can be occurred in vocally, written or non-verbally or non-visually (Abell  2020). Improving communication skills can help an individual all aspects of his/her life as well as it helps to develop the career of a person. In the workplace, there are different types of people work, and it is necessary for an individual to communicate effectively with others so that they can work collaboratively without making any communication gap. Therefore, to maintain professional life positively, communication skills are required to develop (skillsyouneed, 2020).
ii) Teamwork skills: Teamwork skills are essential to get success at the workplace. Working effectively with other team members, managers, clients, and other people in the workplace allows a person to complete the tasks properly while creating a positive and enjoyable working environment for both the person and others. Teamwork skills basically involve the abilities to work with others effectively without creating problems for others. Having good communication skills are depended on communication skills as well. Therefore, it can be said that teamwork skills are important for professional fields to achieve the organisational goals collaboratively (indeed, 2020). 
iii) Leadership skills: Leaders are the backbone of a company, and their responsibilities are most valuable when it comes to communicating and formulating the strategic decisions and directions for achieving the business goals. A leader must have proper knowledge about business management, and he/she knows how to guide the other members of the organisation and motivate them to get the best performance (Davenport  and Prusak 2018). Moreover, leadership skills are required to develop for a person if he/she wants to bring out his/her abilities for doing great teamwork and motivating the others to get the success promptly. Therefore, developing leadership skills is effective for a person who wants to develop his/her further career successfully.
iv) Problem-solving skills: Problem-solving is basically the way of identifying and understanding the key reasons behind the problems, identifying and selecting different solutions, and properly implementing the solution for solving the problems. Employers prefer to have employees with good problem-solving skills as it helps to show their competencies like creativity, logic, imagination, resilience, critical thinking (Anakwe and Schor2018). Therefore, having good problem-solving skills are important for a person to work in any kind of situation and overcome any work-related problems effectively. Moreover, problem-solving skills help a person to develop various ways to solve the problems and reduce the mistake while doing any task (icaew, 2020).
v) Time management skills: Time management is a practice of planning, organising, and balancing the time for different activities. Effective time management skills can help a person to complete his/her the given tasks within the specific timeline (indeed, 2020). In the workplace, a person may go through a tight working schedule; therefore, lack of proper knowledge about time management can increase extra pressure for him/her and the entire performance can be affected due to that. Therefore, developing time management skills help the person to create a proper time schedule by dividing each task within the specified timeline. This can also help the employees to submit their tasks within the deadline, and employers get benefit from this skill as it allows them to meet the organisational objectives within the timeframe.
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I want to establish myself in a good position in a company and develop my professional career effectively so that I can work effectively without getting any further obstacles. In order to do that I have to focus on the required skills and knowledge that is essential to have for professional development. I am good at some of the required professional skills, and some of those are needed to develop for my further development. The strengths and weakness of mine in the required professional skills are discussed below.
Strengths: 
i) My leadership skills are good, and I can consider this ability as one of my key strengths. Leadership skills are very important to develop a career and establish me in the top position of a company. I performed different activities where I was appointed as a leader, and due to that, my leadership skills are developed effectively. I can guide people with proper solutions and can motivate others to perform effectively. Moreover, I have the ability to make proper decisions regarding any task as I can think critically, and my observation and analytical knowledge are good. Along with that, I can easily influence and manage people to meet common goals. Therefore, my leadership skills allow me to develop my career effectively, and it can be said that I am ready to take the position of a leader to work collaboratively to achieve organisational goals.
ii) I am good at solving the problems in any kind of situation. I participated in debates and educational programs, where I had to perform individually. It helped me to develop my problem-solving skills effectively. Moreover, I have the ability to identify the reason behind the problems. My critical thinking power helps me to find out alternative solutions for the problems. Besides that, my observation skills also good, and with the help of that, I can easily find out different solutions from different types of opinions of others. Therefore, it can be said that my good problem-solving skills allow me to develop my further career and make me ready for employment.
iii) I can manage the time effectively, and it can be considered as my strength. I can complete my task within the time as before starting any work, I create a proper time table for each task. Before starting any task, at first, I create a proper schedule by dividing each task within the timeline, and then I organise my each task one by one to complete them within the deadline so that I can easily complete the whole task without wasting any time. Managing time can help me in my future workplace to complete any task or project within the deadline. Therefore, my well time management skills make me advance in my professional as well as personal life. 
iv) Along with that, my honest and respectful nature can help me fulfil my professional goals. I am always honest with my work and the people with I am performing any task. I can give proper respect to everybody by acknowledge their efforts and focusing on their own opinions regarding any task. I believe that my respectful and honest nature is my biggest strength, and this will help me to work with others effectively.
However, I am not that efficient some of the professional skills, and I want to work on those areas for my further development. The skills that I want to develop are discussed below.
i) Communication skills are the essential skills that help anyone to get success in both personal and professional life. However, my communication skills are not that well as I often feel shy while making conversation with others (Suter and Deutschlander 2019). Though I am a good listener, I cannot talk freely with others. In the time of face to face communication, I often lose my confidence and become uncomfortable in moving forward the conversation. Moreover, my lack of knowledge about different languages creates a problem for me to develop effective communication. Therefore, I want to improve my communication skills for further development.
ii) My teamwork skill is weak as I mostly performed on individual tasks rather than group work. My poor communication skills often create a problem for me to develop my teamwork skills. As in the workplace, I will have to work with others as a team; I need to work on teamwork skills so that I can work with others properly to meet the team goals.
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Set goals.
The main concern to set the goal is to achieve the required skills and develop the skills. Through this process, I will set some time frames for the development process. There are various skills that I need to develop some of them take a long time to complete development some will take a short time. Such as the communication skills and teamwork skill I need to adapt completely, which will take a long time for adapting along with that the problem solving skills, time management and leadership takes a shorter time to develop, because this type of skills I have them already. Conducting a personal and professional development plan will help me in a large manner, by which I can enhance the skills which will help in the future. This personal and professional development plan will help me to enhance my skills on a personal level. 
My Personal and Professional Development plan
	Skills
	What I have
	Levels
	Improvement Process
	Time frame

	Communication skills.
	Generally, the communication skill is a soft skill. This is an ongoing process, and I need to work on it in a large manner.
	5
	1- By improving the body language, I can enhance the communication skill.
2- Watching videos in online
3- Through interacting with the people.



	1 year.

	Leadership skills
	I have this skill.
	1
	1. I can enhance my leadership ability by identifying the issues.  
2. Having a clarity of the goals and objective will help to lead the team in an efficient way.
	6 months

	Problem solving skills
	I completely have these skills
	5
	1. Through identifying the issue, I can eliminate that issue with the most suitable solution.
 
	6 Months

	Teamwork
	I do not have this skill. I need to work on it. Through this, I can improve my team management skill which will help me in the future.
	5
	1- A open communication leads me to better team work.
2- Through maintain a good bond with the other employees, I can enhance my team working skill.
	1 year.

	Time management
	I have this skill. But I need to improve in this aspect. Because a good time management skill will help me to conduct in a more efficient way. This way, I will work in a more productive way.
	2
	1- maintain a To-Do list in daily life.
2- Plan things accordingly.
	6 months



In this personal development plan, it clearly shows that the communication skill and the teamwork skills are needed the most attention. Improving these skills with the appropriate manner will lead me to an efficient future. Along with that the problem solving skills, leadership skills and the time management skills I need to develop.



Conclusion
The whole project is based on the role play, previously in task 1 role of interviewer and interviewee has been discussed. Along with that, a discussion on the adequate skills and carrier planning has been shown here Through an effective skill and an efficient carrier planning will help me in a large manner. Furthermore, this report is based on the personal skills and skills gaps, moreover, the suitable ways to eliminate those issues also discussed in here. Moreover, a suitable reflective career goal and a personal experience have discussed in here. A personal development plan has also demonstrated in here.
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