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Executive Summary
This study discusses several approaches to increasing personal development skills and career opportunities. From this study, it can be known that a person can easily know about his personal demands, and this helps people a lot in personal development plan-related objective development. It is also known that time management skill is an approach that helps to increase career opportunity with decision as well as problem. This study is also focused on that when discussing any topic due to learning referencing skills, people try to present relevant evidence, and this makes the topic much more relevant as well as helps to understand the importance of the topic in more detail.
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[bookmark: _Toc100950762]Task 1: Individual presentation
Introduction
Academic skills refer to those skills that are possible to learn from research papers and journals. Employability skills refer to those skills that also help increase career opportunities. By combining these two skills, they can easily enhance their performance by adopting any individual skill and knowledge. However, before adopting these skills, it is possible to maintain the whole thing well if the personal problems are well developed and the personal plan is developed accordingly. This study will discuss my personal development plan. At the same time I will discuss my strengths and weaknesses through SWOT analysis as well as my time management skills.
SWOT analysis
	Strengths
· My communication skills are much improved
· I love to do any new topic or knowledge collage
	Weaknesses
· My decision making skills are much weaker
· My leadership skills are much weaker

	Opportunities
· Knowing communication skills, I can learn leadership skills by talking to experts.
· I can learn decision making skills with the help of academic knowledge
	Threats
· Lack of knowledge of leadership skills can lead to many problems in my career opportunities.
· Lack of knowledge of leadership skills can lead to many problems in my career opportunities.



With a good understanding of personal mistakes, any person can take appropriate action to correct those mistakes (Cotronei-Baird, 2020).
Time management tools
Some special tools are used to develop time management tools, such as
· Task manager
· Time tracker
· Note-taking application
· Habit tracking (Osmani, 2019)
All of these time management tools I've learned easily from discussions with my experts and team members. As soon as I learned about these skills, I realized that maintaining a time management tool teaches people to be disciplined, and it helps a lot to create job opportunities for any big company. That's why I'm currently using a Time Management Tool to improve my academic skills and knowledge, and this is helping to make my objective much more stable.
Personal development plan
	Activities to improve
	How to improve?
	Resources
	Time taken
	Tracking progress

	Decision making skill
	With communicate with team members
	Academic books, journals
	2 months
	By communicate with team members

	Leadership skill
	With communicate with teachers
	Leadership theory, skills
	3 months
	By communicate with teachers



The most important thing for personal development skills is to understand the appropriate problem and develop the plan accordingly (Sokhanvar et al., 2021). This is why I understand my personal problems and talk to my team members and teachers about them. I communicate with them and try to solve my problem with the help of appropriate resources.
Conclusion
After discussing the above study, it can be concluded that personal development plans require an understanding of personal problems. Personal problems and strengths are better understood through SWOT analysis. Getting third party feedback is very important for personal development. I seek advice from experts and team members for my personal development plan. Also I have decided that after adopting the appropriate skills I will implement them practically, and for that I will take advice from my teacher and team members. This has helped me a lot in increasing my career opportunities.


[bookmark: _Toc100950763]Task 2: Report
[bookmark: _Toc100950764]Introduction
The most important thing for personality improvement is to understand the personal mistakes and make a proper plan to solve them. Moreover, in the case of a personal development plan, all people have to keep the objective much more stable. In addition, developing a personal development plan requires a number of academic skills, such as time management skill, academic writing skill, referencing skill, and reflection skill. In this report I will highlight how much I know about these skills and where I need improvement. At the same time I will try to discuss in detail how I can solve all these problems with the help of a reflective model.
[bookmark: _Toc100950765]A. Gibbs reflective model
I am referring to this reflective model to solve my problem because every factor of this model helps me to solve my problem, such as
[image: ]
Figure 1: Gibbs’ reflective cycle
(Source: Bhagra and Sharma, 2018)
Description
In this case I try to understand my problems and personal skills that help me make decisions. By knowing personality, a person can easily know about his personal demands, and this helps people a lot in personal development plan-related objective development (Bhagra and Sharma, 2018).
Feelings
I try to understand how my personal problems are hindering my performance and career opportunities. As suggested by Sharifi et al., (2019), In case of Personal Development Plan, if every issue of personality is well known then appropriate decisions can be taken about it.
Evaluation
In the Personal Development Plan I try to talk to different experts, teachers and team members about my personal problems. With the help of third party intervention in personal development plan, one can better understand the shortcomings within oneself (Suarta et al., 2018). 
Conclusions
Talking to all the experts and team members, I understand my personal problems and develop appropriate plans to solve them. Personal development requires a lot of resources and support which helps to increase career opportunities (Husam and Abraham, 2019).
Actions
Talking to experts and team members, after developing the plan, I try to implement it. When implementing a plan you need to know how well they deal with personal issues because this helps to select the next step (Aliu and Aigbavboa, 2019). After implementing the plan and strategy I always try to talk to the experts and team members to understand how much I have improved.
[bookmark: _Toc100950766]B. Discuss academic skill and knowledges
i. Time management skill
Time management skill is an approach that helps to increase career opportunity with decision as well as problem (Griffin and Coelhoso, 2018). With the help of Time Management Skills I have come to realize that Time Management Skills are helping me to increase my career opportunities. With the help of Time Management Skill, I have come to realize that trying to solve a problem on time will help increase career opportunities. When it comes to working for a big company in the future, it is very important for me to get the job done on time. Also, I know that working with time management helps reduce the risk of mistakes.
I also know that time management skills make it much easier to make decisions in any complex situation. As opined by Griffiths et al., (2018), time management skills allow individual people to understand their next steps, so it is much easier to make decisions. In that case, my decision making skills are so weak, I realize that this time management skill is a big opportunity for me. That's why I want to do a lot of research on time management skills to improve Decision Making Skills in the future, but in this case I have some problems.
Although I know the importance of time management skills, I still have many problems understanding how to implement the plan in learning this skill. Many experts believe that it is necessary to use a number of tools to learn time management skills, such as development of an action plan, gantt chart, scientific time table, and many more (Teng et al., 2019). I don't know much about globalizing or developing all of these tools, so I may have a lot of trouble following time management. However, in all these cases I can try to overcome this problem by following the special reflective-cycle, such as
	Description
	In this case I will try to understand the time management tool and try to make a proper decision about it

	Feelings
	I will try to understand the importance of time management tools for my personality development and try to take the next step.

	Evaluation
	In this case I will try to make an appropriate decision by talking to my expert and team member about my time management skill learning needs.

	Conclusion
	I will talk to my experts and team members to understand my problem and develop appropriate strategies and plans accordingly.

	Action
	At this stage I will implement my plans and strategies as well as get feedback on my performance from experts and team members.



ii. Academic writing skill
I have tried to collect proper knowledge about academic skills from my university teacher. As stated by Kenayathulla et al., (2019), academic skills make the career development of a student or individual possible through multiple factors, such as creativity skill, analysis skill, argument factor, and descriptive research skill. It means academic Writing Skills If I can learn well I will be able to master autologon skills very easily. Moreover, I have learned from the university that with the help of academic skills, I can easily analyze any complex task, and this is something I have tried to do very well in developing many assignments and projects.
While studying at the university, I realized that having the ability to analyze academic skills is the most important thing because it helps to understand the importance of any topic as well as to collect relevant information in the context of that topic. As opined by Cotronei-Baird (2020), the most important thing in academic knowledge is analysis skill because it helps to understand the importance of a topic, and at the same time it helps to develop a proper plan and strategy for any topic and implement it. This is why I was able to improve my academic knowledge very easily by learning Analysis Skills.
However, after analyzing this skill, I realized that I also have multiple problems with this skill. For example, although my analysis skills are much improved, I can't easily argue with different authors. As mentioned by Osmani et al., (2019), when it comes to academic skills, it is much more difficult to critically analyze any topic if the argument skills are weak, and this is one of the biggest hurdles in getting information on a topic. I am well aware that I do not know how to communicate with any topic in Critical Analysis because I do not know the argument skill.
	Description
	First I will try to understand different important factors of academic skill separately, and in this case I will try to improve my thinking on this subject with the help of my experts and academic journals.

	Feelings
	I will try to find out what problems I am having as a result of not learning academic skills and what are the benefits of learning them.

	Evaluation
	I will discuss this topic in detail with my teachers and team members to strengthen my understanding of this topic.

	Conclusion
	I will talk to my experts and team members to understand my problem and develop appropriate strategies and plans accordingly.

	Action
	At this stage I will implement my plans and strategies as well as get feedback on my performance from experts and team members.



iii. Referencing skill
Talking to university teachers and experts, I realized that professional skills can be easily acquired with the help of referencing skills. As mentioned by Sokhanvar et al., (2021), when discussing any topic due to learning referencing skills, people try to present relevant evidence, and this makes the topic much more relevant as well as helps to understand the importance of the topic in more detail. After many such journals and articles, I came to understand the importance of referencing skills. However, in creating various assignments and projects at the university, I was able to collect some special concepts about skills.
Talking to my experts and team members, I realized that I have enough knowledge to collect references. For example, I mention in the research that data has been collected from the source to collect the topic related information and present it in the research. Many experts believe that knowing this referencing skill can go a long way in increasing a person's knowledge, skills and foresight (Bhagra and Sharma, 2018). For all of this I have learned very well how to collect references from different sources, and since I can use this topic in practice, I have the ability to easily relate to any topic.
However, I also have some special problems in terms of referencing skills. For example, although I know how to collect references, I can't argue with the writings of different authors in terms of any topic. As opined by Sharifi Asadi Malafeh et al., (2019), the quality of any source and topic is well understood with the help of referencing skills, but if it don't know this well, it can make a topic much worse. I learned about this problem from my experts and team members, and they guided me more than once. However I want to learn this very well and for this I want to follow some special approach, such as
	Description
	In this case I will try to know each part of the referencing skill in great detail as it can help in my career development.

	Feelings
	Whether or not my performance has changed or may change as a result of knowing or not knowing the referencing skills

	Evaluation
	In this case too I will try to understand the importance of learning this skill with the help of my experts, team members and some special journals.

	Conclusion
	I will make my decision with the referencing skill by developing a proper plan with everyone from Desison

	Action
	I will then be able to implement this plan as well as understand the change in my performance with feedback from my experts and team members.



iv. Online learning experience
After the pandemic situation, online classes are being given more prominence from the university because online addiction policy is the only way to maintain social distance in pandemic situations. I have taken online university classes multiple times, and with it I can easily solve all my problems even when I am away. Moreover, with the help of online education policy, I can take my tour at any time and present it to my experts, which is a good thing for my career.
However, I also noticed that due to the online class I can't discuss any topic with my team members. For example, after explaining the topic in the classroom earlier, we could all share the concept with each other and get a better understanding of the topic. However, now that the educational activity is online-based, I can't discuss it with my team members, and as a result, I'm having a hard time understanding the depth of the topic. 
	Description
	First I will try to understand the online education policy, I will try to know what advantages are being given by the university.

	Feelings
	I will try to understand whether online classes have a positive or negative effect on my educational activity.

	Evaluation
	I will try to communicate with the teachers about how I can further benefit from online education.

	Conclusion
	In this case I will develop a proper plan

	Action
	I will try to implement this plan with the help of teachers.



[bookmark: _Toc100950767]Conclusion
After discussing the above entire study, it can be concluded that multiple skills and approaches are valued for personality development plans and increasing career opportunities, such as time management skill, academic writing skill, referencing skill. It is necessary to use a number of tools to learn time management skills, such as development of an action plan, Gantt chart, scientific time table, and many more.
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