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  The primary purpose of this report is to provide knowledge and understanding of Work and Career Development, a learning module that explores numerous skills and careers and steps to life success. This report has three main sections.
An examination of my abilities; a personal development plan; and a reflection of my goals and the skills needed to reach and achieve them. The next segment contains data related to the skills needed to become a strong chief, and the final area contains data corresponding to ideas. 
 Professional development is defined as the learning process to obtain or hold a professional position or occupation that: B. Degrees, informal learning opportunities in practice, or workplace features that need to be explained to an audience before starting (Smith, 2011).

[bookmark: _Toc119745915]SWOT analysis & Personal Development Plan

To draw out the most important elements of the SWOT analysis, Driscoll’s Model of Reflection has been applied periodically to be able to look through the skills and knowledge that are being developed from tasks that have been completed. Also, from Driscoll’s model of reflection, conclusions regarding the weaknesses have been outlined and mentioned in the SWOT analysis. Driscoll’s model of reflection is comprised of three questions that should be answered for the most effective results and these questions include “What?” So What?”, “Now what?”. This tool is defined as the process of looking at the current situation in terms of its strengths, weaknesses, opportunities, and threats. Because it contributes to providing a complete picture of the organization, it has been utilized by businesses as a tool for strategic planning for quite some time. Its straightforward structure and format make it simple to use without assistance. SWOT This section considers current opportunities, threats, strengths, and weaknesses and ties them to professional goals for the future. Analyze your situation in a single management and business environment.
To begin with, I'd like to point out that I've developed strong communication skills throughout my education. Because I had to take it This is hard for foreigners whose first language is not English. Other things I do well are:
- Collaboration: able to collaborate with others on a variety of projects or tasks without causing conflict.
-. Employers The key lies in reliability: I consider myself to be reliable, which will serve me well in any situation. Employers value employees who are on time.
- Resolving Issues: I’m the kind of person who always tries to find a way out of difficult situations. (Gaskell-Williams & Orel, 2019) . I try to be calm since I think this is crucial and will be to my future advantage.
To add to my weaknesses: I'd want to admit that I occasionally waste time and don't have good time management skills. This tells me that I need to improve my time-management techniques and schedule my time more effectively when I have chores to perform. I do have several additional shortcomings, such as: 
- Because English is not my first language and I continue to work on it whenever I can, my writing may contain errors.
- Errors in planning and management: I sometimes have trouble scheduling my time around the things I need to do (Juneau, 2015).
Thirdly, I place a lot of value on opportunities, and the main one I seized was the chance to attend the university and enroll in the Certificate in Higher Education Skills for the Workplace program. This program has helped me expand my skill set and prepare for the environment in which I will work in the future.
Last but not least, my limited time and motivation are the threats that continue to stand in the way of my advancement.




	Objective:
	Actions required:
	Needed help:
	Timeframe:
	Done by:
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As mentioned in the introduction, the purpose of this section is to go over the abilities necessary for a manager of a company to be regarded as effective in their role. Planning and strategic thinking, teamwork, communication, problem-solving, and decision-making skills are some of the abilities that will be highlighted (Coarsely, 2000). These are all crucial, especially because managers are the ones who are tasked with a wide range of duties and must communicate and deal with a wide range of individuals, including partners, customers, employees, suppliers, and so forth (Boddy, 2005).
In business management, communication skills are essential. As a modern business professional, you must be able to communicate effectively and professionally in a range of contexts and media, including written and oral communication.
Leading and Managing: Whether or not you are in a management position, having a strong foundation in business management abilities will position you favorably for future career growth and may even allow you to take on new responsibilities in your current role. 
Even if you don't manage a team, you can still use management and leadership skills Financial Intelligence: Even if you don't see yourself in a role focused on finance or accounting or don't think of yourself as a number person, it's still important for business professionals to understand financial concepts. No matter what you do in an organization, financial intelligence is important.
Thinking critically and solving problems: These are two of the most essential abilities for managing a business. No matter where you are on the organizational chart in a company, you will frequently encounter difficult problems that necessitate careful consideration and decision-making. You will need to be able to identify, formulate, and communicate questions that guide investigation and reflection, as well as observe patterns and create connections that will assist you in arriving at a solution, to truly understand a problem and get to its root.

Although many of these skills can be acquired through professional experience and are frequently refined on the job, earning a credential in business management can help you build your foundational skills, demonstrate your abilities to potential employers, and stand out from the competition. A bachelor's degree in business management is a great way to develop core business acumen, other essential business management skills, and essential soft skills. It also helps you find an area of expertise that will help you expand on your knowledge and make it stand out.
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· [bookmark: _Toc119745918]McClelland’s Theory of Motivation 

The Human Motivation Theory of David McClelland makes it possible to determine the factors that motivate individuals. You can then use this to effectively give them praise and feedback, give them appropriate tasks, and keep them motivated.

1. The achievements: that are challenging but not impossible are necessary for achievement-driven individuals. The difficult challenges, so ensure that In this way, you maintain their interest. People who are driven by success work very well on their own or with other successful people. Give achievement-based feedback that is balanced and fair. They want to know what works and what doesn't so they can get better.
2. Affiliation: As much as possible, try to integrate people who are motivated by affiliation into a team rather than working on their own. They also dislike risk and uncertainty. Therefore, when delegating projects or responsibilities, delegate the riskier ones to others. Be genuine when giving these people feedback. Although it is still essential to provide balanced feedback, they will likely be more receptive to what you have to say if you begin your evaluation by stressing your confidence in them and their positive working relationship. It can be advisable to compliment these folks in private rather than in public because they typically don't want to be acknowledged.
3. [bookmark: _Toc119745919]Performance: Anyone with a high need for power performs best in leadership. Appreciating rivalry, he does well with objectively ordered activities and ventures. Additionally can be especially useful in discussions and other situations where one person needs to convince another party of a position or goal. When providing these team members with comments, kindly be truthful. We also encourage your drive and goals in the workplace. Given the theory that has been described above, I am sure in saying that I will apply it when I work in the desired position since, as a manager, I will be responsible for leading others, and this theory will help me do it correctly.

The Johari Window Model

In this model, the way feedback is given and received is interpreted. A common four-pane window is used to represent a Johari. The self is represented by two of these panes, and the other two are for the part that is unknown to the self but to others. The information flows from one pane to the other because of trust between the parties, which can be built through socializing and receiving feedback from other group members.

1. An open or self-area, also known as an arena, is a place where a person's thoughts, feelings, skills, and attitudes can be shared with others. This is primarily the area where all communications take place, and the relationship will become more effective and dynamic the larger the arena. A process known as "feedback solicitation" involves comprehending and paying attention to the feedback provided by another individual. In this way, the open region can be expanded evenly diminishing the vulnerable side. By revealing one's emotions to another, the arena's size can also be increased downward, thereby reducing areas that are hidden or unknown.

2. The term "blind self" or "blind spot" refers to information about oneself that other people in a group are aware of, but you are unaware of. You might see yourself in a way that others don't expect. To communicate effectively, the blind spot is reduced by seeking feedback from others.

3. Information that is known to you but will be kept secret from others is referred to as a hidden area or façade. This could be any private information that you are hesitant to share. This includes emotions, fears, secrets, and other past experiences. We keep some of our feelings and information private because it affects our relationships. Because of this, we need to move the information from the hidden area to the open area. 

4. Information that neither you nor others know is called the unknown area. This includes information, emotions, skills, talents, etc. This may be the result of a traumatic experience or an event unknown to you for the rest of your life. Individuals do not realize their hidden abilities and qualities until they observe them in others. Open communication is also an effective way to communicate effectively and reduce the amount of unknown space.


This framework, the same as the other framework discussed earlier in the assignment will help me in the profession I will have because this will help me identify how each person’s performance should be reviewed to transfer the information for improvement in a way in which the person will consider it as being constructive. Communication stands at the base of being effective in conveying and accepting feedback and therefore, I will need to work around these and make sure that all the managing skills I develop have under vision the ability to share feedback and at the same time accept feedback productively and efficiently. 
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Increase my
confidence

Read books, watch and take part of
such seminars or activities regarding
this area

To buy the needed
books and to start to
look for groups
activities

Everyday so | can take it
step by step as the
confidence cannot be
gained over night

By the end of
this semester

Speaking better in
front of people

First | should start to speak in front
more in front of more familt member at
once, and then increase the number as
well as to add new people such as
friends or others

The familiy and
friends to support
me and listen to me

| would say that this
requires more time, so
somewhere between one
and up to three months

Before the
summer break

To develop ledership
skills as this is
important to my career
aspirations

Read books about leadership and
management, be involved in activities
where | could get the chance to be a
leader for a small group so | can see

what is this about and to gain some
experience

To buy and read the
required books as
well as to fing a
grop where | can be
practicing my
leadership ability

This takes a lot longer, so
up to one year

By the start of
the new
academic year

To become more
punctual

To not think that ‘I have enough’ time
to do something

This depends only
on me, no other
resources or
support needed

This can be done more
quickly than the others,
maybe up to one month

In the first
month of the
new year

To improve my
organisational skills

To start and manage my time better
and to not let things to be done later
when | can do them in an effective time

| think that some
guigance, tips and
tricks would be very
helpful

This can be done
somewhere up to two
months

By the second
month of the
new year
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