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INTRODUCTION 
 
Because of the challenge of being studying in a foreign language at the beginning of the term I felt insecure to write and talk about academic topics, moreover, I was more disorganize at my workplace and I needed to find my academic and professional goal. With this report my aim is to improve my performance in the university and in the workplace. The document is structured as follow:  
 
I will talk about the Personal Development Plan, Time management, Curriculum, Covering Letter and Presentation. I will start defining each topic, give some information from reliable sources such as Forbes, the Guardian INC etc. I also will give some tips and strategies to develop them, and then my personal experience of how they help and will help in my life. 



PERSONAL DEVELOPMENT PLAN
  
The Personal Development Plan is a written record of self-reflection and improvements, it is used in the academic and employment field to help people to set their objectives. In the first term, our teacher Timothy explained us that to make a Personal Development plan it is necessary to create a list of the skills that we have, those that we need to improve and those that we do not have. Moreover, we can make use of the SWOT analysis which plays an important role in this task because this would help us to identify our strengths, weaknesses, opportunities and threats. Furthermore, it is necessary to know which are the goals I want to achieve in the short and long term, why they are important for me, which are the challenges I may encounter and what I will do to overcome them to reach these goals. With steps described, we would be ready to make our Personal Development Plan.  
 
When Timothy sent us to do this task, I did not realise how important this was going to be for me. As I went forward looking for information, I found out that PDP is something that everyone should do once in their lives to clarify their ideas and to set the goals they want to achieve. At that time, I felt a little lost, I did not know what I wanted to do, what were my goals in mind, what would make me feel successful. Thanks to that task I had the opportunity to plan my future, to realise which is my goal in life and the necessary steps to perform all my skills and knowledge.  

Furthermore, According to Swain (2008) “PDP is an opportunity to ask yourself big questions. Don't expect to answer these questions instantly.” To do this task I took more than five days because although it seems easy, it is difficult to think about my life purpose. This task helped me not only to set my goals, but also to get to know myself, to realised that I have more skills than I thought and with effort and dedication I can achieve many things. I can say that the PDP helped me to see my life from a different perspective, it made me change many negative thoughts in positives, and I found my motivation to achieve all my goals.  









TIME MANAGEMENT
 
Time management is a good tool to organise and plan activities at a certain time. A good structure of Time management helps us to work effectively, doing more in less time, even if the time is short and the pressure is high, because when the time is well-organised things are more under control and you are not going to feel so stressed. To take advantage of the time, it is very important to separate the necessary and unnecessary things that we have to do throughout the day. 
 
In my experience Time management has played a very important role in my life. Since I was little, I was always very busy because I was an Elite sport, I trained Monday to Friday every afternoon, I also had to attend my classes in the morning and do my homework. My parents taught me how to manage my time effectively, being organised. When I left the sport and had more free time, I realised that when I had a long list of things to do, I took more advantage of my time, because I was forced to organise every activity I did. When I left the sport and had so much free time, I always left things for the last moment or started something but I did not end it, for this reason, many times I was stressed and thought that the day did not have enough hours, but what I did not take in care is that I was organizing my time inefficiently.  
                                                                    
When I first wrote a time management plan in university it was great and helpful, because I was studying and at the same time I was working. One of my biggest fears of this new stage was thinking about if I would have time to do everything. The day I wrote it I notice that I could handle both things and even had some free time. This task not only helped me once while doing the assessment, but also it is currently part of my life, helping me to organise myself in the moments that I feel I am more stressed and busier. 



CV AND COVERING LETTER 
 
The curriculum is the main tool we have at the time of looking for a job. It may be the first and probably the only contact that we candidates have with a certain company; it is for this reason that when preparing our curriculum, we must take into account the following aspects: 
Be very precise with the information, it should not be very extensive, but taking in care not to omit the relevant data important for the professionals who make the selection and we should be honest when providing the information. 

All curriculum must have the following elements:
 
Personal Information (Personal data and contacts, these needs to be always up-to-date), Personal statement (a brief description of my personality, knowledge and ambitions), List of skills (relevant to the job position) Professional profile (Academic training), Work experience (Functions and achievements, not only the title of the position and the years, but also a short description.), Other data of interest (hobbies and interesting data), Labor References (Providing information of previous managers who can give information about our performance ).It is important that the CV is accompanied by a cover letter, to motivate the person in charge of the selection of personnel to read the CV more carefully. In it, we detail more specifically the skills we have, the knowledge and the motivations to apply for the job and the reasons that make us the most ideal candidates for the job.  
 
In the first instance, I do recognize the tremendous importance that a CV and a covering letter has in my professional career. These two tools can mark the difference at what point my professional career starts. Many people get frustrated when trying to achieve a better position because is very difficult for them to step out of the crowd. Therefore, the best way to achieve all the goals set is to start with an advantaged position such as an executive role.
 
Secondly, a CV and a covering letter are a presentation of your entire life, and currently, half of the way to start working for a company relays on these two documents. This has taught me that is very important to prepare them carefully and with attention to detail, I also learned to be patient performing the documents because I understand the importance of each written word in it. I heard from some experienced people that they have been performing their CV for many years and still doing it to make this document a powerful weapon to achieve the job desired. 
 
At last, I learned that the employers see the recruitment process as an inversion for their company, and I have to sell my intangible capital (skills and knowledge) to them. Furthermore, the CV and the Covering letter are one of the biggest parts of my personal brand and I have to keep performing them to take the maximum advantages possible on the other candidates. We have to see our CV and Covering letter as a Marketing tool to sell our services. There are several websites that gives reliable advices of these two documents such as Indeed, CV library and LinkedIn.
 
 

PRESENTATION  
 
A presentation is a communication process where a speaker presents a topic to a public. In terms of business the presentation normally is made with formal information about a product or a service, this process aims to convince, motivate, inspire or inform the audience (Windermere N/A). Companies and managers commonly use presentations to introduce their new products or services to their potential customers, to inform their employees of changes in the organization or to motivate stakeholders of the company. Furthermore, the most common way to make a presentation is using slideshow and the most used program to present them is the PowerPoint tool performed by Microsoft Office. 
 
Justine Sachs (2016) gives 9 strategies for a business presentation in the Forbes Magazine to deliver a good presentation and avoid common mistakes. These strategies are the following:  
 
1. Avoid reading from the PowerPoint slides. 
2. Do not turn the back to the public 
3. Try to deliver a clear message  
4. Give some personal experiences to engage with the audience 
5. Present several successful outcomes for your plans 
6. Add some Statistics 
7. Do not be arrogant, be humble instead  
8. Avoid taking the question in the middle of the presentation  
9. Create a list of priorities 
 
 
 
Besides according to James (2014) for a presentation to be great should be memorable and motivated. It can contain facts, images or graphs in an easy way for the audience to remember the information a week later. It is also important to have reasonable information, everything you write on and tell the audience must be true and honest. A good presentation has a minimal date, being relevant to what the speaker says and also for him to be guided. In the PowerPoint is possible to apply the 6x6 rule; “no more than six words per line and no more than six bullet points per slide” (Modicum, 2017). A good advice to make a good impact on the audience is to tell stories, talking from the heart, this will create an emotional connection with the message that trying to give to the audience.  
 
 
Presentations have helped me in this course to feel a bit more confident while talking in public and to express my ideas to an audience. Also, I realised that I like to make the slideshow and to convert a boring topic into an interesting one. I learn how to make my own strategies to do a good presentation for example in my last presentation I felt more relaxed thinking that no one was in the room and I was talking only whit the camera. Although the progression I have done with the presentations over the course, this still being one of the biggest challenges in university for me as I feel blocked and nervous sometimes while presenting, besides I learned the importance of presentations for my career and I am compromised to improve in this part of my studies. 
 



CONCLUSION  
 
As a conclusion this module has helped me to improve my skills giving me tools and strategies to work on the weakest parts of my professional and academic field, for example, thanks to the Development Plan I have realised which is the career I want to take in the future, the time management tough me to be more organized in my workplace and now I feel less stress with the same workload, I am performing my CV and Covering letter to change my job position, presentations are giving to me the confidence necessary to take forward this course. At last, I find this module one of the most important of the course because it is very practical and applied to many real-world situations.  
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Strengths and weaknesses

One day we were very busy and | was completely stress, one of the support
team guys ask me to where he can find the tongs and I say to him “in the
kitchen” (we have two kitchen). When the service start there were not tongs
because the guys was in the other kitchen try to find them.

I stop what | was doing, to try to find him and put the tongs in the salads
because the customers were waiting.

Later, when | calm down, | thought that because the instruction were not right,
we waste time.
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Personal Development Plan
Step 1: Deciding on your goals.
Long-term goals

Everyone has a question to ask more often than anything else, and mine is;
What | want to do in my future? (Long-term) What do | want to study? (Mid-
term) Something | am completely sure of is that helping people make me
happy and in the future, | want to build something to help them.

Mid-term goals

| consider myself a creative person who enjoys changes, | like to make a
difference and see the people enjoying what | do. Moreover, | am a person
who thinks that the results of a team work is very important for the company.
Therefore when | finish my course | would like to get some experience in the
business industry and progress in my company being promoted in the
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Marketing department. The other way | could take is to look for another 1.1y

company where | can develop my skills and grow professionally.

To achieve the goals above | need to improve my English to write academically,
I need to have a more positive attitude, been self-confidence and self-
motivation, believing that | can do what | want. Because having this attitude |
will be a good leader and seller.

1would like to improve my abilities with the new technologies, for example
how to write code (Coding), recognising research problems or managing time.

Currently, | am studying this course that provides me with several skills | need
to acquire to achieve all the goals mentioned above.

Personally, success is happiness, and you never know what is going to give you
the happiness that is looking for, can be an own house or just have a pet. Right
now what makes me feel successful is the pride of my family.

Step 2: Evaluating your current position.
Iworkin a catering as a general assistant.

In my company when someone is missing, they send us a support team,
occasionally this can be a communication problem because maybe that person
does not dominate the language very well and | need to make me understand
by signs or giving examples.

Also | have the ability to work under pressure and | need always organization
because in the service lunch we have more than two thousand customers per
day and all the time | need to make sure that everything is in order; do not

miss cutlery, everything clean and restock, serve customer on the till and help
them if they need something.

And the most important thing is to work as a team, always support each other;
helping when any of us need a hand, motivation when we have a bad day or
just listening to each other to have a better environment.




