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Part 1
Introduction 
As a student, I must constantly assess and enhance transferable abilities such as problem-solving, communication, critical thinking, computer literacy, and interpersonal skills. I will use critical self-reflection and analysis to analyze my strengths and areas for progress, using the theories, models, and approaches taught in this module. Personal development theory, particularly cognitive theory, will aid in managing myself in the workplace. Applying techniques like Gibbs's reflective cycle will allow me to evaluate my personal development and identify areas for improvement effectively.
Description
I have employed various transferable skills such as problem solving, time management, critical thinking and teamwork. I have acquired these skills through group assignments, presentations and research papers. I have also developed my IT skills by using various software such as Microsoft office. Through online discussions I have learned how to engage in productive discourse with my colleagues, contributing my ideas and opinions effectively and being respectful to others viewpoints. For example, I have conducted research on various topics and developed a report that require me to read, evaluate and analyze various sources of information.  Also did participation group projects that required us to work with members from diverse backgrounds which improved my communication.
Feeling 
I was hesitant about my ability to perform well in group assignment and presentations. As soon as I started working with my peers and receiving feedback from instructors my confidence grew. I felt motivated to learn and apply skills in future scenarios. I feel proud of myself for preserving and completing the module which has given me confidence to take new challenges.
Evaluation 
The transferable skills I have developed over this module will undoubtedly aid me achieve my future aspirations. The ability to communicate effectively with team members, problem solve, use critical thinking and time management skills are good for my future aspirations. The IT skills I have gained in this module are crucial since nowadays organizations rely on technology to conduct businesses. By mastering the use of various software, I will be able to take advantage of the increasing number of digital job opportunities, work remotely and communicate with my colleagues and clients from different parts of the world.
Analysis
I have developed various transferable skills in several areas but there are still some gaps I need to address. The major area to improve is in my organizational skills. I have also improved in my time management skills by I have to break down tasks into more manageable pieces and sticking to schedules more strictly. I need to improve my leadership skills by learning how to motivate and delegate tasks to team members effectively. Balancing my academic work with my personal life was challenging since I had to sacrifice my leisure time to study. I would like to manage diverse teams with different values and attitudes.

Conclusion
The transferable skills that I have developed, such as communication skills, effective teamwork, leadership, time management, and critical thinking, will benefit my future workplace aspirations. Although I am confident in my skills, there are certain areas that I would like to improve. As such, I need to develop more emotional intelligence to ensure I can communicate effectively with different people in the future workplace. Through applying theories and Gibbs's reflective cycle, I have developed a good personal development plan.

Action plan 
To improve my communication skills, it would be beneficial to participate in online classes and workshops to learn from experts in the field. Additionally, practicing time management skills by completing tasks within short deadlines can help me communicate more effectively. Empathy can be developed by watching online videos about emotional intelligence and actively listening to other's perspectives. I can also reflect on my emotions and how they influence my communication with others. Furthermore, I can engage in team-building activities to foster effective communication and collaboration with my peers.











Part 2
A personal development plan (PDP) is a tool that helps individuals achieve their personal goals and objectives to advance their career and personal growth. My reflection has made me understand strengths and weaknesses in my skills that need improvement and how these skills would help me achieve my future goals. This Personal Development Plan (PDP) henceforth outlines the skills I require, the strategies I shall employ to obtain them, and the expected outcomes.
Time management is one of the skills I'm working on since I struggle with it, affecting my productivity. I am having difficulty developing concrete, quantifiable, realistic, relevant, and time-bound objectives that will help me reach my objectives. I also become frightened in front of a huge crowd, making it challenging to communicate my thoughts. I occasionally make critical judgments in my personal and professional life, resulting in squandered chances.
To develop my skills, I will Read relevant materials and attend workshops on goal setting to understand the SMART criteria. I will read relevant materials and attend workshops on goal setting to understand the SMART criteria. I will also track my progress using journals, applications, or a personal development board and keep a planner to-do list or a personal development board to track my daily activities. Set priorities according to the level of urgency and importance and avoid procrastinating on tasks that must be completed immediately, Attend courses and read materials on decision making. I will meditate on the problem at hand without making a rash decision. Travel and interact with people from different ethnic backgrounds.
To improve my abilities as a leader and manager, I have committed to taking a course within the next six months. I will use the resources provided by my company for professional development to find a program that meets my needs. Additionally, I plan to attend a specialized training program on effective communication in the next three months. This program will focus specifically on listening skills and providing appropriate responses. By investing in my education and development, I am taking steps to become a better leader and more effective communicator in the workplace.
As a proactive approach to improving my productivity, I will create a system of keeping track of my progress regularly. It will be a valuable tool to analyze how well I am meeting my targets, identify areas of improvement and implement effective solutions. Because time management is one area where I struggle, I will identify two main culprits that cause unnecessary delays and take steps within the next month to mitigate those issues. To do this, I will consult my colleagues and manager to gain their input and insights. I will also create a list of all my tasks, including the most urgent and important ones, and then map out how long each task will likely take.
 Having an objective overview of my workload, I will be better positioned to develop strategies for prioritizing my tasks and allocating time effectively. The goal is to improve my efficiency and productivity while reducing stress and burnout. I will build a professional network within the next three months, giving myself a target of speaking to at least five coworkers and five outside-of-work connections for coffee, asking them about their experience, and sharing mine along with ideas. Within the next three months, I will learn at least two new software applications widely used in my workplace. To ensure I can use them effectively, I will create a learning schedule and set aside at least two hours per week to improve my skills.

Conclusion 
Creating a Personal Development Plan has been an eye-opening experience for me. I am setting SMART goals and identifying areas for improvement in technical skills, leadership and management abilities, communication skills, and time management skills. I am well on my way to reaching my employment and professional objectives. This approach will benefit both my personal and professional growth, as well as my company. It is critical to have a good attitude toward learning to succeed in all your pursuits.
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