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Personal Development Plan (PDP)
[bookmark: _Toc124141960]INTRODUCTION
In person’s life there is always need for guidelines and a set of good habits and activities to achieve something great in their life. So personal development plan helps to achieve this great aspiration that everyone wants to achieve.
Personal development plan is a set of guidelines and processes to achieve successful career and life in future. It is the process of improving ourselves through good habits and activities. It is the way to transform ourselves from what we are at present and what we want to become in future, and it helps to achieve our target and growth goals. 
In personal development plan we need to map out our long-term and short-term goals to achieve aspirations and set timelines for achieving them. Personal development plan helps to keep focus on our daily activities and habits and helps to map out the ways to improve our habits and daily routines for achieving great success.
In this assignment, I will discuss my skills and knowledge in order to create a good Personal Development Plan for myself in order to enhance my personality in order to pursue a wonderful career in the future. First, I will describe how to do a skills audit to determine the knowledge and skills required to fulfill the job role. It will assist with determining what skills may be required in the future.
[bookmark: _Toc124141961]SKILLS AUDIT
In this section, I will examine the skills which are needed to develop for the role of a travel agent in the tourism and travel industry. In travel and tourism becoming a travel agent is a great carrier opportunity which required multiple skills that are very significant in performing the job. The job role required many vital abilities that are extremely important in order to run the very successfully and efficiently, which can allow us to achieve success in the future while doing the job precisely.
There are following skills are required to perform the job role effectively.
[bookmark: _Toc124141962]Adaptability
This is a crucial talent that is essential for any type of employment. The ability to adapt to the surroundings and the way a work is performed is referred to as adaptability. Someone with high adaptation abilities can learn new things quickly and achieve success in their employment job role. 

[bookmark: _Toc124141963]Communication (Oral and written)
Communication is also a significant skill that is required to perform the job. Giving the messages clearly and making sure that other person has understood what you have said to them is also very important in the job work. The communication is very essential to get attached to customers and colleagues at the work place.
[bookmark: _Toc124141964]Language knowledge
Knowledge of multiple languages is also very important in this job role because at the work we need to meet many people, it does help even if you just deal with visitors from other-speaking nations, knowing the local language will be useful if you wish to work abroad.
[bookmark: _Toc124141965]Leadership and responsibility
For working in the travel and tourism sector, you can get chance of being leading the team at any point and there is huge responsibility on you to make important decisions at any time. Motivating team, taking important decisions, participation in important initiatives are main roles of this job profile so it is very important that we need to develop this quality. 
[bookmark: _Toc124141966]Enthusiasm and dedication
There is need for enthusiasm and dedication for your job, it will always be helpful for a person who is always ready for doing any type of work which can help to achieve great success at the work. 
[bookmark: _Toc124141967]Relationship building
Relationship building is also very important for this type of job. While doing job in a travel agency we need to meet many people daily from different cultures, so there is need of skills through we can easily build trust with them, and it can help to win the customers.
[bookmark: _Toc124141968]Management skills:
Management skills are also very important for this job role because we need to manage day to day activities and mange different tour and travel plans for our customers. So, I need to develop management skills for performing this job.
[bookmark: _Toc124141969]Business and commercial awareness
There is need of business and commerce skills, the first step is finding the customers and sell them the services which are to be provided during their trip, but the person must acquire the business and commercial awareness so that maximum revenue can be generated for the company he is working with. 
These are some skills that are needed for this job. These skills are helpful doing the job successfully and these skills are all transferrable, which means they can be acquired through various work experiences, extracurricular activities, or other aspects of our lives. 
[bookmark: _Toc124141970]PERSONAL DEVELOPMENT PLAN
A personal development plan is a strategy for making your ambitions a reality. The steps of a personal development plan include setting goals for what you want to achieve, where you want to go in the future, and how you can get there. 
You can earn more responsibility for work and open up prospects for greater compensation as a result of developing and following your personal development plan. This progress may qualify you for a better professional path, increasing your general wellbeing, job satisfaction, and ability to provide for the life you desire for yourself and your family.
As a travel agent, we require a wide range of skills and knowledge to accomplish this work effectively. For this position, I must set SMART goals, which stand for Specific, Measurable, Achievable, Realistic, and Timely. The SMART personal development plan assists us in focusing our efforts and increases the chances of efficiently accomplishing your goal. 
First of all, I will start with the goals that I want to achieve in the job role. These goals are based on the SMART model. The long term goals are discussed as below.
[bookmark: _Toc124141971]Becoming a good relationship Builder
This is a very important goal in want to achieve. I need to develop the skills and knowledge that are helpful in building good relationship with the people. The relationship building is very important in a travel company. As a good relationship builder you can make good and satisfied customers who may come back again with you in long term. I need the communication skills for becoming a good relationship builder.
[bookmark: _Toc124141972]Become a good leader
I want to be a good leader at work because I have to work in a team and it is a great responsibility to finish the duties and job effectively. A good leader is required for excellent teamwork, so I aim to become a good leader for my team. Leadership characteristics are essential for completing teamwork efficiently and successfully. Leadership skills, communication skills, presentation skills, and management skills are very important for becoming a good leader.
[bookmark: _Toc124141973]Promotion
While doing this job getting higher position is a long term goal. In any type of industry it is very important to get promote time to time, this helps to become financially stable and provide job satisfaction. I want to become a senior manager in the tourism and travel company. So, I need to develop management skills, project management, strategic thinking skills and networking skills to become as a senior manager in the industry.
[bookmark: _Toc124141974]Skills I want to develop
These are some of my long term goals which I want to achieve while working in this industry. There are some following skills that are required to achieve my goals.
[bookmark: _Toc124141975]Communication skills: To be an effective relationship builder, you must improve your communication abilities. Communication skills are essential for building positive relationships with others. I need to learn different ways to engage with others in order to improve my communication skills. To improve communication I can use following steps:
· Learn communication traits
· Improve speaking skills 
· Learning body language 
· Listening practice to improve understanding
[bookmark: _Toc124141976]Leadership skills: Leadership abilities can be really beneficial to my career advancement. The first step in becoming a good leader is to get out of my comfort zone, challenge myself to improve, and learn from leadership traits. Leadership qualities can be improved by following ways
· Taking initiatives for development
· Listen effectively
· Improving critical thinking
· Motivating and interacting with team members
· Being disciplined in the work place
· Empowering the team members
· Continue learning
[bookmark: _Toc124141977]Management skills: Management skills are very important for getting managing the day to day work of a travel companies and making new strategies for the business. As a manager we need to increase the sales and revenues of the company by taking good decisions and making good strategies for the business. I can improve my management skills by taking following steps:
· Get to know you team
· Establish good relationship among team members
· Get training from management courses 
· Strategic decision making
· Taking responsibilities
[bookmark: _Toc124141978]Decision making skills: Decision making is an important skill that is needed to learn to achieve my goals, this skill help to increase organizational performance. In the travel agencies mangers have to make some key decisions that influence business strategies. For becoming a good manager I need to learn how to make critical thinking. There are following ways which I can use to improve my critical decision making.
· Participation more and more in the team’s decision making process
· Taking process oriented approach while taking decisions 
· Try to find as many solutions and evaluate with the help of team members.
· Always smartly set goals and reiterate the purpose of the decision

[bookmark: _Toc124141979]Critical reflection
Above I have discussed my goals and various skills that I need to develop in order to achieve them. There are so many skills that I need to learn and develop for getting a good job and being success in my career, so I need to carefully work on these development plans of my existing skills. 
The travel and tourism business is an important and adaptable one that changes at a rapid pace. Travel agents are not only providing tourism services for various locations; technology is also playing an important role in the sector. With the progress of time, competition in the industry has increased significantly, and various types of services such as outdoor recreation activities, airlines, car rentals, cruises, accommodation, travel insurance, package tours, virtual holidays, restaurants, spas, and many others are being offered in the industry and while working in the industry. 
The industry is very important and complex because it provides many services and does not supply any items to clients; instead, it provides experience. As a result, it is crucial to provide the finest client experience possible.
Being an individual and part of this industry I need to develop these skills, so that I can provide best experience to my customers and also to for my own success and promotion these are very important. By SWOT analysis I can understand my strengths and weaknesses for my personal development.
SWOT analysis 
	Strengths
· Eager to learn new things
· Adapt new things easily
· Good command over English language
· Always ready to participate in the group discussions
· Ready to work in team 

	Weaknesses
· Lack of confidence to talk new people
· Inexperience in marketing skills
· Afraid of being a leader and run a team
· Lack of verbal communication skills 
· Less knowledge of the travel and tourism market.


	Opportunities
· Opportunity to learn new things about the travel and tourism industry
· I can make a good career path by adopting these skills and making a good personal development plan
· By these development plan I can also improve my personality that can help me in my life also
· I have opportunity to earn well in my life
· In future I can fulfill my dreams 

	Threats
· Fast changing environment and changing nature of jobs: the technology is changing very fast and replacing the old nature of jobs now customers are more aware they mostly research own selves which can cause of job cutting in the travel and tourism industry
· Competition: I may have fewer chances of getting a good paying job in the industry because people have more industry expertise, customer service skills, and community involvement.
· Globalization: Globalization risks include supply chain issues, a diverse range of customers and their needs, and cultural differences that make it difficult to enter some markets. 
· Rising costs



On the basis of this SWOT analysis I can apply various methods to improve my transferable skills that will help me to develop my personality and achieve my career path goals. These methods can be used to improve myself and develop these skills which can help me to achieve the target. There are following advantages and disadvantages of these methods which I will use to develop my skills.
[bookmark: _Toc124141980]Advantages of methods of personal development 
· By using the personal development plan I can increase self awareness in myself. The personal development method can help me to get to know about what really my qualities are, what are my beliefs and values. This can help me to know my weaknesses and strengths.
· The methods can provide me a direction and make things clear what I want to achieve and how can I achieve those things. The personal development methods will help me to deal with time management, and achieving objectives.
· These methods can help me to increase focus and effectiveness of the tasks I will do while improving my skills. This will help me to identify right tasks which can give best results. 
· By using these methods I can easily motivate myself to develop these skills also these will help to learn new other skills which can useful for my career.
· The development methods can help me developing new key relationships. While improving personal development, the development process can help to make positive impact on the relationships which I will make during this process.
[bookmark: _Toc124141981]Disadvantages of methods of personal development 
· These methods can take a long time to achieve, the self development is not an easy process, it will take time, and it might make me impatience about it. This can become cause of giving up about self development. So, I need to keep patience for it.
· While using these methods I need to isolate myself from my past relationships, like family and friends. This is tough but is necessary because many times, a negative person can hold myself back or can deter me from what I want to achieve.
· The development methods can also make negative impact on myself, because when comparing with myself with the people who have already achieve this can raise the feeling of self doubt which can cause negative impact on my personality.
· The learning or self development process need too much focus on reading, consuming new information, but sometimes some information do not work or take long time to give impact so there is need for keep learning and keep taking actions throughout the development process.
These are some advantages and disadvantages of methods which I will use for my personal development plan. There so many advantages of these methods whereas there are some disadvantages are also there. The disadvantages can be minimized by being patience and keep learning, and keep taking action towards self development process. For learning it is very important to read books, participation in self development activities, keep playing role in decision making, and using keep evaluating the self development process.  
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