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[bookmark: _Toc65825503]Introduction 

In this report you will find my personal development plan. In my personal development plan, you will find theory’s, methods, tools and tests to assist me in developing my own personal development plan. 
Why do I need to make a personal development plan? 
I need to create a personal development plan to map out and improve my employability skills that will benefit myself or any future employers within the world of work.
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[bookmark: _Toc65825505]My five-year plan 

My goal within the next five years is to complete the skills for the workplace course to progress further into higher education to eventually own and run my own catering business. To do this I will first need to complete my skills for the workplace course to then progress onto a business-related course to help me understand how to create and run my own successful business. I will also need to create myself a personal development plan to detail how I could progress with my five-year plan. 
What is a purpose of a personal development plan?
A personal development plan is a strategy to map out your own personal goals to help you achieve these personal goals. 
 Covey (1989) says to always sharpen the saw what does this mean?
 This means to always to keep learning, to constantly be sharping the mind why is it necessary to sharpen the mind? By always learning you give yourself endless opportunities to never become outdated or redundant. To be constantly learning will constantly give you the skills you need to achieve the goals you set out to complete. That is why it is important? to be constantly sharping the saw. For example, before the COVID-19 pandemic it was normal to work in an office away from home. But since the pandemic hit more and more people are needed to work from home. Some people may not struggle with this but on the other hand some people that may not be quite computer literate may be struggling to complete their work. leaving their job at risk for not having good computing skills. if that same person sharpened the saw and learned the necessary skills needed to complete their work, they would be at a much lower risk at losing their job or at least be able to keep themselves employable to any future employers. 
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Maslow's hierarchy of needs is a theory by Abraham Maslow. According to Maslow (1943) every person has certain needs, and these needs are in a hierarchy system you cannot go up in a stage of the hierarchy without first having met your basic needs. For example, one would not be able to fulfill one’s esteem needs if one’s physiological needs are not met. Only when you have met your current needs may you move up the hierarchy. Only when ones have reached the top of the hierarchy system (self-actualization) will one have more motivation to improve one’s self and grow into one’s full potential. Anything below the top of the hierarchy system one’s motivation will be diminished and will be less likely to improve and grow one’s self into their full potential. 
I personally believe I have my basic and safety needs met I also have my belongness and love needs met. I believe I am in the esteem needs section of the hierarchy system. I believe this because I am new the skills for the workplace course that I am on. Certain aspects of returning to education are unfamiliar to me such as assignment work for example. Being unfamiliar with some of these aspects is what is keeping me within the esteem section of the hierarchy system. To move up in the system I believe I need to begin with the end in mind. According to Covey (1989) one must begin with the end in mind. What does this mean? Covey (1989) argues that oneself will work hard to complete tasks, to accomplish goals and tasks they have set out for one’s self. What it means to start with the end in mind is to think of and visualize the motivations behind their goals, behind their reasons of hard work and to ultimately determine if the reason behind their motivation is going to lead them to their desired destination. In my personal case I must think of my end goal of completing the skills for the workplace course by attending lechers and completing assignment work to ultimately progress further into my education and progress higher in Maslow’s hierarchy system. Only then will I reach the self-actualization needs of the hierarchy. To do this I must complete a smart goal. 
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[image: See the source image]What is a smart goal? What does smart stand for?

· S – specific.
· M – measurable.
· A – achievable. 
· R – realistic.
· T – time bound. 
What are my own personal smart goals?
 My specific goal is to firstly complete the skills for the workplace course to eventually progress further into education to provide the skills and knowledge I need and thus propelling me forward into my five-year plan. 
Is my goal measurable? How will I know I am progressing?
 I believe my goal is measurable by completing assignment work and attending classes. By completing these tasks, I know I am progressing with my goal.
 Is my goal achievable?
 Yes, I believe my goal is achievable as overtime I progress further into the skills for the workplace course and start complete assignment work, I will be progressing further into the course thus achieving my goal.
 Is my goal realistic?
 I believe my goal is realistic because I will be using my skills, I have learned through attending classes to complete assignment work. making my goal more realistic. Is my goal time bound? Yes, my goal is time bound assignments have deadlines and due dates to be met throughout the year by meeting these deadlines I will progress further into the course until the course has been completed. 
Why is it important to have a smart goal?
It is important to have a smart goal because a smart goal and breaks down your goal into manageable measurable pieces. Its easy to make a goal and feel lost or overwhelmed in completing said goal by making the goal a smart goal you then make your goal easier to follow and achieve.
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Albert Humphrey (1960) came up with the swot  analyese What is a swot analyses? What does it stand for? Swot stands for 
· Strengths
· Weaknesses
· Opportunities 
· Threats 
[image: ]Why is it important to make a swot analysis? A swot analyses is when try to identify your personal strengths, weaknesses, opportunities and threats. By creating a swot analysis, you give yourself the opportunity to look at yourself from outside in and see the areas the must improve on. below I have listed my own personal swot analysis. By doing this I give myself the opportunity to create a conversion strategy.










By doing a swot analysis you give yourself the ability to look at your life from the outside in. this is very important because the world of employability is constantly changing around us one day a opportunity could turn into a threat and son on. therefore, it is important to be looking at swot to analyze where you are to make sure you can always take advantage of any political climate that you may find yourself In.  
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[image: ]What is a conversion strategy? A conversion strategy is a strategy to turn some of your weaknesses and threats into your strengths and opportunities from your swot analysis. for example, I used the COVID-19 pandemic as an excuse to leave my retail job that I was unhappy in to look after my grandparents throughout the pandemic at first this seems like a threat, but I used the free time to join university to work toward my five-year plan. Thus, turning a threat into an opportunity. Turning threats and weaknesses into strengths and opportunities will ultimately turn these attributes into employability skills.   
  According to Helen Kempster (futurelearn.com) employability skills is a set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.
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[bookmark: _Hlk65831795][bookmark: _Hlk65831589][bookmark: _Hlk65830005]The Johari window is a technique that helps people better understand their relationship with themselves and others. Created by Joseph Luft and Harrington Ingham (1955). Joharis window is a tool that you can use to identify your own skill. Everyone has these types of skills open skills are skill that you know you have and that people around you also know you have. Blind skills are skills that you are unaware that you have but others around you can see that you have. Hidden skills are skill that you know that you have but the people around you do not know that you have. Unknown skill are skills that you do not know that you have and skills that people around you also do not know that you have. 
For example, a hidden skill of mine would be that I have qualifications within hospitality and catering industry. I know I have these skills, but my peers may not know this about myself. For another example, I believe that I am a quiet and shy person, but people often tell me that I am very outgoing and talkative within group activities. These could be considered as an unknown skill. 
It is important to work on yourself and your skills to always be sharping the saw. I must work on my blind skills to convert them to open skills or it might benefit me and create more opportunities for myself to work on my hidden skills and covert them to my open skills. by converting more hidden and unknown skills into open skills it will benefit me and make me a more well-rounded person those skills that I can convert from hidden or unknown skills will ultimately help me complete my skills for the workplace course thus propelling me further into higher education thus getting me closer to achieving my five-year goal.  
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[bookmark: _Hlk65828167][image: Coaching Salespeople through 4 Levels of Competence]the four stages of competence is a theory from Noel Burch. According to Burch (1970) we all have level of competence with certain skills that we have for example, a person that has never driven a day in their life before they are at stage one (unconscious incompetence) they do not know how to drive at all. Now take the same person after a few driving lessons they then move up to stage two of Burch’s theory they may know what driving is but they would not be able to do it. After a few driving lessons they may move to stage three they may know how to drive but it may take a lot of concentration to operate the vehicle they may not be able to hold a conversation while driving because they are focused so much on their driving. Now take the same person after they have been driving for a few years they would have moved up to stage four (unconscious competence) they would be able to drive the vehicle with out a problem at stage four the skill becomes second nature to the person they can now drive without thinking about it. They probably would be able to hold a conversation while driving with no problem.   
to convert these blind, hidden, unknown skills into open skills I must take these skills from an unconscious incompetence stage to unconscious competence stage. To do this I must complete a Vark test to understand how I learn best. By understanding how I learn best I will be able to implement that learning style to myself and bring a stage two skill up to a stage four. Doing this will help me convert more unknown skills into a stage four (unconscious competence) skill.  
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What does Vark stand for? 
· V- viual
· A-aural
· R-read/write
· K- kinesthetic 
The Vark test was a test developed by Neil Fleming. The Vark test is a test to help you understand how you learn best according to (Fleming) there are multiple learning styles to suit different people best. According to the Vark test I am a kinesthetic learner this means I would learn best with a hands-on approach to tasks. I prefer to do things and go through tasks with trial are error. Learning this the best way I would bring a conscious incompetence skill up to a conscious competence skill would be to get hands on with tasks. To learn by doing.  
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 The honey and Mumford learning cycle is a learning cycle developed by Peter Honey and Alan Mumford. According to Honey and Mumford (2006) people tend to fall into one of four categories when it comes to learning styles and suiting what learning styles may suit them best. Learning from the vark test I tend to fall in the activist section of the cycle. This is very similar to being a kinesthetic learner. An activist tends to learn best by doing tasks and learning through trial and error. 
[image: ]    
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