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1.Introduction
Within this assignment, I analysed and will show my understanding of personal and professional development, as studied, and learnt on my first term at University.
I will go in depth on my personal and professional development, skills such as adaptive skills, which we base our attitudes and tend to reveal or shape who we are. I will go in-depth on the SWOT analysis and how it has helped me to self-develop. Present my view on PDP, how it has and continue to help me improve my career.

2.What is a Skill
A skill can be, an aptitude that you were born with to do something remarkably well, can be an ability acquired through continuously practice, could be related to job functions, with people, or something that is unique to each individual.

2.1 Employability skills
“Employability Skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. These skills are what they believe will equip the employee to carry out their role to the best of their ability. Employability depends on your knowledge, skills and attitudes, how you use those assets, and how you present them to employers”(STEMNET 2019)

2.2 Soft and Hard skills
Soft skill is personal and individually, is very hard to quantify because every person has its own set of soft skills,  is who they are, how they interact with other people, their own personalities, if the person is a good listener, or if they pay attention to details, if they can resolve conflicts, critical thinking among a variety set of soft skills.

Hard skills are teachable and you can quantify it, they can be job specific skills, such as for example, programming or any technical required job, some skills can be learned on the job through practice, while other such as surgical skills for example will need a theory at the classroom before executing and refine it in practice.

2.3 Time Management skills
Time management is an important skill in all aspects in life. Having poor time management in the workplace, can lead to undesirable consequences, such as poor productivity, can transmit an image of unreliability towards the employer, can and will eventually lead to unemployment. Learning time management in class made me realise in some areas in my personal and professional life were I was procrastinating and stagnant, realising how much time I was losing every day to non-productive activities made me change and reapply time better and efficiently.

3. SWOT Analysis
SWOT stands for Strengths, Weaknesses, Opportunities and Threats has I have learned in class both in Academic and Employability skills and in Managing Enterprise in the 21st Century. 
As you start to reflect on the personal and professional strengths, you can analyse the current education you possess, certain connections you may have with certain people, and the work experience you have gained to this point. Upon reflecting on the weakness, you may currently have, will lead to a vastly improvement if a person is willing to learn, develop and evolve. Opportunities upon reflecting can lead to personal growth, whether is on developing your education, applying your knowledge and skill sets in various ways, can lead to learn new skill sets whilst developing your career prospects through life. Analysing threats allowed recognition of barriers that will prevent any type of growth when not confronted whether it would be personal or on a professional level. 
Upon learning about SWOT analysis and applying it myself, I was able to discover where I needed to improve and what problems to address, where I was failing and allowed me to develop, and will continue to do so throughout the entire course.

4. Personal Development Plan (PDP)
With a PDP you can set goals for self-improvement, and it will help you track your progress as you develop and move along while reaching every goal that was set. It will allow you to take personal responsibility for your own progression whether it will be in life or in a professional career, it will help you visualize your self-growth, keep you motivated whilst staying on the path you have set your vision for your own future. Doing a PDP allowed me to realise where I was in life and professionally. I want to graduate in Construction Management, it is a field that I like and I know it will help to support my family financially, and while I was doing the PDP I suddenly realise that I wished I had learnt about this earlier, I would have come to University a long time ago and avoided so much of wasted years. I think everyone should learn about PDP has it has allowed me to have higher expectations of myself, and that you can actually do it.

5. Academic skills
Developing academic skills is imperative in both personal and professional development, it will push you to cross new boundaries and achieve success throughout various areas in your life. From the very beginning it can be a competition around you in regards on who has more to offer, when you do not have a valuable skill that makes you stand out, or to add value to a company, it gets increasingly hard to find a better paying job or any regular job depending on competition. By developing academic skills, it will make the difference whether if you are employable or not, not just about personal development and achievements, but it has become a necessity, our values have not really changed but our world has, and if we do not keep up or catch up, unfortunately there wont be a place in the job market for us in a foreseeable future.
However it is important to talk about what some of these skills are.
· Critical thinking
· Teamworking
· Self-reflection
· Academic writing
[bookmark: _GoBack]Whilst researching regarding critical thinking, what I came to understand about it was that it is all about making an analysis of an issue. As a student in University, it is imperative that we can expand our ideas outside of the facts presented to them in class. As a student expands their knowledge either through books or research, new ideas, thoughts and conclusions will be presented to them, allowing to present different arguments in class. Critical thinking requires a person to be open minded, analytical and creative with a task at hand. In a personal development aspect it is important that an individual can think outside the box and resolve issues using creativity and in a professional aspect when in working environment there is always a new task to solve and it require a person to obtain information using their reasoning to find the best way to do so (Doyle, 2019). In my line of work during the day , I often find myself having the need to  think outside of the box to come up with solutions to unusual problems, but I believe I can improve myself as everyday presents it self with new problems and possibilities.
Teamwork is about gathering a group of people, ideally with different skillsets but open minded to a greater purpose than their own individually ideal. In a professional work setting having good teamwork skills can make better communication within the workplace and therefore a positive attitude to strive for success (Youth Employment UK, 2020).
I have discovered in my professional ambience that I can work well within a team, and whilst doing our group presentation for Digital Skills, I could freely talk and share ideas, whilst some of my teammates clearly had an issue having their own ideas not taken forward, has they had their own ideals but not group goals.
Self-reflection is a must skill. Having the willingness to reflect in ones ideas and mistakes. In an academic aspect is about assessing how you study, and the outcome of the chosen method. For example, whenever a task has been competed it is important to ask yourself, “what could have I have done better?” This enables you to identify your weakness which therefore can improve how you work in the future (The Open University, 2019)
Academic writing is presenting ideas or information where a person can display a certain understanding regarding a subject.
In class has been said something that it is quite truth but I had not thought about that it was that, when writing an academic report, we need to keep in mind that what we write it may not be our own work, meaning that we would need to paraphrase or summarise someone else’s work with our own words, but would still need to give credit to the original author or source. With paraphrasing and summarising exercises in class, I have concluded that my academic skills are mediocre at best, as I want to pursue a managerial role, I will need to have a more comprehensive understanding on the matter. At the beginning on my very first in class exercise on paraphrasing I found it extremely hard, because even though a person may do it all the time, it was the first time that I actually had a name for it and sat down to do that specifically, I was marked with a very good attempt on the first exercise, on which I went home and tried to understand more and how to develop, and I was talking in regards to PDP I was extremely surprised that on my second in class exercise I had excellent, it was such an amazing achievement to actually put it in practice and see it really unfold in real life, it is just amazing.

6. Conclusion
I have concluded after this first term that, you can never stop improving yourself. There is always a chance to keep progressing and moving forward, I have learned so many things, academic writing is where I have seen and witnessed the most growth both personal and professionally. I started to read more books, in search for new ideas, words and contexts, expand my mentally horizons, I had never thought in a million years that I would be in University and evolve and develop, and even if I went most likely my school days were gone and my thought process would not be able to keep up, but I was wrong, I have developed in many ways, the lecturers have been amazing, it has been an amazing journey through self-development.
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hour. Please return your paper to the lecturer upon completion. It will be returned
10 you at the next session. You will need to include o scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.
Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
years to limit abusive practices.
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Ex2

Re-r «
Sumend the text To be a great leader, you need to tart by leading yourself on the previous page.
Marise main ideas from the text in your own words, Write about 175 words.
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In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks i such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to

grammar and make sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce) [~
The boss 2 in the office.

2) He esn'tw%l me as frequently as | wanf
./,%, 4 dﬁh/mé é,u 44 by
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{1 You wergn's caretul o you made s many mistkes. (ha)
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5) The council cut funding so we. could not pr vide free parking.
Because of 41

His proposal

7) It was Mary who stole money.
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8) HE seems well-educated.
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9) Universities place the burden of un'r)ermn
students.
The responsibility for





