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What is Personal Development Plan ?

* Atool to assist employees in career and personal development.

* Help to reach short- and long-term career goals
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Essential stages of the report writing

Preparation Execution
1. Understanding the report brief Writing the report

2. Gathering and selecting
information

Reviewing and redrafting
Presentation

3. Organizing material Feedback
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According to “Indeed"” the top 10 of the most
sought-after employability skills that hiring

managers search for in candidates:

* Communication skills
*® Leadership skills

* Teamwork skills

* Interpersonal skills

* Learning/adaptability skills

* Self-management skills
* Organizational skills

* Computer skills

* Problem-solving skills

© Strong work ethic
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What is SWAT analysis?

* A strategic planning technique
* Acronym for : Strengths, Weaknesses, Opportunities, Threats
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Personal SWAT analysis

*  Kind-hearted and
willng to help people

. ITskills
.+ Flexible

+  Responsible

« IndependentWork
well alone

+ Attention to detail

«  Time management
skills
+  Ablity to multtask

« Problem solving

«  Notenough
professional
experience

+ Fearworking
with other creative
people

«  Self-Criticism
+ Academic
English writing
*  Emotional

Continueto

improve
communication

+  Continveto
improve English
grammar

«  Develop
professional skills

Strength: Weaknesses: Opportunities: | |Threats:
«  Wellorganized and
methodical *  Quicklose of +  Continueto | |+Overworked
motivation improve IT skills
+COVID 19

«Client Boss
dissatisfaction

+Competitors





