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[bookmark: _Toc57324915]1.0 INTRODUCTION

In this report I will be reflecting on the process of my personal professional career development. I will be using the SWOT ANALYSIS, personal professional development plan. This is to show my strengths, weaknesses, opportunities, and threats. The personal professional development plan has been produced for three months; this is to work on my weaknesses. Also, I have used Learning styles test to demonstrate the way I learn best. I Have used the VARK QUESTIONNAIRE and the MYERS BRIGGS MTBI TEST. Furthermore, the SWOT analyses, Personal professional development plan and the learning styles questionnaires results will assist me in achieving my smart goals.
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Self-awareness can be defined as knowing yourself and your reactions in both the difficult and easy situations. On the other hand, we are also self-aware of our academic, employability and personal skills. It is important for a higher education student, to know their academic skills as this will allows the student to work on any important academic skills that the student may lack and allows the student to use the skills, they are already aware off for their achievement. Being self-aware allows the student to know the way they learn. This can prevent difficulties in studies. I my-self, during this module, have learned self-awareness. This is by doing my own SWOT analysis which have allowed me to think about what skills I have, skills I am lacking, the opportunities this course can give me and the threats that there are for me.  There are several strengths and weaknesses that I am to work on. In order to do this, I have created my own SWOT analysis. Which can help me in my studies. 
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	STRENGTHS
· Team player
· Driving
· Hard working
· Listening

	WEAKNESSES
· Shy
· Reading
· Writing
· Cannot say NO
· English language

	OPPORTUNITIES
· Getting a HEC
· Developing skills

	THREATS
· Distance
· Language barrier
· Managing work/ university





Strengths: 
Team player
As a delivery driver working with people on daily bases, I have developed the skills team-player which is very important in the collective job I do. This skill helps me doing my job well, as a good team player I am aware that, the job is being done better when the team is happy.  This skill allows the job to be done better, as the team is less likely to have any conflict and therefore, the employer does not need to sort any issues out, which means the business is flowing well. I am aware this skill is also important in my academic development; this is because being a good team-player I am likely to help my classmates and learn with no conflicts. 

Driving
Driving is an also important skill for me as this allows me to work. However, it is also important for my academic development as the university I attend is very far and driving to university is easier for me and much quicker. 
Hardworking 
I am aware of my-self, being a very hard-working individual, which allows me to always go the extra mile to complete the task I need to both at university and work. This skill has already been appreciated by others and has opened doors for me, and I will continue to be a hardworking individual as I am aware it always pays-off. 
Listening skills
I am also very aware of my excellent listening skills, which allows me to actively listen to the speaker without having to interrupt them. I also allow me to pay attention to the speaker both at work and university which is helpful to my studies. According to Tingum (2019) this skill is one of the most important skill to have at work and at university. This is because, having good listening skills means that there is almost no chance of interpreting a message wrong. 

Weaknesses
Shy
I am aware of my shyness and understand this can stop me from succession. This is because the presentations that I can do well, may not be as good when delivered as the shyness takes over. 

Reading skills
I am also aware that my reading skills are on my weaker side. Reading is very important because, it can make my vocabulary richer. Not only, reading will make my vocabulary richer, it will also help me to be successful in this course.

Writing

Writing skills is very important skill for academic development. These skills allow you to communicate easy by messaging and are important for assignment writing. Having good writing skills, can be helpful with assignment writing. 
 
English language

Doing this course, I was afraid of my English language skills as English is my second language. However, my written English is far better than my spoken English. This is because writing gives me more time to think, however speaking can be difficult as I do not get as much time.

Opportunities

Getting a HEC
My priority is a getting a HEC, A certificate in higher education, will open more door for me, in the education field and in the employment field. By having a Certificate in Higher Education, I can start a bachelor's course, which will help me in my career goals, and give me more opportunities in life. 

Developing skills
Developing skills will help me with the skills that I class as my weaknesses. These are important skills for educational development but also for employment development. Gaining the skills that I lack such as writing and reading skills, will help me in my educational development and in my career development.

Threats:

Distance
Distance is a big threat for me. This is because the university is 5 hours away from me. It can be very difficult to predict the traffic and sometimes I may miss a lecture and therefore, miss out on any important information for my assignments.  Missing more lectures in semester, will affect my learning and therefore, will also affect the grades of my assignments. To prevent this, I will be creating a weekly plan for myself, to allow time for me to get to the university and not miss any lectures. 

Language barrier
This course helps me a lot with my English and improving my English language. This enhances my chances in future.
Managing work and university

Managing work and university can be difficult tie wise. Therefore, an important thing for me to do is to manage my time appropriately, to ensure both my commitments are completed. 
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Learning style is a way of people learns. Different people have a different way od absorbing, processing, comprehending, and retaining information. There are four main learning styles which are referred to as: visual, auditory, tactile, and kinaesthetic. Visual learner like to see what they are learning as that is the way they learn best. Auditory learners prefer to listen and discuss because that way they memorise the information best. Tactical learner on the other hand, learn best by doing. This is by touch and movement for example taking part in demonstration, writing or building. Kinaesthetic learner like to use their body during the learning process, they like to use gestures and learn best in a hands-on environment. Top Hat (2020) 
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The above are the results of my Vark learning style questionnaire. According to the questionnaire, I am part Kinesthetic and part auditory learner. Therefore, I learn best by using my body and in a hands-on environment. I am also an auditory learner, which means I learn best by listening and discussing. 
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According to Myers Briggs MTBI test, I am an introvert. This is my personality, which can a barrier in education. This is because, I get shy easily and do not like to speak in public. I understand, this is my weakness and needs working on, in order to be successful in my career.  
[bookmark: _Toc57324921]4.0 Employment skills 

According to N, Cehic (2014) 81% of employers class employability skills as the most important skills when hiring employees. Therefore, employability skills are very important to have. Some of my strengths which are also in my SWOT analysis can be considered as employability skills. These are skills such as: team player, driving, hardworking and listening skills. These skills are some of the skills that the employers are looking for and help the employer to choose the right person for the post. However, there are employability skills, that I am lacking. These are skills that are also mentioned in my SWOT analysis as my weaknesses. For example, being shy, reading, writing and English writing. These are also important employability skills that I need to work on. I will improve these skills, by following my PDP that I have made. 
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Personal development plan



What do I want to achieve in the next three months?


· Improve on my writing skills
· Improve on my reading skills
· Try and improve on saying no to people
· Try to be less shy


How will I improve on my writing skills?

· I will improve on my writing skills by keeping sentences and paragraphs short

· I will improve on my writing skills by reading regularly

· I will improve on my grammar

· I will use Microsoft word for writing to ensure my grammar is correct

How will I improve on my reading skills?

· I will improve on my reading skills by reading more

· I will improve on my reading skills by questioning myself when reading to ensure that I understand what I read
· I will improve on my reading skills by summarising what I have read 

· I will improve on my reading skills by keeping notes of interesting words to describe something easily

How will I improve on being less shy?


· I will improve on being less shy by pushing myself to talking with new people

· I will improve on being less shy by interacting more when with a big of people

· I will improve on being less shy by doing group activities 

· I will improve on being less shy by practicing what I will say 

How do I improve my language skill?

· I will improve my language skills by watching more TV
· I will improve my language skills by listening more radio news
· I will improve my language skills by meeting up with friends

Above is my Personal Development Plan. I have produced a personal development plan with targets related to my weaknesses from my SWOT analysis for me to develop the skills I am lacking. These are skills such as being shy, reading skills, writing skills and English language skills. 
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Being shy, can be a barrier to my education, as I will not give 100% to tasks such as presentations, which can influence my grades. To improve on this skill, I have produced a Personal Development Plan, which I will follow for me to overcome my shyness. I will start doing things such as talking more with new people, interacting more when in a group, doing group activities and practising things such as presentations to myself, before presenting to others. 
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Reading skill, is another skill that I am lacking. I understand this skill is very important to be successful at university. I have therefore, also added this skill to my Personal Development Plan, so I can improve on this skill. I will start reading more, question myself when I am reading to ensure I understand what I am reading, when reading I will always summarise what I have read, and I will also keep a note of interesting words to improve my vocabulary. 

[bookmark: _Toc57324925]5.3 Writing skills 

Writing skill, is also a skill that is on my weaker side. This skill is essential for university. Therefore, I have added this skill to my Personal Development Plan too. I will improve my writing skill by using Microsoft word to check for any spelling mistakes, which will also help me to learn to spell better. Furthermore, I will also be reading more, to enhance my writing skills. Also, I will also try to keep my sentences and paragraphs short. 
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English language skill is extremely important for me to be successful in my studies and in my career. I have good English language writing skills, but not as good English language speaking skills. This is because I get more time to think when I am writing than when I am talking. To improve my English language skills, I will be listening to English spoken Radio, TV, and meeting more with friends. 
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Above are my smart goals. I have created these goals, for me to follow and to ensure that I get through my Higher education. I have a set of 4 goals these are: attendance, finishing assignments on time, time management and good grades. To achieve these goals, I have also put actions to place to ensure that they are fulfilled. Actions such as attending all lectures will ensure that my attendance is good. I have also put good research to the actions, as this will ensure I have enough material to create my assignments. Furthermore, I have put creating a weekly plan into the actions to ensure that I fulfil the goal ‘time management’. Lastly, I have put attending lectures and finishing assignments into my actions to fulfil the goal of having good grades. 
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To conclude, I have created a SWOT analysis to find out what skills I am good at, what skills I may lack, the opportunities that are out there for me and the threats that there may be. Creating a SWOT analysis have made me more aware of myself and understand what I need to work on. For me to work on my weaknesses I have created a Personal Development Plan, to improve on the skills that I consider as my weaknesses. The skills I am lacking are important for me to pass this course, and therefore, I need to improve on them. Following my personal development plan, will ensure that I better at the skills that are my weaknesses now. Furthermore, I have also created ‘SMART GOALS’, to ensure the succession on this course. 
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SWOT ANALYSIS
	STRENGTHS
· Team player
· Driving
· Hard working
· Listening
· 
	WEAKNESSES
· Shy
· Reading
· Writing
· Cannot say ‘NO’
· English language

	OPPORTUNITIES
· Getting a HEC
· Developing skills

	THREATS
· Distance
· Language barrier
· Managing work/ university





Personal development plan


What do I want to achieve in the next three months?

· Improve on my writing skills
· Improve on my reading skills
· Try and improve on saying no to people
· Try to be less shy


How will I improve on my writing skills?

· I will improve on my writing skills by keeping sentences and paragraphs short

· I will improve on my writing skills by reading regularly

· I will improve on my grammar

· I will use Microsoft word for writing to ensure my grammar is correct

How will I improve on my reading skills?

· I will improve on my reading skills by reading more

· I will improve on my reading skills by questioning myself when reading to ensure that I understand what I read
· I will improve on my reading skills by summarising what I have read 

· I will improve on my reading skills by keeping notes of interesting words to describe something easily

How will I improve on being less shy?


· I will improve on being less shy by pushing myself to talking with new people

· I will improve on being less shy by interacting more when with a big of people

· I will improve on being less shy by doing group activities 

· I will improve on being less shy by practicing what I will say 


How do I improve my language skill?

· I will improve my language skills by watching more TV

· I will improve my language skills by listening more radio news

· I will improve my language skills by meeting up with friends

The Vark Questionnaire result
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This is my result of MYERS BRIGGS MTBI TEST
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Your scores were:

* Visual 3
* Aural 6
* Read/Write 5
* Kinesthetic 8
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SMART GOALS
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