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A PDP is a document that identify an employee's learning of abilities, expertise, behaviours, comprehension, and accomplishments of the skills. It provides a description of the skills on which the employee intends to work in the future (Beausaert, 2011).
	Skill
	Action needed
	Resources needed
	Date for action
	Date for review
	Aspirational goal

	Self-awareness
	Rediscovering myself, taking responsibility for my personal style, trying to improve by finishing university
	Feedback from friends and family
Time
Money
Books
	Every day for two years
	Final date May 2023, but I will receive feedback on every opportunity
	Improving my personal style, being more mature and aiming to succeed in my career and studying   

	Time management
	Being organized, learn how to prioritise 
	Structure
Calendar
Books
Class lessons
	Every day for two months
	At least once a week for the next two months
	Learning how to be more organized and prioritize the important tasks in the personal life, while studying and at work

	Presentation
	Gather feedback, rehearsing in the mirror, learning how to control emotions
	Books on presentation skills
Computer
PowerPoint, Family and friends for feedback 
	Every Friday and Saturday for six months
	Rehearsing in front of friends every Saturday
Practicing and discovering PowerPoint every Friday 
	Being able to learn effective and innovative ways on working on PowerPoint
Learning to control emotions by not being nervous when presenting
 

	Taking responsibility for learning and development
	Adapting to change, trying new and different approaches 
	Flexibility
Friends for feedback
Articles, books and journals
	Every day until I am happy with myself
	With every opportunity of feedback received
	Learning how to adapt to change for each situation in life and at work
Being open minded with different solutions for each problem 
Learning to have a good visuality of the future

	Communication skills
	Improving my communication skills, stress management 
	Friends for listening and observe the body language in different situations
Books
Computer
University
	Every day for one year
	Every time I receive feedback from friends, university assignments, colleagues and family
	Enriching my own vocabulary on both verbal and nonverbal communication skills 
Learn how to undo the stress while communicating

	Leadership
	Being more creative, learning how to give constructive feedback, controlling my impulsivity, being disciplined
	Patience
Work colleagues
Books
Finishing university

	Every day for two years
	Final date May 2023, but I will receive feedback on every opportunity
	Being a good leader
Learning how to give constructive feedback instead of critical one
Being more disciplined and less impulsive
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My dream is to own an innovative hotel by the seaside but in order to achieve that, in this reflective portfolio I would focus on the working journey and the skills required on the next working position I am aiming for in order to achieve my goal. This working position which is Customer service first line manager and finishing university will help me improve the skills required to be a good leader and manager.
The current skills that I had from previous work experience and gained in the last year while studying will help me get this wonderful position. I am a team player, a positive person, I like to work under pressure, I am good at communicating with people and solving problems and I have much experience in customer service, however the first skill I have to improve in order to get this position will be the presentation skill which will be the first skill listed. In order to achieve my goal, I would have to improve all my skills stated in the personal development plan:

[bookmark: _Toc69092034]2.1 Presentation Skill
All the qualities required to develop and produce a consistent and successful presentation are referred to as presentation skills. Some of the qualities required in order to deliver a good presentation are analytical thinking, good organization, nonverbal communication, research, a good software and public speaking (Doyle, 2020).
I would have to learn how to put the emotions aside while I will have my interview as I always became very nervous when presenting something in front of someone. As stated on the personal development plan I will work on this skill for the next 6 months, however I would make sure I am practising more often in the following weeks in order to pass the interview.
I would also aim to develop my public speaking and the good organization. 

[bookmark: _Toc69092035]2.2 Self-awareness
Self-awareness is the ability to recognize, monitor, and communicate an individual’s own feelings, as well as to manage interpersonal relationships wisely and rationally. Being self-aware at work will help with managing better the stress, being more organized, understanding the impact of a person’s mood impacting others and taking negative feedback easily as probably would be aware of the feedback received in certain situations (Katherine, 2019).
Thanks to a personality test conducted in class I have discovered I am a turbulent protagonist which I strongly agree with, but it also showed me I am 60% judging which didn’t have a good impact on myself. I asked my friends and family about what they think about this and they completely agreed with my personality test. That was the moment I discovered I am not enough self-aware and what I want to improve about my personality in order to succeed. 
 
[bookmark: _Toc69092036]2.3 Time management
Time management will make an individual a more productive leader, allowing him to reach objectives with ease. He will be also capable of doing high-quality tasks.
A person should focus on improving his time management skills at work so that he can accomplish his goals with less effort. However, if he has bad time management at work, it can result in unnecessary anxiety, financial repercussions, missed targets and inadequate professionalism (Wade, 2020).
In order to become a productive leader, I need to improve my time management skill. One of my weaknesses is not being able to say ‘no’ which most of the time brings me a work overload and much stress. I need to learn how and what to prioritise based on the importance of the tasks.

[bookmark: _Toc69092037]2.4 Taking responsibility for learning and development
The aim of Learning and Development is to match staff goals and performance with the target and success of the company. A good leader will firstly be responsible of identifying and improving his skill gaps and then help his subordinates by delivering training (Vinikas, 2021).
According to Elsey, 2019, taking responsibility for learning and development means Adaptability, which is the combination between being flexible and versatile. Those skills are very important for me as a good leader as I will learn to have a good vision of the future, being open minded with different solutions for each problem and having the ability to self-correct.

[bookmark: _Toc69092038]2.5 Communication skills
A leader with good communication skills will ensure the staff will be aware of what is expecting from them, the team members will be less confused because each individual in the team will be aware of his role and responsibilities and there will be less negative outcomes as the leader will make sure each component of the team understands the key aspects in order to fulfil his task (Brearley, 2020).
In order to succeed in improving my communication skills I will need to follow 5 steps. Listening to my colleagues, keeping my message short and concise, asking valuable questions, noticing the body language and summarizing after every important meeting each important point for my colleagues to fulfil their tasks.  

[bookmark: _Toc69092039]2.6 Leadership
A great leader has a strong vision of the future, is brave, possesses dignity, fairness and modesty. He or she is a strategic organiser who values collaboration. A good leader assist other in reaching their goals, are not hesitant to recruit individuals who might be better than them and are proud of the success of those they assist along their journey (Gleeson, 2016).
In order to fulfil my dream, I must become a good leader. All the previous skills and the learning path will help me become one. I would study and work hard to be closer to the definition given.


[bookmark: _Toc69092040]3 The concepts learned from this module

The concepts learned from this module helped me identify and improve some of my skills and become more aware of who I am thanks to the activities conducted in class. 

[bookmark: _Toc69092041]3.1 Writing CV’s and Facing Interviews
From this lesson and the activities conducted I became aware of what was missing from my CV. This lesson really helped me structure a good CV and cover letter as stated on the learning Log and helped me prepare better for the Mock Interview we conducted in week 6. We were given different articles and watched videos to help us understand what a good interview is. According to the feedback form received from the lecturer I had a good score, however I forgot to mention the references were available on request which is a must in a good CV. I am now able to identify what skills are required in order to pass an interview and how important are the communication skills.

[bookmark: _Toc69092042]3.2 Career Development
Career development is a lifelong process of an individual that starts when, as a child the individual dreams of becoming a doctor and never finish, unless the individual becomes happy with his current development into the work place( Belyh, 2020).
From this lesson I learned the difference between having a job and a career, the importance of having an action plan and what a career is defined by. After this lesson I was able to identify were I am now and what future steps I must follow in order to pursue my career goal. I decided to change my actual job and I discovered how much the learning style impacts my career. I would continue studying until I get my degree, and this will help me be a step closer to my goal. 

[bookmark: _Toc69092043]3.3 Employment Legislation
Employment Legislation protects workers' interests and defines their interactions with their employers. The Employment legislation covers the recruitment process, the employment contract, data protection, the right for holidays, the working time, Health and safety, discrimination, discipline and grievance and dismissals and redundancies (Hadyn, 2018).
The legal standards are set as following:
Common law: is law created by judges, courts, and other relevant tribunals.
Primary Legislation: Parliamentary Acts: They have the potential to create new legal standards as well as revoke judge-made decisions.
Secondary legislation: Subordinate law is sometimes referred to as "regulations" because it is implemented by legislative instruments. They are presented to Parliament for approval in a less formal manner than an Act.
European Union law: Treaties of the European Union, directives, and decisions of the European Court of Justice are the three most important and significant elements of European law in the area of employment regulation.
European Convention on Human Rights 1950: The Human Rights Act 1998, which came into effect on October 2, 2000, was incorporated into law in the United Kingdom.
From this lesson I learned more about the employment legislation and my rights as in employee. 


[bookmark: _Toc69092044]3.4 Alternatives after graduation
I was currently enrolled in level 4 and on our last lesson we were given the opportunity to discover our alternatives after graduation of this course. We were given three different paths, Self-Employment, further study and employment. We were given an activity as a group in identifying the pros and cons of those three paths, plus one-year gap. In my group work some of my colleagues decided to take the employment path, me and other two colleagues decided to continue studying. This activity was really helpful and made me discover how the future will look in each case scenario. It made me realise how important a degree is and how many pros continuing studying has.


[bookmark: _Toc69092045]4 Conclusion
In conclusion, this module helped me learn and discover many skills that I currently have, others that need to be improved in order to succeed, how to structure a great CV, what are my rights as an employee and how the employability legislation is structured, and what my alternatives after graduation are. I am very happy with the path taken and I hope to succeed in my goal.
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