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1.0 Abstract (summary)
This report is written to examine and reflect upon my learning journey by highlighting my current study and academic skills and to identify key skills that are vital to my chosen vocation. The extensive research made, and in-class exercises carried out during the study was used to discuss the findings and various ways I can gain confidence and competence from developing the skills needed.

2.0 Introduction
This report provides information and evidence gathered over the course of first term of my learning journey at the university. It serves as an evaluation of my current academic and employability skills and how I can develop them further. it also identifies the relevant skills that needs to be acquired and developed in order to be successful academically and at my chosen career. As an aspiring Coaching and Project Management Professional, it is imperative that relevant skills required for high performance are identified and intentionally developed. According to (Morgan, 2017, p.19) it is important to develop one’s skill because in the field of management, employees who refuse to develop skills they need soon discover that their career prospects decline, and also, failure to develop appropriate academic skills leads to poor performance at one’s study.
2.1 Definition and types of skills:
According Doyle (2016) a skill set is a distinct class of knowledge, abilities, and experience vital to carry out a task.
 Furthermore, three types of skills were identified. These include.
· Soft skills which are interpersonal and people skills. 
· Hard skills are specialised technical knowledge and abilities needed for a job.
· Transferable skills are skills that can be used in various roles.
2.2 Terms of reference:
This report is written by referring to published literature, in- class exercises done over a period of the first term. The investigation carried out will be read by my lecturer who will use the findings to assess my progress regarding my academic and employability skills. It will also be used as a self- evaluation tool and as a material for reflection on my learning journey.





3.0 Methodology 
This report was prepared by reviewing and appraising all the in-class exercises done during the term. A list of scanned copies will be attached to the report. Skills self-assessment exercises were completed using questionnaires found in the book ‘The Business Students Guide to Study and Employability’ (Morgan, 2017). Course modules were reviewed week by week. Extensive research was also carried out to gather necessary information about the skills needed to be well positioned academically and as a successful employee in my chosen career. Three articles that relates to Project Management and Coaching were examined while preparing for this report and will be attached to lend further insights into the skills required for success in my chosen profession.
4.0 Results (Findings)
In analysing and collating the results for the appropriate academic and employability skills I possess now, and the ones that need developing; it was necessary to begin by first deciding on what my academic and professional goals are.  
4.1 Personal Development Plan (PDP)
  This investigation was conducted using a personal development plan (PDP) to identify and determine the unique set of skills that will be required for my chosen career. Personal development planning (student learning development, 2019) defines Personal development planning as a process that enables an individual to engage in independent thinking and planning for personal, academic and career development. In other words, a personal development plan helps to set important goal and shows how to achieve it.
 Findings
 With the aid of a personal development plan (PDP) conducted during the in-class exercise, the results showed my short-term goal is to acquire new employability and academic skills whilst sharpening existing ones. Mid-term goal is to attain a Certificate in higher education: Skills for the Workplace, while my long-term goal is to complete a degree programme in the university and work towards becoming an expert in my profession of coaching and project management. The result also shows the necessary skills and knowledge to be learned and acquired for this goal to be accomplished. The skills required include:




	Academic skills
	Employability Skills

	· Teamwork
· Academic writing
· Presentation
· Critical thinking
· Research 
· Time management
· Note taking
· Referencing
· Paraphrasing
· Summarising
· Reading


	· Commercial awareness
· Written & oral Communication
· Problem solving
· Leadership
· Negotiation and persuasion
· Organisation
· Teamwork
· Active listening
· IT
· Time management
· Financial 
· Questioning
· Observation
· Client Relationship





Table 1 shows skills required for academic and employability success
It is important to note that some of these skills are transferable skills i.e. skills that can be developed and used across various situations for effective performance (Morgan, 2017, p.22).  The results from the Personal Development Plan also revealed the amount of time and resources needed for these skills and goals to be achieved. 

4.2 SWOT ANALYSIS
 SWOT analysis is a tool for self-evaluation used for the purpose of personal progress. This involves identifying one’s strengths and weaknesses and evaluating the opportunities and threats that are around. The table below shows the findings from conducting my personal SWOT analysis.

Findings:

	Strengths
· Professional qualifications in Prince 2, Agile PM and change management.
· More than 10 years’ work experience.
· Knowledge of project management and coaching.
· Passionate, visionary, determined & positive.
· Entrepreneurial & leadership skills.
· Quick learner and extensive reader.
· Creative & problem-solving skills.
	Weaknesses
· Lack of relevant university degree.
· Lack of experience in chosen profession (project management).
· Lack of skills in using relevant IT tools.
· Procrastination and losing focus.
· Disorganised.
· Lack of consistency and enough discipline.


	Opportunities
· Strong family support.
· Academic development & progression.
· Professional and academic network.
· Government funding.
	Threats
· Limiting beliefs.
· Poor time management.
· Competitive job market.
· Poor financial management.



Table 2 shows my personal SWOT analysis.




4.3 The Eisenhower Method:
Time management is an essential skill necessary for academic and career development. Without the proper management of one’s time, priorities are muddled up and there is no progress. Eisenhower method is a system used to arrange duties and tasks so that priorities are clearly known Nguyen (2012). The tasks are evaluated by categorising them into four boxes labelled urgent/important, not urgent/important, urgent/not important and not urgent/not important.
Findings:
The results from this exercise showed clearly identifies two things
· What tasks are top priorities and have high impact. Examples of these are school assignments and studying. These are the ones that needs focusing on and are vital in developing academic and employability skills and for the achievement of one’s goals. 
·  Activities that needs to be minimized and those that are a complete waste of time. Examples include shopping and spending too much time on social media. 



5.0 Discussion:
According to Cole (2019), the turn out rate of graduates are growing daily causing a high level of competition in the labour market. One of the suggested ways a prospective employee can stand out from the crowd is to acquire marketable skills. 
  The evidence from my findings indicates skills that are critical to success in my academics and chosen profession. While some of these skills are developed and some still developing, there are those that seem to be lacking and needs to be improved on in order to gain confidence and expertise in the field of project management and life coaching. 
Project management definition:
According to association for project management, 2019 project management is defined as “the application of processes, methods, skills, knowledge and experience to achieve specific project objectives according to the project acceptance criteria within agreed parameters. Project management has final deliverables that are constrained to finite timescale and budgets.”

Life coaching definition: 
According to the article ‘what is life coaching?’, 2011-2019 “A life coach is someone who looks to empower others by helping them make, meet and exceed goals in both their personal and professional lives.”



5.1 Time management skill
In the area of project management and academics, time management appears to be a foundational skill upon which other skills are developed. As a student, it seems time management is the first skill that needs to be addressed in order to balance work and family with study. Tran, L (2015) describes time management as the skill required to plan and organize the time spent on activities in a day. Goal setting, planning, and prioritising for increased efficiency are sub skills of time management which is a key feature of project management. Increased effectiveness and productivity are the mark of an excellent time management skill while a lack of effective time management can have adverse consequences on a project eventually. Since every project must be completed within scope, budget and time constraint for it to be deemed a success, efficient time management is a critical skill every good project manager must have.
The evidence of my findings in the personal swot analysis conducted suggests that I often procrastinate and tend to be disorganized. However, by using the daily and weekly to do list I was able to identify all my tasks, arrange them in their order of priority and estimate the time required for them to be completed. Tran, L (2015) also suggests that it’s important to remember that plans most time do not go according to plan. Therefore, constraints and time for unforeseen circumstances should be included in planning and project schedule. There are several time management tools used in project management. Gantts charts is a basic tool in project management to help schedule activities and apportion resources effectively.

5.2 Presentation skill
One of the core job description for a project management professional is the ability to give effective presentation since one will be dealing with stakeholders who needs to be provided with information, educated about a product, service or business opportunity. This is also an essential academic skill to develop for excellent performance in one’s study since there will be several class presentations done during the academic study. According to effective presentation skills (knowledgeHut, 2011-19) presentation is a one-to-many verbal communication method. It involves giving a speech or lecture that is designed to inform, educate, persuade, motivate, inspire or build good will.  
From the findings gathered in skills self-assessment questionnaire in the chapter on “presentation skills” (Morgan, 2017), the evidence suggests that I need to improve my level of confidence when I give a presentation and also to try and maintain a logical sequence to the content I am delivering. This can be achieved by allocating considerable time for rehearsal. Presenters identify what they can or cannot remember and are able to practice and hone their para-linguistic cues when they have rehearsed well (Morgan, 2017, p.185). Making sure I rehearse well before any presentation will boost my confidence, reduce my nerves and help me to deliver my content in a logical sequence. PowerPoint is a good basic tool that can aid in effective presentation.

5.3 Active listening
 Lee, 2019 states that ICF (International Coaching Federation-the main coaching body worldwide) identifies eleven core competencies used within today’s coaching profession. However, these skills are built on a core requirement skill in coaching practice which is active listening. Without active listening a coach cannot have a strong connection and rapport with their clients and this will inevitably lead to poor performance. Active listening requires total focus is placed on what is being said and how it is being said rather than just hearing the speaker in a passive manner (active listening, 2011-2019). Therefore, close attention must be paid to both the verbal and nonverbal messages coming from the speaker/coached.  In academic life, active listening is also a vital skill for academic success. It is especially useful in group work discussion and in class when the tutor is lecturing that utmost attention is paid to what is being said so that the student can understand what is expected of him/her.
Based on the premise that active listening is essential and useful in my academic and professional life, it is important that I develop this skill to the fullest. Some of the ways to do this is derived from the exercise in the book ‘the business students guide to study and employability’ (Morgan, 2017, P.266).
· Eye contact should be maintained with the speaker
· Question should be asked to make sure emotions and facts conveyed are understood.
· Make sure you understand what the other person says before they finish their sentence.
· Do not use facial expressions that suggests judgement.
· Summarise what the speaker has just said before conversation ends.

6.0 Conclusion
Developing my own academic and employability skills now is a highly important endeavour if I am going to be confident and competent in my chosen professions. Equally important is identifying the relevant skills that are critical to my academic and employability success. Overall, the in-class exercises, researches, lectures and this report has helped and still helping me to consolidate my learning journey in developing myself as capable prospective candidate for employment. 
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Paraphrasing Exercises
odapted from http://web.jjay.cuny.edu/~esl/paraphrasing1.htm

Which sentences are closest in meaning to the five sentences below?

1. 25% of 2dolescents who have one baby have a second baby within two years of the first baby’s birth,
2. 25% of babies are bom to mothers who are adolescents.
One out of four zdolescent mothers has another baby before the first baby rezches his second
birthdz
C. A cguarter of adolescent mothers gives birth when their first born is two.
c. 25% of adolescent mothers become pregnant sgain when their first babies are two years old.

2. 1 has been reportad that the richest one percent of Americans own 40% of the country’s wezlth.
2. Therichast 1% are 40 times 25 wealthy as the rest of Americans.
b. [ the g=p between rich 2nd poor continues to grow at the current rate, the richest one percent will
500N own £0% of the country’s wealth.
@ 20% of the country’s weslth is in the hands of only 1% of Americans.%
d.  399% of Americzns own 40% as much as the richest 1%. p

3. Th=judze was relieved when the jury was finally ready to announce its verdict.
2. When the jury announced its verdict, the judge was relieved.
D. Thajudge askad the jury to arrive 3t 3 verdict. £
@ The judge welcomed the prospect of an imminent verdict.W
o. Thajury welcomed the judge's relief. //

Is

. Research data suggest that girls who witnessed maternal 2buse may tolerate abuse as adults more than
girls who did not '

2. Woman whpo witnessaed the sbuse of their mother as teens are more likely to become abusive adults.
Wom=an who observad the abuse of their mothers when they were young are more likely to endure
sbuse themselves)

¢ Womean who were zbused as children are more likely to abuse their own children.

4. Girls who tastify 2bout maternzl abuse tolerate abuse as adults more readily.

5.  Meartha thinks that the issue of adolescent problems is important to write about.

=. Wazrtha thinks that 2dolescents like to write about their problems.

@ Wartha feels that writing 2bout adolescent problems is worthwhile.
Z  Wsrtha believes that the dream of most adolescents is to write something important.
d. Wartha thinks thzt adolescents can write about their problems.

Write your own paraphrase for the following sentences:

1 Aloczl newspzper claims that 75% of all hgmeless people do not like homeless sheiters and prefer to live
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5. gwonan who was nominzted by the prgldgt to head the department was?ulcldy approved by the

.board of trustees.
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HARVARD REFERENCING WORKSHOP

How would the following references be cited in your text, and formatted in your list of
references?

Book
The Complete Guide to referencing and avoiding plagiarism by Neville, Colin
Book. English. 2nd ed. Published Maidenhead : Open University Press 2010

In text:
(Newsllg, 7\0\O>

In reference list:

Newilke )¢ » (2010) The Eomplete Guide m&,vw,mf owed
Plaguonism And B9« Moadembend L Open U e

o
"‘5’ Praes.

Chapter in an edited book

Cite a chapter by P Baty called Collaborative Learning from page 231 to page 248
contained in the following book: Study skills for Dyslexic students.

Hargreaves, Sandra

Book. English.

Published Los Angeles, Calif. ; London : SAGE 2007
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In reference list:
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f Putting the Deifendant in Their Place: Why Do We Still Use the,Dock in Criminal

Proceedings? Mulcahy, Linda/,gritish Journal.of Criminology*olume 53 Issue 6 (2013):

1139-1156.
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Equity and Efficiency in the Workplace: New Trends in Managing Hurmar
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Report 24.2 (Spring 1987): 35.
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Daily Telegraph (London) October 21, 2013 Monday p1
Fears of rising bills as deal is struck for new nuclear plant. Raland Gribben

In text:
CG‘, r-'\ J ?\,D ‘5)}
In reference list:

Cj\‘\b\@@v\ D\ CQ\O\S> f"UwS ¢'£ i s—a,\,{ L—"(,L) oS C.’Lnﬁr\
8“"‘\/\4/&— for ned nuelosn | Ao Doxl 3 Tala “pl

Web pages

Type the following words into Google: BBC news electronic retinas. Wrie = =ersncs
for the article “Two blind British men have electronic retinas fitted”.

In text: p
Nadgh (7012 /

In reference list:
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Sentence Structure Exercise

Meecla L-Se b q
NAME of STUDENT: 4 N Module, Term zaé Geoug__ b

1. mother strangers me spezk to ﬂ&ém'/ never told to. /

MU\ w\])% P@@ WAL gl LG 5;.’/),% :’5 ;’f/'/,{//b/'
\ ' -

2. boy bicycle ride not 2 could the.

/YLL lo‘o‘;xr C,c."«!la m,&%— .——&\oe, c, K,/_,C_,/j',a, s —
\J S

3. college yesterday went | to work after.

~ ]
\ \,,}—U\I’— 1:5 C,C’U_J 2 4 U/’j‘/@)///}o_,/ L:,X’TL// g L
\j ¥ :

N
2y

4. is city than bigger London a Bucharest. — ‘ .
L (‘/‘“"3 an %3 (=N Lg—l*Wv C L/L—w( H'Jf-"‘; 6 “uC L\Cp’/-b'/h
gV N

5. married years after man got woman and the five.

X 4
m__{_/ AN E'an @ ny\ ’Q‘:%/— YN Crr £~ S ¢ ‘t‘-jé;{/““"/

7. John farmer’s the and friend chicken his stole

Adn o) s Erpe ol Mo formas chicheen
Tl

8. finish open want shop university | after | coffec [towzfit 2

. - 7 ) [‘;":.;v‘,; LL
\\QOM}LOW\; WS[@?O‘;—@W shiinle
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LONLON Torm A
ln-class exerclse Lt Paraphrasing (Oct 2019)

i\“ Tty Saont David Academic and Employabllity Skills < bMSWA001
N :

A

Studient Name N‘\ \\\\Q\\\ L“_é:‘\‘ \t\\ ““:_ _ Student bt \* ‘() N »C\ (‘l‘

Thue altocated: 1 hour, Mease reduen vour pager to the lecturer upon completion 1t will be returned
20 VOU QP e R sesvion You will ieed to nclude @ scanned copy of this exercise i the form of an
SRR fogether with vou Task L (part of the Assignment for this modile).

XL Write 2 paraphrase of the following passage.

Chocolate has always been considered an atfordable little luxury, assoctated with romance and
~clebrations. Therefore in 2001, revelations that the production of cocoa in lvory Coast nvolved

id sheve labour deeply shocked chocolate companies, consumers and governments alike, The USA

vassed legislation mandating that standards be created to permit companies who could prove that

their choculate 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 o limit ghusive practices.
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W e Davld Academic and Employability Skills - BMSW4001
\ LONDON Term 1
In-class exercise 1: Paraphrasing (Oct 2019)

Ex.2. Complete the blanks in 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) ModE \/
The boss Qwﬂmceé Sowt cl«me&,es WNU L—L in the office.

2) He doesn't write tg me as frequently as | wanted. Mo Dﬂe/‘"\/
I wish o WY ‘o me &%\A}Lﬁ:{?’

3) We were concerned about her health.

We had some \W3ICCILS Gdg,@mg' o Lo A ‘/

v

4) You weren't careful, so you made so many mistakes. (had) Mag
If oW L\,ovb Le.ewn Cweu WD'\A wo««iﬁ n e,so many mistakes.
5) The council cut fundlng so we could not provi e free parking. W
Because of _{\& r-n,é ARAGIE %% dMig . e L
e e fo preveoe el Q'J«L\»

6) His proposal was a failure as it was too theoretical. ( elied)
d

His proposal ce\lved o oo wmuxk

7) It was Mary who stole money
}e€A£3“\4 &LL W TR v/
|

He accused [U&~ a,

8) He seems well-educated. However, hesnot very bright. (although)
MM o o\ e ¥s voell cj_a,ll ML@‘SV\J’F‘MM
Y

erstanding plagiarism and attnbutlon ggggentlons on

9) Universities place the burden of und

students.
The responSIbl ity for MWMM n(wqml"sw\ chB Cwu‘\"lg\wﬁ"‘r"\ C()’WJ/V@‘LU—V\
\”f’ —ﬂesM«zw&Glmﬁ \/W\wwz,fﬁv—e/)

10) 33% of adolescents who have one baby, have a second baby within two years 0

mwﬂd\% wocnes ot hewe— M(ﬁws(’ Lol 410 \’LWB
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The Importance of Time Management (Aspects of
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Time is a commadity that we atways need more of desperately, but there is never
enough of it. Don take the White Rabbit in Alice in Wonderland as your role mode|

i
when it comes to keeping time, because if he had exercised better time management TR — ' - 1 |
B mwm&mmmmmw@num |
he wouldn't have been late all the time. |
i

i

What Is Time Management?
TrneMamganauismmm]mwwﬁmsmmmmammshaday.ﬂnramd

;mdm\emnagefnem'sk-mmgnssrcp"mrq.tha?eymofpmjgamanagmmm
mmsskﬂhmmasplannmmnggnafsmpfcﬁ&n;ﬁ;be:ymfmmg

Why Is It so Important?
Hmmwmum‘ljmrlnsxmrwdm;lﬁexdl-ﬂmmgzkmdﬂ'wmobabﬂydidakxofl'mes.Thue
arealot MMVMM@MMMEQEM Blog Search ;
pmmahwdaﬂyﬂnrﬁngtmuﬁ:hsmjnma W2y 12 TEnage our ime better. Time Management is

often associated with busiress, bt you reed this siill i svery art of Ife. For project managers, it is particularly Enter keywords :
imporiant to possess tme maragement skills to be surrsosful '

Alack ofeﬂmnmerrm:anmeamgmr:;aama;rvpghmew@rmﬁneismeolmm

mmmwwm!rmresa-we&a;me‘ix:mﬂ-emm:mpedapmjealnmmmxs More Like This i
mngredryismq.mﬂmﬁmemrwmmmmwmam{mim in the project manager and The n 3
the team members. Worst case scararior 2 Borront. . ;
Project Management Part 1)
. {{company/blog/anticles/the-importance-of-time-
Effective Time Management
anagement-aspects-of-project-management-pact:1/)
m.qmgmdumemmrmﬂruu-rxm-a—gmmry&memwm,.mismmnutywshwld M
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efficiently.
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Effective Presentation Skills

Presentation is a one-to-many formal verbal communication method. A presentation is the process of presenting an idea or

a topic to an audience (https://en.wikipedia.org/wiki/Audience). It is typically a demonstration, introduction, lecture

(https://enwikipedia.org/wiki/Lecture). or speech meant to inform, educate, persuade, inspire, motivate, or to build good

will or to present a new idea or product.

Presentations need to be effective and it must help achieve the expected goal of positively influencing the audience with

the new information being presented.

Presentations are formal method of communicating your messages in a powerful manner to create the desired impact.
There are numerous presentation audio visual tools and aids available which can be used to make the presentations more

powerful and effective.

One should prepare well for making an effective presentation. For that we need to understand the finer nuances of

presentation.

An approach for making effective presentation

The entire process of effectively delivering a presentation can be divided into following 3 phases:

1. Planning the presentation

« ltis very important to do the necessary ground work before even we start designing the presentation.

« ltisimportant to clearly define the objectives of the presentation. What are the end messages we are looking at conveying to
the audience and what results a successful presentation will lead to.

+ We must understand the background of the audience upfront. We also need to clearly understand their expectations from
the presentation.

« What are the messages we need to convey to the audience and the priority of the messages

« We also need to be very clear about how the presentation will benefit the audience

« Plan and define the expected take-away for the audience

« Decide the tone of the presentation whether it is informative, inspirational, motivational or educational

2. Preparing the presentation

It is important to prepare an appealing presentation by aggregating the right content in the right format. We can make use

of some of the presentation tools to make the presentation visually more impactful.





+ Decide the content to be shown in the presentation. Decide additional supporting information that might need to be
distributed for consumption by the audience

+ Decide the right tools for making the presentation. PowerPoint is one of the most impactful presentation tools widely being
used.

« Making use of visual charts and graphs will also enrich the presentation

« Number of slides in the presentation should be limited.

« There are many thumb rules for making presentation slides. Most important is not to have too much text on the slides. There
should be mostly important bullet points on a slide

+ Prepare the speech script for each slide to explain each point on the slide

+ One of the most popular guidelines for making powerpoint presentation is the 10

-20-30 rule, which says there should not be
more than 10 slides. not taking more than 20 minutes to present and font size of text not less than 30.

« Thereis also a 7-7 rule which states that each slide should not have more than 7 lines of text and each line should noth

ave
more than 7 words

« Signpost the presentation by dividing it logically

3. Delivering the presentation

Delivering the presentation is the most important part of the whole process. This is the real work where you need to

establish direct contact with the audience and deliver the presentation to them. This being a live and face-to-face process

will involve huge amount of human emotions. It can cause immense anxiety to the presenter. One needs to keep the
following points in mind while delivering the presentation.

Rehearse the presentation with the prepared script very well many times before making the actual presentation
Start the presentation in a positive and strong note.

Maintain direct eye contact with the entire audience and make good use of your body language

"
Use lot of real world examples which the audience can relate with, Also share personal experience to drive the practical
ctical

aspect of the message. This will make the messages more relatable and easily acceptable by the audience

It is normal i i * itis necessar y tocr eate the initial c nnect with them
| for a speakel to feel nervous with a new audience. He ceit I N
That will help to reduce the anx'lety and he\p you become more co nfortable.

Use humour as appropriate depending upon the audience.

Conclude your presentation with the key messages

Make provision for some time for question answer session during the concluding part of the presentation

Conclusion

Making

different. A good presentatio

presentation is always challenging. Each presentation is unique as the topics may be different and audience may b
e
n should have a good subject matter, should match with the objective, should best fit the

audience. an

d should be well organized. And it must meet or exceed the expectation of the audience and finally should
give something concrete to the audience to take away.





Academic and Employability Skills (ACE) —term 1

) B
LY LonooN BMSW4001
In-class exercise 2: Summarising (Oct 2019)
Ex.2
on the previous page.

Re-read the text ‘To be a great leader, you need to start by leading yourself’
Summarise main ideas from the text in your own words. Write about 175 words.
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Time Management: The Eisenhower Method

Name(s):_ Akainole  Solecwn

1 URGENT

NOT URGENT

These activities usually get done.
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These activities are high impact. Make them a priority.

K Ercer aisR-

These activities are deceptive — don’t confuse urgent &
impartant. Minimize these.
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These activities are usually a waste of time. Avoid them.
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Section 4 - Resources
What resources do | need?

Example: free time; funding

.
Section 5 - Time Schedule

What is my time schedule?

when will | start?

short-Term Time Frame
What do | want to

accomplish in the next
three to siX months?

e
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s Mid-Term Time Frame Long-Term Time Frame

What do | want to
accomplish in the next
'l six months to two years?
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What do 1 want to
accomplish in the next
two to three years?
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When do | expect to finish? ﬁ‘@’" YQ 7«07-0 3"’
T
Section 6 - Completion
O O O
When havel completed each Date Date Date
step?
O O O
Date Date Date
O O O
Date Date Date
[
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Adapted from: http: v hrucdavis






Personal Development Plan

Short-Term Time Frame

What do | want to
accomplish In the next
three to six months?

Mid-Term Time Frame

What do | want to
accomplish in the next
six months to two years?

Long-Term Time Frame

What do | want to
accomplish in the next
two to three years?

e st

Section 1 - My Goals

What are my overall goals
that | want to accomplish
in this time period?

Example: become a
Student Affairs Officer;
learn computer graphics
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Section 2 - Skills and
Knowledge to be
Learned

What specifically do I need
to learn? What project do |
need to work on?

Example: Student advising;
Banner; Dreamweaver,;
develop a procedures
manual
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Section 3 - Next Steps

How am | going to acquire
the skills and knowledge?

How am | going to do this

project?

Example: take
Dreamweaver class; do an
informational interview; set
up a project outline

Aca% vt /
aHClugs sh\ﬁ

\[M—Tw\a-&
\J vy aws

QQWCL\

?\‘Nc\,@ef
LN )
peoe <X ¢

AWL@‘ o &k}

v
w degoe

[ov ‘v\,o,@\,&wla_

e

\ Shuieg.

?‘T ope%ewug
G,\IOMJQ ;

bt

Adapted from: http://www.hr,ucdavls.edu/sdps/forms/IDP%20Final%2010,14.11 pdf
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Short-Term Time Frame Mid-Term Time Frame Long-Term T.l;n;‘?;a*me o
What do | want to What do | want to What do | want to
accomplish in the next accomplish in the next accomplish in the next
three to six months? six months to two years?

two to three years?
I
e mang
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Example: free time; funding

Section 4 - Resources

Leconmcos

Section 5 - Time Schedule L\.L\
Wes °S
What is my time schedule? %
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When do | expect to finish? A@,\, 10'10
Section 6 - Completion ] \\
g O O
| \
When have | completed each Date Date \Date
‘step?
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Date Date Date
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PERSONAL DEVELOPMENT PLAN

What is a Personal Development Plan (PDP)? '

Janning enables lnhl\')duxlﬁ to take charge © Learning

f their own learning.
=d to support immediate

2
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PDP) enables you to identify key areas of learning and development activity
skills and behavioural attribute‘g‘&;xuhtk

that will sazhle vou to sither 3cguire DSW O davalop QM
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enhancing performance in your current role /

-~
O addressing anticipatad changss in your currant ol
< - \/

addressing caroor aspirations towards 3 futurs role

Step 1: Deciding on your goals

Lons-term sosls
Whst do you want to achisve aner qnmex\t:’f
\bt-cc*-u.. a<s Fvc\‘t.—w‘f (EEN

E\ Ra el n“
T;%:e!p you think sbout your goals, ask yoursalf:
rass of my studiss) swork/Tife do 1 want to develop?

\ Whatar
K e \Whataress do | nead to improve?
( e \What might be some long-term &areer §
those goalk?
Consider thess idess to get you started:
e Talk with your lectursr.

Schadule = confidential session with 3 careers advisor at UWTSD.

<oak and what skills would | need to develop to achieve

e Read career development books.
Set resfistic priorities —what's achievable in the next three months? This year? Within 3 years?

==

Employers are looking for spacific attributes whan recruiting graduates. An employable graduate will be:

Capabie of 2pplying knowledge v

<>

& Enguiring - critica] thinking abifities ™
< Creative

< E.m—ueaﬁngso!uﬁcns/

< Ethical

> Thn \/

< Thinking internationally





U clens s

("lLO'hn

|1s employers want
areness v

jcation skills

Top 10 ski

Commercial aw
Commun

Teamwork skills .-
Negotiation and persuasion skills \/1

problem solving ability V'~
Leadership ability
Organisational skills
perseverance and motivationl/

The ability to work under pressuré
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10. Confidence  \/~

Adapted from: waww.tarzet co.uk (Nov 2012)

Mid- term goals

you want t0 achieve by the end of the 1*tyear?

What do

In your class? In your professional development?

easure success? How will you know you have achieved your goal?

Step 2: Evaluating your current position /

ated any of the 10 skills mentioned before.

How will you m

Think of situations where you demonstr

How successful was your personal activity during the situations you are considering?

engths and weaknesses? How do you know? Give evidence of your achievement.

What were your str

Step 3: Creating a plan M

Deciding on a plan of action to get from here to there.

Mazke concrete plans:

» Define what you need to do

» Define when and how you will do it
Be specific about your milestones
Plan review points
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Adzpted frooy: o/ fwerw voutube comfwatch Av=V1Toma3n10







