                                                                   TASK 1
         In this task I am going to have a close look and describe skills, my personal SWOT analysis and Personal Development Plan. I am going to describe with a personal example the skills needed for our Academic and professional life. The list of skills will include: Adaptive skills, Academic skills, Employability skills. Hard skills, Soft skills. When we acquire better understanding of the skills, I am going to describe SWOT analysis which are going to be linked with my Personal Development Plan.                                                                                                                                                                                                                                                                 
    Skills (definition). Ability to do something well. Expertise (Moodle 2020). Skill is considered everything that we learn to do from day one. Skill is everything we learn to complete a certain task. Everything that we learn to achieve something, weather is in our jobs, hobbies or lives as general. For example: crying, breathing, learning to talk, learning to read, learning to play football, learning to sing, and etc. Later-on in our lives we are learning different types of skills: Academic skills, Employability skills, Adaptive skills, Transferable skills and job related and etc.			
    Adaptive skills: Helping us to cope, shape attitudes govern our personal interactions and determinate now we manage ourselves. (Moodle 2020) This is the development of our personal attitude and your personal way of dealing and adapt with different situations. Adaptive skill includes all types of skills we are using in our lives daily. Adaptive skills are helping us to adapt in a different situation.  To the group of adaptive skills we can include:
    Academic skills: Skills needed for learning.  Learning skills. Group of skills we are using through our entire academic life. Type of skills are also used within our professional life too. Academic skills include:
    Writing skills: important to express our self in grammatically correct way. Critical skill in most types of communication. In my personal example: I find writing skill applicable in my studies and my professional life as well. For example: In my university they are used for note taking, in-class exercises, homework. Within my professional life writing skills are used mainly for communication. Communication which is between me and my manager, me and a client or me and my colleagues. Mainly used to clarify jobs and their descriptions.
     Reading skills help us to understand and analyse texts. There are also different technics which enable us to analyse the text quicker and fully. Reading skills are must know and must have skills. In my daily life I am using that type of skills everywhere. For example: In university, in lectures, collecting information for my essays. The whole academic and daily life is linked with reading skills. The example of reading skills use in my daily life is reading a newspaper, using internet, watching television and many more.
     Presentational skills : -“Every time you communicate with another person or group of people, you are presenting yourself; your opinions, thoughts, likes, dislikes, intentions and variety of other aspects of your personality, to the other person.”(Presentation skills, The OCR Guide to Presentation Skills,2013) Here we can see the importance of the communication skills. Very important is how we are going to plan and deliver our presentation to the audience. Arriving early to doublecheck if everything is ok and functioning in a correct way. Understanding our audience and their feedback. Keep an eye contact, appropriate body language facing the audience and the use of the correct voice are key presentation skills. Developing good presentation skills are essential for our academic and professional life. 
    Note taking it is a skill essential in our academic, personal and professional life. In our academic life we are using note taking in our lectures, essay and report planning, or simply scanning a specific texts or information. Keeping a good attention analyse and highlight the most important from text or in lectures.  The use of abbreviations and sings are key tools in our note taking. Especially when we need to keep up with the lecturer pace. 

Employability skills are the skills that we are using within our professional career. “As we saw in chapter 2, there is a significant overlap between the skills required to be successful in your studies and those required for the workplace” (Morgan ,2017, p.177). In university we are getting prepared for our professional career. The skills we learn in the university are widely used within our professional career. Different careers required different Employability Skills.  

Hard skills include all the skills that we learn through experience, practice and training. For example: writing is one of them. Firstly, we are learning the alphabet, after we are learning how to use it in appropriate way to accomplish grammatically correct sentence. With time and exercises like dictation and writing and essay we able to master that skill. This is an example, showing us the key to success in any skill learning is the perceverance to follow the right steps. Another hard is working with Microsoft Word. Learning to program and the appropriate programming language needed for programming is a hard skill too. In my profession as a Cabinet Maker I am using a wide range of hard skills. The first most important hard skill is the safety use of the machinery. Reading and understanding technical drawings is another technical skill essential for my profession. Hard skills are all the technical skills needed to complete a specific task in our work or everyday life.

    Soft skills-“Skills, abilities and traits that pertain to personality, attitude and behaviour rather than to formal or technical knowledge” (Maund and Schriek, 2017, p463) Type of skills that a person have within. Skills essentials to be used all-around the labour market. For example: the way we behave at work, how we are going to approach people verbally and non-verbally. Type of skills that involved the use and development of the whole known etiquette. The purpose of their use aims to improve the quality of work and communication too. As a Cabinet maker it is really important for me to use soft skills in appropriate way at work and personal life too. For example: when I am communicating with my manager about new task, I am listening with a full attention without interrupting him.  Waiting for the right time and moment for suggestions and questions with attention not to be offensive. Another example is working within team. Understanding the group task, the way of communication and understanding each other considering individuals age, experience and condition. The appropriate attitude towards older and vulnerable individuals considering their condition. Within the society soft skills are used again when we communicate with each other, being careful considering peoples state and condition. Giving your seat to pregnant women or an old man is another example of soft skill. Your whole emotional intelligence.
   SWOT analysis: SWOT stands for Strengths, Weaknesses, Opportunity and Treats. I consider the SWOT analysis as a tool helping you with analyse yourself and gain better knowledge of yourself. Gaining better knowledge of yourself on another hand is essential to develop good Personal Development Plan. 





	                   Strengths 

Working experience 
Good Verbal English
Organizing skills 
Creativity 
Problem Solving skills

	                     Weaknesses 

Written Communication 
Not driving
Reading skills 
Bad time management 

	                  Opportunity 
Studying in University
CPD diploma course 
Driving course 
Career In real estate 
Alternative Career as a production manager 
	                      Treats
Lack of work 
Exam failure 
Time management
Illnesses 



 
										
     Personal Development Plan (PDP) is aiming to help us with setting our future goals, how we are going to achieve them. What steps do we need to take and what skills we need to acquire into specific time frames so we can achieve the desired goals.  Timeframes which are short-term time frame, middle-term time frame and long-term time frame. Under the shorth-term time frame we need set the goals that we want to accomplish within a short period of time. Goals which achievement usually help us to pass into the middle-term time frame. Usually this time is three to six months. Middle term time frame is the time frame which achievement help us to move on to the long-term time frame. The middle-term time frame usually takes between six months to two years. And the long-term time frame it is our actual goal we want to accomplish. Under every time frame we are having different sections with different task we need to achieve within the time frame we have set. (see appendices for example)
  Successful completion of the long-term time frame  means, that you have success in completion your previous time frames, also success in completing your Personal Development Plan. Once successfully finished PDP means that you are where you want to be. 
  In my Personal Development (see appendices for example) I have got three-time frames and six sections. Short-term time frame: What do I want to accomplish in three to six months.  Middle-term time frame: What do I want to accomplish in the next six months to two years. Long-long term time frame: What do I need to accomplish in two to three years. Under each time frame I have a section with description. Section number one: My goals.  What are my overall goals. Section two is skills and knowledge. What specifically do I need to learn? Section 3 is how I am going to acquire the skills and knowledge? How I am going to do this project? Section 4 is what recourses do I need? Section 5 is when I will start? Section 6 is when I expect to finish? 
   My short-term goals are to graduate with a good mark The Certificate in Higher Education: Skills for the workplace lever 4 and pass a diving test. To accomplish this I will need to develop good writing, reading, listening, communication and driving skills. The development of the required skills will be achieved by attendance at classes, writing my assignments on time and starting a driving licence school. The resources I need are money, time, concentration, notebooks, organized workplace, computer, and internet. I am going to start my short-term time frame at 20th of February 2020 and I am planning to finish at 20th October 2020
  My middle-term goals are to start a Bachelor Degree in Management and Leadership and gain level 2 CPD certified estate agent diploma. The skills and Knowle required for accomplish my goals are: Good Academic English, essay writing skills and good understanding of all the modules I am going to study. The skills and knowledge I am going to acquire by practising essay writing, English for academic purposes, focus in class, in class exercises, homework, to begin level two CPD certified estate agent diploma. The recourses I am going to need are the same as my short-term goals. I am planning to start my middle term time frame at 20th of October 2020 and I am planning to finish at 20th of October 2022.
   My long-term time frame goals are to graduate Bachelor Degree in Management and Leadership, gain level 3 CPD estate agent diploma, becoming a trainee estate agent.  The skills and knowledge required are: Management and leadership skills, to improve soft skill,
gain knowledge in: Business administration, town planning, property law, civil and structural engineering, building surveying, property services, strong IT skills. I am going to acquire these skills and knowledge with self-determination, graduating Bachelor Degree in Management and Leadership and gaining level 3 CPD certified estate agent diploma. The start of my long-term time frame is the 20th of October 2022 and the finish is 20th October 2023.
    Describing each skill with definition and example helped us understand what application they have. The SWOT analysis is showing what my weaknesses, strengths, opportunities, and threats are. Analysis important for self-assessment in a current situation. After understanding those analysis, I have link them to my Personal Development Plan where I have included the skills needed to be achieved within a specific time-frame. Once completed correctly the Personal Development Plan will help us accomplish our long-term time frame.
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Appendices:

	
	Shorth-term time frame

What do I want to accomplish in 3-6 months 
	Mid-term time frame 

What do I want to accomplish in the next 6 months to 2 years
	Long-term time frame

What do I want to accomplish in the next 2 to 3 years

	Section 1:

My goals 

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

	Graduate the Certificate in Higher Education level 4, Skills for the workplace with a good mark 

Driving licence
	Start a bachelor degree in Management and Leadership,
Gain level 2 CPD certified estate agent diploma 
	Graduate Management and Leadership,
Gain level 3 CPD certified estate agent diploma,
Becoming a trainee estate agent 

	Section 2:
Skills and Knowledge

What specifically do I need to learn?
	Writing skills 
Reading skills 
Presentation skills 
Listening skills 
Communication skills 
Driving skills 
	Good essay writing 
Good understanding in Academic English
Good understanding in all the modules I am studying
	Management and leadership skills
To improve soft skill 
Gain knowledge in:
Business administration.
Town planning 
Property law
Civil and structural engineering
Building surveying 
Property services
Strong IT skills

	Section 3:
How I am going to acquire the skills and knowledge?
How am I going to do this project?
	Attendance and writing the assignments on time 
Starting a driving licence school 
	Practicing essay writing
Reading and exercise English for Academic Purposes
Focus in class 
In class exercises 
Homework 
To begin level 2 CPD diploma course 
	Self-determination,
 Graduating Bachelor degree in management and leadership,
To begin level 3 CPD diploma course 

	Section 4

What resources do I need?

	Time 
Money 
Concentration 
Notebooks
Organized workplace 
Computer 
Excess to internet 
	Time 
Money 
Concentration 
Notebooks
Organized workplace 
Computer 
Excess to internet
	Time 
Money 
Concentration 
Notebooks
Organized workplace 
Computer 
Excess to internet

	Section 5
When I will start?
	20 February 2020
	20 October 2020
	20 October 
2022

	Section 6
When I expect to finish?
	20 October 2020
	20 October 2022
	20 October 2023



