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One hour or less is useful for:
+ reviewing lecture notes

+ completing short readings

+ previewing long readings

+ doing problems

+ revising for exams

+ jotting down essay plans

+ proofreading an assignment

Medium Time Slots

One to three hours s a good time for
more concentrated study. Medium
slots can be used for:

+ more detailed note-reviewing
+ reading for courses/ assignments
+ taking notes from readings
drafting/editing an assignment

+ revising for exams

Long Time Slots

More than three hours can be set
aside for:

+ working on an assignment

+ completing an extensive amount
of reading

+ doing research for assignments
+ revising for exams

Bus and train journeys or lunch
breaks are useful for this kind of
work.

During medium and long time slots, divide study time up into one hour
sections and take breaks. Try not to study for longer than an hour at a time,

as concentration begins to slip.
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Executive summary

At the beginning of the semester I was asked to produce a Personal Development Plan (PDP), which outlined the goals I intend to achieve in the next 7 years or so. Looking at my PDP I realised that I would have to enhance certain areas of my interpersonal skills in order to achieve my goals successfully. My next step was then to produce a personal SWOT analysis, which identified my internal strengths, weaknesses and external opportunities and threats. This method allowed me to identify those interpersonal skills that required immediate improvement. These were, written communication skills, presentation skills, and time management skills.

Throughout the semester I carried out a number of in-class and off-class exercises that allowed me to develop in these skills. Examples include creative writing, filling in time logs and practicing how to give effective and persuasive presentations. 

By the December I managed to improve in these skills and meet some and part of my PDP goals, such as achieving high grades in exams and coursework and passing a martial arts grading. 

The appendices of this reports contains such time logs and other in class test exercises that I carried out. 

Introduction

At the beginning of this module I decided to develop on a range of interpersonal skills, such as communication, teamwork, and presentation skills. 
This report takes the form self-assessment and will evaluate my development in different areas. I have included a SWOT analysis in order to analyse my strengths, weaknesses, opportunities and threats. 

Throughout the semester I focused on improving my time management skills, team work and presentation skills. The reason is because I was not making my free time productive enough, but rather procrastinating. I also noticed that writing academic reports at University was not so easy; thus I decided to improve on my written communication skills. Although I had experience giving Power Point Presentations, I decided to work on my presentation skills too. 
SWOT Analysis 

The following SWOT analysis is based on a self-assessment of skills at the beginning of the semester. My strengths must be developed further; my weaknesses must be turned into strengths, and I must take advantage of my opportunities and repel my threats. 
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Development Goals

Coursework one required me to produce a PDP. Here, I included SMART goals that I plan to achieve in the next 7 years. These goals are listed below.

1. Successfully complete all assignments whilst at university 

2. Graduate with a 2:1 or 1st 

3. Attend and successfully pass a martial arts grading 

4. Improve presentation skills 

5. Improve knowledge of Microsoft Word and Excel 

6. Not get married until after the age of 25

My SWOT analysis includes weaknesses that hinder my personal and academic development, so I set myself into turn these weaknesses into strengths. Improving these will help me achieve my PDP goals. For example, improved written communication skills would allow me to write proficient academic, thus meeting my first PDP goal and Appropriate time management will set a limit to the amount of time that I spend being unproductive. 

Self Reflection 

Written communication skills

At the beginning of the semester I set myself on improving my written communication skills. This was because I realised that in order to succeed at university I would have to deliver my written work as required by the panel. Bearing in mind the present economic climate, if I am to be become a manager in the near future, I would be required to have excellent written communication skills so as to excel in my career. The following quote, taken from an article titled “employers seek applicants with polished writing skills” supports my situation. 

“In such a tight job market, both seasoned employees as well as new graduates must have the skills employers need. And increasingly in business, that means good business-writing capabilities.

But finding recruits who can write well for businesses can be difficult, according to surveys of U.S. employers. So when a job applicant can demonstrate a facility for business writing, it just might mean the important edge that other candidates lack.”








(Kristie Siegel, 2008, Page 1)


Actions Taken To Develop The Skill
To improve my writing skills, I first identified factors that were hindering my academic writing. These factors were, little research or sometimes too much, not understating the topic correctly, and my vocabulary not being wide enough. 

Too little research meant that I did not have enough references to back points made in my reports, and my knowledge on the topic was limited to what I was taught, so I did not have a second or third view on the topic in question. In contrast, too much research meant that I had so much data that I would start writing about something irrelevant, and get my sources mixed up. 

However, not understanding the topic correctly was the main factor hindering my academic writing. If I did not understand the topic, then I would not know what I should research on, how I should start the report/essay, and how I should structure it. 

I noticed that when writing a piece of work, I would choose words and look for synonyms. This is mainly because my vocabulary was very limited and I wanted to find a more formal way of saying something. This was something that I wanted to improve for a long time, but did not know how to tackle it. 

Having identified these factors, I devised an action plan that enclosed a series of steps that I would take to improve my writing skills. For example, in order to widen my vocabulary I started reading more. Examples include the Financial Times, “100 things you’re not supposed to know” by Russ Kick and “My name is Light” by Elsa Osorio amongst others. Having increased the amount I read, I noticed that my vocabulary improved, but also my creativity, spelling, and reading speed. 

Exercises that I carried out include creative writing, such as excuses for being late, or no sports gear, and a description of where I live, for an audience with a very different environment. In addition, before starting to write something, whether it is an academic report or for leisure, I would consider the tone, the audience, and how to engage the audience and draw them into reading further. 

From where I am standing now, I look back at the beginning of the semester and I can see a big improvement in my written communication skills. I am more confident with writing reports and essays. In addition, all I learnt from the reading I have done has increased my general knowledge in a range of fields.


Time management 

Time management is something that I had to improve immediately, due to a number of reasons. At the beginning of the semester I began preparing for a Ju-Jitsu grading, and this was time consuming. Homework and reading also required plenty of time, as well as the socialising. Therefore, I needed to manage my time carefully so that none of my personal interests were affected. My first Interpersonal Skills seminar taught me that I could not store time or save it for later. I get the same amount of time as everybody else; and so I must use it wisely.

Before, lack of time was the blame for most things. For example, not enough exercise, not enough shifts at work, unachieved goals and stressful days. I soon realised that waiting for “free time” was a waste of time, so I would have to make time for those things that were important for me.  

To improve how I manage my time I had to identify the reason for not managing my time appropriately. I filled in a time-log over a period of 3 days to identify what was hindering my time management. I also noticed that I was rushing to get my work done towards deadlines. This rushing to get work completed and time-log allowed me to identify the reasons affecting my time management. These are:

1. Procrastination
2. Not being able to prioritise

3. Being overwhelmed by the amount of work

4. Socialising too much
Actions Taken To Develop The Skill

I could now devise an action plan that would help me deal with what was hindering my time management. However, in order to deal with these problems effectively, each of these would have to be approached from different angles. The first thing I decided to do was to prioritise my personal interests (Academic study, Jitsu, Social life). Below I have listed these.

	High priority
	Academic study

	Medium priority
	Social Life

	Low priority
	Jitsu



To prioritise well, I would have to plan my days ahead to avoid work-overload and stress, whilst meeting deadlines and personal needs. So I opted to use a personal planner. Here I noted dates of exams and assignment deadlines, calculated the time I have available, and how much time I would devote to either complete each of my assignments or revise for exams. 

A personal planner structured each of my days and the tasks I should do according to their priority. This dealt with reason number two in the previous page, “not being able to prioritise”.


In order to tackle procrastination and being overwhelmed by the workload (reason one and three), I would have to manage my time intelligently. A report on time management by an anonymous author gave me an overview of how to do this. The following table has been adapted from this report and applied to myself. The original table is included in the appendix. 

	Short time slots < 1 hour
	Medium time slots 1-3 hours 
	Long time slots 

	Reading newspapers on the bus 

Going through coursework syllabus

Practicing small math problems

Going through my lecture notes, and adding notes

Reviewing my notes to structure my reports 

Organising myself


	Writing up revision notes 

Longer and more complex math problems

Research for reports 

Trying to understand topics that I find confusing 

Make a start in reports and essays 


	Writing up my reports 

Proof reading reports and improving them

Doing past papers 

Practicing for presentations 

	Short journeys, lunch or small breaks are good for this kind of work.
	These are medium and long time slots. I can divide my study time in hour sets to make a steady progress. I must take breaks and not study for more than an hour at the time, as I will begin to loose focus. 


Adapted from The Learning Centre, The University of New South Wales © 2001.
The table above acts as a guide of what to do and when to do it. It allows me to use small time slots to get a lot done. But, how do arranging different activities according to the time I have available helps me deal with procrastination and being overwhelmed by large quantities of work? 

Well, I procrastinate is because I get overwhelmed by the amount of work I have to do. I avoid making a start until I can really motivate and tell myself that I have to do it. Doing a little at the time allows me to get started with tasks by taking small steps. This procedure helps me ignore the actual size of the assignment, or amount of tasks to be done, so I do not overwhelm as much. Once I have made a start I can pick the pace up and get on with my work. This procedure motivates me to commence tasks as soon as possible, hence reducing procrastination to a minimum. 

In terms of my fourth problem (socialising too much), I begun by showing more interest and commitment to those top priorities in my life, which lead me to work harder and absorb more from the given subject, as well as performing better at Jitsu. I reduced the amount of time I spend going out with friends on day or evening social events. Shortly after, I noticed that I was more alert in the mornings and the need to take mid-day naps was no longer necessary. 

It is now December and near the end of the semester, and I feel that my time management have improved in such a way that I have enough time to relax during the day and get all my work done way before my deadlines. I now spend a lot of my time improving my assignments. Furthermore, I no longer feel overwhelmed by the amount of work I have to do. 

Presentation skills 

It had come to my knowledge that presentation skills are crucial to excel in my desired career. Employers carefully seek for those graduates who are high achievers in their field, with the right level of presentation skills. 

A creative workforce with original ideas, but poor presentation skills is not as rewarding as a workforce with original ideas and excellent presentation skills. A business will suffer with employees who cannot express their ideas and show how these can be profitable. Ideas must be sold to managers and the board has to be convinced that these will succeed. 

Actions taken to develop the skill
Presentation skills refer to the variety of ways in which one communicates or interacts with other people directly. Appropriate presentation skills can persuade, motivate and engage an audience of any given size. 

After some study, I realised that presentation skills is a topic of incredible depth, so I decided to start by taking small steps towards improving in this particular skill by focusing only on the way I give PPT presentations.

The first thing I did was to give carful thought about what factors are important when delivering presentations. To indentify these factors appropriately, I carried out some research. The following are those factors I identified as being crucially important. 

1. Vocal e.g. tone, volume 

2. Posture/body language 
Whilst delivering a presentation is essential that the entire audience can hear the presenter, else they will loose interest and begin drifting away. In addition, things like complex language or jargon, monotonous voice tone, and not speaking clearly are things I learned to look out for.  

Furthermore, a 2009 report by the University of York states that communication is delivered 7% by verbal content, 38% by tone of voice and 55% by body language. This tells me that if I want to give an excellent presentation, I must focus strongly on my body language, then tone of voice and then the actual content. 

To enhance my vocal skill during presentations I practised in empty classes with friends at the back listening to me. They will then give me feedback on volume, tone of voice, and speech clarity. At the beginning I spoke too fast and mumbled, which means my audience had trouble receiving the message. So I had to slow down and pronounce words properly. In terms of volume, although it was a bit low, it was not too hard bringing it up a bit. One thing that I got straight away was the use of simple language, and good tone of voice. Simple language helps avoid any confusion, and good tone keeps an audience focused. 

After a while I was able to speak clearly, projecting my voice to deliver the message effectively and keep my audience interested. I also began using more pauses to allow my audience to absorb what I have been saying.  

In terms of body language, I have been improving this particular aspect since before I started university, by reading books on the topic. Jitsu has contributed a great deal towards improving my body language due to the amount of teaching that I do. However, academic presentations are a little different. Research tells me that, whilst giving a presentation, I must keep my back straight and head up, make eye contact with the audience, smile and be very enthusiastic, use plenty of hand gestures and facial expressions, keep my hands out of my pockets and avoid fiddling with them, avoid crossing my arms as that will generate a negative attitude from the audience and make sure I do not block my slides. 

Looking back, I now feel very comfortable in giving academic presentations. After giving numerous presentations to my fellow classmates, my feedback is always positive and constructive. I am aware that there is still plenty to improve on, but my SMART goal gives me another three years to work on it. 


Conclusions

I could say that my development in the skills I have chosen to improve on has been a success, and is making my SMART goals more feasible. Evidence to support this are the grades I have achieved over the semester, each either 1st or a 2:1. In addition, I managed to pass my Jitsu grading, which allows me to be an instructor. 

Furthermore, I feel more confident writing reports, giving presentations and it is evident that I can now manage time appropriately. I am far better at prioritising than I was before, and seems like I am on top of my PDP. An additional skill that I would like to improve on is leadership skills.

	S
	Lead groups efficiently

	M
	Measured by how well I manage teams

	A
	Very achievable

	R
	Very realistic 

	T
	To be proficient by the time I graduate (4yrs)



Future Plans & PDP

Future plan include the continuous development of the skills I developed over this semester, and identify other interpersonal skills that I need to improve on. Furthermore, I seem to be keeping on top of my PDP and I feel more committed than ever to achieve my goals. For the moment I am not adding more goals to my PDP, but by the end of this academic year I think I will add more goals to achieve, maybe looking further into the future. 
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