
EPALE Webinar 

Using Time Wisely during the COVID-19 Crisis: 
Personal Development Planning & Online 
Learning Opportunities

Ramon Mangion
• Adult Learning Professional 
• EPALE Ambassador
• Malta ECVET Expert



Background & Introduction 



Using Time Wisely during the COVID-19 Crisis : 
Personal Development Planning & Online Learning 
Opportunities



Using Time Wisely

Should I 
be doing 

this ? 

Should I 
be doing 

this now ? 

1. Essential tasks- Ones which if you did not 
perform, you would not fulfil your role effectively

2. Tasks which you should perform-These 
should be performed provided the top priority 
tasks are being carried out

3. Tasks you would like to do- These are usually 
the things that never get done

4. Tasks that have low priority- These are easy 
and fun and usually get done first



Using Time Wisely-Identify Time Wasters

• Top Time Wasters when used incorrectly
• Facebook and Similar Social Media (when not used for professional 

development or research)

• Playing Games

• TV 

• Watching Movies

• Unnecessary online shopping

• Constantly checking your email

• Unnecessary Meetings

• Saying Yes to everything



Discussion/Reflection Point- 2 minutes

• Reflect on your current situation

• Identify possible time wasters that may be impinging on 
your effectiveness- Use Annotation Tool and Write below 



Introduction to Personal 
Development



What  do you see ? 



What do you see now ? 



Personal development is a 
lifelong process



Continuously Changing Needs and Experiences

20 year 
old

30 year 
old

40 year 
old

50 year 
old

60 year 
old



Generic Skills Required to Manage your Own 
Resources and Development (i)

Setting 
objectives

Evaluating Planning

Learning Communicating



Generic Skills Required to Manage your Own 
Resources and Development (ii)

Self-
Assessment

Time 
Management

Stress 
Management

Obtaining 
Feedback

Reflecting



Reasons for Personal Development

• Achieving life goals

• Promotion at the place of work

• New systems that require 
retraining

• Possible change in careers

• Pursuing other interests

• Adapting to changes

• Continuous improvement

• Taking action on specific 
aspects that are negatively 
impacting your life or career

• Personal fulfilment



Personal Development 
Planning



Personal Development Planning-A 
Simple Definition

“ A personal development plan is an action plan that gets 
you from where you are right now to where you want to be 
in the future. This can incorporate learning hard skills as 
well as soft skills”

Smith (2011)



1. Assess own 
knowledge, 

skills and 
behaviour

2. Identify 
areas for 
personal 

development

3. Produce a 
Personal 

Development 
Plan

4. Implement 
Plan

5. Evaluate 
and Review

Photo by Andrew Neel on Unsplash

PDP Cycle



Assess Own Knowledge, 
Skills, Behaviour



Assess own Knowledge, Skills & 
Behaviour

• Self Assessment
• Consists of yourself rating your own ‘performance’ in various 

areas

• Good to start from your own perspective by observing and 
asking questions about all of yourself

• Honesty is the best approach

• Feedback from others 
• Example -360 degree feedback exercise



Discussion/Reflection Point

Pre COVID-
19 Post COVID-

19

1. Do you envisage any changes in your life or workplace ? 
2. Are there areas that you feel require training or retraining ? 



• Use annotation tool with regards to the previous 
slide’s questions



What Is the Current Situation? Example 
Questions

• How are my relationships? With family members? Friends? Colleagues?

• What needs to change?

• What do others think about me ? 

• Where do I want to be 2 years from now? 5 years? 10?

• What are my strengths ?

• What are my weaknesses ?

• Do I have any knowledge gaps ?

• Do I have any skills Gaps ?

• Is my behaviour having an impact  on my performance at work or even in my personal life ? 



What Is the Current Situation? Example 
Questions

Strengths
• What are you good at ? 
• What competences do you have ? 
• What knowledge do you have ? 
• What positive attributes do I have 

Weaknesses
• What are the areas that you  feel you need to 

work on and improve ? 
• What tasks do I usually avoid doing ? 
• Do you have a lack of knowledge about particular 

areas ? (both related to your life and also career)
• Are you lacking in a particular skill/qualification ? 

Opportunities
• Are there any new opportunities ?
• What can I learn to exploit upcoming opportunities 

? 
• Are there networking opportunities that I can 

benefit from to improve contacts ? 

Threats
• Are there any changes that you will not be able to 

adapt to ? 
• Am I still employable with my current , knowledge 

and skills ? 
• Is technology changing in my field ? 

Personal 
SWOT



Strengths Weaknesses

Opportunities Threats

Personal SWOT-Group Exercise using Annotation Tool



Assess Current Skills Against Organisational 
Standards 

• Your CV 

• An existing Personal Development Plan

• Skills assessment tools-online tools, psychometric tests,career based 
tools

• Personal Skills Audit

• Annual Appraisal



Conducting a Personal Skills Audit

Skill Summary Confidence 1-5 Needs 
Improvement ? 

Team Work I can work with a wide range of people and I 
enjoy working with others

5-Very Confident No

Technological Knowledge I can use Word and PowerPoint .I would 
need some improvement in using  Excel. 
However I can adapt easily to new 
technology if necessary

3-Fairly Confident Yes

Presentation Skills I can do a presentation in front of an 
audience, however I need more work on my 
anxiety during presentations

2-not very 
confident

Yes



Missing Skills Table

Skill Importance in Industry

Presentation Skills To show confidence and a clear understanding in needed areas. 
Presentation skills are critical to sell  products and services to 
customers. I need to convince them that I believe in what I am 
presenting, otherwise sales will fail.

Technological Knowledge The use of available software is important to communicate with 
customers, collect data , and analyse sales information.

Skills identified as needing improvement in the Skills Audit Table



360 Degree Feedback Exercise

Mgr/

Self

Direct 
Reports

PeersClients







Discussion/Reflection Point- 5 minutes

• Use the Poll created for this webinar.

• How would you rate yourself in the following ? (1-5 (most)) 

1. Communication

2. Professional Knowledge

3. Teamwork

4. Leading Others

5. Personal Effectiveness



Identify Areas for Personal 
Development



Identify and Prioritise Development 
Needs

• After carrying out a self assessment exercise or gathering 
feedback, you need to 

• Identify your Personal Development Needs

• Prioritise Development Needs

1. Based on your current assessment of your life situation

2. In consultation with your superiors

3. Remember resources and time are finite

Low 
Priority 

Medium 
Priority

High 
Priority



The Personal Development 
Plan



Why Do you Need a Personal 
Development Plan ?

• Having a PDP will allow you to review, plan and take 
responsibility for your own learning. 

• It is often a great motivational tool and gives people a 
great sense of control over where they are and in which 
direction they are heading.

• It helps in a systematic process of personal development



SMART Objectives for Learning and 
Development

• Specific- State exactly what you want to accomplish

• Measurable- Ensure you can measure progress

• Achievable- Make sure that your objective can be achieved

• Relevant- Ensure that your objectives are relevant to needs identified

• Time-bounded- Make sure you set deadlines (which are realistic)

• It is important to emphasise when setting learning objectives that the 
objective should be centered on what you want to learn. So the objective 
might be:

To learn PRINCE II Project Management Methodology and gain the 
PRINCE II practitioner award by Dec 2020’



What are my 
Development 
Objectives ? Why ?

What will I do to 
achieve this ? 

What resources or 
support will I need ?

Cost of Intervention 
? 

What will my 
success criteria be ? 

Priority : H/M/L Target Date for 
Completion

Review Date

To achieve an ECDL 
Expert Certificate. 
This will help me to 
work more efficiently 
with Office IT Tools

Attend an ECDL 
Advanced course

Conduct Self Study 
Exercises on the 
subject

A personal Computer

Support from my 
organisation in terms 
of time off to attend 
this course

EUR300 Achievement of the 
qualification within 
the specified time 
frames and with at 
least 80% mark for 
each module

Medium June 2020-August 
2020

December 2020

Improve the way I 
deal with situations 
through anger 
management

Participate in an 
anger management 
course

Reflect upon my 
actions

Assistance from my 
colleagues to  deal 
with my anger 
management issues

EUR100 The elimination of 
complaints from 
peers, and students 
regarding my anger 
when dealing with 
different situations

High July 2020 December 2020





Implement Plan -Free Online 
Learning Opportunities 
Examples



A growing trend called MOOCS (massive open online courses) which offer an 
enormous number of different courses available to anyone, mostly for free.







MCAST Online

www.mcast.edu.mt- Click on Elearning

http://www.mcast.edu.mt-/




You Tube



Harvard Online University









Review Plan and Evaluate



What are my 
Development 
Objectives ? Why ?

What will I do to 
achieve this ? 

What resources or 
support will I need ?

Cost of Intervention 
? 

What will my 
success criteria be ? 

Priority : H/M/L Target Date for 
Completion

Review Date

To achieve an ECDL 
Expert Certificate. 
This will help me to 
work more efficiently 
with Office IT Tools

Attend an ECDL 
Advanced course

Conduct Self Study 
Exercises on the 
subject

A personal Computer

Support from my 
organisation in terms 
of time off to attend 
this course

EUR300 Achievement of the 
qualification within 
the specified time 
frames and with at 
least 80% mark for 
each module

Medium June 2020-August 
2020

December 2020

Improve the way I 
deal with situations 
through anger 
management

Participate in an 
anger management 
course

Reflect upon my 
actions

Assistance from my 
colleagues to  deal 
with my anger 
management issues

EUR100 The elimination of 
complaints from 
peers, and students 
regarding my anger 
when dealing with 
different situations

High July 2020 December 2020



Quick Recap !

• Time is finite-use it wisely to focus on your personal development

• Personal Development is a continuous process

• This is a cycle and not a one way road-

• Assess current situation (knowledge, skills, behavior)

• Identify Needs

• Create a Personal Development Plan (action plan)

• Implement Plan

• Review and evaluate

• There are various opportunities even for free to aid in your personal 
development 


