
A guide on how to 
identify areas of 
improvement

Personal and professional growth is a journey. One that requires you to take stock of 

what you do well (your strengths) as well as what you can improve upon (your 

weaknesses). The latter can be daunting, or difficult to admit, but it gives you a starting 

point. Often referred to as 'areas of improvement', these can range from technical 

abilities to soft skills. By working on your areas to improve, you can open doors to new 

opportunities and build resilience. 

We'll explore practical techniques for self-assessment, show you how to set meaningful 

goals, provide areas of improvement examples and explain how to build a range of soft 

skills. Whether you're looking to climb the career ladder or simply become the best 

version of yourself, areas of improvement are key!

Understanding your strengths and weaknesses

When undergoing personal and professional growth, understanding your weaknesses 

allows you to build, refine and evolve. Here are some handy tips to help you self-

assess and highlight your strengths and weaknesses. 

Self-assessment tools and techniques

Self-assessment helps you gain insights into your abilities, values and behaviours. 

There’s a range of tools and techniques you can use to help you identify your strengths 

and areas to improve upon. Some of these include:

Questionnaires and surveys. There are plenty of online tools designed to 
test your personality, skills and interests. Examples include the Myers-
Briggs Type Indicator (MBTI) and the StrengthsFinder test.
Feedback. Regular feedback from colleagues, mentors or friends can 
provide an outside perspective about how others see you.
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Journalling. Keeping a journal can help track achievements, challenges 
and more, which can help highlight areas of improvement.
Reflection. Think about your previous jobs, school or activities like sport or 
hobbies. What are some successes you experienced? Did you encounter 
challenges or setbacks? Taking the time to reflect can be a valuable 
technique for moving forward. 

Identifying your strengths

What are you good at? Identifying your strengths and analysing how you can use them 

can help you succeed in your career. Plus, it can be a great way to give your 

confidence a well-deserved boost. 

Here are some ways to identify your strengths: 

Reflect on past achievements and what skills or qualities contributed to 
those successes.
Consider your personality. Are you an introvert or extrovert? Each has their 
own set of unique strengths that may come naturally to you.
What are your passions or hobbies? These can shed light on skills that 
you’ve built over time.
Consider feedback you've received from others that highlight your positive 
traits.
Think about activities or tasks that come naturally to you or that you enjoy 
doing.

Identifying your weaknesses

While it might be tempting to ignore weaknesses, acknowledging them is an important 

step in growing and developing in the workplace and your personal life. 

Here are some ideas to help you identify these areas to improve:

Take the time for self-reflection, analysing your thoughts, actions or 
behaviours.
Reflect on challenges or tasks that you find difficult or avoid, then ask 
yourself why you avoid them.
Take on board constructive criticism or feedback you've received.
Think about any patterns in your behaviour or decision-making that slow 
down the process.
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Set goals for improvement

Now you’ve identified some areas of improvement, it’s time to get working on them. 

Setting the right goals can help provide direction with a plan, acting as motivation to 

help you stay on track. The key? Make sure your goals are SMART. 

SMART goal-setting framework

The SMART framework refers to setting goals via specific points to capture the 

important stuff. SMART goals can help you measure your progress and help keep you 

motivated and organised. But what does SMART stand for? 

Specific: state what you want to achieve. Instead of saying ‘I want to 
improve my communication skills,’ be more specific and opt for, ‘I want to be 
more confident in meetings’.
Measurable: work out how you will track your progress. For example, you 
might attend a public-speaking course in the next three months.
Achievable: make sure your goals are realistic. Find the balance between 
challenging yourself and setting achievable tasks.
Relevant: if public speaking will help your career, then it's a relevant skill to 
learn.
Time-bound: set a deadline to help you stay on track. ‘By the end of the 
year, I want to deliver a presentation with confidence’.

Prioritise areas of improvement

Once you’ve worked out areas for improvement, it can be tempting to want to work on 

them all. But, it’s important to remember to work sustainably by prioritising the areas 

you most want to improve on. Here’s how:

Immediate needs: which will have the most immediate impact on your 
personal or professional life?
Long-term benefits: some improvements might not offer instant results but 
can be very beneficial in the long run.
Resources available: prioritise where you have the resources (time, money, 
support) to start straight away.

Create an action plan

With the above in mind, it’s time to create a plan. An action plan can break down the 
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goal into smaller steps, making it feel more manageable. Some things to consider when 

creating your action plan include: 

Define the goal: clearly state what you want to achieve.
List the steps: break down the goal into smaller tasks.
Assign resources: work out what tools, time or support you'll need for each 
step.
Set deadlines: mark an end date for each task – make sure to keep these 
realistic. 
Review and adjust: regularly check your progress and adjust the plan if 
needed.

Developing new skills

In today's fast-paced world, the ability to adapt and change is important. Developing 

new skills can help you remain competitive, while opening up new opportunities or 

career paths. 

Importance of continuous learning

Continuous learning is an important part of career development. Those who 

continuously upskill can adapt to new challenges or technologies, especially in 

industries where things often change. Learning new skills can help open doors to 

promotions, new job roles or even entirely different career paths.  

Another benefit of continuous learning is your own personal fulfilment and 

development. Learning can also lead to satisfaction, and keep your mind active and 

engaged. 

Identifying skills to develop

Before diving into learning, it's important to work out which skills will be most beneficial 

for your career and personal development. Here are some things to think about:

Current role: are there skills you could learn in your current position, or 
professional development areas you want to work on?
Future dreams: are there employee development areas for roles or projects 
you’re hoping to take on in the future?
Feedback: have others highlighted any areas for development?
Industry trends: for instance, if you're in tech, perhaps a new programming 
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language is taking off?

Resources for skill development

There are many different resources you can tap into, depending on your industry and 

the skill you’re wanting to develop. As a starting point, here are a few suggestions:

Online courses: platforms like Seek Learning can help point you in the 
direction of relevant courses and upskilling.
Workshops and seminars: these can be great for hands-on learning and 
networking. Look into industry specific workshops and seminars.
Books and journals: many skills and insights can be learned from books, 
articles and academic journals.
Seek mentoring from a colleague or boss: is there someone in your 
workplace that has a skill you want to develop? You could always ask them 
to bring you into a project, or ask for feedback on your own work. 

10 examples of areas of development

Personal and professional growth is a continuous journey. Identifying specific areas of 

development is an important part of this process. By recognising these areas, you can 

set targeted goals and take actionable steps towards improvement. Read our 10 

common areas for development or improvement examples to guide you on your journey 

of self-improvement. 

1. Improving communication skills

Effective communication is an essential skill that can lead to better understanding, 

improved relationships and more effective collaboration. It is one of the best areas of 

improvement performance review examples as it’s such an essential skill.

Effective communication techniques

Honing your verbal communication skills can help you communicate clearly and 

effectively. Whether you’re speaking in front of a large crowd or doing an internal 

presentation, verbal communication skills are handy. Make sure to avoid jargon or 

complex language, which can cause confusion. 
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Active listening

Active listening involves completely focusing on the speaker. It means you concentrate 

on what they’re saying, taking it onboard and understanding their message. When 

active listening, you offer visual cues like open body language, eye contact and 

nodding. It can also help if you summarise their message, ask questions and contribute 

to the conversation.

Non-verbal communication

Have you ever had a conversation with someone and felt like they weren’t open to what 

you were saying? Perhaps it was their crossed arms or lack of eye contact. Those are 

signs of non-verbal communication and can play a huge role in how we communicate. 

When speaking or listening, make sure you check your own body language. This 

includes facial expressions, body language, gestures and eye contact. For example, 

good eye contact can show confidence, while crossed arms is a defensive stance.

2. Enhancing time management skills

Mastering the art of time management can lead to increased productivity, reduced 

stress, and a better work-life balance. Here are some key strategies to help.

Time management techniques

There are lots of techniques you can choose from when it comes to time management. 

For example, The Pomodoro Technique involves working for a set period (usually 25 

minutes), followed by a short break. This helps maintain focus. 

There’s also the Eisenhower Matrix, which helps you prioritise tasks and work on the 

most important ones first. Start by working out which tasks are urgent. Focus on 

completing these first before moving on to others. This ensures that you are making the 

best use of your time and resources.

Have a play around with a few different techniques and see which one works best for 

you.

https://www.seek.com.au/career-advice/article/3-reasons-why-active-listening-is-a-must-have-skill
https://www.seek.com.au/career-advice/article/a-guide-to-non-verbal-communication-skills-and-how-to-improve-them
https://www.seek.com.au/career-advice/article/how-to-improve-your-time-management-skills


Avoiding procrastination

This is often one of the biggest areas of improvement for employees. Let’s face it, we 

all do it and it can be hard to overcome – especially if the task feels big and 

overwhelming. To help, break a large task into smaller, more manageable parts, 

remove distractions and set a specific deadline. 

3. Building emotional intelligence

Emotional intelligence, sometimes called EQ, is an important skill for your personal and 

professional life. It’s the ability to recognise your own emotions and the emotions of 

others, using them as cues to inform your behaviour. It includes four main areas: 

1. Self-awareness
2. Self-management
3. Social awareness
4. Relationship management

In your personal life, EQ can lead to better relationships and help you manage conflicts 

more effectively. In the professional world, EQ helps with better performance, 

leadership skills and the ability to work well in a team. 

Emotional intelligence is one of those areas of development that require practice. Start 

by paying attention to your emotions, and understanding how they influence your 

thoughts and actions. Learn to control impulsive behaviours, and practise staying calm 

in stressful situations. You also need to understand the emotions, needs and concerns 

of other people. With a little awareness, you can work on these skills in your daily life.

4. Finding opportunities for improvement in leadership skills

Effective leadership involves mastering a number of important skills, including 

communication, motivation and vision. A good leader looks at the bigger picture and 

works on inspiring others to work towards their goal.

Leadership skills are important in every aspect of life, not just in the workplace. They 

help you take initiative, set and achieve targets, and work towards personal and 

professional goals.  
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Developing leadership skills requires a combination of self-reflection, learning and 

practice. Start by working out your leadership style and understanding your strengths 

and weaknesses. You can find plenty of helpful information by reading books, attending 

workshops and seeking mentorship from experienced leaders. 

5. Developing critical thinking skills

Critical thinking involves analysing information, solving problems and making decisions 

based on logical and rational thinking. This isn't always easy.

In our personal life, critical-thinking skills help us:

make informed decisions 
solve problems effectively
and understand others’ perspectives, leading to better relationships.

A good way to develop your critical-thinking skills is to ask questions, rather than taking 

information at face value. Practise active listening and try to fully understand others’ 

points of view. Seek out new experiences and challenges that push you out of your 

comfort zone and require you to think critically. 

6. Improving problem-solving skills

Problem solving helps you navigate challenges, make decisions and find solutions. 

Being able to tackle problems can come in handy, like when you’re faced with a tricky 

client or tight deadline!

In your personal life, it helps you navigate challenges, make informed decisions and 

manage conflicts. In the professional world, these skills help with innovation, 

overcoming obstacles and improving processes. As a problem solver, you play a key 

role in the success and growth of the organisation.

If you’re looking to work on this skill, start by adopting a positive mindset and viewing 

problems as opportunities for improvement. Practice breaking down complex problems 

into smaller, more manageable parts, and work on developing multiple solutions before 

deciding on the best course of action. 
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7. Enhancing decision-making skills

Making decisions isn’t everyone’s forte – especially if they’re under pressure. But it can 

be one of the most important areas to improve, playing a key role in our everyday lives. 

Effective decision-making requires a balanced approach, taking both logic and emotion 

into account before coming to an answer.

Decision-making helps us take responsibility for our actions and learn and grow from 

our experiences. Decision-making is integral to leadership and management roles. It 

influences the direction of projects, how successful teams are, and the performance of 

organisations. Employers value those who can make informed and timely decisions, 

especially in high-pressure situations.

Struggle to make important decisions? You’re not alone. It helps to develop a 

systematic approach, such as creating a pros-and-cons list or using decision-making 

models. You can also reflect on past decisions, analyse the results and look at any 

lessons you can learn from to make your next decision much easier.

8. Improving teamwork skills

Teamwork makes the dream work – or so they say! Being able to work collaboratively 

in a group is a skill that takes plenty of practice and patience. It involves mutual 

respect, sharing knowledge and resources, and working together to achieve success.

Teamwork skills can lead to stronger family units and better friendships, teaching us the 

value of working together. Teamwork is also essential in your professional life, helping 

to create a positive work environment. Being able to collaborate effectively leads to 

increased productivity and better problem-solving.

Prefer to work solo? Start small by actively listening and valuing others’ opinions and 

contributions. Practise clear and open communication, ensuring that all team members 

are on the same page. Encourage a positive atmosphere by recognising and 

appreciating the efforts of others. Finally, be adaptable and willing to compromise, 

understanding that the team’s success takes centre stage.
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9. Improving financial literacy

Money, money, money! Understanding how money works and how to earn, invest and 

manage are vital skills to have in all areas of life. Money management is a skill that 

helps us make sound business decisions, set budgets and understand the cost of 

business operations. Business owners and leaders with strong financial literacy are 

able to make decisions that lead to success.

If you want to improve your relationship with money, it pays to take a proactive 

approach. Start by going over the basics of personal finance, including budgeting, 

saving, investing and credit. Practise budgeting and keep track of your spending to 

understand your financial habits. This will quickly show you where you can reel in some 

spending.

10. Developing a growth mindset

A growth mindset is a powerful tool. It’s the belief that your abilities can be developed 

with time. It’s the opposite of a fixed mindset, where people can see qualities as fixed 

traits that can’t change. With a growth mindset, you’re more likely to embrace 

challenges, which opens the door to success. In a professional setting, a growth 

mindset can encourage innovation and creativity. It allows you to take risks, learn from 

mistakes and continuously seek ways to improve.

Developing a growth mindset starts by becoming aware of your fixed mindset triggers. 

Pay attention to situations where you find yourself giving up easily or feeling threatened 

by others' success. Instead of avoiding challenges, embrace them as opportunities for 

improvement. Surround yourself with people who have a growth mindset, as their 

attitudes can influence your own.

Identifying your strengths and addressing areas of improvement can help transform 

your life. From setting SMART goals to developing skills such as communication, 

leadership and critical thinking, there are plenty of practical examples to get you 

started. Begin with just one area you want to improve, set a clear and achievable goal, 

and start working towards it. The rewards are well worth it!



FAQs

What are some common areas of improvement? 

Common areas of improvement include communication skills, time management, 

emotional intelligence and leadership skills. People also often work on developing their 

problem-solving and critical thinking skills, along with teamwork.

How do I know which areas of improvement to focus on? 

Start by reflecting on your personal and professional goals. Focus on areas that will 

have the most significant impact on helping you achieve your goals.

How long does it take to see improvement in my areas of 
improvement? 

The time it takes to see improvement can vary. Setting SMART goals and creating a 

structured plan can help speed up your progress, and is a great way to see how far 

you’ve come. Remember: improvement is a continuous journey and consistency is key.

What resources are available for improving my areas of 
improvement? 

There are plenty of resources available, including online courses, workshops, books 

and mentorship programs. You should also look for real-world experience, and seek 

feedback from your mentor, boss, colleagues, peers, friends and family.

How do I stay motivated to continue improving? 

Staying motivated can be challenging, but setting clear and achievable goals, tracking 

your progress and celebrating small wins can help. You can also find a mentor to hold 

you accountable along the way.


