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Introduction:
In this module ‘Personal Career Development’ i have taught some analytical tools, that i can evaluate my own skills and competences using two of them: Johari window and Personal Development Plan (PDP).

Johari Window:
This model of communication was developed by American psychologists Joseph Luft and Harry Ingham in the 1950’s and is called ‘Johari’ from the combination of their names Joseph  and Harry.
The model is a mixture of unique qualities in terms of relevance, emphasis on influence, behavior, emphathy, cooperation, intergroup development and personal development (Saxena,2015)
The Johari Window has 4 segments: Open, Hidden, Blind and Unknown
I will give as an example my personal Johari Window:
	                                              Open
-student at UWTSD
-working at Tesco on Forklift Truck
-calm
-open to learn new things
	                                                 Blind
-I have everything:family,friends,nice job but yet feel insecure
-sometimes judgemental
-very sensitive

	                                               Hidden
-insecure
-shy
-don’t like to speak in public
-afraid of failure
	                                                   Unknown
-what job I would have in 5 years from now?
-I will ever leave Tesco for a better job?
-I will be promoted?



Personal Development Plan (PDP)
Definition: ‘A plan intended to develop skills that are important to the work life’ (Morgan,2017)
There are 7 steps that we can use to write a PDP:
1. Set yourself goals
2. Prioritise them
3. Set yourself deadlines for when you want to achieve them
4. Recognise threats and opportunities
5. Develop your skills or increase your knowledge

6. Use your support network
7. Measure your progress
	Objectives
	Actions
	Criteria
	Resources
	Obstacles
	Support
	Review

	I want to become a coordonator at Tesco
	I need to improve my leadership skills
	I will ask for my colleagues to give me feedback on what I'm doing
	All resources that my workplace can provide
	Perhaps some friendship with some people
	Total support from my manager
	I will have training and I will do my best to learn everything


 


My SWOT Analysis as a manager:

I have been appointed as a manager in my organisation. As part of my responsabilities, i need to assess the learning  and development training of our staff (both, new and existing).
For this part I've chose SWOT Analysis because it is a good planning tool, which when is used properly, gives us an overview of the important factors that influence the future of the program (in our case, training)
SWOT stands for: Strenghts, Weakness, Opportunities and Threats
1. Strenghts: - increase cooperation between colleagues
                             - time and resources saving
                             - health and safety environment
                             - listen to the employees and their needs
2. Weaknesses: - limited work experience
                                  - for some of them may be difficult to use the equipment
                                  - lack of knowledge of what the job requires
                                  - weak interpersonal skills
                                  - limited education
3. Opportunities: - a chance to build a connection between me as a manager and the employees
                                   - a refresh for the older employees
                                   - developing a new training approach
                                   - a chance for the employees to discuss, and get to know each other
                                   - exchange of oppinions or experince

4. Threats: - ethical challenges
                         - reduced workforce due to training at the same time both new and existing employees
                         - side effects of getting out of the comfort zone
                         - the cost of the process
                         - lack of engagement
As i said above, I've chosen this tool because it is a strategic planning technique. On the one hand, we can evaluate the internal and external factors, the current and the future potential, and on the other hand, we identify strenghts, weaknesses, opportunities and threats.

Why is important SWOT Analysis?
This analysis is essential in formulating and selecting our strategy. It would be best to use it as a guide. With it, we can strengthen our strengths and correct our weaknesses.
For example, when i will start training for both, new and existing employees, i will give a short meeting before, in which i will introduce myself and encourage them to express their needs, or what problems they have encountered so far in the company, and together we will try to find solutions.
Buiding a good relationship with employees helps us because everytime they encounter a problem, professional or personal, they know where to ask for help.

We must keep in mind that, SWOT Analysis is not a final report, but the first step towards achieving a strategy. This means, after doing this analysis, we will need to implement a number of measures to track progress in correcting weaknesses and seizing opportunities.
Weaknesses: For example, in our case, the weak points, are that some employees may find it difficult to use the work equipment, which may be due to the fact that they may not have worked in the field before. I have to be there and give them all the support they need.

Opportunities: Now is the time to really show my skills that i have gained from the classes I've took.
A very important thing, which i mentioned above, is the close connection between me, as a manager and the employees. It is also important, that employees have a good relationship with each other. There will always be people of all ages in the workplace, which is good because they can exchange different point of views.
So, don’t expect that using this strategy, things will change if you don’t do anything about it. We may be concerned about threats or we may be happy to have identified opportunities. 

However, if we do not make immediate changes, opportunities may pass and threats may cause serious circumstances.
But, like any analysis, there are some limkitations. 
Identifying strenghts, weaknesses, opportunities and threats is a rather subjective procedure, as there is a high degree of uncertainty.
SWOT Analysis highlights the importance of these 4 major issues, but can not establish their exact identification.

Reflective learning:
In this module, i had the opportunity to learn several things that can help me advance in my workplace or why not, choose another job.
Using Gibb’s Reflective Cycle i am going to explain what I've learned from this module so far.
Gibb’s Reflective Cycle was developed by Graham Gibbs in 1988 to structure learning from experiences. It provides a framework for examining experiences, and because its cycle nature, it evaluates repeated experiences very well, allowing us to learn and plan from things that have gone well or not.
It covers 6 stages:
1. Description of the experience
2. The feelings and thoughts i had about this experience
3. Experience evaluation
4. Analysis to be able to understand the situation
5. The conclusion about what I've learned and what i could have done differently
6. The action plan for how i will deal with future situations.

Open book assessment:

In week 4, i had an open book assessment. Our teacher gave us an article that we read and then we had a choice, one of two questions.
The answer had to contain 500 words and it had to be a Word document. I think all my colleagues were present, this happened online and the session that lasted almost 2 hours and a half was filmed.
At first, i had a few emotions because i didn’t know exactly what the questions would be, and i wasn’t sure i could answer them in real time, but after the questions were asked I've read them carefully and choose one that i considered it a proper self. 
I think that my colleagues felt the same way at first, but after reading the questions they were more confident.
There was nothing wrong with this experience. Maybe just the fact that i knew we had 2 
hours made me move slower, finishing almost at the limit.
But, what matters, is that we all managed and uploaded the document on time. I think the Teacher also played a very important role here, because she always knew how to explain things to us properly.
In conclusion, i think i need to work on my self-confidence, and not lose myself when i know we’re being filmed (i am emotional about it)
Next time, when i will have another assessment like this, i will be very well prepared to have the best results. We don’t realize it, but it really helps a lot if we are relaxed and open.

Mock Interview:

In week 7, i had a mock interview. Like the assessment above, it took place online. 
I chose a job that i want, i presented the CV and the cover letter for it. The Teacher took the place of the employer.
Each student entered in a call of maximum 15 minutes with the Teacher on Teams and held the interview.
I had emotions this time too, because i knew that i was filmed. I was thinking about all sorts of scenarios, that i wouldn’t be able to handle the situation, but it was all good after all.
If i could be able to repeat the experince, i would be more confident.
What was good about this interview was that i did a little practice before going to a real one. I saw where i was wrong and i will try to fix the mistake. All i have to do, is to think positive and believe in myself.
In order to better understand the situation, i chose to watch as many interviews on Youtube as possible to get everything i think is best for me.
For example, how to dress or talk is important in an interview, how you present yourself, but also how to talk about others (previous jobs).
Employers look not only at he studies we have, but also at our behaviour. It’s good that if you can also volunteer, it can give us a  career boost.
The more experience we have, the better we can do no matter what job we choose. It is also important to be open to criticism because we do not always know the right answers.
For the next time, no matter what is, mock interview or a real one, i will be more confident, i will ask the employer questions and i will make sure that i am successful.

UK Employment Legislation

Uk employment laws are in place to ensure both employers and employees are protected.
Work is a specific manual and/or intellectual human activity through which people can use 
personal skills to meet their needs.
There is no single law governing recruitment or selection, but there are several acts that deal with the relationship at work and that have an impact on pre-employment issues.
The best example is the Equality Act 2010.
It prohibits employers from dicriminating against (new and existing) job applicants because of a protected feature, namely: age, disability, gender reassignment, race, religion or belief, sex, sexual orientation, marriage and civil partnership, pregnancy and maternity.
Anyone who respects these rules and know their rights can lead a good life in the UK.
Here everyone has a chance to work, from pupils and students to people with disabilities or older people. Everyone needs this chance.
They say that America is the land of all posibilities but in fact the UK is. There are lot of people from all over the world who come here to work and have a decent life.

Conclusion:

Everything i learned in these courses will definitely help me in my career.
I didn’t know about these tools until now. I also learned to use Microsoft Word, which is useful because some employers are looking for different jobs. 
Theory is important, but practice matters the most, so after school i plan to look out for a new job or maybe even volunteer to develop skills and advance in my career.
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