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[bookmark: _Hlk90023499]Introduction:
This is a reflective report which will highlight my skills and competencies using analysis tools SWOT Analysis and Personal Development Plan (PDP). It will analyse the required skills to be an ‘effective’ Manager in my chosen industry ‘Education Sector’. It will also assess the concepts I have learnt through the module using Gibbs Reflective model.

Part 1.
University is a place where we not only work through our degree but also explore where is our true interests, know about our strengths and weakness, and plan how we see the world and the part we want to play in it. Currently I am working in Education sector as a Teaching Assistant. My own passion for working with young children extends from my desire when I have done Supporting Teaching and Learning at School level 3 qualification. Afterward I have achieved Diploma in Special Needs Education Level 3 with English, Maths, and ICT level 2 qualification. Now I am keen to become a fully qualified Learning Mentor at school.
In class we have learnt SWOT Analysis and PDP to assess our ability and plan to prepare ourselves for future employment. Using those analysis tools this are what I have discovered about my skills and competencies-












My Personal SWOT AnalysisExterna
Internal


	              Strengths
· Organizational skills
· Good communication skills
· Motivation skills
· Ability to work under pressure 
· Negotiation skills 
· Initiatives 
· Time management 
· Problem solver 
· Committed and reliable
	            Weaknesses
· Can get stressed easily
· Fear of public speaking 
· Can appear shy in front of large groups
· Perfectionist
· Limited Technological knowledge
· English is my additional language

	           Opportunities 
· Regular staff meeting 
· Offer Continuous Professional development (CPD) training 
· Job sharing
· Great training seminars
	               Threats
· Newcomer with more updated technological competences
· Funding cut
· Covid -19 outbreak resulted further cutbacks of staff members








My Personal Development Plan (PDP)
	



Current Situation
	What professional activities I am already undertaking?

Currently working as a supply Teaching Assistant

	



Career Goals
	What is my long-term and short-term career goal?


I want to be a fully Qualified Learning Mentor at Primary School by 2025.
Successful completion of level 4 programme in 2021
Enrol in level 5 & 6 programme in May 2021

	



Skills Gap
	What skills, knowledge or resources do I need to achieve the career goals?


I need a more in-depth understanding of Planning 
Need to improve my presentation skills
Teachers training qualifications

	




Actions
	What action I will take to address the skill gap?

Attending Staff meetings and training seminars to get better understanding about planning and improve presentation skills

Attending university to achieved relevant qualifications


	



Evaluation
	How often this plan will review?

6 months


 




Part 2
I want to work in Education sector, and these are the skills required to be effective Manager (Head Teacher in school) in my chosen industry-
Required skills
· knowledge of teaching and the ability to design courses
· knowledge of English language
· leadership skills
· business management skills
· the ability to work well with others
· to be flexible and open to change
· the ability to accept criticism and work well under pressure
· customer service skills
· to be able to use a computer and the main software packages competently
· Day-to-day tasks



Six content areas need to develop to gain senior leadership knowledge and skills. These are:
· strategy and improvement
· teaching and curriculum excellence
· leading with impact
· working in partnership
· managing resources and risks
· increasing capability
· Leadership behaviours







Part 3.

There are many reflective models to assess our personal experience to develop ourselves for future. Gibbs’ Reflective Cycle is one of the most famous cyclical models of reflection which has six stages to explore our experience. It encourages people to think systematically about the experiences an individual had during a specific situation, event, or activity. Using a cycle, reflection experiences will be structured in phases (the University of Edinburgh, 2021).
Using this reflection cycle my experiences is described as below—
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(Gibbs reflective model template,2021)






Description:
Throughout the module I have learnt many skills and technique in relation to prepare myself for future employment. 
In class we have learnt about Personal development plan (PDP):
‘’Personal development is a continuous lifelong process of nurturing, shaping, and improving skills and knowledge to ensure maximum effectiveness and ongoing employability’’ (Personal Development Planning CMI,2021). Whilst planning can significantly help us to understand which skills we need, acting on the opportunities given and ones we can take ourselves will help us develop those skills both for university life and beyond.


In class we have done an activity to test our current knowledge on professional career development and received a score. We have learnt about PDP cycle, which is usually understood as a cyclical process, where improvement comes from moving around the loop. We have attempted another activity about Personal Development quiz. We have learnt how to create our PDP based on SMART target and SOWT analysis.
[bookmark: _Hlk90027676]SWOT Analysis:
SWOT Analysis is an analysis method used to evaluate the ‘strengths’, ‘weaknesses’, ‘opportunities’ and ‘threats’ involved in an organization, a plan, a project, a person, or a business activity (SWOT ANALYSIS: A THEORETICAL REVIEW, 2017). This helps us focus on our strengths, minimize our weaknesses, and take the greatest possible advantage of opportunities available for us.

[bookmark: _Hlk90027743]Self-awareness:
In this module we have learnt about self-awareness and ways of improving self-awareness.
Tjan (2015) says that ‘’you can’t be a good leader without self-awareness. It lies at the root of strong character, giving us the ability to lead with a sense of purpose, authenticity, openness, and trust. It explains our successes and our failures. And by giving us a better understanding of who we are, self-awareness lets us better understand what we need most from other people, to complement our own deficiencies in leadership’’ (5 Ways to Become More Self-Aware, 2015).
Self-awareness is the key to success. It guides us to find our true interest, discover our strength and weakness and create opportunity to plan for better future but it is not always easy to get our head round what it is and what we need to do about (Self-awareness explained, 2021).
Self-awareness is the most important skill for any job. Self‐awareness represents the capacity of becoming the object of one’s own attention. (Alain Morin, 2011).
We are completing a quiz by Dr Tasha Eurich which has helped us to understand how self-aware we are. We provided details of another person who knows us well (such as a family member or a friend). They also had to complete a quiz before we got our results. We had a discussion on our finding in our class.
We have learnt about Johari Window which help individual to improve their team working and communication skills also make them more self-aware.
[bookmark: _Hlk90027799]Johari Window: 
“JOHARI WINDOW” is a communication model developed by American psychologists, Joseph Luft and Harry Ingham in the 1950's, and named as 'JOHARI' by combining their first names, viz. Joseph and Harry. The model is an amalgamation of many unique qualities with reference to its relevance, emphasis, influence, soft skills, behaviour, empathy, cooperation, intergroup development, and interpersonal development. The Johari window is a simple and useful tool for self-awareness training, personality development, interpersonal communication, team development, group dynamics and intergroup relations. It is also known as the disclosure/feedback model of self-awareness. 
This special tool provides us the opportunity to investigate how we view ourselves and how 
others view us. It acts as a model of opening the different lines of communication with 
others. It renders a way to show how we become increasingly more open to others as we 
get to know them and share information about ourselves. (JOHARI WINDOW: An Effective Model for Improving Interpersonal, 2015) 
Communication and Managerial Effectiveness
The rationale behind the Johari window is that people have the innate ability to adopt four 
approaches to interpersonal relationships with respect to themselves: 
 Ability to disclose a lot of information about themselves 
 Ability to disclose any information about themselves 
 Ability to receive feedback in constructive way 
 Ability to resist any feedback about themselves
[bookmark: _Hlk90027870]Personality test: 
An individual’s predisposition to behave in a particular manner across a broad range of situations. A valid and reliable tool which measures an individual’s predisposition to act and behave in particular ways. 
The purpose of the Myers-Briggs Type Indicator (MBTI) personality inventory is to make the theory of psychological types described by C. G. Jung understandable and useful in people's lives. Insights Discovery helps people understand themselves and their colleagues so that they can have more respectful, productive, and positive working relationships, even across virtual boundaries.
We have carried a personality test in class and searched job which will be recommend for the personality. If we find a job which will be associate with our personality it will help us to take all the opportunity available in employment.
[bookmark: _Hlk90027989]Learning Style (What type of learner I am):  
Learning styles refer to a range of competing and contested theories that aim to account for differences in individuals' learning. 
There are many theories share the proposition that humans can be classified according to their 'style' of learning but differ in how the proposed styles should be defined, categorized, and assessed. A common concept is that individuals differ in how they learn.
Know my learning style:
Learning style play an important part in our career success by helping us to understand the most sufficient ways to work. Honey and Mumford (986) suggested that we learn in four ways: 
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In class we carried out an activity to know our learning style. I’ve evaluated my current learning style by undertaking Honey and Mumford learning styles inventories. Whilst there is no ‘right ‘or ‘wrong ‘learning style mix, it is better to have a good balance of each style. My learning style is mix of ‘Reflectors and Pragmatists’ but mainly Pragmatists.
 If I choose a career which is best suit for learning style it will help me to progress my career further beyond. I will be able to take full opportunities of learning and development. Furthermore, my preferred styles may also reflect on how I come across in the workplace. In this way, learning style is not only important to understand how we develop but also give good clues to how we may be perceived in the workplace. For example, as a pragmatist if I choose ‘leadership and management Programme’ it will help me to take most opportunities from relevant training.

Feelings:
This module focuses on practical skills which are necessary for any employment. I have learnt many useful things which are very much relevant to make myself prepare for future employment.
Evaluation:
I have learnt about many new skills and technique which I never heard until I start this module.
One of the interesting things was self-awareness. Once I learnt about self-awareness, I understood that self-awareness is the most important tool to use for our personal progress. Once we have clear idea about ourselves we will be able to make fruitful plan for our future employment.
I really enjoyed taking part in quiz and the way we got scored. I am not totally agreed with score because it depend on how we interpret the meaning of questions and how honestly, we answered questions. But the way quiz has been structure was interesting to take part.




Analysis:
The skills and knowledge I have developed from this module it will help me to guide 
myself systematically for future employment.

Conclusion: More mock interview session could be added to overcome fear of job interview.

Action plan: Action plan has been lay out on my PDP to achieve my future goal.

Learning is the most important instrument to develop ourselves. This learning process would get completed when we reflect our knowledge through work. Knowledge from this module will significantly help me to make systematic approach towards my future career.  
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