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Introduction 
In this piece of reflective portfolio, I will be writing about my own skills and competencies, the skills which are required for my chosen career. Explain and evaluate different theories such as the swot analysis, different learning styles, psychometric test, and Johari windows. Finally, I will be writing a reflection on my experience before the start of this course and after by explain what I have learned in the past weeks and how it applies to me in my daily life. 

A personal development plan is an act of creating a plan based on self-awareness, values, reflection, and planning for personal development. This can be done for a job/ career or self-improvement. On the plan individuals can have as many columns as possible they like the number of columns differ based on what the personal development plans are for. All personal development plans have a development objectives column which enables individuals to pick out certain things they would like to focus on E.g. improving their personal fitness. The plans also have columns where they can write about what they need to do to achieve their goal and what resources they will require to enable them to achieve their goals without any barriers arising. Furthermore, individuals can also number their priorities E.g. 1-5; 1 being the most important aim/goal they want to achieve. A date of potential completion can be added so that people can meet their deadlines for when they wish. 
For some personal development plans, individuals may add a cost column for the things they may need to purchase and an evaluation column to establish what they have learned whilst achieving their goals. This can be beneficial as this information can be used in the future to guide themselves and others. Some may include how they will measure their success for achieving their goals; this could be self-appraisal or recognition from their line managers and colleagues. Moreover, personal development plans can be made for any period of time E.g.- from a month to 10 years as it helps keep a track of your goals and achievements. Personal development plans have also been defined as ‘’ plans intended to develop skills that are important to the work-life (Morgan 2017). 

 My chosen career of becoming a support worker requires me to have specific skills to excel at my work. Some of the expected skills are to build working relationships with service users, who use the service either for day-care or overnight stays. Assisting service users in all areas and help them develop life skills, so they have a positive outlook on life, show resilience, confidence, and develop self-esteem. Being involved in the planning and carrying out internal/external activities with the service users on a 1-1/2-1 basis. Ensuring the service provided is person-centred, by working with the service users and their family/guardians and other professionals. Provide the service user personal care if and when required. Lastly, be able to support and assist service users with Autism, ADHD, and other challenging behaviours. I think these skills and qualities are important as the career I have chosen is very demanding emotionally and physically and If I don’t have all these qualities I won't be able to excel in the field as I will lack the essentials. Furthermore, other skills are required to become a support worker which are that I should be confident in responding to emergencies, have a kind and caring approach to work. I am expected to be flexible, resilient, kind natured, and have a sense of humour to become an excellent support worker.
 
The skills which I have gained over the years in my professional career as a domiciliary healthcare assistant are very similar to what is expected for the support worker role. I think I will be able to become a consistent support worker as I am a self-motivated, quick learner which allows me to adapt to different settings very quickly. I have the ability to work on my own initiatives and with other individuals in group settings. I am a flexible individual this means I will be able to deal with various situations and emergencies with ease even if they may arise when they are least expected I will tackle them in a professional manner. Other qualities I have are compassion and empathy for all my service users I try to encourage them and lift their spirits when they feel disempowered. This is something I have to deal a lot with as a domiciliary healthcare assistant as all my service users come from a range of ages and suffer from different health conditions.
 
 
The swot analysis is a business strategy tool that helps business executives to identify the business's strengths, weaknesses, possible opportunities, and threats the business may face in the future. These can be both internal and external factors that may affect the business. The strategy is used for decision-making processes that require thought. Internal factors may include things which the business has control of e.g. finance, marketing, and manufacturing. External factors include things which the business has no control over such as, competitors, new products in the market, and changes in legislation and macroeconomics. The SWOT analysis helps businesses set objectives which shows the business what they are going to be doing and what steps they should take to achieve their main objective. Businesses can also analyse existing models they use and compare the results they get from the internal and external factors this will enable the executives to establish critical factors for the overall achievement of objectives and how they will implement strategies to do so. Individuals can understand their competitors better by using this strategy as it can give them insights into what they need to do to overtake their direct and indirect competitors giving the business a successful competitive position.
 
In this section, I will be writing about 4 different learning and development training theories and methods.
 
The breakdown of the analysis will enable us to completely comprehend the importance of the SWOT analysis. Strengths are factors in which the business has its main expertise in and is the main cause or reason for business success. Weaknesses are factors of the business which are stopping from reaching its full potential. Opportunities are within the environment from which the business can gain success from by planning and executing strategies. Lastly, threats are factors which exist that contradict the reliability and profitability of the business. Threats are generally uncontrollable and are a risk for the business’ existence and stability.
 
 
Many different learning styles work for people I have found 3 types of learning styles which are auditory, visual, and tactile. When individuals are auditory learners, they learn information my listening this means they remember things better when they hear it. These individuals store information, by the way, it sounds to them. Individuals with this learning style find it easier understanding spoken instructions rather than written. Occasionally other individuals may feel like the people who learn by audio may not have a good attention span and they often look as they are daydreaming. But that is not the case as although auditory learners may not look at the individual speaking, but they hear the information which is being given to them.
Visual learners learn by reading or seeing pictures. This means they remember things better than they have seen. They are able to picture things in their head and prefer to see what they are learning. These individuals usually close their eyes when trying to visualise or remember something. They often have difficulties with spoken directions and get distracted easily by loud noises. Lastly, tactile learners prefer to learn by touching and doing the physical activity this can also be said that they are practical learners. They tend to learn better when physical activity is involved but, these individuals need to be active and regularly take breaks when working. Generally, tactile learners speak by using their hands and gestures and have difficulty sitting still in one place for some time. Furthermore, tactile learners can easily remember things that were done but may have difficulty in remembering things they may have heard or seen during the process.
 
 
Psychometric tests are a scientific method to measure an individual, mental capabilities, and behavioural styles. These tests are designed to measure a candidate’s suitability for a role based on their cognitive skills and aptitude. The main goal of psychometric tests is to identify at an early stage as to which of the job applicants are going to not be able to fulfil the job requirements of the position this will help the employees to narrow down the recruitment process. The test can provide accurate insights into a candidate’s suitability for a role e.g.- some roles work best with extraverted personalities. Furthermore having these tests is beneficial as the interview performance and job performance may not always be the same as the candidate can be very passionate about their work but they might be nervous or shy therefore, psychometric tests can give deeper insights to the candidates. On the other hand, the test may not be always accurate as some candidates may go out of their way to fulfil the needs of an ideal candidate and answer the questions falsely. Test anxiety can create a false negative. Also, the psychometric tests may put certain individuals at a disadvantage as if they have a language barrier any might not be able to do the test to their full potential and may not perform as well as others who have no disadvantages.
 
Johari windows were developed in 1995 it is a psychological tool made for understanding and training. The tool has a greater emphasis on soft skills such as behaviour of empathy, inter-group development, and interpersonal development. It is a simple model that can be used and applied in various situations and environments. The tool has four quadrants. Each quadrant signifies personal information, feelings, motivation, and whether that information is known or unknown to oneself or others in four viewpoints. The information transfers from one quadrant to the other as the result of mutual trust which can be achieved through tasks and the feedback received from other members of the group. However, in some instances, it is better if certain things are not communicated also in some cases individuals may pass on information received further than originally desired this can create misunderstandings and clashes. Lastly, the main goal of using Johari windows is to build trust, improve communication skills, improve teamwork, and personality development.
 
In this section of the portfolio, I will be writing about my experience with the course and how I will be using the knowledge I gained in my daily life.
 
I learned what personal development plans were and thought it was a great tool to make plans based on self -awareness, values, reflection, and planning for personal development. Personal development plans can be used for anything. The layouts of the personal plans can vary depending on what individuals are using them for. The personal development plans can be used for the businesses and an individual’s own goals e.g. improving their fitness. The plans enable individuals to set out their goals in order which makes them more obtainable over a period of time. A column for the completion date can be added so that individuals can keep track of their progress over time. I took a test online to identify what kind of learning style I work better with. I found out that I am an auditory learner which, was surprising to me as I had always thought I was a visual learner. As I read more about auditory learners, I concluded that I might prefer a mix of both auditory and visual learning. I generally like to have things colour coordinated and have to visualise things that I hear or that are said to me. Moreover, on occasions when I’m having a conversation, I may not always look at the speaker which may look like I am not paying attention to them but I am able to hear and understand them clearly while multi-tasking. Finding employment opportunities, I took a career motivation test which showed me what motivated me and a career that would be suitable for me. The results I got showed that I was motivated by financial rewards I agree with the results I got as I certainly believe I am money motivated but at the same time, I require job satisfaction as I want the best I can do for my work to gain a sense of career fulfilment. By taking a career test I found out what careers would be suitable for me based on my personality. I got my results based on Hollands codes my six-letter personality type was ‘SECIAR’ which means I prefer social the most followed by enterprising and conventional. The list of suggested occupations I got a mediator, ombudsman, social services manager, and human resources manager.
 
I created my CV and realised there are do’s and don’ts when writing a CV such as Bullet points should not be used for CVs as a chronological listing order should be used. Chronological lists should be created. This means the individual should put their work history in reverse order. Individuals should avoid including everything they have done during their spare time unless it is relevant for the job they have applied for. Some CVs have a typo which means that this will give the reader a bad impression as it seems the applicant did not proofread their CV. The CV should be altered for the company the individuals applying should focus on emphasising the parts of their background that are tailored for the role. Applicant should also include unpaid work activities which show their leadership skills showing companies that they have volunteered this will help demonstrate the individual's hard work and dedication towards society. Individuals should use language from the job description to attract the application reader and emphasize their skills and strengths regarding the job. Having the mock interviews on teams made me realise that there are many nonverbal and verbal communications I need to focus on to have a good interview also that body language is equally important. Things such as Vocabulary, language, volume, and pitch I use when speaking. Nonverbal things like eye contact, facial expressions, gestures, and posture. Open and closed Body language. I received my interview which stated I was hired but needed to work on a few things such as maintaining eye contact throughout the interview.  
 
Lastly, I learned about the differences between a job and career and what exactly causes the differentiation between the 2 also, the types of different legislations there are for employment, and how they help protect employee and employer rights. How the recruitment process works and, individual rights are protected the Equality Act 2010, what the employment contract consists of how employee data is protected from third parties. The pay and holidays employee are entitled to as well as working times and what steps employers should take to maintain the health and safety at work this includes protective clothing and fire exits. In essence, this course has provided me with a wide knowledge of professional career development and enabled me to learn new things that I can implement in my life. 
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