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Part 1

Audit of personal skills using SWOT 

Strengths 

I believe my area of strengths are that I can maintain excellent professionalism within the health and social work environment as I am always ensuring that I follow the rules and regulations of the company according to their policies and ensure that it is implemented successfully. Another core area of strength is that I am able to build a good rapport and relationships which both colleagues and the service users within the care home as I am able to communicate effectively with both in order to understand the individual needs of the service users as well as sending important messages or information with the health care team. 

Weaknesses 

My area of weakness is that I find it difficult to say ‘no’ to others, for example within the health and social sector there is a high opportunity of regularly working over time and when being asked by management team to do, it is impossible for me to say ‘no’ therefore I would always go above and beyond to cover the gaps of the shifts and this used to have an impact upon on my mental health as I was not able to cater valuable time and space for myself. Otterbach and Charlwood (2019, p. 4) strongly emphasise upon the impact of working long hours causing poor mental health and stress and therefore employees should ensure they maintain a good work and personal life balance. 

Opportunities 

Within the health and social sector there are many opportunities to undertake, for example by participating and getting involved in CPD training sessions on a weekly basis allows me to gain in-depth of the health conditions of the service users as well as NHS on a whole. Also, job opportunities; for instance, taking on a higher position job role with more responsibilities within the care home. 

Threats 
Within the health and social sector there are threats that I can be faced by for instance, the education and training aspect to this - as it is costly and paying a high amount for such courses in order to help with career progression is not affordable. Competition has also been high in all sectors and due to COVID-19 it is getting worse and also there are a lack of jobs in the market at the moment, therefore, to have a job in my chosen area may be somewhat difficult to achieve. 

During week 2 lecture based on improving self-awareness, I had completed the learning style test, from the test I had concluded that out of the 3 different learning styles on the test; auditory, visual and tactile, I am an auditory learner. This suggests that I am able to learn by listening and hearing, understanding and remembering information based upon what I heard and also that I find it easier when understanding verbal instructions compared to being given written instructions. Which supports what Kayalar (2017, p. 5) expresses as he also states that auditory learners have excellent listening skills and are also able to complete a certain task successfully when given verbal instructions rather than written instructions. I also undertook the Myres-Briggs Type Indicator Personality during week 2 lecture. I had discovered that I am an introverted, observant, feeling, judging and turbulent person, this represents my type of personality. 

Personal development plan (PDP)

I have created a personal development plan (PDP) in order to support me in achieving the areas of development I believe I need to work more on, which will be beneficial to me in both my personal life and also within my career in health and social care. Morgan (2017) quotes that a PDP is a plan which established to help enhance skills which are essential for the work life. Using support from the lecture in which the lecturer had thoroughly explained how to create a PDP and the main aspects to include, I was able to create one myself including the; objective, required actions to achieve the objectives, how to measure the success and lastly when the objective will be met by. 

	Objectives 
	Actions to achieve objective
	Measure of success
	Objective met by/timeframe 

	To be able to improve decision making skills 
	· Identifying the main goal and questioning myself what exactly I need to solve and why does it need to be solved. 
· Attaining the important and most relevant information needed in order to make a decision.
· Participating in decision making within the workplace by the management team if allowed to do so (in order to get a sense of the process of decision making).
	· The ability to make the correct decision and resolving the issue successfully. 
· Everyone within the team is happy with the decision made. 
· The decision made has had a positive outcome and impact within the environment
	December 2020-April 2021

	To be able to improve stress management skills
	· Ensuring that I have good sleeping routine.
· Balancing my work life and personal life.
· Exercising often. 
· Making a to do list and prioritising effectively. 
· Having a positive outlook and mindset on my own life.
	· Having regular 1-1 meetings/catchup with my line manager to take regular feedback about my work performance. 
· The ability to work without feeling as though I am under pressure. 
· Not get frustrated with overload of work.
	December 2020-April 2021

	To be able to improve IT skills 
	· Participating in free online or face to face computer courses that will me gain an understanding of the basic areas of IT.
· Watching YouTube videos and researching upon the different types of skills within IT. 
	· To be able to conduct research quickly and easily online and also applying it within my work. 
· Having the ability to take part in online training and activities which are work related as well as university related efficiently. 
	January 2021-May 2021

	To be able to improve analytic skills 
	· Seeking regular feedbacks from line managers about my work performance as well as seeing feedbacks from lecturers about my university assignments which will help me develop in various ways.
· Taking part in group-based projects with the team, this can be at work and also at university.  
	· The ability to be able to critically analyse both the positive and negative aspects - when doing assignments and also at work. 
· The ability to analyse the feedback given from the lectures and my line managed based upon my work and taking the right steps to make improvements and enhance my development in various ways.
	January 2021 - April 2021





Identified skills for a career within the Health and Social sector

In order to attain a career within the health and social sector such as a working as a health care assistant there are specific identified skills which are essentially required. Beginning with personal characteristic skills such as being kind and caring, friendly, being approachable, trustworthy and good sense of humour (NHS, 2019). It is important to hold these characteristic skills as a carer as the job role consists of working alongside elderly aged service users who have their own individual needs and health conditions; therefore, it is essential as their carer we portray our best selves. 

Although personal characteristics are required, there are also other skills which are specifically required for a career in health and social care. Firstly, excellent interpersonal skills as it is important for the carers to communicate effectively with one another as well as having good communication with the service users which will allow the carer to understand them more on a professional level. Duffy (2004, p. 498) explains the important elements of interpersonal skills which includes paying attention, treating equally and being respectful. Other required skills are having effective time management, being flexible, team working skills, having a strong work ethic, problem solving skills and good IT skills (Servellen, 2018). 

Evaluation of own personal skills 

It is extremely beneficial to regularly and continuously evaluate upon our own individual skills and qualities of which completing personal development plan that allows us to self-reflect upon ourselves and leads us to meeting targets and achieving success (Brown and Brown, 2012). I believe I have attained the basic requirement level of skills for the health and social sector. As stated above, my strengths lie upon the ability of building excellent rapports with service users and colleagues and communicating effectively within the team. However, upon completing my personal development plan, I have identified areas which I will have to progress further upon which will initially help me develop successfully within my career. 


Part 2

Learning and development training 

Both learning and development training is a core requirement in all organisations as it is vital for all the employees to enhance their work performance on the basis of their job role responsibilities within the organisation, therefore through the use of learning and development training it will allow them to make the necessary changes. Learning and development training enables employees to attain various skills, qualities which they can comply upon themselves in order to make positive progress within their job role (Tannenbaum and Yukl, 1992, p. 400). 

Methods

All organisations use various learning and development training methods within their company for their employees in order to enhance their professional development. However, the methods that are chosen to be utilised will have to be purely based upon the team and employees of the company as it is important that it suits their individual work needs also to ensure the training is financially efficient for the company itself. Raynolds (2019) expresses the importance of researching upon training methods used by organisations is highly important in order to avoid the excessive financial costs that comes alongside the training. Therefore, the key task for those researchers is to find the most effective training methods which are both efficient for the organisations and also meeting the purpose which is display the necessary information to the audience. 

Being designated the role as assistant manager, when delivering learning and development training to the new employees joining the organisation, it is important that I implement various methods which are effective. I will be discussing each of the methods below and explaining and evaluating each of them. 

Firstly, one learning and development training method is online training. In this day and age more or less everyone has access to the internet and technology, therefore online training is also a type of method that I as an assistant manager would consider utilising with the new employees in the organisation. Online training will require the employees to participate in online videos, courses and mini tests based upon the objective of the training to assess their knowledge on what they have been educated with (Bleich, 2018). Online training will be effective for the new employees as they will be able to access it when it suits them but ensuring they meet their deadline of the training. Another effectiveness of this method is that it is cost effective because as an organisation I will not have to spend financial costs on putting a training course together. Nevertheless, online training can also have its disadvantages such as challenges as employees may struggle to understand some parts of it and there will not be anyone present to help. 

Secondly, Instructor-led training, this is one of the most common and tradition learning and developing training method used by many organisations. This training is implemented within a classroom-based environment in which a speaker or instructor displays the relevant information to the employees using various resources and materials in order to deliver the training to the organisation. Using this method enables everyone who is participating in the training to ask questions to the instructor, in which their questions will be answered in depth. Also, as an assistant manager, delivering training through this method I will be able navigate through various ways such as by demonstrating, doing discussions, presentations, which ever suits best (MindTools, 2020). This explains why the instructor-led training method is relatively effective. However, it does have cons due to its cost and time to implement within the organisation.  

Another method is via the use of case studies to deliver a certain aspect of training to the new employees. Case studies are effective as it enables the employees to read through the studies and gather an understanding of what is being expected within the organisation from the team (Read and Kleiner, 1996, p. 24). Cases studies will allow the employees to read at their own pace in order to understand it thoroughly as well as interacting and communicating within their teams to discuss the case study and put forward their own relevant opinions and thoughts, this will enable the new employees to build up their team working skills. 

Lastly, role playing is another method I would consider using to deliver training to the new employees. Role playing is similar to group discussion and case study; however, it enables the employees to concentrate on a specific aspect within the organisation which the scenario will be based upon. This method will allow employees to express their opinions and point of views as they participate within the role play activity portrayed to them. 




Theories

Although as an assistant manager delivering the learning and development training to the new employees using various effective methods is important, it is also vital that I present to them what is expected off them in order to be successful within the organisation and this will be implemented through use of theories of learning and development, which I will discuss below; the expectancy theory, need theory of motivation and goal-setting theory. 

The expectancy theory is purely based upon the certain expectations of the end results and positive outcomes which are displayed as a result of the actions by the employees. Fudge and Schlacter (1999, p. 295) explain that this theory is presented as a process theory of motivation as it highly emphasises on the individual’s perspective of their environment and their own interactions as a significance of individual expectations. Employee’s learning and their transfer will only enhance and progress when it is associated with the outcomes. This theory explains that an individual behaviour depends upon three main factors: Expectancies, Instrumentally and Valence. Expectancies is the positive association of the relationship between performing a behaviour and performing good. Instrumentally is the individual’s thinking that when they perform a behaviour it is linked with them performing good in their job and lastly valence portrays how important employees believe their outcome is to them (Explore the world, 2019). 

The second theory is called the need theory of motivation. This theory was proposed by McCllelland, the theory consists of three main aspects; need for achievement, need for power and need for affiliation. The need theory of motivation strongly explains how these three aspects have an impact upon the actions of the employees from a management context. In order for me to implement the theory with the new employees I need to firstly identify drivers, this means identifying within the team members which of the three motivating aspects are dominant for which person based upon their personality and their behaviours. This will then lead onto me structuring my approach and motivating each employee according to their needs ensuring they are happy and motivated in what they are doing. 

Lastly, goal-setting theory is the goal influence an individual’s behaviour and actions due to them being dedicated to meeting the goals and targets successfully. As an assistant manager, I will ensure that they I motivate the employees as when they are of what their reward will be after they have successfully completed their goals and tasks within their job role this will motivate them even more. This goal setting theory is based upon specific measurable achievable, realistic and time targeted. As an assistant manager, it is important for me make clear targets and goals to the new employees, so they know what is expected off them. 

Part 3

Self-reflection upon personal experience 

Before starting this course, I believe as an individual I was a very closed person, not sharing my thoughts and opinions openly to the people around me. However, starting this course has enabled to express my ideas more in open discussions with groups. This module has allowed me to gain various skills, firstly designing a CV and cover letter. When completing my CV and Cover letter, I was clearly aware of the main information to include in both of the documents based upon the lecture on this topic. Researching skills were also enhanced, as when I was preparing for the interview assessment, my task was to gather information about the chosen health and social organisation I want to apply to. 

This course has enabled me to look at the outside work realistically and how mental health can have a detrimental impact on working life, through taking part in the open book assessment I was able to educate myself of certain factors which can impact us negatively, this can be emotionally, socially and physically. This has opened my eyes and I take this into consideration every day, ensuring that I take care of my health and well-being first. On the other hand, I have not completed a PDP in the past as I was always given feedback by seniors within my job or lecturers about things I need to develop on, however, after completing PDP with the help from lectures it has made me aware of the importance of individual development, and how I need to consistently identify my areas of strength and areas of improvement in order to personally develop. 

By conducting the mock interview with the lecture and receiving supportive feedback was something which I had appreciated due to the fact of not being a very confident person as sometimes I do hesitate to answer questions on the spot. Although, the mock interview gave me the opportunity to have that professional experience of how it would be like to be interviewed within the health and social sector. The feedback which I had received is also very helpful as I will be able to all of it into consideration in the future when I look into employment. By keeping a log of the weekly journal of this module was also very supportive as I was able to reflect upon what I have learnt and the important notes that I had gathered from the lecturers. I personally believe I have gained many skills and qualities through this course which will be extremely beneficial when I am recruited and work with a team. 

Reference List

Bleich, C., (2018). Top 10 Types Of Employee Training Methods. [online] EdgePoint Learning. Available at: https://www.edgepointlearning.com/blog/top-10-types-of-employee-training/
 [Accessed 5 December 2020].

Brown, D. and Brown, D., (2012). Career information, career counselling, and career development. Boston, MA: Pearson.

Duffy, D., (2004). Assessing Competence in Communication and Interpersonal Skills: The Kalamazoo II Report. Special Theme Article, 79(6), p.498.

Explore the world. (2019). Types Of Learning Theories In Training And Development. [online] Available at: https://mainuddinbd.com/types-of-learning-theories-in-training-and-development/ [Accessed 5 December 2020].

Fudge, R., and J.L. Schlacter. (1999). “Motivating Employees to Act Ethically: An Expectancy Theory Approach.” Journal of Business Ethics, 13 (11), p. 295

Health Careers. 2020. Healthcare Assistant. [online] Available at: <https://www.healthcareers.nhs.uk/explore-roles/healthcare-support-worker/roles-healthcare-support-worker/healthcare-assistant> [Accessed 2 December 2020].

Mindtools.com. (2018). Instructor-Led Training: Creating An Effective Learning Experience. [online] Available at: https://www.mindtools.com/pages/article/instructor-led-training.htm  [Accessed 4 December 2020].

Morgan, P. (2017) The Business Student’s Guide To Study And Employability.  London: Sage Publications Ltd

Kayalar, F., (2017). The effects of Auditory Learning Strategy on Learning Skills of Language Learners (Students’ Views). Journal Of Humanities And Social Science, 22(10), p.5.

Otterbach, S. and Charlwood, A., (2019). Working-time Regulation, Long Hours Working, Overemployment and Mental Health. International Journal of Human Resource Management, 7(0958-5192), p.4.

Raynolds, J., (2019). The Most Effective Training Methods - HR Daily Advisor. [online] HR Daily Advisor. Available at: https://hrdailyadvisor.blr.com/2019/05/22/the-most-effective-training-methods/  (Accessed 4 December 2020).

Read, C.W. and Kleiner, B.H. (1996), "Which training methods are effective?", Management Development Review, Vol. 9 No. 2, pp. 24-29
Tannenbaum, S. I., & Yukl, G. (1992). Training and development in work organiza- tions. Annual Review of Psychology, 43, p. 400. 
Van Servellen, G., (2018). Communication Skills For The Health Care Professional. Burlington, MA: Jones & Bartlett Learning.




1

