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Introduction
			 
This report is to analyze and assess the key skill obtained and developed throughout this module. I will be assessing using different analysis tools such as SWOT, PDP to help me improve my skill set and goals. Also, I will be assessing skills required to be an effective manager. I will also explain learning styles and different UK employment laws. Moreover, I will conclude this report by using a reflective model to help assess a skill I learnt from this module.














Skillsets learnt from this module
During my professional career development module, I have acquired new skillsets and improved on skills which I was lacking on before. I will discuss two below.
Interview skills
Interview skills are talents or activities that permit an individual to be more successful throughout the interview practise. Acquiring these skills and enhancing it enables a person to be more successful when looking for work (Wilson, 2013). 
Before this module my interview skills were lacking. This is due to the fact I have been out of education for 10 years and had not had the professional guidance to improve my interview skills.
During this module I have learnt attributes to improve my interview skills. I learnt how to evaluate my C.V; making it more structured and having the necessary information required that employers are looking for when recruiting candidates. Also, I have learnt about the importance of body language and eye contact when in an interview.  
My interview skills were tested as I had to conduct a mock interview for my assignment. I found the mock interview fundamental in helping me learn how to improve my interview skills. The feedback given showed me attributes I needed to improve on to help me on my future job prospects in management roles as shown in appendix 1. The feedback showed I was presented well and confident to attend the interview. However, the lecturer said I needed to improve on my C.V and cover letter. My plan of action to improve, is to go to my university career advisor to help me improve my C.V and cover letter.
Communication skills
Communication skills are the attributes used when giving and receiving different types of information. Communication skills comprise of speaking, hearing, emphasising, and observing (Ellis, 2009).
Before this module I felt my communication skills was good, this is because of my precious work experience interacting with clients in a professional setting. However, in this module I came to realize more to communication skills then I first understood. My lecturer feedback in my mock interview, showed me the importance of speaking confidently which I needed to enhance, to improve my communication skillset. Feedback said I was nervous during the interview and that I should have practiced more for the interview. My plan of action to improve, is to attend workshop given by the university that will help me improve my communication skills. Also, take notes from famous public speakers such as Elon Musk and Martin Luther King on what they do so well when communicating with an audience.
SWOT Analysis
SWOT analysis is the analysis of an individual or organisation, by looking at their Strengths, Weaknesses, Opportunities and Threats. SWOT is used to identify areas of improvement and can help individuals in career considerations (Sarsby, 2016). I conducted a SWOT analysis of myself seen below:
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PDP for Career Development Plan 
A personal development plan is used to identify a person’s goals and what they want to accomplish. Also outlines their strengths and flaws and areas an individual can improve and grow to meet their targets. A PDP also shows short and long-term career goals and can help improve job performance (Cottrell, 2010). I have made my own personal plan to help me plan goals for short term and long term which can be seen below:
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Career Development plan and progression routes
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Description automatically generated]A Career Development Plan is a list of short and long-term goals that workers have relating to their current and future job prospects, it helps them act in achieving their career goals (West, 2017). I have conducted CDP to help me plan which can be seen below:


For me to progress to a banking manager I need to hold a degree related to business which I hope to obtain once I have completed my BA Leadership and Management degree.  I will need to have work experience in the financial sector to help me attain a manager job role. My progression routes after obtaining degree are to start as a senior manager, then progress my way up to chief manager, then assistant general manager, hopefully to then make it to a deputy general manager (Team Leverage Edu, 2021).	

Skills required to be an effective manager in banking

Excellent verbal and written communication skills is fundamental in being an effective manager in banking. Verbal and written communication is the talent to express ideas successfully using written, oral, and non-verbal communication skills to various audiences, as well as the ability to listen and understand information quickly and accurately (Sen, 2007). My verbal and written communicational skills are lacking to become a manager this is because my grammar and knowledge of finances is not at the required level to get into the manger role. I plan to improve this by attending writing skills workshops at my university. Also, I plan to research through books and the internet about financial skills needed to become a manager.
Having strong leadership skills is imperative to become a bank manager.  Leadership skills is the ability of a person to help them manage a team effectively and cohesively to complete goals set by the business (Adair, 2013). I believe I have some leadership qualities as I have previously had experience of managing a team of 6 at anime trade convention. I delegated roles and completed targets set by my employees in an effective manner. However, I feel I have a gap when it comes to receiving feedback and building relationship which are attributes needed to be an effective banking manger. My plan of action to improve building relationship is to communicate and listen to work and university colleagues and learn the importance of empathy. Moreover, I plan to discuss with my lecturer on ways I can improve my leadership skills to help me motivate employees when getting a banking manager role in the future.
Strong data analysis is important in becoming a bank manager. Data analysis skills of a person indicate their ability to gather and organize data in a way that it is interpreted into meaningful information (Vaughan, 2020). I have areas of improvement that needs addressing to have a chance of becoming a successful bank manager. Areas include improving my Microsoft Excel understanding, presentation skills and statistics skills. My action plan for improvement is to get more involved in analysis-based student projects in class. Also, refresh my understanding of statistics by reading books and watching YouTube videos from reliable sources. 



Goals and Objectives 
Goals are the results you plan to achieve, while objectives are the exact actions and measurable steps that you need to take to achieve a goal (Bateman and Herr, 2011). When setting goals and objectives is important to follow the SMART plan. A SMART plan is an effective tool to achieve your long-term objectives. The components of SMART consist of being Specific, Measurable, Attainable, Relevant and Time-bound (Ogbewei, 2017). I can implement SMART to achieve a 1st class BA leaderhip and management degree by 2024. This follows SMART as it is specific(degree), it is measurable (1st class), it is achievable/realistic (passing assignments), and it is within time (2024). They may be problems on the way to make it difficult to stay on track for a 1st degree, nevertheless one can simply adjust their strategy to make it on track. I have also set SMART goals in my development plans that are achievable.

UK Employment Laws
UK employment laws are legislation put in place that govern both employees and employers’ relationship, they also keep both parties protected. Employment laws covers employment contract, recruitment, data protection, pay and holiday right, working hours, health and safety protocols, discrimination, punishments and grievances, and dismissals and redundancies (Tinsley, 2021).

In this module, I learnt about a recruitment law such as The Equality Act 2010. It is a law which defends you from discrimination and harassment based on certain personal characteristics such as age, race, religion, disability etc (Wadham Et al. 2010)

Also, I learnt about Data Protection Act 2018. It was introduced to regulate how personal, or consumer data is used by companies or government parties. It defends people and lays down policies about how data about people can be used. The act covers ensuring data security, accountability, the right to be forgotten etc (Keogh, 2019). 




Learning style theory learnt in this module

The Honey and Mumford theory shows four different styles of learning which are Activist Theorist, Pragmatist and Reflector. It states that a person will prefer to learn using one, or at most two, of these different learning techniques. In class I completed the questionnaire of the learning style and found out I was an Activist. Activists are individuals who learn best by doing and getting their hands dirty. They enjoy new things and are enthusiastic when involved in a challenge. They love to brainstorm and enjoy leading a team. They tend to learn less well when thinking about a problem on their own or listening to lectures (Pritchard, 2013). This theory helps my learning style as I enjoy being thrown in the deep end and enjoy brainstorming. 
I also learnt about VARK learning style which was created by Neil Fleming. VARK learning styles help student determine a learning preference they are suited for which can be visual, auditory, read/write, and kinesthetic. The questionnaire I completed showed I will be categorized in the visual learning style. Visual learners tend to be organized and have detailed notes; they like to have their notes color coded and prefer to highlight their work (Pritchard, 2013). I also tend to highlight my work for important notes and prefer keeping my notes in an organized manner. 

Gibb’s reflective cycle
Graham Gibbs (1988) created ‘the Gibb’s reflective cycle’, which motivates a person to reflect systematically around the experiences they had through different situations. The model makes me conscious of my activities and adjust according to help improve myself. The cycle is staged in 6 stages starting from description and then continues clockwise to feelings, evaluation, analysis, conclusion and finally action plan (Toolshero, 2020). I will implement this model to assess my researching skills/ finding information.



Research skills is the ability to detect an answer to a question or solution and try to bring a positive result. It also involves discovering new conclusions and opportunities (Thomas, 2004). 
Description:
I had to recognise in this module, the weight of referencing, finding information, researching, and paraphrasing. My lecturer taught me to find information reliable and up to date on the internet.
My consultation with my lecturer showed I was doing references wrong in my assignments. I had predominantly used website references when I should use journals and books. The teacher also taught me if I didn’t cite my work I may be punished for plagiarism.
Feelings:
At first, I felt confident in referencing. However, I was not conscious of the structure required for referencing, this made me concerned. My feeling now is more positive because my lecturer explained referencing in lesson and taught me the correct way of doing it. 
Evaluation: 
The experience exposed me how imperative it is to avoid plagiarism and how effortlessly this can be done and finding material that was dependable. 
Analysis: 
Upon reflecting, I found out I was good at finding material. But after reflecting I needed improvements and should have noted down on how to reference correctly.
Conclusion: 
On balance, I found finding information puzzling and at times problematic, but after guidance from my lecturer it has been the most satisfying skills to gain because it will aid me well throughout my higher education and significantly in the working environment. 
Action plan:
If I did this again, a model I would implement is the CRAAP test to improve my research/information skills. The model will assist questions to ask for myself when deciding if the material is trustworthy. To follow the CRAAP test I need to check the material is up to date, Relevant, Authentic, Accurate and to select material that is not biased (Julien Et al. 2020). 

Conclusion 
My experience from this report has taught me to reflect upon my education and career goals. It has helped me to learn about analysis tools and taught me skills, allowed me the chance to hone new skills, as well as progress on others. Creating the PDP and CDP has assisted me to plan and assess improvements to develop into a better academic student, prepared for the working world. Gibbs’ reflective model has made me realize not to be disheartened by holdups and negative criticism but to take critique as a learning experience to improve myself.
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SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= VeryPoor
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Had resume/references and offered professional copies | [7 | [ U | O | improvement. Please consult career advisor to improve it.
Greeted and maintained eye contact ] HEEEEEN
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Posture (sat up straight, etc.)/Hand and facial
movements were natural U Do
You seemed to be confident in attending the interview although
VERBAL BEHAVIORS showed that you were nervous at times. Please practice interview few
Demonstrated knowledge about the company HERE 0 ' [ | times which will help to improve your confidence level.
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Asked appropriate questions of the interviewer O OOl O
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HOW YOU DID:

TOTAL SCORE RANGE

YOU’RE HIRED!!!

70 - 100

Resume was printed and presented in a professional manner
Showed up on time in appropriate attire

Demonstrates confidence through voice, body language, and eye
contact.

Provides detailed and specific answers to questions

Sells skills and references previous experience

Clearly explains how skills and qualities match the job description
Asks thoughtful questions and demonstrates preparedness
Maintains a professional attitude and demeanor

Very clear and concise manner of speaking; avoids use of filler
words
Demonstrates above—average maturity (professional, articulate, manners).

WE’RE CONSIDERING YOU...

60 - 69

Resume was printed and presented in a professional manner
Showed up on time and in attire that was mostly appropriate
Decent poise, body language and eye contact

Somewhat confident

Provides specific answers to questions
Sells some skills

Displays some skills and qualities that match the job description
Asks some thoughtful questions and shows some signs of having
done research on the company and position

Interviewee is usually professional when responding

Clear manner of speaking; used some filler words (um, uh, like,
etc.)

Noticeable maturity (professional, articulate, manners).
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Resume was not presented or needed work
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eye contact made

Confidence is not convincing
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Appears to have some communication problems
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Resume was not presented
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No poise, poor body language and little to no eye contact
Lack of confidence
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Does not display skills and abilities that are relevant to the position
Does not appear to have done any company research and is
generally unprepared

Comes off as undependable and unprofessional

Manner of speaking is unclear, jumbled or poorly worded
Interviewee needs more experience and maturity
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