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Introduction
This report aims to discuss about my reflection and knowledge gathered through the module. Will be discussing about personal competencies skills I have and skills I need to improve on. Through the report will be talking about self-awareness and be showing the use of Graham Gibbs Model of Reflection. Will briefly talk about chosen skills like, time management skills, research skills and written communication skills. Further in the report will be showing the understanding gathered through the module of Johari window, SWOT and Personal Development Plan (PDP).
Will be also discussing about skills required to be an effective manager in an organisation and my personal experience about creating a cv ,a cover letter and attending a mock interview and its feedback.
Main Body
Personal skills and competencies
Through completing this module, I have developed new skills. We had to complete one of the tasks of this module during the lesson and also had to complete quizzes and tasks which helped me to generate three skills including time management, research skills and written communication.
 Time management skills
In order to comply with the requirements of the assessment we have been given a certain amount of time to complete tasks. This has allowed me to develop my Time Management Skills and understand how to divide my time into equal portions to improve the efficiency and productivity of my work (Ho,2020).
I understood how vital is to have a good time management skill because I was able to understand the subject given, answer the question and submit on time my file and I believe will be a vital skill for a future managerial role
Research skills
This skill is very beneficial in gathering the knowledge and information on the tasks I am writing about. Having given a task  it supports in developing the research skills as lots of information from different sources have to be gathered in order to understand and finalise the task. At the beginning of the course, I was unable to collect information from research papers and credible sources but through the module and learning I have developed this skill and now I can confidently do a research from a journal or a report related to a particular topic. Despite having developed the research skill I feel like there is still more I can improve on and elaborate in providing evidence and arguments. The lacking in argumentation can be a weakness for me and can limit my written communication competency (Sawyer and Obeid,2017).
Written communication skills
For a future professional career written communication skill is one of the most important. With technology being so advanced at a workplace would need to maintain business schedules and reports or organise catalogues and calendars or brochures (Dhaliwal et al.,2018)
I believe for enhancing my academic performance and my personal, there is still improvements I can make on my written communication skill. Having to create a cv and a cover letter during the module has made me understood that there are different elements of formal writing. Also completing assignments and having to reference it. Before the course I wasn’t able to do a Harvard referencing style in formal writing but now I have developed this skill (Moore and Morton,2017).
Self-awareness tools and definition of self-awareness
What is self-awareness?
,,Self-awareness represents the capacity of becoming the object of one’s own attention. In this state are actively identities, processes, and shares information about the self (Alain Morin,2011)’’
Self-awareness is used to identify the ability of a person and when you know and understand your own character. Being consciously aware of your own personality can help you in progress of shaping yourself as a person.
There are four levels of consciousness:
· Unconsciousness- not responding to self and around
· Consciousness- paying attention to environment and processing incoming stimuli
· Self-awareness-being aware of yourself and processing internal external information
· Meta self -awareness-being cognizant that one is self-conscious
There are various self- awareness tools tests that can be used in testing yourself and your abilities in achieving the desired knowledge, below I will listing some of the ones which been used in one’s self development.
The Johari Window 
Johari Window is a model created to help people in understanding their relation with self and others. This model has been developed by psychologists Joseph Luft and Harry Ingham in 1950’s. This is a very simple yet very useful tool for self- awareness and personality development, team development and group dynamics. This tool provides us with chance of reflecting over the way we see ourselves and how others seeing us. This model is opening new ways of communication with others by getting to know them and they getting to know us. This model allows us to disclose information about ourselves and to  receive feedback.
This window frame represents known and unknown to self and to others.
Open self- this phase includes our behaviour, our attitude, values which are known to others This is concluded by an open honest exchange of information with others.
Hidden-self-this phase is the part we don’t disclose to others. Is a fear which stops a person of being open about themselves. Is a fear of reaction and judgement from those around.
Blind -self- This phase is the one where we don’t know things about ourselves, but others know and see it in a clear way. This can be mannerism or ways of how we do things or speak things.
Unknown self-this phase is a unknown to you and to others about yourself. 
Below is a reflection of Johari Window about myself.
	 Open self 
	Hidden self
	Blind self
	Unknown self

	trustworthy
	nervous
	wise
	temperamental

	Friendly 
	impatient
	mature
	

	punctual
	Loving 
	
	

	helpful
	Emotive 
	
	


 
Application of Gibb’s Reflective Cycle 
Description-In this exercise I have been reflective and comprehensive about these new skills that I have approached during my learning, and I have found them essential in career development. This are time management, research skills, written communication along with self- awareness.
Feeling- I have felt that working with these skills I have achieved a better understanding in areas that previously were preventing me from communicating and elaborating ideas which were essential towards my goal. Learning about self-awareness made me see things from a Ddifferent angle which previously I wouldn’t have seen it this way. 
Evaluation- At this point I am still not in full knowledge about certain areas and still got weaknesses which I am intending to work on it and strengthen it.  
Analysis- Based on all written above it can be analysed that I have gain some skills which I find them highly helpful in my future career development and on a managerial role possible along with any role within a team. Some of the improvements I need to do on my skills represents a weakness for me at the moment and have a negative impact on my performance towards my goals, however my good time management skill helps in my efficiency (Jensen et al.,2017).
Conclusion-It can be concluded that different skills from time management to research and even writing are interlinked skills and together they work towards the betterment of an individual and its development into a professional career desired.
Further after this reflective exercise will carry on by establishing what SWOT is and why we are doing it.
What is SWOT
Swot is a frame of work for strengths, weaknesses, opportunities, and threats. This helps an individual or a business to analyse the internal and external factors that can be vital for a project or a person (British Library,2021). Will be doing a SWOT on my skills in order to assess myself.

	strength
	weakness
	opportunities
	threats

	good timekeeper 
	Emotive and that restricts me in giving feedback to people as I don’t want to hurt their feelings
	New environment at workplace 
	Candidates with previous experience 


	multilingual
	Written communication in a professional manner needs improvement 
	New skills development 
	Heavy lifting and work overload can affect my health 

	organised
	I can be overconfident at times
	Chance in making new friends or meeting new people with same interests
	

	Driving so easy to get to workplace or study
	I can be easily distracted from my tasks trying to help those around me 
	
	

	sociable
	Health issues
	
	



What is PDP
PDP means a personal development plan about yourself. It is also another form of reflection which is focussing on your continuous intention towards development (Cottrell,2015).
In ordered to have a effective PDP you got to have a clear idea about what goals you looking to achieve. Can have short term goals leading to long terms goals. There is a method to help with that and is called SMART.
SMART means specific, measurable, attainable ,realistic ,timed 
Action plan 
	Improving areas
	Required action
	Timeline 
	impact

	Written communication
	Carry on studying and enrolling for further curses to improve my skills (Rakedzon and Baram-Tsabari,2017)
	Having English as my second language another couple years of study will help me 
	This is an essential action however can become an inconvenience in my life having to work and take care of my home duties

	Job research
	Getting into a new field of work requires a lot of extra knowledge in order to be able to perform in the job 
	As soon as possible 
	Being used to work in different field and getting into a new set of skills required can be very overwhelming

	Enrolling for level 5,6 at university
	Manage my time and arrange it accordingly so I can carry on studying while I keep a job too
	As soon as possible 
	The intention of managing my life and keeping work and home while study at same time is having a strong emotional impact however it is motivating me to be ambitious



Skills required to be an effective manager
Getting into a job is not the easiest thing, often we are not aware about our own capabilities and the way employers are looking for it. From moment we apply for a job we already communicate with employer through the way we send our cv and cover letter. Through that is our first step of showing our written communication skills. Next is our interview which shows the way we approach, we dress, we behave, if we are confident and ready to answer and deal with possible unknown questions. Once gone through that a good manager should have a very good time management, to be knowledgeable, to be well aware in dealing with people and their needs and to have good leadership skills.
Reflection over skills learned, cv and mock interview experience and feedback
Through the journey of my learning, I have discovered a new set of skills and new ways of understanding these skills. As part of the module, I had to search for a job and create a cv and a cover letter related and directed to the job. My skills developed during the learning have helped me in completing the tasks and I have felt very proud of myself being able to deal with this on my own.  After having this completed, I had a mock interview. Despite being prepared for it I have felt very nervous during the process, but I have tried to hide it and be confident. I have been given feedback on my appearance and my attitude and been told areas where I needed to do better but overall was a great experience where I could put in action my knowledge.
Conclusion
This report has discussed about my competencies and about tools and theories I learned during the module. Have been a reflection on my strengths and weaknesses and a PDP to solve them and achieve my goals.
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