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[bookmark: _Toc57558335]SKILLS AUDIT
One of the critical first steps for a productive career is to conduct a skill audit. Some people refer to it as the business needs assessment, cultural assessment, or an examination of what understanding is required, available, applied and contained. Today, employment requirements are more competitive, and it involves more than just a degree or qualifications. Organisations prefer candidates who are aware of their skills and competencies and can critically evaluate themselves because it provides them with accurate information about their performance in their previous job or experiences. This paper focuses on auditing my skills and competencies that I have learned during this one-year course. It also includes my strengths and weaknesses and discusses the opportunities that I must improve and overcome my weaknesses. University education has benefited me to develop as an individual and helped me to choose a career that I would like to pursue after my degree in health and Social Care. I have learned to evaluate myself and understand the skill that is required to achieve my goals.
[bookmark: _Toc57558336]Occupational Therapist (Chosen Career)
An occupational therapist job is to empower people to carry out everyday tasks with independence and more confidence. They improve their lifestyle and health sometimes they do self-care and mentor for the patients, the analysis, development, audit, and assessment for clinical services too. They look after babies, children, and youngstersand adults with mental illness,  physical and learning disabilities. Occupational therapists create a treatment plan for patients and evaluate their performance and help them to return to their work and aid them in daily tasks. They work with different departments such as hospitals, care centre, rehabs and do a meeting with other professionals like doctors, social workers, carers, teachers, physiotherapists, carers, suppliers, and architects.
[bookmark: _Toc57558337]Skills 
For Occupational therapist, the primary skills required are verbal and oral communication skills. They need an excellent ability to rehabilitation systems to encourage and restore confidence. A significant observation and interpersonal skill to connect with others. Capability to work in under pressure, thinking out of the box, skills of decision making and problem-solving in the situations. They are also required to coach patients with deficient social skills and help people with learning difficulties. Mentor and guide people to control their behaviour and teach people techniques to manage their anxiety (Adam, Peter, and Chipchase, 2013).  They need excellent writing skill to write reports and conduct assessments, organising skills to arrange appointments, flexible approach to do work and have the greater sense to advice alternations for people with wheelchair users access in homes. An occupational therapist also compelled to have an excellent creative and practical skills for advising family members, support for care providers and management skills to supervise teams and staffs, passionate and sensitivity and patience to deal with a variety of demands (Stoffel,1994).
[bookmark: _Toc57558338]Swot analysis
Strength
Communication skills: I have good communication skills that I developed during this course by taking part in presentations and group discussions. For my career, it can aid me to coach patients to bring their best outcomes from them in their social life. With the help of this skill, I can communicate effectively with the patients and their families and guide them more efficiently.
Problem-solving: I have great ability to solve problems as I can identify the issues, understand others, evaluate, and monitor the solution for significant decision. In occupational therapy, the everyday tasks include solving the problems and thinking out of the box to find the most successful solution according to the requirements of the patients. 
Listening skills: I have an excellent listening skill, and I often listen to my peers' problems, guide, encourage them and give them the confidence to solve issues. Listening skill is vital in a therapy career as most of the work revolved around listening to patient's problems and helping them.
Teamworking skill: I have an excellent capability to work in teams. I have experience of working in a team during my course and understand others point of view. An occupational therapist needs to work in hospitals, care homes, schools, and many more places and for working along with other specialists or teams.
Weakness
Writing skills: I need to work on my academic writing, as I struggle with academic writings. But working towards improving my writing skills through university assignments.
Time management: One of my weakness is time management, I feel difficult to adjust on a schedule, as a single mother of three, I find it challenging to work around my daily tasks. To improve, I use a Personal Development Plan. It helps me to schedule my time effectively and enhance my skill time management skills.
Opportunities
During my university course, I can-do part-time placement as a therapy support worker or a part-time job to build up my confidence and experience. This university course enhanced my IT skills which can help me with technical work while working with people in homeless shelters, youth projects, hospitals, charities, disability equipment hire services, day-care centres, special schools. After completing my degree, I have options with my degree, such as social worker, special educational need teacher, psychological wellbeing practitioner, Art intensity therapist, life coach, play therapist, medical sales representative. These careers can be my next platform and opportunities to enhance my experiences to achieve my goals. (AGCAS Editors, 2019).
Threats 
My threats would be time management skills to complete my education with my job. Another threat I have no previous job experience in this field. During this covid-19 pandemic, it is a considerable risk to start a new job as an employment rate has decreased immensely. And it is also a high risk of spreading the virus.
[bookmark: _Toc57558339]Training Method for New employees
As a manager duty in an organisation, I have a task to give training to newcomers who have no job experience before. Some of the new employees are work placements students, new graduates, and some of them are from different countries. My focus is to provide each of them with efficient training methods that can help them to develop their working skills. These training can aid them to learn and understand their daily job tasks and the skills they require to become a successful employee in our organisation. 
[bookmark: _Toc57558340]Learning methods
There is a different type of learning methods for people who have different learning styles, which they feel comfortable and learn more efficiently and quickly. Everyone has a natural tendency in specific skills. The learning theories attribute their unique style, how their abilities work well with a specific style which grasped and preserved faster compared to others.
[bookmark: _Toc57558341]Group discussion
It is a discussion that takes place between a group of people who express their views share their ideas to find resolutions of various problems, and they can share their thoughts and information among each other.
Why group discussion?
New employees can voice their ideas and make discussion and decision. It can increase their knowledge, enhance their leadership skills, show the quality of their work. This group discussion can aid the workers who have difficulty in speaking English as it can help them in their speaking and listening skills. Those workers who feel shy to talk and reserved they can give their opinions and can be more friendly and confident. As Honey and Mumford said in his theory as activist, reflectors, Theorist, and Pragmatist learn from other perspectives and views, it helps them to learn in a quick and better way. (Sarabdeen, 2013). Group discussions can improve interpersonal skills at work as experienced staff can get to know the new employees, and they can share their experiences which can give them better ideas of handling work issues and understand the organisation.
Pros: The best benefit of group discussion is everyone have their own opinion to share with others, it gives a platform to staff to discuss how they feel, and they do not have any advanced topic to discussed they have freedom of speech. 
Cons: The cons of group discussion are some people find it hard to voice their opinions because some people are reserved and introverts.
[bookmark: _Toc57558342]Computer-Based Training (CBT) 
This training teaches computer access training programs. It can be learned by mostly any online and web-based electronic devices such as mobile, laptops, tablets (James et al. 1999).
Why I chose computer-based training?
This training can help new employees to train and learn hard skills. CBT is a new age way of learning and modern teaching method so the young employees can enjoy learning and middle-age employees can learn the hard skills as an opportunity. During these covid-19 pandemics, it is safer for all staff, and they can do their training without any expenses of travel and time-saving method. The new staff can train online, and it is very convenient and safe for them, they can learn at their own pace. According to Neil Fleming, some people learn from visualise and aural method, these type of learners usually slow speakers and learn by looking at images they see, like charts and graphs. They like to listen to the explanation rather than reading them (Fleming and Baume, 2006).
Pros: The learners can think, respond, and give feedback on the spot for the subject. The learners feel comfortable to work in their own convenient pace. It is cost-effective and time saver training method.
Cons: The most significant disadvantages of CBT are that employees from different countries or middle age group may find it hard to adjust and learn new technology, and they find hard to use the computer, phones, or other technology items as they are slow learners.
[bookmark: _Toc57558343]Reason for choosing these theories
Theories provide a basic understanding of how different people learn, explain, analyse, describe, and observe and predict the study. A theory supports a person to develop information on a study they are doing in their style. 
[bookmark: _Toc57558344]VARK
 VARK is designed by an education inspector from New Zealand Neil Fleming, in his theory, he described how people have different learning styles.
Visual: This type of learners performs best when given visual media to understand a concept. They like to visualise and think and learn by maps, diagrams, graphs, charts, and symbols.
Auditory: Auditory learners learn fast from spoken resources, such as group discussions, lectures, and from digital audio skills too like radio and podcasts. They find it easier to understand to listen to something loud and repeat after them in their own words for having a better understanding.
Read / Write: These types of learners preferred information shown in words, they do well in learning from diaries, lists, dictionaries and from the internet. It is a typical style of learning amongst students and use in jobs too. 
Kinaesthetic: These types of learners learn best direct from actions.  It can be either performed directly, observed or through recreation. They connect with their mind and memories to learn the things in their way,
Critique for VARK: Researchers often criticise this model for low reliability as potential problems have been seen in wording the questionnaires and scoring algorithms research (Leite, Svinicki and Shi, 2010).
[bookmark: _Toc57558345]Honey and Mumford theory
According to Honey and Mumford, there are four types of learning styles.
Activist: This type of learners, learn by doing things on the spot; they are open-minded and wants to learn from their selves as independent learners.
Reflector: They prefer to observe and think before doing things. They learn from others experience, collecting data and monitor their different perspectives to make their own decision.
Theorist: Their style of learning is that they learn by analysing and the theoretical way. They develop their information by logics, concepts, and facts.
Pragmatist: people with this style learn by experiments, trying out new ideas, thinking out of the box, use techniques and skills in learning.
Critique for Honey and Mumford: It is criticised for labelling individual for theorists or pragmatists, whereas people may present more than just one preference. 	
[bookmark: _Toc57558346]Course Reflection Essay
Throughout our this course, I have learned many new skills and the university level studies enhanced my experience. I had no prior experience of studying at a higher level, therefore at the start of this course, I faced various challenges, such as my academic writing, my time management, and my personal life issues. When I started this course a beginner, I felt unsure, and it seemed challenging to write a thousand words with a specific style of reference. PowerPoint, Moodle, Microsoft, independent research was very thrilling and new for me. For improving myself better as a student, I started to read books, blogs, articles, and YouTube videos. However, slowly it started to pay off. I was developing skills and start to enjoy doing my assignments and independent research. I also discovered about myself and discovered I was a more of a visual learner than an auditory learner. I felt more comfortable to remember the knowledge by videos and making notes than listening to lectures. During the course, I have learnt making notes and using highlighters helps me to understand and remember better the critical information and points while doing self-study and in lectures.  
 I learned the skill of time management by doing my assignments before submission dates. I also found to monitor upcoming lectures and so self-study before is useful, it helps you more to understand the lecture better.  
I became a confident student and asked questions in class and express my views, but I started to feel nervous and anxious working with groups and speaking in front of everyone. After having some bad experiences with my classmates, I decided to change my group and noticed a positive change in me and learned how many groups of peers could affect a person. With my new group they gave me the confidence back about to share my opinions and thoughts, their friendly behaviour helped me a lot in my assignments. I was glad to change my class as they gave me opportunities to speak my ideas and supported me when I had any type of difficulties. Group discussions were also a great experience, but it was hard to maintain the concentration in online classes and sometimes was hard to voice an opinion and had technical issues of the internet in between a discussion or lectures. In my previous class, I always felt insecure about sharing my opinion because my classmates were a little judgemental and mocked while I spoke. Coming to this class was fortunate, and it did wonders for me as the outcomes were significant. Now in my lectures, I never felt anxious to voice my concerns and thoughts. 

I also learned from my first semester that group projects were a challenging task. I feel more difficult to do group tasks than individual projects. Working in a team presentation, I faced many challenges such as some of the classmates did not show up for meetings, final presentation day, or had issues with completing their tasks. But all this these challenges helped me to learn management skills and leadership skills as I took control and helped others and made sure my team finished the task on time. I prefer working individually as it is easier to focus on a project no worries about other members. However, teamwork presentations is a great experience to learn to work under pressure and shows the ability to solve problem and understanding other perspectives. 

As a single homeless mother, I learned how to divide up my home duties and education load, I worked harder, and I pushed my self more to finish my assignments and studied the way which I never did before. Doing online lectures because of Covid-19 pandemics was exceedingly difficult for me, as I never had online lectures previously. I have felt it tricky in the beginning to attend my lectures and keep my concentration on lectures while children are in the same room. I felt harder to do my assignments lectures while there were no libraries and university were open, but it was also convenient and safer considering the Covid-19 pandemic. 

The modules helped me so many ways as by teaching me about the importance of communication and behaviours. I learned about SWOT analyses, my weakness, strength and what are my threats and opportunities. This term taught me about mock interviews, I had the experience of a job interview, and I analyse my weakness and mistakes. I believe this job and portfolio practice helps to understand minor vital points to consider before applying for jobs or going for interviews. These modules let me explore myself and helped me change positively. 
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