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The two skills I will be using the SWOT analysis and the personal development.

A SWOT analysis is a strategic planning technique most used in businesses the purpose of using this method: it decides your strengths, weaknesses, opportunities, and threats. The SWOT analysis helps with the improvement and maximization of opportunities, while simultaneously finding the negative factors that might hinder the chances of the success. You may start off by listing the internal factors that will help you in the situation. Making a list of your weaknesses, define your opportunities, understand the potential threats that can take place, define your strengths in the decision-making process. For example, work is one of the major parts of our lives. Once you have found your weaknesses and strengths you can supply an action plan for success using the “SWOT” analysis. The SWOT analysis has been used by many actioners marketing researchers. It is one of the most often use tools in the workplace. Valentin (2001) advocates SWOT analysis by traditional means for searching insights into ways of crafting and supporting a profitable fit between a commercial venture and its environment. SWOT analysis is often applied to organizational assessments for strategic planning studies reports. Comparing two companies' individual studies were grouped into subcategory of education.
· Healthcare 
· Government and not-for-profit; and
· For-profit companies

Personal development goals for the workplace. Time management skills help you achieve your task and goals. Being able to use this skill and having control over your development goals help you become more empathetic and improve your behaviour towards certain situations. Being able to set your goals and track your progress by focussing on your strengths and weaknesses. Decision making is one of the skills that one can use it embraces the empathy differing perspectives supplies an insight into your own perspective. Development efforts, ensure a customer representative is involved in defining the project scope and approval. The project scope is a critical piece of information for your whole team. It defines the product to be delivered to the customer, when it must be delivered, and at what cost. Benefits of a project scope include an integral part of the project management. Among its benefits self-management, it is easier to adapt to changing requirements of study, work, new contexts and new team members if you're developing a powerful base. With such self-awareness, your more than likely at some point in time to experience a disconnection between what you think matters and what does. Being able to keep such prominent levels of anxiety, motivation, time, on task being able to have that focus and the ability to being the best successful goals required in the workplace. Good task management skills help you get things done more efficiently and easily. Feeling less stress leaving you with more time and energy for other things in completing task successfully. If you can combine good people skills with good task management skills, then your more than likely have strong employability skills that should be useful in the workplace. Being able to multitask in using your work skills can make your job so much easier reduce stress levels and work overload. Effective communication skills are one of the most important skills use in the workplace being able to communicate with your co-workers can make your work go smoothly. Often when we communicate with others some miss judging's might take place. You may say one thing and the other individual takes it differently, the other hears something else, and misunderstandings, frustration, and conflicts can come about. This can cause bad behaviour among your team members leading to bigger problems. Being able to communicate on a level of understanding and respect for others. Having a genuine connection understanding can improve work gaols.



                          Theories and Methods as a manager
As a manager applying the best theories at the workplace such as SWOT analysis and putting them into practise coming up with the best solutions will make it easier for your employees to. Based on the case study people have been suffering mentally due to work stress and work overload. Being able to carry out the best action plan as a manager can reduce the existing problems at work. A workplace should be a place where employees and employers can be able to be the best at work by achieving their goals and work task. Coming up with the best possible training for your employees to better themselves would be one of the key ideas to target on the weak areas we may need to focus on. By developing our strengths. Having a primary plan in place always can be one of the most promising ideas that will make a better plan for the workplace. Being able to support your employees playing a good part as a manager coping with the difficulties and finding best way about handling the situation rather than getting stress out about the whole situation will make things easier than getting all intense about it. Everyone should be treated with respect at the workplace. As a manager decision thinking is one of the often exists at the top of the organization. Being able to understand the role of your team members working hard to develop the skills found and take on great responsibility to develop the skills needed to succeed workplace. “Tuckman’s Theory” the team of development – forming, storming, norming, and performance is a valid as when it was first published. Some steps you can take to accelerate the progress of the team through the turmoil that leads to the performing phase. Building great teams is a blend of psychological knowledge and leadership as a manager it can be incredibly stressful at times taking on the load of problems that lies in the organisation. Having excellent work teams on board and having the most proper training in place is one of the key essential strategies in place for your workers. Feeling the importance of working amongst your peers and having that certainty and the ability to predict the outcomes of interactions with people. Based on your customers reviews and feedback, you would use that as an advantage to better the situation. Fairness in having a proper decent conversation, ideas exchanges, and interactions should be respected everyone has to have a fair chance to voice those opinions and be given the equal respect as everyone. When employees are treated with respect there is likely to be a fair chance for things to well within the workplace. The formation process set expectations for interpersonal communication and ensure that you reinforce accountability, for example for the group settings for new product development initiatives aimed at capturing new customers is always one of the ideal strategies however marketing and making promotions can also be beneficial to the organisation. 








                            Reflective Models
Gibbs ‘Reflective Cycle is one of the most famous models use in the workplace Gibbs’ Reflective Cycle was developed by Graham Gibbs in 1988. Which gives a structure model from learning experiences. Which allows you to learn from which didn’t go well are went well in the workplace. 
· Description of the experience
· Feelings and thoughts about the experience
· Evaluation of the experience both good and bad
· Analysis to make sense of the situation
· Conclusion about what learned and what you could have done differently
· Action Plan for how you would of deal with similar situations in the future, or general changes you might find appropriate
This model is an effective way to work through an experience which can either be a stand-alone experience or situation. Gibbs cycle is a repeated cycle situations the stages and principles apply equally well for single experiences too. The action plan may become more general which can be apply for future conclusions. Another model which I can reflect on my learning experience was the Belbin’s (e.g., 2010) team roles which suggested each person has certain strengths and weaknesses they bring into the workplace. You can apply the Belbin model to your teams to help create a balance team and find the opportunities for growth based on the team role. The nine Belbin team roles descriptions which can fall into three categories: thought oriented roles, action-oriented roles and people-oriented roles. Which may play a significant role for your team members to work more efficiently as a team player. The fish bone analysis was one of the models I can reflect on using the diagram was used to detect the main causes of the problem it is a beneficial tool developed understanding the basics of the fish bone diagram. It is a structured template plan out outlining the basic problems in Manfacturing in sales. Marketing can also be beneficial using this tool problems that are hard to resolve using the fish bone diagram can be one of the simplest ways to finding the problem. Instead of pointing out reason this technique gives us a clear picture of the possible reasons that needs to be aid not only finding the root cause of the current problem to avoid future miss happenings. Putting this into action plan can one of the most valuable tools use in workplace having a good scope of the main factor and addressing the problem to the solution. The basic study of the problem is to find the root causes of the problem. 
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Above is an example of the fish bone diagram which is use as a work tool. The value of using the diagram is to dig deeper into the problem areas based on the team members each agreeing to the root causes of the problem. Having a plan which needs to be urgently dealt with gives a better understanding of the main factors that need to be addressed. Reflecting on my learning this was one of the most discuss topics I can relate to. It enables me to figure out the content of the problem. The fish bone diagram has been used by millions of workplaces since the late 1960’s this tool has been around for quite some time through the process of brainstorming. The fishbone generic headings brainstorm the major categories as listed below.
· Methods 
· Machines (equipment)
· People (labour)
· Materials 
· Measurement
· Environment
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