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                                                            Introduction
A reflective portfolio represents a set of information that usually students enhance after passing practical assignments. A student own learning process is described in a reflective portfolio and it requires the student to highlight what he gained from the course, his own opinions, and feelings about the experience that he just finished (Ivoryresearch, 2020).
This portfolio is divided in three parts: my personal skills and competencies (PDP), the role of an Assistant Manager in training new staff and my personal reflection on this experience and it will provide information about Johari Window, Kolb`s learning style, PDP, etc.
The aims of this report are to improve our strategies for the future and for our professional career development and, to reflect on what we learn and discovered about our self in the last ten weeks.











3
2. My personal skills and competencies (PDP)
A PDP represent an important tool in every individual life. It is helping you to achieve your goals, to improve yourself, and it create a schedule for you to follow in order to complete your targhets (Moodle, 2020). 
In Uk, some authors put pressure on the gouverment to implement the PDP in every company because some studyes done in Netherlands showed that the managers improved their job with 89% after folowing and complete a PDP (Beausaert et al., 2011).
My personal development plan:
[image: ]
As my PDP states my dream job is to become a manager and hopefully later, to open my own business. The skills that I wrote in the table represent my main characteristics. They define the best of my character and luckily for me, they represent the most important characterises that a manager should have.   
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Comparison between my skills and a proper manager
· Communication skills
For every company to success the managers need to possess a great ability to communicate with their subordinates, team, colleagues, or superiors. To enhance your communication skills, you should divide them in two sets: verbal and non-verbal communication. As a manager, especially when you delegate your team you should be able to adapt your body language to the message that you transmit by voice (Zuluch, 2013).
To bring my communication skills to a manager level I need to learn new words, “smart words”, and to adapt my body to the conversation as well.
· Leadership skills
In a manager career, leadership skills are playing a great role. Based on literature you can find different theories about these skills. Some authors, Northouse for example, thinks that you can learn and enhance leadership skills as you live but, on the other hand, other authors contradicts him by saying that if you are not born with these skills in you, you can never enhance or develop them as you should in order to become a proper and trustful leader.
MeCall and Lombardo states in their work that the best way to develop and improve your leadership skills is to develop the ability to adapt your behaviour to different types of situations and to be focused on the company goals (Mladkova, 2014). 
From my point of view and from my work experience I can say about myself that I was born with leadership skills because I found myself in lots of situations where it was hard for me to follow rather than leading. To improve my leadership skills all I must do is to gain more trust in myself.
· Problem solving skills
Every day you will have problems to deal with. They can appear at work, school, work, etc. The main idea of problem-solving skills is to be able to identify and deal with the problem itself, not with the symptoms of the problem. 
To be effective at problem solving you might want to bring other characteristics as well: creativity, researching skills, team working, risk management and decision making. These five characteristics will help you create a more complex view of the problem and it will help you come up with proper solutions. 
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Problem solving skills involve six stages that you need to follow to be effective. The first one is to identify the problem. It might look simple at first but, you have to think at the nature of the problem and you need to examine to problem to see if you can split in in more smaller problems, because it is easier to solve them this way. The second stage refers to the structure of the problem. When you are structuring your problem, you gain more information about it and your level of understanding is growing. The structure help you gain your goals more easily and it help you destroy the barriers as well. After you gather the information from stage one and two you can start think at possible solutions, which represent the third stage. In a company, when you reach stage three, it is best to carry out a brain storming meeting and all the individuals involved to present their own solutions. After you have different solutions in front of you, the fourth stage knock at your door with decision making. It is time for you to choose from all the solutions just one. The one that you think suit you better. The stage number five is implementation. After you choose the solution you need to start implement it. If the solution is not good for your problem, when you try to implement it you will fail because other problems will stay in your way. Finally, the last step is all about monitoring the results and ask for feedback from the individuals involved (Skillsyouneed, 2017).
Because as a manager you will always work under pressure and stress, all I need to learn is how to control these situations and become able to find solutions to overcome the pressure. 
My skills that I posses and I listed dawn in my personal development plan are on the way of improvement until I am confident that I can implement them in my job and in my career. 
3. The role of an Assistant Manager
As an assistant manager, I need to train and develop training methods for our new team in the company. From my perspective if you want your team to learn quick and properly, you first need to analyse how they can learn faster and easier. We know that every individual is different and each one of us learn and develop in his own way. A toll that help you teach new employees is Kolb learning style. 
[image: ](Moodle, 2020)
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He released his learning style in 1984 and his theory is that the process of learning is divided in two levels: four steps of learning and four different styles. He describes in his work that the process of learning is different in every situation and the new learnings that you enhance are based on new experiences. Kolb`s learning style is based on four steps cycle: 
· concrete experience- there is a new experience or situation that you just been through or you start to see different an old experience.
· reflective observation of the new experience- you need to analyse if there are any inconsistencies between what you been through and your understanding of the situation. 
· abstract conceptualization- this step refers to your reflection about new ideas or how you change your mind about things you knew before.
· active experimentation- after you follow all the steps you start to implement your ideas in your daily activities to see how the world reacts to them.
Kolb states in his work that you can enter the cycle with any step and keep follow all four steps because the steps are mutually supportive. However, to posses an effective learning process you need to execute all the four steps. Follow just some steps do not result in an effective procedure. 
Learning styles
Kolb`s theory describes four different learning styles. Only one style can match a person. You cannot posses two different learning styles in his theory, because as an individual you cannot feel and think the same. 
· Diverging- it is based on feeling and watching 
People who posses this type of learning are sensitive. They prefer to wade how things are done and they stock information to solve problems later just by using their imagination. 
Their aim is to gather as much information they can, and they are perfect for generating ideas (brainstorming). They fit very good in team working and they ask constantly for feedback. 
· Assimilating- is it based on watching and thinking
This style involves a logical approach and people, or feelings are less important than fixed ideas and concepts.
Individuals who posses this type of learning needs a clear and logical explication about how things are done if you want them to learn. They are attracted by logically theories and abstract concepts. They exceed in science and information careers. 
· Converging- is it based on doing and thinking
Individuals with this style solve problems and find solutions very easily. They prefer technical tasks and they exceed at practical ideas and theories. 
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Their career is based on technology abilities and they love to stimulate other people or apply new ideas. 
· Accommodating- is it based on doing and feeling
This learning style relies on what the individuals feel in that moment and not on the logical aspects. Individuals with this type of learning will listen for other people information and ideas and then they will carry their own analysis. 
This style is predominant in the 21st Century (McLeod, 2017).

	My learning style is Auditory (45%).

It means that when I want or need to learn new ideas, theories, I need to hear them out loud and then my brain will record that information.



[image: ]

4. My personal reflection on this experience
Before I started this course, I did not know a lot of things about me. Maybe I realised, for example, that I learn better by listening, but nobody confirmed to me. This course helped me improve my communication skills, improve my team-working skills, and help me develop myself and even outcome my barriers. Tools presented in this course that helped me are Johari Window, personality’s test, personal swot analysis, etc.   
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Johari Window
It represents a technique that help individuals to understand them better, to discover the blind spots that they may have. It represents the key for your personal improvement, and it help employees to become more prepared for developing their skills in multiple areas.  
It was created by Harry Ingham and Joseph Luft in 1955 and it is divided in four parts: open, hidden, blind and unknown. 
· Open Area
This part describes your actions, details, information, and behaviours that you and the people around you are aware of them. Everything that you can write in this part represent public information that u exchanged with the people around you via communication. 
· Blind spot
Actions, information, and aspects from this part are unknown to you as an individual but the people around you are aware about everything. This information can show positive or negative things about you, that means that you are not aware of all your qualities and in which areas you need improvement. Asking people for feedback might help you decide the points for your own development. 
· Hidden facts
This part is formed by information that only know and no one else. Secrets, personal dreams or maybe feelings are kept away from the others maybe because that person is afraid of criticism or negative reaction. Everything that is hidden in this area can be shared and moved to open area once the individual can trust enough the people around him.
·  Unknown box
The last part of Johari Window is represented by information that is unknown to you and to the people around you. Childhood memories, talents that u have not discovered yet or any other information that no one, even you, are aware of, are hidden in this window (Explorance, 2020).
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The aim of Johari Window is to expand your open area and minimize the other three. Feedback from others, personality tests or personal swot analysis will help you achieve this aim (Explorance, 2020). 
Personality tests 
Personality tests represent a tool that help individuals to discover more things about themselves. These tests help you and others understand how you will act or behave in certain situations (Moodle, 2020).

	From my personality test I learned that I am the mediator type. My role is to be a diplomatic person and that my strategy should focus on constant improvement. 
Another result was that I am 75 % introverted and honestly, I feel it. What I did not notice, and I was not expected is that I am 63% turbulent. I felt that I am a very calm person. On this aspect, I want, and I need to work to improve my personality 
(Moodle, 2020).


[image: ]
Personal SWOT analysis
[image: ]
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Personal SWOT analysis represent a way for me to see if I am ready for a new step in my career. I can clearly see which are my strengths, weaknesses, opportunities, and threats. To overcome my weaknesses I will conduct more independent work rather than a team, because as a manager you have some duties that do not involve working in a team and I believe that practice more independent work will prove to myself that I can exceed independent work as easily as team working. To improve my time management skills, I will use my ability to pick un new skills easily and, at every beginning of each day I will create an agenda with everything that I need to do in that day. In this way I will complete all the tasks that day require, and I will learn to manage my time. Because I prefer more to lead than to follow, I feel that I am prepared for the career that I choose. However, to get used to the fact that sometimes I need to follow others I will try to see things from another perspective. I will train my brain that from the person who is leading me I have lots of things to learn and when I will be prepared, I will be the one leading.
To overcome my threats and beat my competitors I will improve my time management skills, as I said earlier, I will be on top of my colleagues with my performance and also, I will request my manager to train me on JDA voluntary. In this way, I will expand my knowledge about the system and because I volunteer for this, the company do not need to waste time and money on my training.  

CPD- Continuing Professional Development 

	Course/ Event Title
	Delivered By
	Date
	Impact

	Leadership and management level 5
	U.W.T.S.D.
	January 2021- January 2022
	Diploma in Leadership and management; improve my skills that I need to become a manager.

	Leadership and management level 6
	U.W.T.S.D.
	January 2022- January 2023
	Diploma in Leadership and management; improve my skills for leadership and manage a team; develop my creativity and learn how to coach and mentor my team.

	IOSH Health and safety course
	RSV Training
	January 2022- June 2022
	Full training for deliver a quality work in a safe manner; preparing a safe working environment for when I will have my own business.
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A continuing professional development plan represent a set of actions (ideas, techniques, new skills), that will help you learn new theories and grow your background to achieve your career goals. A CPD is focused on your results, on what you can bring in the world after you complete some steps (Moodle,2020). 
At this moment my CPD is focused on University. To become a proper manager and to succeed I need to finish first my level 6 Leadership and Management course. 
The plan B in my career is to open my own business. You should always have a plan B because focus on just one thing and not let yourself expand more means that you are stuck. 
Because in my professional career right now the most important step is to become a manager, I will focus 100% on my University and I will request from my employer as much different trainings as I can. After that I will start with Health and Safety courses, to prepare myself for my new business.  



Conclusion
This report was created to improve ourselves as students and to fell more prepared for our careers. Based on this reflective portfolio we learned how to work better in a team, how to discover things that maybe we have not discovered yet and to realise that reflection on previous experiences and a good PDP combined with CPD will help us grow step by step to the top in our career process.
The theories presented in this portfolio helps you improve and develop yourself in day by day activities as well.
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