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1. Audit of skills and competencies using analysis tools  
 According to Cambridge Definitions (2020), ‘skills' are the abilities to perform activities well, especially as you have practised at it. ‘Competencies’ are abilities that are developed through training and experience that are useful in employability. Developing skills can act as an aid in various situations, from personal life to professional careers, from student life to family life. Research has claimed that essential competencies and skills include; strategic thinking, digital capability, creativity, problem solving, collaboration, communication, adaptability and flexibility (Finch,2016). 
Prior to employment, it is beneficial if one evaluates their own set of transferable skills, strengths, weaknesses, values, priorities and interests. By performing a self-analysis, one will help to gain focus and clarity of past experiences, shaping pathways for the future. 
This writing will therefore be a documentation of my own self-analysis, described as a portfolio. According to Schmitz (2005), a portfolio refers to a reporting system used for organisational accountability. Additionally, it is explained as a record of proof of one’s attitudes, skills and knowledge (Brown,1995). The essential part of any portfolio being one’s ability to reflect on their own skills (Snadden,1996), therefore its construction is built on reflection.
During this portfolio, I will attempt to audit my own skills and competencies as a self-analysis, using tools like Personal Development Plan and Swot Analysis. 
1.1.1 Personal Development Plan (PDP)
A Personal Development Plan is an unending process of shaping, advancing and nurturing skills or knowledge to guarantee maximum impact and ongoing employability (Maguire,2017). Whilst these plans are utilised extensively in various employment and educational fields (Beausaert,2011), they can also be used for personal uses, like self-analysis. A PDP records further training goals and objectives (CMI,2017). On a general basis, it is an assessment tool measuring a cycle of development by gathering and documenting information about individual competencies and skills the individual is aiming to develop (London,1997). 




Samina Sultana - Personal Development Plan
Main objectives:
· Goal 1: Undergraduate Degree
· Goal 2: QTS – Qualified Teacher Status
· Goal 3: Post Graduate Certificate in Education 
Skills/knowledge I need to gain:
· Confidence: Ability to teach and be a good role model even under pressure.
· Conflict: Ability to deal with conflict and remain patient and calm whilst in stressful situations.
· Behaviour Management: Moderate skills of being able to manage and discipline students, all while maintaining classroom control. 
What I need to do:
	Objectives
	Action 1
	Action 2
	Action 3

	Goal 1: Degree 
	Level 4 Cert HE
	Progress to Level 5
	Progress to Level 6

	Goal 2: QTS
	Gain Degree
	Pass Professional Skills Test
	Sufficient amount of Teacher training

	Goal 3: PGCE
	Apply for PGCE
	Join Uni-led teacher training course
	Find a job to support tuition 



Dates I’ll achieve goals:
· Goal 1: January 2023
· Goal 2: 2023-2024
· Goal 3: Finished by 2025
Progress so far:
	Objectives
	What I’ve achieved so far
	Roadblocks I’ve faced
	What I need to improve

	Goal 1: Degree
	Soon to finishing Level 4
	Covid-19 has decreased learning potential as it is now online based
	Team-working Skills
Behaviour Management

	Goal 2: QTS
	
	
	

	Goal 3: PGCE
	
	
	



1.1.2 Swot Analysis
Swot analysis is at its core, evaluating one’s strengths, weaknesses, opportunities, threats and drawing conclusions from this analysis to match solutions with resources (Thompson,2001). Coman (2009) suggested the following baselines for SWOT being; an evaluation of internal and external factors which are concise, actionable and significant. The speciality of SWOT analysis being, with some reflection it can help reveal opportunities that might have otherwise been neglected and by evaluating weaknesses, it can eliminate threats that could have otherwise damaged one’s ability to move forward (MindTools,n.d). 
Samina Sultana – Swot Analysis
	Strengths
	Weaknesses

	Organised
Digital skills
Communication skills – when addressing children, in public speaking, ability to encourage fun/motivation 
Can work under pressure
	Confidence levels are low
Not enough hours of teacher training
Communication skills – inability to voice opinions, less vocal involvement in teamwork

	Opportunities
	Threats

	UWTSD offers degree level course even though I lack in A-Levels
Local primary school are currently recruiting for trainee teaching assistant 
	Covid-19 decreases classroom learning
Online learning is limited for the skills I intend to learn
Might relocate in oncoming years



1.2 Skills required for career of choice
As stated in my above analysis, the career of my choice is acquiring a profession as a qualified teacher. The skills needed for this career revolve around the development of students, therefore it requires employing solid transferable skills. The range of skills required for quality student learning calls for essential competencies beyond basic literacy and numeracy (Kim,2019). The basic framework for teacher skills being; complex thinking, communication, collaboration and creativity (Soulé,2015). Teachers are required to know when and how to apply a certain skill to achieve goals with students in various situations (Darling-Hammond,2006). This necessitates trainee teachers to acquire extensive knowledge on how to approach a wide range of learners and utilise diagnostic abilities to instruct decisions. To be able to communicate in the complex environment of a school requires continuous adjustment (Levy,2004), therefore adaptability is also an essential skill. A proficient teacher should be able to regulate the flow of classroom discussion as it ebbs and flows (Dede,2010). 
The Educational Teaching Institute Development Team (1984) states there are 8 elemental teaching skills; questioning skills, reinforcement skills, variation skills, explaining skills, opening and closing skills, small group discussion skills, classroom management and skills of organising small group or individual work (Sugihartini,2019). 
1.3 Evaluation of skills
From the above research, it is clear that a teacher needs to own a strong set of communication skills as it is required throughout the various demands of the job, whether it is addressing students, teaching syllabus, or encouraging motivation. Communication is an extreme focus. As inputted in my SWOT analysis, I believe I have both strengths and weakness regarding communication. The strengths being my ability to speak fluently and relevantly to children of younger ages, with the characteristic of engaging with them on an interesting, humorous level – in this way children have more chance to be interacted and involved in what they are asked to do. I have found I have gained this particular skill during my domestic activities of being an aunt. From experience, when nieces/nephews are under my care, I have developed a moderate set of skills of managing behaviour, resourcefulness, problem solving and planning activities which have required creative thinking – another skill beneficial for teaching duties. However, my communication skills lack during group discussions as I lack confidence to voice my own opinions. This means I endure less vocal involvement when it comes to making decisions. To combat this, I have recently joined a community involvement programme which has enabled me to focus on working better within teams. 
The ability to discipline and have good behaviour management is also an essential requirement. Whilst I have a limited ability to control class management, as I have had less classroom training hours, behavioural control are skills that will need to be studied and practised. 
2. Assessment of learning and development training methods for new employees
Employees are essential to any organisation as accomplishments and issues experienced are linked to the performances of its employees (Mwema,2014). Therefore, it is essential for managers to understand employee training value and develop them with enhanced capabilities, knowledge and skills to form strong foundations for organisation success (Rodriguez,2017). During this section, I will act as an assistant manager and assess learning and development training methods for new employees due to start in the organisation.


2.1 Learning styles 
Learning styles is the concept that dissimilar individuals vary in manner of instructions that are most productive to them (Pashler,2008). It is a manner which conditions that the learner most efficiently perceives, processes and retains what they are attempting to learn (James,1995) Learning styles can play significant roles for learning and development. If employees can identify their own learning style, they would be able to merge it into their training process. Consequently, training processes will be easier, faster and more successful (Awla,2014). 
Additional benefits is that by identifying learners styles, it will assist them in problem solving more sufficiently (Biggs,2001) – the more prosperous the employees are at combating problems, the greater control they have when working. As a broad definition, learning styles can be classified into three main types: personality (psychology), cognitive and sensory. 
2.1.1.1 Neil Fleming Learning Styles
A widely-used categorisation of learning styles is Fleming's VARK model which will provide employees with a record of their learning style, founded on which of their senses are most engaged when taking new information in. Through this model, the senses are divided into four groups; Visual, Auditory, Reading and Kinaesthetic (Nidhi,2017). Some people study by seeing (visual), by hearing (auditory), through reading/writing and others learn by doing (kinaesthetic). 
By undergoing a learning style test, I will understand the learning style of the new employees and therefore better understand the type of learning that best suits him/her. This enables enhanced training and optimal development as they will be trained according to the type of learning that suits them best. 
2.2  Personality Tests
Personality tests is a tool used to examine human personality. It is an assessment technique used to measure characteristics patterns of traits that people exhibit across a variety of situations (Cherry,2020). These tests can help predict how employees may respond in different situations. I have selected this method to understand more about the new employees of both their strengths and weakness and gain greater insights on their behavioural patterns. However, the downfalls to this method being deception can occur, with employees providing false answers in an effort to appear socially desirable. (Cherry,2020). 
2.1.2 Myers-Briggs Type Indicator (MBTI)
The MBTI personality assessment is widely used for staff development and discovered to be a valuable aid in evaluating self and others, therefore improving effective teamwork (Lloyd,2012). Employees are asked the questions on the MBTI inventory, and based on their answers will be identified as having one of the 16 personality types, derived from these scales: 
· Sensing – Intuition
· Judging – Perceiving
· Thinking – Feeling 
The MBTI goal is to allow employees to analyse and assess their personalities including their likes, dislikes, strengths, weaknesses and compatibility with other people (Cherry,2020). By recognising similarities and differences of new employees, it can be deducted that some staff are skilled at performing particular duties. Therefore, tasks can be effective delegated to achieve goals. 
2.2 The Johari Window
The Johari Window is a technique that aids the formation of trust in communal relations as well as eliciting obstacles that arise in communication (Osmanoğlu,2019). If employees talk about themselves during efforts to produce new relationships, it will provide the groundwork for relationship development as it can bring warmth, trust and acceptance (Ataşalar,1966), resulting in a cohesive workforce. This suggests, for a team to work harmoniously, trust is fundamental. The Johari Window model helps to understand how to build trust in a team and individual self-development.
The Johari Window consists of 4 key areas;
· The Open Area: Behaviour known to both self and others 
· The Blind Area: Behaviours others know but self is unaware
· The Hidden Area: Behaviour we prefer to hide from others 
· The Unknown Area: Unknown to either ourselves or others but which may become known
(The University of Sheffield,n.d)
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Figure 1: (ToTheEdgeCoaching,n.d)
This technique is a simple and effective tool to improve self-awareness and incur mutual awareness amidst colleagues. The theory has emphasis on soft skills, behaviour, personal development, improving communication and cooperation (BusinessBalls,2020) - all which are essential attributes needed to enforced in workforces. 
Each of the quadrants within the window represent information such as feelings, experiences, skills and motivation. To implement the model into training development, there are two steps. Naturally, new employees will begin with a relatively small open area as less knowledge about the new team member is circulated. Therefore, it is necessary that the new employees outline their strengths and weaknesses, all while maintaining honesty whilst describing oneself. Thereafter, the following step would be to involve colleagues or managers and require what is defined as feedback solicitation (SelfAwareness.org,2013). Through this, the size of the open area can be expanded horizontally into the blind space, by active listening of feedback from team members. It is important to note that the model has a few drawbacks, where employees may take feedback offensively, therefore as a manager I will play important roles of facilitating feedback among the employees, whilst promoting honest, positive, constructive communication between colleagues.
3. Reflection of experience before and after the course 
Gibbs (1988) has said, it is not sufficient enough to have experiences in order to learn – without a reflection of these experiences, it may be quickly forgotten or its potential of learning lost. 
Skills: Prior to starting this course, the skills I had already acquired were marginally different to the skills I have now. Before this course, I believe my strengths used to lie in my time-keeping and organisational skills. I was confident when it came to meeting deadlines as I found I did not find difficulty in preventing procrastination. At the beginning of the academic year, I maintained a strict attitude of adhering to assignment deadlines, with majority of deadlines being completed earlier than needed. However, towards the end of the year, I found a growing lack of organisation and time-keeping. I stopped completing workloads before deadlines and found myself preferring to tend to them in a procrastinating manner. The cause of this may be due to the change in learning – classes and assignments were shifted to online due to Covid-19. Due to the fact learning was carried out at home, my usual strict demeanour of always completing work in an organised efficient way had decreased into a mix of idleness and inactivity. However, this is a continuous process, and my skills in these areas will need to be adapted according to the ongoing circumstances. To combat this, I have decided to set up study spaces at home, dedicated to assignment and completing workloads. 
Prior to starting the course, I had an extreme lack of confidence and communications skills. I have put both of these skills together as I found I didn’t have enough confidence to be able to communicate effectively. I would remain unvocal during team discussions, take no leadership roles when immersed in group work and made no effort to participate in class discussions. This was due to a low confidence and feelings of anxiety whenever tasks and assignment were group based. My preference when studying is working individually as I like to have control over the decisions I make. During the course there were many instances where teamwork was involved. At the start of the course, I did not voice up and kept silent even when I had ideas nor volunteer to present the group ideas at the front of the class. However, as the academic year went on, through many classroom activities, I discovered a growing confidence and found I excelled more in presentation assignments than written assignments. I was able to communicate to the class my points effectively, and their responses encouraged me to be more vocal in group discussions and teamwork. Although I am still not the loudest or most vocal in the group, I look forward to increasing my skills in these categories and venturing onto leadership roles. 
Goals: Before starting this course, I had no clear direction on where I intended to pursue my career and was confused on how to establish pathways for my future. My only established preference was my desire to work in a setting involving children. During my study of developmental psychology, I grew an increased fondness pursuing a child-orientated career and the importance of child development. Throughout this year, I have contacted the careers service which has allowed me to develop my thought processes on the methods of pursuing a career. I have decided that becoming a teacher is my career goal as it best suits my passion for employment around children.
Analytical reflection: I learnt a variety of attitudes from this experience. My last place of study was a religious institute consisting of only females, therefore there was less interaction with people who were coherently diverse from me. My socio-experience here was with people that fit into differing social categories with a wide range of places, ages and beliefs. This has increased my attitude of  respecting others regardless of their beliefs, background and culture- this is essential to working in any workforce, in any career. 
3.1 Lessons from reflection:
· My experience has taught me that knowledge is a lifelong continuous process – there is always something to be learnt.
· Effort is always needed to avoid bad habits like procrastination and disorganisation. 
· Value others opinions regardless if they coincide with your own.
· Confidence is key to making your voice heard – further developing this skill is a top priority.
· Always take advantage of opportunities, they may be stepping stones for further development.
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Appendix
1. Figure 1: ToTheEdgeCoaching <https://totheedgecoaching.com/2014/05/relationship-building-through-the-johari-window/>
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