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[bookmark: _Toc89441901]INTRODUCTION
The method involved with making my personal development plan (PDP) is a way of acquiring knowledge regarding my present skills and abilities. This will help me to make a self-evaluation. Having a PDP and SWOT analysis is more favourable for a future development of myself. 
[bookmark: _Toc89441902]MAIN SKILLS LEARNED
SKILL 1: INTERVIEW SKILLS
· Interview skills are the learned skills which will help a person to excel during the interview process for a new job or a new position (Barker, 2019).
· Due to covid-19 restrictions my interview was online, using Teams platform. I have gained attributes as communication skills, and time management, as I needed to transmit all my experience in a short slot of time.
· I am satisfied of my interview performance, starting for the preparation of it with some questions related to the job position I was applying for.
SKILL 2: CV’s and Cover Letter skills
· Cover letter is a type of formal letter which is sent to the authority of any company along with the detailed CV or Resume. The cover letter is the summary of CV through which one can represent his or her goal, achievements, and experience in front of recruiter (Pertiwi, 2021).
· From my Cover letter, I have gathered knowledge that I have mentioned my skills in the cover letter i.e., technological skill, ability of quick learning along with my academic details and my previous experiences.

SKILL 3: Planning skill
· This is a type of skill which is helping the person to manage their time, establishing the specific goal, focus on the goal and reaching to the goal point.
· From my planning skill, I can reflect that I am managing my time by making To Do List. Apart from that I am using the SMART goal objectives and the PDP to establish my goal and achieving it within specific timeframe.
[bookmark: _Toc89441903]SWOT ANALYSIS
SWOT Analysis is an important tool to analyse the current situation of an organisation means what are the best things the company are doing and what needs to be changed in the company. By doing this SWOT analysis, the company can identify the strength, weakness, opportunity, and threats of the company (D, 2019).

	Strength
1. Quick learning
2. Leadership skill
3. IT knowledge
4. Look in detail
	Weakness
1. Planning
2. Time Management


	Opportunities
1. Easy Problem solving 
2. Planning skill

	Threats
1. Strong competition
2. Change of technology
3. Lack of confidence
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The term PDP or Personal Development Plan is defined by the process of generating an upgraded action plan for the personal growth and development of a person. This is made up in the basis of personal goal, values, reflection etc.
The reason behind making this PDP is to become aware about the goal, about the planning for the goals, getting ideas of new skills which ultimately create personal and professional growth and development (Shaheen, 2020).


	Learning and Development Need
	Type of development

	Timescales
	Who is responsible?

	Further comments

	Communication skills
	More reading, technical words.
	3 months 
	Myself
	

	Course for Health care assistant working in a GP surgery
	
	
	
	

	Phlebotomy skills 
	Course 
	2 days course
Booked and paid.
	Myself
	

	Injection’s skills
	Course 
	2 days course
Need to be booked when finished phlebotomy one. 
	Myself
	Search online for courses and compare prices. 
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CURRENT JOB: Luxury Retirement’s home 
TITLE: Personal Care assistant
GOAL JOB: GP Surgery Health care assistant 
COMPANY: NHS/ Private GP surgery
	GOAL (SMART)
	Skills 
	GAPS
	RESOURES
	ACTION ITEMS
	STATUS

	SHORT TERM(1YEAR)
1. Finished level 4 in health and social care

2. Phlebotomy

 
3. Injections
4. Improve my CV and Cover letter

	
1. Pass the course and gain the certificate.
2. Do the course
3. Do the course
4. Attend to a workshop. 
	1. Finished all the assignments on time.
2. Have the knowledge and practice.
3. Have the knowledge and practice. 
4. Make notes and put it in practice on my CV and cover letter 
	1. Attend to the lectures and do my own research to complete the assignments.
2. Attend to a course. 
3. Attend to a course
4. Attend to a workshop in December 
	
2. Book a course. 
3. Book a course.
4. Confirm attendance. 
	1. Two first terms completed.
Finishing the last one. 

2. Already booked for January. 
3. Needs to be booked. Waiting for complete the first course first. 
4. Attendance confirmed. 

	MID TERM (2YEAR)


1. More training skills for HCA in GP surgery

	Training with the GP surgery 
	Get the job 
	Apply for jobs once a have my CV and cover letter improved. 
	Attend to the workshop, apply for jobs, and get interviews. 
	Attendance confirmed to the workshop

	LONG TERM (3-5YEARS)
1. Nurse degree
	See possibilities that the GP surgery gives me. 
Or search for universities options
	Get accepted in a university 
	Pass the course. 
	Attend to university and pass all modules. 
	Not started, waiting after a get the job at the GP surgery. 
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Managers of the health and social care industry require special knowledge about the discipline along with management skills. It requires a distinct level of management skills of the managers to manage the patients, patient parties, colleagues, and other health care professionals (Cammeraat, Samek and Squicciarini, 2021). Some characteristics required in an effective manager in the health and social care sector:  
1. Proper academic training or previous work experience
2. Excellent communication skills 
3. Flexibility in organisational fitting
4. General management skills 
Leadership quality: For a head manager for a health and social care industry to be fruitful, visionary leadership abilities are the combination that saves it all together, unrealistic pioneers frequently have the accompanying qualities: 
1. Visionaries regularly think ahead about their time 
2. They can predict things that don't yet exist 
3. They are keen and devoted to varying their vision into the real world 
As a head manager, my vision should incorporate a feeling of my present situation just as where I need to go. I should have clear sight both as far as my own spaces of liability and that of my Organisation on the loose. This vision will illuminate my essential bearing by and large, yet it likewise impacts every one of them easily overlooked details me and my group do each day.
Strategic Thinking Skills: Senior managers should be strategic thinking to take vision through to the real world. They should be capable plan the move (Lejeune, et al., 2021). As they are working in the health and social care centre – a multidisciplinary establishment, they require to handle things strategically so that every department can run smoothly. Strategy improvement and execution is regularly thought to be a guide. As I set out a plan toward my vision for esteem creation. I need to take a gander at what I need to accomplish en route, objectives and targets, just as how to quantify my progress (Biswa et al., 2017). 
Indeed, this activity plan should likewise incorporate the assets I need; like money and financial plan, HR just as inclusion of management capacities. I likewise need to evaluate with my most prominent qualities and distinguish in case there are holes to fill or make up for before I set out my procedure and improvement plan. 
1. Arrangement and flexibility adaptation 
2. Plan to make a shared benefit or I will not. 
Arrangement and flexibility are essential skills for the managers of health and social care organisations. Being the head managers, they need to fit every department so that they can handle various people in the organisations (Kossek and Lautsch, 2018). Ability adaptation is a most important skill for health care managers and they need to make everyone adaptable for working in a changing situation. My work as a head manager in a health and social care organisation includes working together, trading and systems administration with individuals both inside and outside of my group and friends. 
Interpersonal Skills: Being a manager in a health and social care organisation, effective communication and interpersonal skills can solve most complex situations only through effective talking (Moss, 2017). It is important to handle patient parties, who are already in the tensed situation, the managers need to talk positive and solve their problems with the help of self-understanding 
A decent senior manager perceives what colleagues are acceptable at - and allows them to plan and do it. Allow them to sparkle as they have their influence in carrying out the general technique. I need to show others how it is done – through my obligation to the vision and my ability to apply the part in the technique. Show additionally that I will learn and improve, and urge them to do likewise, building their best gifts through leader instruction and hands-on promising circumstances. 
At last, because the group's relationship and limit with regards to progress are driven by the collective vibe just as individual commitments, be completely ready to oversee struggle inside the group. They will come to me – and on the off chance that they don't, I need to build my mindfulness and make myself more accessible – and I must establish the vibe. A head manager is a leader who can take the organisation towards a successful position by implementing his or her distinct experience and traits (Dawes and Topp, 2021).



[bookmark: _Toc89441907]SETTING GOALS AND OBJECTIVES (SMART) 
Goal setting is the concept of building a focus, motivation for achieving the desirable goal. SMART goal is the technique to set an appropriate goal for oneself (Maya, 2019). The abbreviation of SMART is:
S for specific
M for measurable
A for achievable
R for realistic
T for timely  (corporatefinanceinstitute, 2021)
Factors to consider when setting goals and objectives
1. The goal should be important for the development of the person.
2. The goal should be measurable means the goal should be break down into parts for the clear vison.
3. The goal should be treated with immense focus. 
4. The goal should be specific and well defined.
5. The goal should be time bounded means it should be reached within a certain period (mindtools, 2021).

EXAMPLE
	S
	Communication skill acquisition.

	M
	This goal is concrete in nature means I can measure how much goal is fulfilled and how much goal is remaining. 

	A
	This goal is not an unrealistic goal so it can be achievable. To achieve leadership skills along with prior knowledge, I need to go through the social learning theory along with the practice session for communication. 

	R
	Communication skill is one of the most important skills that should be present within a manager of the health care sector. So, I can say that this goal is very much relevant for my career and my professional development.

	T
	The time frame I have chosen for completing this goal is 6 months. 




[bookmark: _Toc89441908]UK EMPLOYMENT LAW
The employment legislation regulates the rights and duties of both employers and employees. There are 4 important employment laws:
· Recruitment: Law of Equal opportunity.
· Health and safety at work: Law of Health & safety.
· Employment contract: Law of Equality and diversity, law of discipline (Aylott, 2018). 
By maintaining the law of equality ACT 2010 in the group, an employee can dissolve the issue related to discrimination among the large groups. 
By following the health and safety at work Act a heath care manager can keep both workers and patients safe. Thus, I can realise that by knowing these employment laws and applying this in real life situations a manager can lead and manage the large team with less error (SCOTT, 2019).

[bookmark: _Toc89441909]LEARNING STYLE THEORY
In my SMART goal, I have mentioned that for the development of the leadership skill I am going through the Honey & Mumford learning theory. From this theory, I have learned that there are 4 genres of people found based on their nature like: Activist, Receptors, Pragmatists, and theorist. According to the pragmatists people learn new things more readily with practical knowledge, the reflectors learn new things from different viewpoints, while the theorist learn things from theory knowledge. From this I have developed the knowledge that to become an effective leader I have to follow the pragmatic approach. I can say that to become a great leader and manage the large group I must understand myself and my learning style before managing others (Stander, 2019).

[bookmark: _Toc89441910]SELF-AWARNESS METHOD:
1. One is to perform SWOT analysis to identify the strength; weakness of oneself will help me to be aware about myself. For example: from the SWOT analysis I have learned about my weakness regarding planning new things, managing new plans.
2. The second one is the personality test to get the idea regarding my growth and development. The personality test helped me to learn more about myself, things that I wasn’t conscious that I knew. (Annex 1)

[bookmark: _Toc89441911]CONCLUSION
Conceptualizing what I need to begin doing raised a few things in my SWOT examination. From this I have drawn out my PDP and CDP and now I know where I am exactly, where I want to go and what do I have to do to achieve what I want. 
First of all, I will be stating by completing my level 4 in health and social care and then completing the training centred in clinical health care to have the proper skills to start working in a GP surgery. I will also use the skills learned by upgrading my CV and cover letter so I can get more interviews and at the end my desirable job position. 
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Your personality type is:
Campaigner
ENFP-A

Mind

This trait determines how we interact with our environment.

54% 46%
EXTRAVERTED INTROVERTED
Energy
This trait shows where we direct our mental energy.
hO% e 41%
INTUITIVE OBSERVANT
Nature

This trait determines how we make decisions and cope with emotions.

39% e 61%
THINKING FEELING

Tactics

This trait reflects our approach to work, planning and decision-making.

47% e 53%
JUDGING PROSPECTING

Identity

This trait underpins all others, showing how confident we are in our abilities and decisions.
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Snapshot Report

Financial Reward

~ 67

People motivated by Financial Reward strive for the big pay-off that comes as the fruit of
their labor. They want to feel that their salary and benefits equal the value of the time and
energy they invest in their work. While this is a common motivator that most people identify
with (who wants to work for peanuts?), these individuals place more importance on
remuneration than the average worker. This is not to say they are only after the big bucks;
it's having the money to afford a certain lifestyle that gives them the drive to succeed. They
are willing to invest themselves, but will not do so without significant pay-off. They don't
necessarily have to make an extremely high salary in the short-term to feel happy, especially
when starting out, but they want to see the long-term reward for the personal investment they
put into their career.





image4.emf
I NSIGHT SELF-AWARENESS QUIZ RESULTS

YOUR SELF-AWARENESS ARCHETYPE

THE FOUR ARCHETYPES OF SELF-AWARENESS

Because internal and external self-awareness are independent, we can think of them as two intersecting dimensions that create four
different archetypes. Each archetype has distinctly different characteristics and challenges, and each has their own set of strategies
for improving insight.

> Seekers have less developed internal and external self-awareness.
> Introspectors have more developed internal self-awareness and less developed external self-awareness.
> Pleasers have more developed external self-awareness but and less developed internal self-awareness.

> Aware people have more developed internal and external self-awareness.
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