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Introduction

Key topics 
In the following pages I will present my reflective portfolio, my aim is to include my career goals and strategies. What follows is an account of describing what a personal development plan (PDP) is. 
Strategies 
Identifying my personality traits known and unknown to myself. I will receive outside critique using self-awareness analytical tools I will utilise the information and evaluate myself. This is just a brief description of what is to follow. The structure and functions of a (PDP) will be explained in the following section. 
Assignment methods 
I will be introducing some theories like Johari’s Window, more details about this in my portfolio. I will also be giving my brief review of relevant academic literature.



















About Me

I am a friendly outgoing woman; I am a mother and grandmother. I speak German, fluently. I have always been in the helping industry. Whether it was an administrative officer for the Department for Work and Pensions or a customer service advisor at Frankfurt Airport, Germany. I have always naturally enjoyed helping and serving people. 
Having recently had the opportunity to have worked with vulnerable adults, I now know that I want to continue my career in the care industry. The past 15 years I been self-employed on and off in the beauty industry. My business is called Sky’z Boudoir. 
According to (Caplan, 2010.) There is no time in our nations historical events when new businesses were unable to be established, including the Great Depression. Every economics negative growth has produced a class of optimistic entrepreneurs who believed in themselves, regardless of the climate. One person can always create an idea and make it happen. 
Being a qualified wig maker, specialising in making wigs for women and men with ailments and for fashion trends. I am a nail tech, unqualified and self-taught. I plan to get my certificate in Nail Enhancements Level 3 and Eyelash and Eyebrow Enhancements. 
My vision is to become a mobile beauty consultant. These courses are costly.
















Johari Window
In 1955 the Johari Window was created by Joseph Luft and Harrington Ingham, it is a methodology, designed to help people better understand their relationship with themselves and others. Below is an attempt to present this theory.
	OPEN
I am friendly
I am studying at UWTSD
I am Afro Caribbean
I am a mother & grandmother
I love animals, especially cats
I love pink
I can be a comedian
I smile a lot
I suffer with anxiety and depression
Want to help kids who have a disadvantage in life.
I am an open book.

	BLIND
Family’s & friends’ perception of me.
Dominant, protective, supportive, appreciative, open minded, sceptical, judgemental, abrupt, clean, organised, funny, awkward, beautiful soul, faithful, little naive, anxious, scared of people because they might hurt you through disappointment, overcomer, powerful, passion for bettering herself.
Always sees the best in people by default.


	HIDDEN
Experienced domestic violence.
Child abuse.
Insecurities.
I dance by myself to keep me happy.
Anxiety struggles.
I am extremely shy but cover it up by making people laugh.
I am happier than I have ever been.
Enjoy studying and the support of the University but struggle with some of the younger students. Its hard.
 

	UNKNOWN
Love to see good parenting and people in awe of their parents. 
Will I be alive in 5 years?
Anxiety about illnesses.
Will I make it?










SWOT Analysis
I will attempt to present a SWOT analysis which stands for “Strengths, Weaknesses, Opportunity and Threats.” Which means to look for opportunities that align with your strengths to overcome your weaknesses. I first learnt about this method in lecture. The use of SWOT Analysis continues to be a methodology for strategic positioning says (Helms, M.M. and Nixon, J., 2010).
	Strengths

· Great communicator.
· Easy to talk to.
· Empathetic.
· IT literate.
· Reliable.
· Customer service.
· Specific transferable skills.
· Strong networking contacts for my business.
· Clear career goals.
· Great with kids and vulnerable people.











	Weakness

· Limited work experience in professional childcare.
· Constantly keeping up to date with latest trends regarding beauty treatments.
· Procrastination
· I come from London and live in Oldbury.
· Hard to make friends or network.


	Opportunities


· Many job opportunities in my intended field.
· More opportunities available with enhanced education/training.
· Companies in need of my transferable skills.
· Building a strong network, in both the workplace and my business.












	Threats


· Competitors already in my business field.
· Competitors with more followers on social media.
· Obstacles in my way. (Anxiety)
· Security.























SMART
Much of the readings from the book, “Journey of Gender” by (Uleanya, Naidoo, Rugbeer, and Rugbeer, 2019.) research had a simple technique, University open day and friends in school were well equipped with knowledge of career choices.  (Brown, M.L., 2014) argues that “Business Model You” recommends their unique tools which are specifically intended for career changers. I want to work with disadvantaged children, it is a passion coming from a similar background. I understand my value of my skills in the marketplace and workplace and have defined my purpose. Through research I have decided to do health and social care level 5 here at the University Wales Trinity Saint David. 
I will take on a voluntary work position and do the NCFE Level 3 in Residential Childcare Worker. According to (Lin, Ye, and Ensel., 1999), research on stress and other topics has documented those social structural positions can influence individual levels of well-being. They identify two types of mechanisms that might account for this impact. We can use each of these ideas to link volunteering to well-being. When researchers, (Musick, M.A. and Wilson, J., 2003.) argued that there are many reasons why volunteering might have mental health benefits specially to do with older people. It can encourage positive moods known as counter negative.
The plan is to do some care work which will finance me to accomplish my goal to study for the course previously mentioned. Using online job searches such as LinkedIn. The short beauty course can be completed in several days. They are not demanding, and I already have the skills, I just need the certificates to be covered by insurance for liability. 
Equality Law Development and Principles
According to (Fenwick, H. and Hervey, T. 1995) Women, ethnic minorities, homosexuals and the disabled had previously suffered from discrimination in the past. Today there has been a more radical growth in protecting these group of people. Equality Law still has a long way to go but it is heading in the right direction.                                                                      
Bullying in the workplace 
Bullying is the single largest category identified in employment litigation connected to stress at work ‐ even though it may not be specifically named. (Rayner, C. and Cooper, C. 1997),.
Mock Interview
I found this to be a positive because it helped me to develop interview strategies and reduced my stress levels. I believe it can make you calmer before your actual interview. I added my CV and Cover letter which was used in the mock interview.








Cover Letter
Sky Chin 
Oldbury, B69 1DQ
Email:  Mxxxx72@gmail.com
Mobile: 0798 xxxxxxxx1
Date: 02/07/2022                                                                                                                       
Witherslack Group                                         
Lupton Tower, Lupton, Cumbria, LA6 2PR
Email: admin@witherslackgroup.co.uk

Re: Children’s Night-time Residential Support Worker

Dear Sir/Madam,
I am writing to inform you of my great interest in your current vacancy of (Children’s night time residential support worker). Which I discovered on Google search engine. During my experience as a carer in my previous roles and a grandmother to 6 beautiful grandchildren, I have gained many transferable skills, which are highlighted in my attached CV that will enable me to succeed in this role. I want to break into residential childcare work, due to my life experiences as a mother, I have developed many valuable skills related to your vacancy that being, I have the willingness to do anything with a strong can-do mentality. My qualities include, listening, communicating, empathy, encouragement, resilience and staying calm under pressure. 
I have accomplished many achievements with transferable life skills. As a carer in my previous role where I supported vulnerable women who came from traumatic experiences. I was able to communicate and understand how they felt. These women always expressed how comfortable they were talking to me, and I became a great listener. I am keen to do further studies in Level 3 Diploma in Residential Childcare.
I believe the skills I have developed and the experiences I have gained during my career makes me a unique and valuable candidate who is worth considering for your vacancy. The qualities mentioned above as well as my determination and passion, will enable me to make a positive difference to Witherslack group. I would appreciate the chance to talk over my CV with you in person. I can be contacted via any of the details provided above and I will be in touch about my applications progress. 
Thank you for your time and consideration. 
Yours faithfully 
Sky Chin








		Sky Chin



Summer 

Eager and ready to return back to helping industry. Looking for a new challenging position in a respected organisation that values excellent communication skills. Being naturally empathetic and a skilled listener. Sky optimizes the smooth running of any given situation, being calm comes naturally. Effective with organisational skills. Working tirelessly to go the extra mile. Competent in providing continued attention to detail in a fast-paced environment. 

EXPERIENCE
Steps To Work JETS, Darlaston, Walsall –Temporary/Employment Coach
July 2021 - March 2022

· Working remotely, organising group sessions for participants and presenting IAG to between 2 - 35 people.
· Being empathetic to their barriers and navigating them to the right outcome.
· Putting their information onto a complex database competently and closing the events.
YMCA St Paul’s Group, London — Voluntary Vulnerable Women’s Support Worker 
January 2020 - March 2020
· Assisted and supported vulnerable women with their daily responsibilities.
· Provided support and encouragement using a number of different skills to enable my service users to feel valued as well as create confidence in their outlook. 
Pflegezentrum Nursing Home, Schweinfurt, (Germany) Care worker 
April 2018 - February 2019

· Cared for the elderly. Helped administer medical care, assisted with feeding and personal hygiene.
· I supported motivated senior citizens, assisted them with their daily routines and filled it with meaningful activities. 
Fresenius Medical Healthcare- Schweinfurt, (Germany) Production in Electronics
May 2016 - August 2017
· Constructed parts for dialysis machines, built containers and packed parts in accordance with detailed packing specifications. 
· Achieving this in a foreign language. 

Frankfurt Airport - Frankfurt (Germany)
Customer Services
February 2015 - April 2016
· Ensured superior customer experience by addressing customer concerns, demonstrated and resolved problems in a timely fashion.
· Politely assisted customers in person and on the telephone in English and German.
· Controlled customers' tickets.

Kzenon Intl Media – Munich (Germany)
Office Manager 
January 2013 - December 2014
· Coordinated domestic and international travel arrangements, including booking flight/hotels and transport.
· Directed guests and routed deliveries and courier services.
· Answered and managed incoming and outgoing calls while recording accurate messages.

The Department for Work & Pensions (DWP) London
Administrative Officer
May 2008 - December 2012
· The first point of contact for all employees and customers.
· Provided administration to a multidisciplinary team.
· Organised their diaries/queries/office supplies, conference/hotel bookings.

EDUCATION
University of Wales Trinity St David 
To date - Certificate of Higher Education Skills for the Workplace Level 4
Eastleigh College, Mare Street, London E8 
September 2017 - February 2018
Northwest London College, Kilburn
June 2007 - February 2008

Hobbies Meeting new people, learning new languages, cooking, organising events, wig making, beauty treatments to the elderly and travelling. 
	
SKILLS
· Bilingual/ fluent in German.
· Quick learner/ reliable/ honest.
· Ferocious customer service skills.
· Problem solving/ patient, calm under pressure.
· Empathetic/ persuasive and self-motivated.
AWARDS
· Retail Knowledge Level 1
· Personal Development in Employability Level 1 
· Customer Services Level 1/2
· Team Leading Level 2
· SIA Close Protection
· NVQ Level 1 EDEXCEL BTEC Level 1 Work Skills (QCF)

LANGUAGES
German, Dutch





Conclusion
My conclusion from my experience with this module has been extremely positive for me and has helped my self-improvement to build my confidence. The major support from my lecturer who I found to be inspiring. Farah Islam helped me to understand challenges in the workplace and how to cope with it. Johari Window has taught me that what I believe how I project myself onto people is good. A few tweaks and I will be just fine. This personal development plan has given me an advanced quality of life in building my capabilities and potential for my dreams and aspirations.
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