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[bookmark: _Toc89199532]INTRODUCTION
In the modern world skills, experience and qualifications are needed to thrive in every aspect of life. Getting to know your strengths, weaknesses and having the abilities to overcome them can help you achieve your goals. To do this, a personal analysis needs to be carried out using a swot analysis (Strengths, Weaknesses, Opportunities and Threats), PDP (personal development plan) which include Smart goals (Specific, Measurable, Achievable, Realistic and Timely). By identifying the weaknesses, a plan can be put into place as to how to improve and get the required outcome. Whether that is getting the qualifications/skills required for a job, improving oneself to do better or communicating effectively. A 16personality test is available online, which gives you an idea of what personality type you are. These will be used for my analysis and the kind of skills required for an effective manager in my chosen career. 
.
1. Swot Analysis, Personal Development Plan and Interview Results.
2. Analyse skills to be an ‘Effective Manager’ in IT.
3. Smart / Johari window and results from above are used to reflect and assess what has been learned, what to improve on, self-awareness and UK law.

This Photo by Unknown Author is licensed under CC BY
(Unknown, 2013)
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To analyse my skills and competencies I have used SWOT, PDP tools, and also taken an online personality, awareness test. The results are shown below with their conclusion of me.
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Description automatically generated]Higher Awareness Test

(Robson, 2019)
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My results for the learning style Higher awareness and Personality test are correct because I do need to see to picture it in my head to remember. I like to go over rewrite watch tutorials, find visual information. My main goal is to help people overcome their problems, help them excel and to achieve what they believe that they are not capable of. As I am very motivated and do not give up until I get the outcome I’m aiming for. 
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The results reflect my personality its true as I don’t like conflicts but I do stand my ground where I feel I need to. As to career decisions I have always been clear as to what I want to achieve and always worked hard to get it. Getting back into education was one of my goals it took me longer than I would have wanted, but as I got into it I realised I still have the passion I always did. I'm gaining confidence as I continue to achieve the steps needed to get to my final goal of getting a degree and going on to do masters. I'm am very determined and will reach my goals someday even if it takes longer than expected.
[image: Graphical user interface, text, application, email

Description automatically generated]The conclusion states that I'm an Advocate. (16personalities, 2021)
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Description automatically generated]A SWOT analysis “is a strategic analysis tool focussed on achieving change and can be utilised to help understand complex predefined concepts while focussing on identifying changes and strategies which improve the concept.” (Schupp, 2021)
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Description automatically generated]PDP stands for Personal Development Plan. “A PDP is a form of self-evaluation and self-reflection that is typically used in higher education and the workplace. However, it can also be a beneficial exercise in your personal life”. (Putter, 2021)
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PDP
As shown in the above diagram, “There are typically 5 sections in a PDP:
 
1. Evaluate current situation
2. Identify career goal(s)
3. Identify skills, knowledge and resources required
4. Determine actions to achieve a goal(s)
5. Determine evaluation frequency” (Hill, 18 June)

This analysis tool helps you to determine what you want to achieve by evaluating your current situation, stating your goals, identifying existing qualifications, skills and experiences. Then put a plan into action on how to go about achieving it using realistic methods and time to complete.

SWOT
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(Kenton, 2021)
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To be an effective Manager in IT you need to have the right skills for the job which include: 
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All of the above skills are important to be a successful manager, If the manager lacks these skills, it would be difficult to run a successful business. One of the main skills an IT manager needs is to be qualified and have knowledge in the field known as Hard Skills. This is obtained through college, University, certified programs or training.
Another main attribute of a manager should be his soft skills be able to motivate, communicate, instruct, be able to time keep and have good leadership.  
The role of a manager is to make sure everyone does their jobs to a good standard, understands the work set, completed on time without any issues. To be able to accomplish this the manager needs to be able to solve problems that may occur due to staff or production. 
Companies may offer managerial courses to advance within the workplace if they see potential, but some qualification, experience, knowledge is needed to progress hence the need to go back and study to progress. (Team, 2021)
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S- Specific
Know what your goals are and what you want to achieve
M-Measurable
To complete the task you need need to be clear on what the issue is.
A-Achievable
Setting realistic goals within a timeframe is important it shouldn’t be too easy as it will lack the motivation to achieve better and if not achievable then causes low self-esteem. 
R-Realistic
The goals need to be realistic so it achievable otherwise waste of time, with no results.
T-Timely
There needs to be a timeframe in which to complete the task whether education, qualification/certificates or training. (A.J.Janabergenova, 2021)
This method helps with putting down realistic goals within a timeframe because it has a time limit it pushed the individual to work hard and gain the required results.
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A Johari Window Model has four sections and is a tool that helps in creating a better understanding between two or more people. Two psychologists Joseph Luft and Harry Ingram used a diagram with four sections 2 parts are about what you do and don’t know about yourself, two what others do and know about you. (coach, 2020). Leadership roles require a person who can understand himself/herself as well as understand what others think. This tool is a good place to start when evaluating.
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(coach, 2020)
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(Saxens, 2015).
 These sections can be increased as knowledge increases. How that can be achieved is by getting feedback from others and asking questions about what people think of you. Also trying new things opens up to making friendships. This can be risky as the other person reaction is unknown. This tool is great for getting to know yourself and your flaws.
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All employers are required by law to follow the UK Employment Laws these are:
· Minimum wages as of April 2021 are £8.91 an hour which increases on 22nd April 2022 to £9.50 an hour.
· Holiday pay is paid holiday 28 days a year for full-time employment. Plus, public holidays
· Statuary sick pays up to 28 weeks in any 3 years.
· Working hours are restricted to 48 hours a week but employers can opt-out.
· Equal pay for men and women if doing the same job.
· Maternity leave for 52 weeks with 39 weeks paid with the right to return to work.
· Paternity leave for 2 weeks with paid leave.
· Adoption leaves for 52 weeks with 38 weeks pay, Appointment leave to 5 for the main adopter and 2 for the second parent.
· Shared parental leave is 52 weeks with mothers 2 weeks compulsory, shared pay for 39 weeks.
· Unpaid leave in the first 18 years of a child’s life. 
Employers are required to have a contract of employment which includes names of the employer and employee, the start date of employment, Job description, place of work, hours of work, pay details, detail of pension, holiday entitlement. The workplace should have policies in place for discipline and grievance procedures of which copies can be found around the workplace. 
It is against the law to discriminate against sex, race, disability, maternity leave, sexual orientation, pregnancy, religious beliefs, marital or civil partnership or gender reassignment. There are the same rules whether you are a part-time employee or full time. If this is the case the employers face lawsuits. However, unfair dismissal within the workplace requires a minimum of 2 years of continuous employment. Workers made redundant in large numbers require notice otherwise employers will have to pay 90 days to pay and if employed for more than 2 years will have to give redundancy pay. The retirement age limit is no reason to dismiss an employee either, but this is where the policies of the workplace need to be clear. (David, 2021)
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When a person can assess themselves and improve on it, their level of understanding increases and work output is better. Gibbs Reflective cycle has 6 stages: 
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(Smith, 2020)

“Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences. It offers a framework for examining experience”. (EDINBURGH, 2021). This tool like the PDP is another tool to analyse an issue and solve it. Going through these stages will give you a clear path to follow the one you decide on a route.
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In my time at the university, I have learned a lot made friends but most of all I have been able to understand myself better. Although I was aware of my abilities and how I wanted to achieve them I never really thought in the depth of what I was going to do and give myself a time limit or thought I was capable of achieving my goal to graduate. This now feels like I’m a step closer and having completed my first year at a good level I’m confident in my ability to achieve what I want.
· HIGHER AWARENESS TEST: It explains to me exactly I like to finish what I start. Try to achieve the best I can, helping others too. My abilities are known to me, but I have less confidence.
· LEARNING STYLE: The learning style for me shows that I am a visual learner which is correct as I love to watch tutorials and YouTube videos to help me understand. This way I don’t need to try it comes naturally I picture and I rewatch it if I need to. Listening is also a good way for me to learn I keep listening and learn off by heart. If I try to learn it, I find it difficult.
· PERSONALITY TEST: This test also is accurate as I do have a good imagination, good at solving problems. Not liking confrontations and like to set high standards and try to achieve.
· SWOT: This is quite explanatory as I had to think hard about myself to fill in this. I found strengths I thought I never had.
· PERSONAL DEVELOPMENT PLAN: This was a challenge to write down what I wanted out of life, how I was going to do and by when. I have set myself realistic targets which I now believe I can do. This has put things into perspective after a hard year, it is written down has made it seem achievable even when I faced hardship, I accomplished my goals a step closer to my dream of graduating.
· INTERVIEW RESULTS: I was a bit disappointed, to say the least in my interview I was expecting more but I see where I need to improve so when I get out into the world, I will be ready. I was under the required mark to be fully considered but I don’t have the experience yet even though have qualifications. This was an eye-opener for me thought would do better in a real one I think now. I do feel like I lacked in the questions, but I did answer with a good response which I thought I wouldn’t be able as was nervous. Overall, a great experience I didn’t enjoy but I learned a lot.
I. 

[bookmark: _Toc89199550]CONCLUSION
As there are many tools available to help with self-awareness it is easy to evaluate yourself and come to a good conclusion as to where improvement is needed. It is quite scary to see how accurate these tests are. My test results changed my opinion of myself, and I learned that I have confidence in the wrong places and none where I should. Even though it was not a favourite module I am happy with what I learned and achieved. Creating a PDP was the best part, it’s like putting my dream on paper was bringing me closer to it and I will complete it within a few years. The responsibility to be in a high post is not something for me. I might have thought about it before but not now. This was a great experience for a job interview as I never had one before. Maybe that’s why I didn’t do as well as I would have wanted, but you learn through experience.
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3. Reflective model used to assess what has been learned.

OWN SKILLS AND COMPETENCIES

These tools have been used in my own analysis using a SWOT, PDP, an online personality
test and an awareness test. Higherawareness test online results are shown below:
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Fiuonly shook hands of interviewer, smiled and preeted | O [ X | O] O 0|  Candidate demonstrated enthusiasm taroughout the interview.
T resome/ceecences nd offered pofessonal copes | [ | | x| [ o] Felevent OV, Govee Leter and ob descrption were provided va
Tusritin Yo have overal lnked well t oo expesence
reeted 2o oainained eve contact < oo om
Dressed appropriately O[o[x[O/0
“Posture (sat up straight, etc.)/FHand and facial
‘movements were natural ojojxjojo
VERBAL BEHAVIORS
Demonstrated Enowledge 2bout the company. O O] X[ O] O Demonstrated good of knowiedge about the company.
“Answered questions completelr, vet brieflr O [ O] X [ O] O Answer to some questions could have been better.
itEzed STAR/BAR formnat for Behaviorl Questons | 1 | Could have applied the STAR approach in answering some of the
X | O Yenavioral questions.
TUnderstood company needs/ Emphasized qualiicaions | O | O] X | | 0| Demonsteated good understanding of company needs.
Understood position, Pointed ovt work elated sils | | | x| [ | o | G0 astcslation of career goals and company meeds
Demonsrated persereance snd pecsistence amidst felutes
Displaved enthusizsm O [ O] X [ O] 0| Demonstrated enthusiasm in the interview.
Focssed on stwength; sroided wedmenes X Fighlhted stenpthe inchude commurication skill and proficencr in
olo 0| O | using ICT tools. Responses to the weakness question could have been
better
“Acted in 2 polite manner Olx|o[o/o
Referenced specific items on resume O[x[O[O/ 0
Responded to questions promptly, but ot hurdedy | 0| O] 0| X | O] Provided good answess.
“Asked appropriate questions of the interviewer Olx|o[o/o
Spoke cleecs and o ¢ cessormble rolome Olx[0[o/o
“Avoided use of fller/ empty words, slang, efc. O[ox[O0
VERALL PREPAR. INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX
QVERALL PREPARATION ojojxjaja ‘ TO CONFIRM COMPLETION OF INTERVIEW. ‘
POINTS AVAILABLE 100
POINTS EARNED  66.66
% Dn. Rickimond Lamptey
GRADE /15
SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor
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GRADE /15
SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor
HOW YOU DID: TOTAL SCORE RANGE
YOU'RE HIRED! 70 - 100
‘Resume was printed 2nd presented in 2 professional manner + Cleady explains how sills and qualiies match the fob description
Showed up on time in approprite attite * Asks thoughtful questions 2nd demonstrates preparedness
Demonstrates confidence theough voice, body language, and ere * Maintains 2 professional attitude and demeanor
contact. .

ery clear and concise manner of speaking; avoids se of filler
words

« Provides detailed and specific answers o questions

o Sell s and sefezences previous expecience + Demonstuates sbore.aversge matotiy (proesiond, ruate, masner.
WE'RE CONSIDERING YOU. 60-69

" Revume was printed and presented i & professional manaer Displars some skills and qualites that st e job descaption

 Showed up on time and in atie tat was mostly sppropiste sk somme thooghtfal questons and shorws some signs of having

* Decent poise, body language and eve contact done research on the company and position

* Somewhat confdent Tntecviewee is sually professional whes sesponding

« Provides specific answers o questions Cleas manne of spesking; vsed some e words (o, ub, ke,

o Sellssome il ete)

Noticeable matusity (professional, arseate, manners).

‘WE MIGHT HAVE HIRED YOU, BUT...

40 - 59

Resoime was ot pesented or needed wodk
Shorved p late and /o dressed semi-profesionally

Not enosgh poice, bodr largage indicated lack of ntecest, some
ere contact made

‘Confidence is not convincing

Specific nswers to some questions, ohes too geaneral

‘Comes off s too inexperienced; vagoe in selling skl

Appears to have some communicaton problems
Skills do not enatch ob description acks prepareciness i ceseazch
Attemps to be professionsl when tespomding:

Manner of spesking is comprehensible, but sometnes  bit
ncles, equent e of e words (s, o, ke, etc)

Some matusity i evident profesions, e, annec),

DON’T CALL US, WE’LL CALL YOU.

00 - 39

Reswime was ot presented
Shorved p late and for dressed unprofessionaly

No poise, poor bodr lnguage nd lte to no eve contact
Lack of confidence

‘Does not display skills and abilities that ace relevant to the position.
Does not appear to have done any company sesearch and is
generally unprepared.

‘Comes off as undependable and unprofessional
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IO YOU DID: TOTAL SCORE RANGE
YOU’RE HIRED! 70 - 100

Confidence i not convincing
‘Specific answess to some questions, others too genesal
‘Comes off as too inesperienced; vague in selling skl

‘Resume was printed 2nd presented in 2 professional manner + Cleady explains how sills and qualiies match the fob description
Showed up on time in approprite attite * Asks thoughtful questions 2nd demonstrates preparedness
Demonstrates confidence theough voice, body language, and ere * Maintains 2 professional attitude and demeanor
contact. Ve clear and concise manner of speaking; avoids use of fller
Provides detailed and specific znswers to questions words

o Sell skl and seferences previous experience + Demonstuates above-aversge matusit (profsssons xseie ansas.

‘WE’RE CONSIDERING YOU. 60 - 69

+ Resume was printed 2nd presented in @ professional manner Displays some skills and qualites faat match e fob descaiption

 Showed up on time 2ad in attce that was mostly sppropriate Asks some thoughtful questions and shows some signs of having

* Decent poie, bods language 2nd eve contact done seseaich on the company and position

* Somevhat confideat Interviewee is usually professional when responding;

+ Provides specific answess o questions Clear manner of speking; used some filler words (um, ub, ke,

* Sells some skills ete)

* Noficeable matusiy (pofesionl, sxicute, annes).
'WE MIGHT HAVE HIRED YOU, BUT. 40 - 59
Resurme was ot presented or needed work + Appears to have some commuication problems
Showed up late and /or dressed semiprofessionally + Skills do not match job description; lacks prepasedess in research
Not enough poise, bodr language indicated lack of interest, some » Attemnpts to be professional when responding,
eve contact made .

Manner of speaking s comprehensible, but sometimes a bit
unclear; frequent use of filler words (s, ub, ke, etc)
‘Some matusity s evident (profesiond, arsculte, manners)

DON’T CALL US, WE’LL CALL YOU.

00 - 39

+ Resume was not presented. Does not display skl and abiiies that ace selevant to the position
 Showed up lte and) or deessed vapeofessionally Does not appeat o have done any company sesearch and &
* No poise, poos body langoage and e o o eve contact geneally uaprepared
©Lack of confidence »_Comes off as undependable and vaprofessional
‘Answers to questions ace not sufficient, slevant or convincing. Maner of speaking is nclas, jumbled ox poodly worded
Inesperience i obrious Interviewee needs mote experience nd matusity
ADDITIONAL COMMENTS:

You have come across as inspirationsl candidate who would be great professional for the role. For futore reference, please ensure that you wear a shirt and

suit jacket. First impression is everything in winning business and opporfusities

|
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What skills are needed to be an IT manager? EFFECTIVE MANAGERIAL SKILLS
In rdero be an eflecive Manager i T you nee o have th right s fo the job wich
nchuce:
° Strong Technical Skills
° Negotiation Skills
e Strong Financial and Organizational Skills
Al of hese sils are important 1o have an efecive unning business fa managerlacks in
° Listen, Learn and Communicate Well hese sk, he outcome vl be poor. These are the bass of any manageral positon
° Update and Continue to Be Relevant
° Conflict Management
a Strong Project Management Skills
° Presentation and Writing Skills
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Manger Role

Al ofthe above skils are important to be a successful manager, If the manager lacks these
skills, it would be dificul o run a successful business. One of the main skills an IT manager
needs s to be qualified and have knowedge in the field known as Hard Skis. This is
obtained through college, University, certified programs or training.

Another main attribute of a manager should be his soft skils be able to motivate,
communicate, instruct, be able to time keep and have good leadership...

“The role of a manager is to make sure everyone does theirjobs 1o a good standard
understands work set, completed on time without any issues. To be able to accompiish this
the manager need to be able to solve problems that may occur due to staff or the production
Companies may offer managerial courses to advance within the workplace if they see
potential, but some qualfication, experience, knovledge is needed to progress hence the.
need to go back and study to progress. (Team, 2021)
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Home / Project Management

Hard Skills

VS.

Teachable abilities or skill sets
that are easy to quantify.

Proficiency in a foreign language
Adegree or certificate

Typing speed )
Machine operation

AN

Computer programming

PROJECT ECONOMY
Skills for a Project Manager

sj,

Barato,Tyearago | © 0 | O 1min | ®

Also known as “power skills

/ ProjectEconomy /  skills for a Project Manager

Soft Skills

r “interpersonal skills”

Communication
Flexibility
1 1’ Leadership

Teamwork

Time Management

T
D

Project manager professionals are aimed to achieve the project management goals. For that, they need three

kinds of skills:

* Technical Proiect Management Skills: Professional Proiect Managers need to abplv a
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There are four assumptions that we must make when using this diagram:

01. There is information that is known to only me.
02. There is information that is known to only you (or, whoever you’re communicating with).
03. There is information that is known to you and me.

04. There is information that neither of us know.
Note that the sizes of the window panes can change based on where the information is at any given point
depending on how well you know yourself, and how well others know you.
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(coach, 2020)
o Answers to questions are not sufficient, relevant or convincing. e Manner of speaking is unclear, jumbled oz poody worded
* Inespesience i obrions * Interviewee needs more experience 2nd matucity
ADDITIONAL COMMENTS:
You have come across as inspirationl candidate who would be great professional for the zole. For future reference, please ensue that fou wear 2 shict and
suitjacket. Fiest impression & everything in winaing business and oppostanites
Ly
* What we disclose to others about * What we don’t know about ourselves
ourselves things we do out of habit
* What we know about ourselves * Others know more about this; it is how
o This are increases as we trust they judge us
individuals tell them about ourselves | e Getting feedback on how your
* Have this behaviour in public progressing
» Need to be open and interact better | « New places unknown territory
* What you wish to keep to yourself * This is where neither | nor others know
depending on trust about
* Opening up creates better * Not having experienced something
relationships won't be known by you or others till you
« May be judged so only disclose to try
few e Tapping into one’s deep
o Taking a risk as don't know outcome feelings/thoughts can cause unwanted
stress but in same way may bring relief.
(Saxens. 2015) he
(KIR [»]
1368 words [is] D Focus B B -—F——+ 103% | 782words [} D Focus BE B ——4+—+ 7%
o T = : 11:04
L Type here to search O Hi ﬁ - O O u 0 11°C Cloudy ~ @ ® & 7 ) B 30/11/2021 %




image18.png
a Cousear Ayub

File  Home Insert Draw Design Layout Reference Mailings Review View Zotero Help RCM Grammar & 3| File Home|Insert Draw Design Layout Referenc Mailings Review View|Zotero|Help RCM Gramma 12 0

[y & |[comvomovangs i3+ 28 £E & P — 28 £ @ &

M B IU-a&xxX A M B IU-&xxX A

pasie Poagraph | Siyies | Eding | Dicte | Editor | Rewse | Open pasie Poragraph | Siyles | Editng | Dicste | Editor | Rewse | Open
S| A2 A KA~ ER fils | Grammarly S| A2 A KR~ ER fils | Grammarly
Cipboard o 3 syes 5 voie | cdtor _|newe ies|_Grammarty | | clpbomd i o 3 syies 5 voie | cdtorInewe ies|_Grarmaty |

. Learning-Theories w4

Learning Theories

ring Theorieshave 3 mai aeas

(Fubrook, 2019)
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abilities needed to become successful. Gaining the help need to improve on it

Self-Awareness

When a person is able to assess themselves and improve on It thelr level of understanding
increases and work output is better. Gibbs Reflective cycle has 6 stages

G ¥gle

reflection

gibbs cycle

reflective practice nursing

-

Gibbs
Reflective

Cycle ‘
- ' vatue

|

Reflection - Gibbs Model.
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The 6 Stages Of Gibbs Reflective Cycle
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researchgate.net
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