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[bookmark: _Toc110450641]Introduction 
A detailed study of my abilities and competencies, which were developed using specific tools like SWOT analysis and a personal development plan, will be included in the report as an overview.
We will analyse the chosen industry and emphasise the critical qualities needed to be a good leader within the sector because in today's world, having specific skills and competencies has become crucial to moving up in your career and achieving particular goals.
As a result, we will evaluate the ideas we learned in this subject, including goal-setting, creating objectives, UK employment legislation, learning theories, and self-awareness techniques.

[bookmark: _Toc110450642]SWOT analysis 
A SWOT analysis is a tool to determine the Project or Organization's Strengths, Weaknesses, Opportunities, and Threats. It serves as a framework for aligning an organisation's objectives, initiatives, and capabilities with the context in which it operates. 
                                                                                                                  (CIPD, 2020)
As a result, the SWOT Analysis is crucial and is always used when necessary. But we must be clear that we can also use the SWOT analysis on ourselves. For a better understanding, a SWOT analysis table regarding the author and his career will be shown below.
SWOT ANALYSYS


hbbOPPORTUNITIES
WEAKNESS
STRENGHTS
THREATS
· Remaining nameless
· Job location
· Salary increasing 
· Get Promoted
· Gain more skills and knowledge 
· Very Emotional
· Shy Person 
· Sensitive
· ‘’I know everything’’ attitude 
· Problem Solving 
· Visual Learner 
· Attention to details
· Professionalism 










[bookmark: _Toc110450643]Personal Development Plan 
Making a personal development plan has the purpose of capturing a process of introspection, self-evaluation, and open assessment of your strengths and faults. This should provide you the opportunity to assess the effectiveness of the management and leadership training you have received and to think about your own future leadership development. 2014 
                                                                                                                 (Managers.org)

To succeed and feel satisfied in their schooling, careers, and personal lives, people should constantly improve their knowledge, skills, and experience. This is meant by personal growth, which is a lifelong process.
An example of my personal development plan is shown below.
[image: Table
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There are six planned goals with a 2022 completion date, as you can see in my PDP. We require sincerity, organization, and commitment to accomplish everything.




[bookmark: _Toc110450644]Skills required to be a successful and effective Payroll Team Lead

Being a payroll team lead is a crucial job. Due to all of its obligations, this role necessitates a lot of organisation and is frequently difficult.

The section in a company known as the accounting department is in charge of creating financial statements, keeping track of the general ledger, paying bills, creating customer bills, processing payroll, and other duties. In other words, they are in charge of overseeing the company's overall financial situation. Any business, whether it be a small home-based operation or a sizable international corporation, cannot survive for very long without an accounting department.
                                                                                                               (Reh, 2020) @
A payroll team lead day is filled with encounters with individuals or groups of individuals who are all focused on their task. 
In the morning or late in the day, finish the report and perform much more work. Therefore, team leads are constantly engaged, and there are rarely any dull moments.

This sector requires experience and specialised abilities because it is a global leader and takes seriously certain vital jobs, such those of team leaders
Therefore, some fundamental abilities, such as the following, are necessary to be an effective payroll team lead within the chosen sector:


[bookmark: _Toc110450645]Communicate effectively:
This ability is unquestionably crucial because a team lead must collaborate with numerous individuals, communicate via email, and operate remotely. As you communicate with coworkers, you must ensure that the message you want is understood correctly; therefore, practical communication skills are also crucial. If you don't communicate clearly, issues at work may arise. The most exemplary team leaders also understand that listening is essential to communication.

[bookmark: _Toc110450646]Collaboration:
The team must remain cohesive and function as a unit to prevent disputes. Because managing requires teamwork, these skills are dependent on collaboration abilities. A payroll team lead has many things to fulfil while at work yet is frequently unable to finish everything. Because of this ability, he may, for instance, assign the less important task to take up the remaining time.


[bookmark: _Toc110450647]Supervision: 
As you can probably already guess, a payroll team lead's job is to lead his team and establish priorities. It would be challenging to build a team without a leader since it takes a certain kind of person to be able to look at all the work from a different angle. But mastering this ability might be challenging because a leader must also exude confidence and positive vibes.

[bookmark: _Toc110450648]Problem solver:
Being able to solve workplace-related challenges is another crucial competency. A payroll team lead needs to be able to step in when necessary by solving the problem, whether or not the problem involves the team. For example, a team lead could encounter a complex scenario during a shift due to paperwork problems, production problems, team disagreements, and other factors.

[bookmark: _Toc110450649]Perfect organization skills:
Every task and the daily task must be organised for completion after the shift, so organisational abilities are necessary. Additionally, being organised speeds up and simplifies other people's work. Leading a team effectively benefits the operations of the employer. However, in order to develop this talent, we must be familiar with the organisation that you work for to schedule the day's activities and avoid any disruptions.
 
                                                                                                               
[bookmark: _Toc110450650]SMART

Throughout the course of this module, we have examined a wide range of factors that aid in personal growth. The SMART tool is one of those topics that is covered

The SMART acronym is a tool created to assist groups and individuals in effectively and productively setting goals. The success of a project or initiative is determined by its specific and measurable objectives. Realistic and attainable goals inspire and engage people. All stakeholders must agree on the time frames for achieving the objectives, which are ensured by time-bound objectives. 
                                                                                                                 (CMI, 2014)

[bookmark: _Toc110450651]Specific: 
In addition to having a defined aim, the outcome must be achievable and realistic.
[bookmark: _Toc110450652]Measurable: This is crucial since it should be simple to track progress and determine when it has been completed.
[bookmark: _Toc110450653]Achievable: Who will complete the task? Does he possess the required abilities? It is crucial to understand whether the individual handling the work can complete it.

[bookmark: _Toc110450654]Realistic: It's crucial to concentrate on results and have self-control.

[bookmark: _Toc110450655]Timely: Setting an achievement target date is crucial.

[bookmark: _Toc110450656]Self-perception ex.

Being aware of one's own characteristics, including traits, behaviors, and feelings, is a key component of self-awareness. In essence, it is a mental state when one becomes the center of attention. 
                                                                                                                  (Cherry,2020)

Consciousness - it is the condition in which the person is conscious of himself and his surroundings.
Self-awareness - It is the awareness of one's own originality or identity.
Unconsciousness - it is the condition in which a person is unaware of himself and his surroundings.



















[bookmark: _Toc89777364][bookmark: _Toc110450657]Johari Window

The Johari Window is a model that enables us to improve our self-awareness and self-perception. It can also motivate us to be more open, honest, and sincere, encouraging people to connect more deeply.
This mode, which produces four squares, is two by two.

[image: Chart, treemap chart
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The size of the windows varies based on the individual, as well as how well they know themselves and how well others know them.

Let's examine each window one at a time.
1. The "Open Area" stands for all we are aware of about ourselves and what others know about us.
2. Hidden Area: We might use the phrase "I know, but you do not know" to help people grasp this window. The information is confidential, much like your anxieties or other problems.

3. Blind Area: In this window, people may not be aware of certain aspects of themselves, but others are. This square may include either positive or negative information.
4. Unknown Area: Nobody, at least not yet is aware of this information about us. However, the information is waiting to be discovered because we have already learnt more about who we are than we knew when we have had new experiences.


[bookmark: _Toc110450658]Test of Personality
One method of assessing a person's personality is through a personality test. This is a component of self-awareness techniques and can influence how someone behaves in particular circumstances. However, we also need to be aware that there are several personality tests to fully comprehend this approach. The MBTI has been illustrated below.


The Myers-Briggs Type Indicator personality test aims to make C. G. Jung's idea of psychological types intelligible and practical in people's daily lives. 
                                                                                            (MyersBriggs, 2021)
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	                                                                                     Source: Blogspot

[bookmark: _Toc89777366][bookmark: _Toc110450659]Learning Styles
A variety of hypotheses that try to explain how people learn differently are referred to as learning styles.
                                                                                                 (Wikipedia, 2014)

There are numerous categories for learning styles. Below, the primary styles will be examined.
[bookmark: _Toc110450660]Kolb
[image: Diagram
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Your individual spiral through Kolb's Experimental Learning Cycle is described by your Kolb Learning Styles. Each student spirals through the exploratory learning cycle in their own unique way; there is no right or wrong way to do it. Depending on how a student like to study, he or she may begin the learning cycle in a different way. According to research, a person's culture, personality type, educational specialisation, career choice, and present employment role/tasks all have an impact on their learning styles.
(da13s, 2019)

Source: WordPress


[bookmark: _Toc89777368][bookmark: _Toc110450661]Honey & Mumford

There are four different learning styles, including the Honey and Mumford methods. Each of us will prefer to study using one, or at most two, of these various learning styles, according to the notion.
                                                                                                               (EMP, 2020)
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[bookmark: _Toc110450662]Curriculum Vitae – CV 

A curriculum vitae is a document that provides a summary of a person's abilities and professional experiences. Although this document has many uses, its primary purpose is to assist job seekers in finding new employment by sending it to potential employers.
An overview of the education path, a list of talents, work experience, spoken languages, hobbies and interests, and a work reference make up the CV, which is divided into numerous sections.

It is frequently advised to include a cover letter with your resume when applying for jobs, expressing your interest in the position and outlining why you believe you are the best fit for the position.

[bookmark: _Toc110450663]Career Development (DPD)
Internships, study abroad, professional resume guidance, and what you can accomplish with your major are just a few of the real-world experiences that Career Development combines with classroom learning to help you further your career.
                                                                                                      (WaubonseeCollege, 2020)
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[bookmark: _Toc110450664]UK Law Employment 
Employers and employees are subject to employment law regulations. It establishes expectations for employees, what they can be asked to do, and their rights at work.
                                                                                               (CIPD, 2021) 
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[bookmark: _Toc110450665]Reflective Portfolio 
Many of the aspects that are shown above in this portfolio have been examined throughout the Professional Career Development Module. First of all, I can state that everything we have learned is crucial and very practical in everyday life because it has helped me realise how important it is, for instance, to understand employment law and that there are different learning styles. It has also helped me set goals and have a clearer idea of what I want to do in the future. I have grown professionally as a result of these ideas. I wish to keep going and achieve the greatest outcomes since, as a result, I got much more structured and a lot safer on myself.

[bookmark: _Toc110450666]Conclusion
After carefully examining each of the aforementioned elements, it is clear that understanding goal-setting, UK employment law, various learning theories, and self-awareness techniques can be useful in daily life. Additionally, as I already indicated, these subjects can help a person grow both personally and professionally.
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RECRUITMENT

The key areas of law affecting recruitment
and selection include discrimination, the
right to work in the UK, criminal records
checks and data protection. When recruiting
staff, employers should understand and
keep up to date with their legal obligations,
making sure their recruitment and selection
procedures comply with the law.

EMPLOYMENT CONTRACT

A contract of employment is a legally
binding agreement between an employer
and employee.
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DATA PROTECTION

Data protection is about safeguarding
important information and making sure it is
used properly and legally. In the UK, the
Data Protection Act 2018 implements the
General Data Protection Regulation
(GDPR) which came into force in May 2018.

PAY AND HOLIDAY ENTITLEMENT

In the UK, the minimum statutory
requirement for paid holiday each year for a
full-time employee is 28 days or 5.6 weeks,
including public holidays (part-time workers
are also entitled to a minimum of 5.6 weeks,
calculated on a pro-rata basis). There have
been significant changes to the law
surrounding holiday pay in recent years,
with regulations now stating that regular
overtime and commission payments need
to be included. The resources here look at
case law and common questions relating to
holiday entitlement and pay.

WORKING TIME

Working hours in the UK are governed by
the Working Time Regulations 1998. These
limit the working week to an average of 48
hours (although there is an opt-out), and
the working day to an average of 8 hours.

HEALTY AND SAFETY

Employers face a wide range of duties and
initiatives aimed at protecting the health
and welfare of their employees.

DISCRIMINATION

Under UK law, it is illegal for employers to
discrimination against employees on any of
the follow grounds: age, gender, sexual
orientation, gender reassignment, marriage
and civil partnership, pregnancy and
maternity, disability, race, religion and
belief.

DISCIPLINE AND GRIEVANCE

Employers require effective and transparent
policies and procedures to manage
difficulties in the workplace and
employment relationship.
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Dismissal occurs when a contract is
terminated with or without notice, a
fixed-term contract ends and is not
DISMISSAL renewed, or an employee leaves, with or
without notice, when they are entitled to do
so due to the employer’s conduct.

Redundancy can be one of the most
distressing events an employee can
experience and should be a last resort. It
REDUNDACIES requires sensitive handling by the employer
to ensure fair treatment of redundant
employees as well as the morale of the
remaining workforce.
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