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Task 3: Reflective Portfolio
Skills Audit
Swot Analysis
	Strengths
· I have good communication skills
· I have good managerial and leadership skills
· I am well versed with Microsoft Office suit
· I have good problem solving skills
· I have good organizational skills
· I possess strong team working skills
	Weaknesses
· I lack enough job experience
· I am not good at presentations
· I have poor data analysis skills 
· I have low level of confidence

	Opportunities
· I will get employment in the future
· I can use my skills to be promoted to my ideal job
	Threat
· There high competition in the search for employment.



Development Plan
	Skill to be Developed
	Actions I will take
	Time scale

	Data analysis skills
	I lack good data analysis skills as I cannot use computer software such as SPSS for data analysis. I will enrol in short course and also learn from YouTube Tutorials.
	6 months

	Presentation Skills
	I join the public-speaking club and ensure that I get chances to give monk public speaking and presentation speeches.
	12 months

	Confidence
	I will give myself a challenge of approaching 10 managers within 6months and interview them about their career success. 
	12 months



Skills required to be an Effective Manager in the E-commerce Industry
	A manager is a person who directs, organizes, coordinates, and plans daily tasks in an organization. Unlike a leader who may not have technical knowledge in the area led, a manager must possess technical knowledge of the area being managed. For instance, IT managers should the IT knowledge while the HR manager should have attained the knowledge of human resources management. There are specific skills that managers should possess. Firstly, managers should have strong team abilities (Turner, 2021). Every organization requires managers to manage teams. A manager should be able to work with people with different skills backgrounds and expertise to attain a certain goal. For instance, while developing HR websites, managers work with a team of HR and IT experts. 
Managers are required to organize people possessing different knowledge areas to work together for a common goal. A must should understand the dynamics of a team. He/she should understand the different stages that his/her team is undergoing. Tuckman’s theory suggests that there are five stages that a team undergoes (Donald & Carter, 2020). Each stage is characterised by different aspects such as disagreements, conflicts, clarity of team role, high performance, and celebration of the team achievements. A manager should understand each stage and how to manage the potential characteristics and team behaviour. 
Secondly, managers should possess good problem-solving skills (Giampaoli, Ciambotti, & Bontis, 2017). A manager faces challenges in the organization. They should solve all problems arising in the team and their departments. Managers should be able to break problems into small parts so that they can be understood. They should then find several causes of the problem. Managers should come up with several options that can solve the problems, analyse each option, and select the option that best suits the organization depending on factors such as the availability of resources. Without problem-solving skills, a manager cannot perform in their role. 
Thirdly, managers should have good communication skills (Hargie, Dickson, & Tourish, 2017). Their roles involve communicating with others people such as members of their team and senior employees such as the CEO. A manager should be clear when communicating with junior employees to avoid team mistakes. They should possess good oral communication skills so that they can communicate effectively with team members to give instructions, train, coach, or give guidance. They should be able to explain concepts to their seniors orally. Moreover, strong written communication skills are required in every manager. At times. Managers write reports, newsletters, memos, and other forms of written communication. This requires them to have good written communication skills. 
Thirdly, managers are required to have strong planning and organizational skills. Their main roles entail planning and organizing activities in the organization. Every manager must design the plan and monitor the progress of the work to ensure that it is on track to attain the target and the deadline. This should be able to do this in a methodical approach to avoid mistakes that may lead to failure. Fourthly, managers should have good leadership skills (Schoemaker, Heaton, & Teece, (2018). A manager is an automatic team leader as he is above his/her team members. Managers should be able to motivate, inspire, and delegate some duties to members of the team. Productive teams are produced when members are motivated. Managers are required to use various leadership styles when leading team members. They should also be visionary and be able to explain their vision to the team. 
	Fifthly, managers are required to be self-motivated and be able to use self-initiative. They should be able to work under motivation even without external factors of motivation and be able to think independently and come up with decisions. Some tasks are required to be completed independently. A manager should possess initiative abilities so that he/she can work alone. Sixthly, change management is one of the roles of a manager and managers should possess change management skills. In the e-commerce industry, change cannot be avoided as technology is continuously evolving. Managers in this industry should have a methodical approach to the management of change to ensure that their products and services are up to date with the technology. Managers are also required to have strong numeracy skills. They should be able to make decisions that are informed by mathematical data. In the e-commerce industry, big data analysis is a crucial decision-making tool and a manager in this industry should be able to interpret data properly. 

Reflection
	This module helped me to learn various concepts that are very important in my life and career. This part reflects the concepts that I learnt in this module based on the learning experiences that I had. I will use Kolb’s model of reflection in reflecting these concepts. This reflection model uses a cycle with four stages (Morris, 2020). The first stage is concrete experience where I will be describing what happened in the learning experience. The second stage is reflective observation reflects on what worked well and what did not work. The third phase, abstract conceptualization, describes what could have been done differently. The last stage describes how the concept will be practiced in real life.
Employability Skills
Concrete Experience
I attended classes where we defined employability skills and described several skills that are needed to be employable. I also did research to do understand the concept of employability skills. I did a skills audit in this assignment that identified my skills and weaknesses as well as a plan of action to improve my employability skills. 
Reflective Observation
We discussed in class and people had different ideas in the skills that are required to make one employable. I imagined myself working and the ideal working environment to find my skills. Through research, I found that employability refers to skills that makes one stand out in employment. 
Abstract Conceptualisation
	My colleagues gave me an understanding of what employability skills are. I could have researched before I attended classes. Initially, I thought that employability skills exclude job-specific knowledge. However, by reading several job adverts and journal articles, I found technical knowledge in a certain area is part of the requirements that make someone employable (Al-Htaybat, von Alberti-Alhtaybat, & Alhatabat, 2018). 
Active Experimentation
	Having understood the concept of employability skills. I have listed several skills that make my strengths. I will work in a team during my employment, communicate effectively, and solve problems in my future employment. I will also update my CV with the employability skills that I possess so that I can increase my chances of getting employment. 
Managerial Skills
Concrete Experience
	I completed the task that required me to analyse skills that managers are required to possess. I used research to understand the roles of managers and the skills required to accomplish the roles. I use research articles in the research skills of a manager.
Reflective Observation
	I used research to determine skills of a manager. I did not interview managers to understand the skills that they possess. The requirements of the assignment did not allow me to carry out a primary research. However, the secondary research that I used taught me that managers should have good teamwork, communication, problem-solving, and organizational skills (Maurya, & Sharma, 2017). 
Abstract Conceptualization
I understood the skills that I should possess to be a good manager. I will use primary research by interviewing managers to understand the skills of an effective manager. I will also understand how managers developed such skills. 
Active Experimentation 
	I would like to be a manager in the e-commerce industry. I will use the skills that I have to be an effective manager. I will already have teamwork, communication, problem-solving, and organizational skills. As a manager, I will be organizing employees to work in teams and use effective communication to communicate with my teams. I will use my problem-solving skills to solve problems that will arise in the organization that will employ me. I will also ensure that I organize my work well and monitor its progress to ensure that the team achieves the target within the set time. 
Presentation of Skills
Concrete Experience
	The week six activity involved a mock interview. I was expected to prepare a CV, job advert, and a cover letter. I was also required to take part in a mock interview as if it was a real interview. 
Reflective Observation
	I first prepared a job advert and outline person specifications which included a set of skills required by the potential employer. I also prepared a CV, which listed all the skills that I possess including the skills that the employer required. I confidently presented my skills during the mock interview. 

Abstract Conceptualization
	This experience taught me that the list of skills in my CV should be updated according to the skills requirements of the job that I apply (Patacsil & Tablatin, 2017). I also learnt to be using a good format of a CV in making job applications. I learnt that presentation of skills and competencies should be done confidently during job interviews.
Active Experimentation 
The concepts that I learnt in this experience will help me in making job applications and parting part in real-life interviews. I will be altering my skills in the CV to reflect the skills that the job requires. I will also be writing professional cover letters that present me as the best candidate for the job. During job interviews, I will be presenting myself with confidence as the most suitable candidate for the job. These tactics will help me to secure a good job with a short time.
	In conclusion, I feel that my managerial skills, employability skills, and job searching skills have improved significantly. I know the skills that I need to be an effective manager. I also understand the skills that can help me to be employable. Moreover, I feel that I can effectively search for a job and present myself in a job interview as the best candidate. 
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