


PERSONAL SKILLS AND COMPETENCES
Regular self-evaluation is crucial to improve performance because it helps identify the strengths, the weaknesses and other important elements that lead to goal achievement. There are numerous tools that can be used for self-evaluation, but one of the most effective are SWOT Analysis and Personal Development Plan. On one hand, SWOT Analysis – which is the acronym for Strengths, Weaknesses, Opportunities, and Threats – it is an appropriate framework to identify personal strengths to overcome weaknesses and to make the most out of the opportunities that might arise along the way while minimising the threats and risks (CIPD, 2021). On the other hand, the Personal Development Plan is a continuous life-long process that facilitates self-analysis and reflection;  besides, as a tool it helps setting up real objectives based on the personal skills and attitudes, highlighting at the same time, the skills required to effectively reach the goals and increase employability (Chartered Management Institute, 2013).
SWOT ANALYSIS
	· Ability to multitask;
· Polyglot: 4 languages;
· Strong communication skills;
· Self Confidence;
· Perseverance;
· IT skills: Microsoft Office;
· Ability to work under pressure;
· High attention to detail;
· Team work;
· Two year experience as a dental nurse.
	S
	W
	· Knowledge of COSHH, PPE;
· Knowledge of EXACT;
· Low customer service skills.

	· Job offer for a Full Time Qualified Dental Nurse at Aesthetic Smiles – Leicester;
· Career growth possibility.

	O
	T
	· Start date might be a threat since I must give a two week notice on my current job.



PERSONAL DEVELOPMENT PLAN
	What do I want/need to learn
	What will I do to achieve this?
	What resources/support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Develop better skills
· Organisation and methodical approach;
· Data analysis;
· Problem Solving;
· Flexibility and adaptability.
	Get involved in more academic activities like group projects, book clubs; academic debates.

	University’s activities;
Tutors/Teachers and classmates support
	Completing several extra activity during the academic year
	Review each semester;
Completion by the end of the academic year

	•	Knowledge of COSHH, PPE
	Enrol to an online training for Control of Substances Hazardous to Health;
Enrol to an online Personal protective equipment training.
	Training organisations that offer online classes of COSHH and PPE
	Obtain a course completion certificate
	Two months

	•	Knowledge of EXACT
	Follow the training offered by Aesthetic Smiles - Leicester
	Aesthetic Smiles Leicester resources
	Obtain a course completion certificate
	First month after starting the new job

	· Customer service skills.
	Practice active listening at the university;
Enrol to a volunteer program to develop empathy;
Get deep knowledge about the company’s services and products;
	Academic resources;
Volunteer organisation;
Aesthetic Smiles Leicester resources
	Achieve customer satisfaction
	Six months



SKILLS TO BECOME A DENTAL CLINIC MANAGER
A dental nurse that wants to grow and expand her career can work hard to become a dental office manager. The main mission of the dental office manager is to supervise staff and all the administrative duties in a dental clinic. As a leader in practice, the dental office manager tasks include to oversee and supervise all the team operations from staff meetings and staff schedules to office budgets, and monthly payroll. Moreover, it his duty to ensure all the clinic practices, rules and regulations are respected by the entire staff. The manager is the one responsible for the clinic daily operations like schedule, billing, or hiring staff. Finally, it must ensure all the operations run smoothly so as to offer a pleasant experience to the patient and to increment the relationship between the clinic and the patient, making sure this last one will continue to choose the clinic’s services in the future. 
Therefore, the key skill to become a successful dental office manager is good leadership. The manager is the leader of the team, thus he plays a crucial role in managing daily operations at the clinic because it represents the bridge between employees and the other stakeholders – doctors and patients (Cobb, 2021). Moreover, the manager is the one responsible to do the hires and create an effective team. However, a team struggles to be effective if not guided by a good leader that it is able to motivate its subordinates, maintain a healthy work environment, facilitate communication among the team members and ensure everyone has a clear view on its own tasks and responsibilities (Burke and Barron, 2014).
Following, a dental office manager must possess great organisational skills since he is the one in charge of planning schedules, staff meetings, and staff tasks. Therefore, organisational skills are crucial because they allow a business to achieve successful results by ensuring operational efficiency. Moreover, when everything is organised efficiently, staff can follow tasks smoothly increasing productivity, respecting deadline and reaching business goals. In addition, the manager is responsible for administrative duties, which require high organisational skills because if not properly organised can lead to catastrophic results for the business as important information might get lost compromising the entire activity. Last, good organisational skills reduce overall stress, avoiding uncontrolled tension and anxiety, saving time, and avoiding employees to use energy on insignificant matters that slow down work and task completion. 
Furthermore, a good manager is characterised by good communication skills. First and foremost, effective communication is crucial at the workplace among all the layers of the business. However, communication is even more at a managerial level, since the manager is the one responsible for coordinating the entire team and at the same time maintain a good relationship with the clinic’s patients. On one hand, effective communication allows managers to share their ideas and plans clearly; ensuring employees understand what are their tasks and responsibilities and what is expected from them. On the other hand, effective communication contributes to developing better relationships between the manager and his subordinates, leaving no space for misunderstandings and moodiness. Moreover, through good communication it is possible to develop good relationships with colleagues and team members, contributing to increment their motivation and to inspire them to follow the principles and values the manager considers beneficial for the business (Hackman and Johnson, 2013). Finally, a dental office manager is in contact with patients on a daily basis, for that reason good communication skills are fundamental for developing a strong relationship with the patient by showing empathy, compassion, and understanding.
Last but not least, a good manager possess valuable problem-solving skills. As a matter of fact, the ability to solve problems has become almost a basic life skill essential because in a fast changing society it is fundamental to be always ready to embrace change and find fast effective solution for the benefit of the company (Snyder and Snyder, 2008). Therefore, dental office manager must deal every day with numerous problems that require fast solutions such as last-minute patients, delays, dental supplies shortage that might retard appointments, and more. For that reason, problem solving skills are the key to find the fastest, innovative solutions that lead to the implementation of the best practices for the benefit of the business. In addition, in every work environment there are periodical conflicts between staff members which must be managed is a way that demonstrates equity and respect for both sides. As a matter of fact, problem solving skills is directly linked with constructive conflict resolution skills. In other words, the manager must possess the ability to solve conflict in a constructive manner encouraging team members to talk openly about the problems in the mutual attempt to analyse all the perspective and agree on the best possible solution for the team and for the company itself.
REFLECTIVE WRITING
The Professional and Career development module was a great learning experience as it allowed me to explore various professional development topics by providing the resources to expand my knowledge that will help me increase my professional skills and thus, employability. 
First and foremost, through the module I have learnt that the concept of self-awareness is the one that makes the difference between failure and reaching goals successfully. In other words, self-awareness is not an innate skill, but it needs to be progressively nurtured and developed because, as Duval and Wicklund (1972) noticed self-awareness means being able to separate yourself from your though to observe them as an external entity. Therefore, the self-awareness theory states that there are different elements that influence our response to problems and expectations. In other words, self-awareness means analysing the problems from an objective perspective, establishing goals and highlighting the weaknesses we must overcome so as to achieve them successfully. As a consequence, individual actions depend on the efforts one believe are necessary to complete a task and achieve a goal; in other words, possessing self-awareness skills means that we are able to identify the discrepancies that impede goal achievement, by self-evaluating our weaknesses and engaging to work harder to overcome them (Silvia and Duval, 2001).
Moreover, developing self-awareness skills through this module have brought me several long time benefits. In the first place, through self-awareness, I was able to get to know myself better, being actively aware of my strengths and weaknesses. In this way, I was able to become proactive and to give particular attention to self-development in order to overcome my weaknesses and develop more skills that will help maximise my opportunities in the future. Second, through self-awareness I started to self-evaluate from a less subjective perspective. As a consequence, my motivation and self-esteem have increased as I could see my achievements from external; at the same time, I was able to get a clearer view of my flaws, motivating me to adopt strategies to overcome them. Last, thanks to the increased self-confidence and an objective view of my abilities I became better at the decision-making process, by making realistic decisions related to my strengths and to the possibility to develop new skills.
Furthermore, personal development is directly connected with self-awareness because through self-awareness we are able to identify not only our personal abilities and competences but also desires and strategies to achieve them (Cottrell, 2013). An effective tool to set goals with objectives is the SMART framework. SMART is the acronym for Specific, Measurable, Achievable, Realistic, and Time related, which are the characteristics a goal must have in order to be achieved efficiently (Doran, 1981). By specific is intended that the goal must be clear and unambiguous in order to know exactly what it requires to achieve it, what to expect and what are the skills necessary for it (Meyer, 2003). Following, a goal must be measurable, otherwise said there must be possible to create a success criteria to define the progress and to understand how much it takes to accomplish it (Meyer, 2003). Moreover, even though a goal must be stimulating it also has to be achievable, and thus realistic to the circumstances and the personal competences (Meyer, 2003). Last but not least, timeline is crucial to maintain motivation and focus high; therefore each goal must have a target date (Meyer, 2003).
Continuing, thanks to this module I have learned about the Johari window tool, as a helpful instrument to understand and develop self-awareness, personal development and other soft skills like empathy, cooperation, and intergroup relationships (Frey, 2018). The tool was developed by Joseph Luft and Harry Ingham in 1995 as a technique to facilitate individuals’ relationships with themselves and with others (Luft and Ingham, 1955). The tool consists in a square with four panes related to human interaction – open, hidden, blind and unknown. By completing all the four panes it is possible to obtain an accurate and comprehensive self-evaluation that allows to individuate personal strengths, areas that might be improve, blind spots and unknown elements (Luft and Ingham, 1955). The open pane represents the information, skills, traits and behaviour that are known both to the individual as to those around him, thus this pane encompasses all the traits that both self and other people perceive. The blind pane instead includes all the traits and information that are known and perceived by the others, yet the individual is not aware of them. Through this it is possible to individuate both negative and positive elements that can contribute to self-development. On the contrary, the hidden pane emphasise all the information that is known to self, yet hidden to everyone else. Finally, the unknown pane, as the name itself suggests includes subconscious information that neither the self nor the others perceive such as undiscovered talents. The exercise consists in a list of adjectives someone chooses that need to be inserted in the four panes by the individual and by the others involved in the exercise. All the adjectives that remain out of the three panes will be inserted in the fourth one. Therefore, through Johari window tool I have learned that it is possible to discover and analyse conscious and unconscious bias that can be further used to increase self-awareness. 
Finally, the module was extremely useful to get a clear idea about how employment works in UK and what are the UK employment laws that protect both worker’s right as well as employer’s interest. The employment laws encompass a wide range of topics that go to legal requirements and processes related to the recruitment, to terms and conditions of employment, minimum wage, health and safety regulations, parental rights, discrimination, holidays and more (CIPD, 2021). Therefore, knowing the UK employment law is fundamental for a worker, because by being aware of his legal rights and responsibilities he can protect himself while maintaining a legal and regular relationship with his employer. All in all, the employment laws are fundamental for the worker because without them he would be vulnerable to numerous threats. 
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