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Task 3: Reflective Portfolio
Audit of My Skills and Competencies
	SWOT Analysis

	Strengths
I have good communication skills
I have strong problem-solving skills
I possess strong teamwork abilities
I have good organization skills
I have good managerial skills
I good I good negotiation skills
	Weaknesses
I have poor presentation Skills.
My confidence level is low
My time-management skills are not well-developed.

	Opportunities
I can get employment with my skills and competences.
I start and manage my business with skills.
	Threats
There is high competition in the labour market, making it difficult in getting a job.




Development Plan
	Skills for Improvement
	Comment
	Actions to be taken
	Time scale

	Presentation skills
	As I presented in a mock interview in this module, I did not do my best and I found that I need to improve my presentation skills.
	I will be part of public speaking club to get a chance to frequently give public speeches and correction from club members. 
	12 months

	Time management Skills
	I attended some classes and events after they have started.
	I will be noting schedules in a note book and prioritize the most important activities and drop activities that are not important.
	12 months

	Confidence Skills
	As I presented in a mock interview, I found that I lacked confidence.
	I will frequently give speeches in public and also approach at least five managers of a company.
	12 months



Skills required to be an Effective Manager in Retail Industry
	Managers run day-to-day activities in the organization. Their main roles include directing, planning, coordinating, and organizing. There are several skills that are required for one to be an effective manager. Firstly, a manager should possess strong communication skills (Ahmed & Anantatmula, 2017). As a manager, one has to effectively communicate to those below him/her. In retail companies, most people below the managers are supervisors. The manager has to communicate effectively with the supervisors to explain and clearly give instructions. Managers should possess both written and oral communication skills. Oral communication skills help managers in communicating with supervisors and seniors. Notably, companies have managerial meetings where managers orally give presentations and suggestions about key agendas of the meeting. This requires the manager to have good oral communications skills. Moreover, managers have to write managerial reports to various stakeholders and memos to junior employees. These tasks require managers to possess good written communication skills.
	Secondly, managers should have good planning and organization skills. The key tasks of managers involve planning and organizing (Prasad, 2020). Managers come up with the plan and the schedule. They should be able to plan work and monitor its progress to meet deadlines and targets. Moreover, managers should have a methodical approach in their work to avoid trials that may lead to mistakes. Thirdly, a manager is required to have good teamwork abilities. Managers organize their employees to work in teams (Ahmed & Anantatmula, 2017). They should track the team to ensure that people work as a team by identifying factors that may lead to ineffectiveness of the team and using various strategies to ensure that there is teamwork. These tasks cannot be performed effectively without a manager having good teamwork skills. As a manager, one should understand team dynamics so that he/she can build strong teams. Notably, a team develops in various stages according to Tuckman’s theory of team development (Black, Gardner, Pierce, & Steers, 2019). A manager should understand how his/her team is developing at each stage.
	Fourthly, managers are required to possess good problem-solving skills. A manager solves many challenges that arise in the team. The role of a manager involves coming up with solutions that help the organization (Heerkens, van Winden, & Tjooitink, 2021). A manager should be able to break down a problem into small parts and analyze it to understand it better. He/she should be able to identify key causes and come up with several options to solve the problem. Moreover, a manager should be able to critically evaluate each option to implement the most suitable solution. 
	Fifthly, a manager should be able to deal with changes. In the dynamic business environment, change is inevitable. For instance, in 2020, retail managers had to cope with the change of ensuring COVID-19 safety measures, a change that they had never experienced (Wang, Xu, Schwartz, Ghosh, & Chen, 2020). Managers should be familiar with the entire business process so that changes can be implemented effectively. Sixthly, managers should possess domain knowledge. As a manager, one should understand tasks being performed by each team and also have industry knowledge. At times, a manager is required to coach and train teams. This cannot be done without good knowledge of the task. Managers also mentor some employees and mentorship cannot be done without the good knowledge of the task. 
	Seventhly, a manager is required to possess leadership skills. Although there is a thick difference between management and leadership, a manager should possess skills of motivating, inspiring, and delegating. A manager leads his/her team and it is the responsibility of the manager to ensure that the team being led comprise members that are motivated. Notably, motivated teams are more productive that teams than are not motivated. Moreover, the manager has to delegate duties to supervisors and other employees. Managers should be able to explain the vision of the team to members. 
	Moreover, a manager should be self-motivated and able to use his/her own initiative (Kumar & Sharma, 2019). Unlike other employees that are motivated by strategies used by the managers, there may be nobody above the manager to ensure that the manager is motivated. A manager should be self-motivated. Moreover, that manager is required to perform some tasks alone. This can be done if the manager can work under own initiative. A manager should have high ability to learn. New changes happen in the industry and a manager should always learn every new idea and process that affect his/her department. For instance, e-commerce is becoming an integral part of the retail sector. Managers should learn how to manage e-commerce activities effectively. 




Reflection
	This module taught me several concepts that I did not know. This section seeks to reflect on the concepts that I learnt in the module. I will use Driscoll’s model of reflection to reflect the concepts that I lead in the module. This reflection model divides a learning experience into three important parts (Mulryan-Kyne, 2021). The first part is referred to as ‘What’. This part describes what happened in the learning event, the reaction of others, and the actions that one took. The second part is called ‘so what’. It describes the impact of the learning event. The last part is called ‘now what’ and it describes what will happen next time when one finds him/herself in a similar situation or how the concept will be used in the future. 
Employability Skills
What?
	One of the concepts that I learnt from this module is employability skills. In class, we defined employability skills and listed some of the key skills that I should be possess to make me employable. I learnt this in class discussions. I also read lecture materials and other research materials to understand the concept of employability. I then considered various job adverts in different companies. 
So What?
Through research, I learnt that employability skills refer to transferable skills that an individual needs to be employable (Suleman, 2018). These skills equip employees to carry out the duties to the best of their ability. In class, I learnt that employability depends on skills, knowledge, attitudes and how these assets are presented to the employer. Having skills but lacking the technical understanding of the role cannot make me employable. Moreover, poor presentation of skills to employers can make me fail to secure the job. 
Now What?
I learnt the list of key skills that I must possess. Through research and considering various job adverts, I found that many employers want someone to possess teamwork, communication, organization, and problem-solving skills. I also found that many employers want potential candidates to have the technical understanding of the role. Through academic achievements and getting an internship, I will ensure that I have a technical understanding of the role. I will also gain key skills required for me to be employable. I will design my CV to reflect all the skills that employers require.
Interview and Job Presentation
What?
	During week 6 of this module, I prepared my CV, cover letter, and a job advert and took part in a mock interview. This experience taught me how I should present my skills based on the job requirements. I also learnt how I should present myself during a job interview. 
So What?
	I learnt how to present my skills in a job interview. One thing that I learnt is to align the skills list in my CV with the skills required by the job. I was learnt how to present my skills confidently in a job interview. I also learnt to write a cover letter that presents me as the most suitable candidate for the job. 
Now What?
	The tactics of presenting my skills will be very useful in searching for employment and taking part in job interviews. I will be carefully reading the skills requirements of any job before I apply. I will then be updating my CV to reflect the skills required by the job advert. This will increase the chances of being selected for an interview. During the interview, I will be confident in presenting my skills and explaining my competencies. I will be posing upright throughout the interview while using an official tone in communicating with the interviewers. These strategies will increase changes of being selected for the job role.
Managerial Skills
What?
One of the tasks required me to analyze the skills required for an effective manager. This helped me to learn the concept of managerial skills. I learnt the roles of a manager and the key skills required for one to be a good manager.
So What?
	I used peer-reviewed articles to understand the concept of managerial skills. I learnt that if I want to be an effective manager, I should possess problem-solving, organizational, teamwork, communication, and learning skills. Through the analysis, I understood that manager’s key duties involve organizing, planning, coordinating, and directing. 

Now What?
	My ideal job is to be a manager in a retail company in the future. Learning the concept of managerial skills helped me to know the skills that I should learn to be an effective manager in my role. As a manager, I ensure that I organize people in team and work with motivated teams.
	In conclusion, this module taught me many concepts that I will use during my future employment. I learnt that employability skills are those key skills that are needed so that I can be employable. I also learnt how I should present these skills in search of a job. Moreover, I learnt the key skills and duties of a manager. I will use the key skills that I learnt to be an effective manager in the future. 
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