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[bookmark: __RefHeading__80869_747391633][bookmark: __RefHeading__90664_1405096006]INTRODUCTION 
	A portfolio of evidence is defined as repository for work that is helpful in demonstrating whether an individual is able to apply knowledge and skills and demonstrates behaviour which is identified in standards. A portfolio of evidence is defined as a folder or workbook that contains collection of files. This includes skills and knowledge that an individual must possess. The portfolio evidence will help in organising training log, and outline reflective statements that are involved in portfolio. The portfolio is a requirement for end point assessment ( Alqisie A. and  Alqurran,2016). . The following report consists of portfolio of evidence, life line mind and map chart including events, connections, period of time and  achievements. The general expectation for this writing report is to be analytical and organized. 
[bookmark: __RefHeading__80871_747391633]Abilities and skills which need to contribute to organisation which will enhance growth of company 
	Each and every career needs different knowledge, skills and abilities which are necessary for success. According to me, knowledge is defined as theoretical understanding of a subject. I have to enhance my skills and knowledge if I want to do effective work.  As I want to succeed in my life by becoming a good manager, it is very important for me to build skills and knowledge. This will help me to work in an organisation effectively and achieve goals and objectives properly. For instance, in context of manager I have to develop my communication skills and interpersonal skills so that I can attain my goals and objectives. I want to become the best manager and do my work appropriately. This will give me pride and prestige. There are some skills required by individuals to perform extraordinarily and effectively (Avila, and Et. Al, 2016). As a  manager, I should have technical knowledge too for improving my performance.  I have to build skill that will help me to recruit and hire new employees who are talented and skilled. This skills set consists of various aspects like soft skills and critical thinking .  As I want to develop my career so I have to develop skills mentioned below - 
	Communication skills – The communication skill is first skill that a potential employer will notice .When I go for giving any interview, communication is the first thing that an employer observes in me. Employers observe the way I talk over phone, the way I provide all my information in emails in which I attached my CV including offer letter .. While I was developing my communication skills it is also important that I should focus on my writing abilities too. In an interview, if it is asked to write anything then I have to take time and  check it correctly. This will help in improving my work and getting appreciated .. The way of my communication must be impeccable because this is way employers expect me to communicate with clients and colleagues at my workplace.  
	Analytical and research skills – I must develop analytical and research skills. I should evaluate situations critically and analyse them appropriately for good decision making. If I will be analytical and have strong research skills than it will differentiate me from other individuals. My analytical skills demonstrates determination, ability for assessing different scenarios and commitment for giving good answers to employers. According to me,  I must have ability to critically analyse situations so that I can take better decision in the company. 
	Flexibility and adaptability – Multi tasking ability should be there for development and also for accepting flexibility so that I can work under any conditions, environment and surrounding (Bernard,  and Deo, 2015).  If I am willing to work under a multitude of changing  circumstances is sought afterwards. If I am flexible and can fit into any environment then this is a big advantage for me. This demonstrates commitment of an individual  towards the company and this will affect career progression of mine. 
	Interpersonal abilities – It is very important for me to have good interpersonal skills. In business environment it is very important to work with other individuals in an effective manner and complete tasks or activities assigned. This ability is  having some of merits and disadvantage that are employers looking for. I should build ability for developing relationships with other colleagues. I will inspire other people to do their work in an appropriate manner.  
	Decision making and problem solver –  Decision making and problem solving are in high demand and these are required by employers. The ability for identifying complex problems and reviewing about related information in order to develop and analyse several options and implement solutions. This ability helps me to distinguish between one employee with the other employee. This helps me in using critical thinking to rationalise a decision that will separate two individuals. 
	Ability to plan, organise and prioritise work – This is an important skill or ability that must be present in me for becoming a successful manager. I should plan and organise my work in an appropriate manner so that my work will be more valuable. I have to give a  special attention  in the way of planning my work and tasks and ensuring that work is done under specified time. I should have the ability to finish my work in specified time frame. This will help me to provide information easily.  
	Ability to do multiple works -When I will be offered a job,, there is a job statement that is covered in contract (Chantanarungpak, 2015). But in reality I am not with job description only.  I have to involve in different areas of business, understand various steps and offer help in situations wherever necessary. Employers or recruiters need people who are good at handling and managing multiple  work. I should know how to manage work effectively and handle projects and tasks and provide contribution to the organisation. 
	Leadership or management skills –   If I became  a good leadership styles then it will be easy for me to inspire other individuals towards doing what is correct. I can monitor other colleagues in an appropriate manner.  Every organisation needs managers who know how to lead and manage other people and make them do work effectively. 
	Attention to detail – Attention to detail reflects that it is important that to have effective knowledge about business situation. This will help me in saving company from a lot of hassle and it keeps distance from catastrophic outcomes. 
	Self reliance – This is a very important skill required by me to overcome all business situations. It is important  to believe in my self ,my skills and abilities so that I can expect other people to believe me. Self confidence is the key to manage each and every business situation. 
	Public speaking – This is a very vital skill that must be present in an individual for telling and providing knowledge to others. This requires a lot of confidence and practise and evaluating audiences. Public speaking is a skill that required self – confidence, practise and evaluating audiences. As a manager, I have to take interviews of individuals and analyse their capability whether they are able to work in the company or not. Thus I have to hire people that have good skills and knowledge. 
	Tactfulness – It is helpful for me to be tactful in different situations. This skill will help me in evaluating how to react while handling various issues (Chaudhry, Farooq,  and Mushtaq, 2014). Tactfulness is an essential factor that will help to manage different issues at workplace. 
	 Creativity – Creativity is an essential skill that should be present  for doing my work more effectively. This skill helps in finding reasons for innovation activity and resolves problem more over having past experiences. If I will use innovative ways in working then it will lead to improve processes and workflows in workplace. This helps me in saving time and cost and also it improves my performance.  
	Ethics and integrity – When I will be working in an organisation, integrity and moral values are very important aspect . There are chances of various scandals that occur at workplace and it is important to develop and maintain integrity. If I follow ethics and integrity then this will help my overall performance. 
	Strong work ethic -I should be passionate about my work as then only I will be able to attain success. If a company wants to recruit employees then they look for passionate people who  follow ethics while working. This can be explained in an example – I should be punctual and arrive for work at time. I will do my work by following all ethical values and practices. 
	Ability to accept Learn from criticism – Regular feedbacks are taken from employees and this demonstrates and if a person is reacting positively towards them then it shows that he is willing to work (Chen,  and Yuan, 2016). Each and every individual has to learn constantly at workplace and every person  should have the ability to enhance abilities and skills. 
[bookmark: __RefHeading__80873_747391633][bookmark: __RefHeading__90668_1405096006]Personal career development 
[bookmark: _GoBack]	The personal career development plan is defined as plan that helps in overcoming the problem that are faced in life or business. This plan will help me to analyse problems I am facing and thinking about strategies and plans that will be helpful for me to improve my performance. There is a personal career development plan made which includes clearing doubts in my mind about my career problems. (See Appendix D)

	What  I want to learn?
	What I have to do?
	What support and resources will I need? 
	How will I measure success?
	Target  date for review? 

	I want to enhance my communication skills.
	As a  future manager, it is very important for me to have effective communication. This will help me in doing my work effectively and appropriately. As  I want to build my career as a  manager then it is essential to have good communication with colleagues and employees of the organisation. This will help me to know more about employees and make effective strategies for them and increase level of involvement and engagement of employees towards the company. 
	Many sources which are beneficial in present market and also which help to improve my communication skills. I have worked hard for  improving my communication so that  I will be able to work appropriately. I have attended seminars  and session for improving my communication skill. I can also involve in watching videos and short films that help in improving communication skills. Moreover I can involve in online talking sessions and applications. I can also enhance by communicating to experienced business man entrepreneur's  speeches about managing their employees. 
	My respondents will be classmates  .  I will ask the lecturers on the University to provide unbiased feedbacks that will help me to know whether my communication skills are good or not. 
	In two years of study I will get a degree in BA Hons Leadership and Management Skills for the work place level 5.This will help me to improve my communication skills and knowledge for becoming a good  manager. 

	Awareness about Updated technology 
	It is necessary to improve my  knowledge related to  management. (Chu, and Et. Al., 2017). This will  help me to implement effective management of employees and company's administration. 
	It is my strength that I can easily understand about new techniques of  management by searching on internet about these. I keep myself updated by using social media sites for knowing new trends and techniques of management .
	I will implement new technologies   while operating tasks and activities and take feedback from customers about new techniques. The new processes adopted in improving  skills will be adopted and implemented by me. 
	 It will take two years for me to improve my  knowledge regarding new technologies and systems of  management skills.

	Decision making skills 
	As a manager, I must have effective decision making skill that will help to analyse the need of employees and then make better decisions for them. 
	I can develop my decision making skills by gathering knowledge about strategies used by successful managers in the organisation and also I can watch inspiring videos that will help me to make better decisions. 
	I will measure this skill by taking feedback from my colleagues and seniors. They will tell me whether I am making effective decisions or not. 
	It will take two years of study to improve my  decision making skills. 

	Leadership skills 
	Leadership is an essential characteristic required in an individual. It is necessary for me to have strong leadership so that I can influence others and make good  strategies. 
	I can manage to build me leadership style by critically analysing the effect of different kind of leadership style such as contingency, autocratic or democratic (.de Almeida,  and Eid Jr, 2014). I can go and take sessions related to enhancement of leadership style. There are different inspirational videos that can be watched by me for developing my leadership skills. 
	I can measure this skill be seeing changes in performance level of management . 
	



[bookmark: __RefHeading__80875_747391633][bookmark: __RefHeading__90670_1405096006]Planning and incorporating reflection on a personal swot and pestle analysis and study 
[bookmark: __RefHeading__80877_747391633][bookmark: __RefHeading__90672_1405096006]SWOT analysis[image: ]
	SWOT of myself is necessary which play major role of developing myself in present competitive world. S stands for strength that evaluation about my strongest point which will help me to grow in organisation where ever I work. W means weakness of myself which I have to carefully improve on those elements which is a barrier for my growth .O stands for opportunities all those skills and talents which are been inbuilt that I have to use in effective manner for enhancing my skills. T stands for treats which I to focus to overcome while I am working in management.  (Fernandez, Carelli,  and Ortiz Pizarro, 2017). 

	Strength 
	Weaknesses

	I have studied Certificate of Higher Education this year. Thus I am fully trained about operations at the work place. I have the potential to show my best while working under  pressure situation. I have prior experience and knowledge about serving good administration and management. This will help me as a manager to make effective decisions for business (Galanis, and Et. Al., 2017). My previous experience and knowledge will help in performing well in the company.  I can manage work appropriately and can complete tasks given to me within specified time frame. Also, the ability of providing clear and fair direction and managing other people will help in performing tasks and operations in an effective manner. 
	There are many weakness which I need to improve . One of  them is that I am not able to handle professional life as well as personal life properly. This is biggest difficulty which I am facing in such situation more over It is not essay to perform multi task .The major problem is that I can't manage my daily activity properly due to not able to concentrate on my work effectively. 
 Due to lack of proper planning I am not able to give proper timing to one task which leads to me into failure. Hence lack of confidence in handling task and fear of keeping my point of view in front of top management which impact me lot and make me to lose hope. 


	Opportunity
	Threads 

	I have different possibility in management field as  job opportunities are growing at a faster rate.   There are a number of  new techniques which can be used for providing good services in  management. I can manage staff and employees effectively (Joshi, Gupta,  and Singh, 2015). I can synchronise with other departments of the organisation for accomplishing goals and targets in less time.  Having various capabilities and knowledge which will help me to perform in appropriate manner in managing  activities. 
	Different treats in this job role which have to be managed effectively . There is development of new techniques and processes everyday in  management so it is important for me to develop competitive advantage.  




[bookmark: __RefHeading__80879_747391633][bookmark: __RefHeading__90674_1405096006]PESTLE analysis 
	As I want to develop my career in management field,  I need to improve skills and knowledge regarding these. PESTLE analysis of mine in given below - 
	Political factor 
	 As I want to build my career in   business management field, it is important for me to check political stability of the country I am going to work. 

	Environmental factors 
	The environmental factors like climate, temperature, humidity all these affects my performance as I can work more effectively in cool and calm weather (Koraneekij,  and Khlaisang, 2015.).

	Social factors 
	As a  manager, I must analyse social factors like social status, relationship, for effectively attaining my goals. 

	Technological factors 
	If there is new technology developed in  management, then I have to grab knowledge about this new process and technique and improve my quality of work. 

	Economical factors 
	If country's economy is facing inflation and deflation then this will decrease the number of job opportunities .

	Legal factors 
	The new rules and regulations of management field must be followed by me so that I can work in an appropriate manner and attain my targets and goals in specified time frame. 



[bookmark: __RefHeading__80881_747391633][bookmark: __RefHeading__90676_1405096006]Career improvement strategies 
	There are various types of career development strategies which includes setting goals and creating a plan, developing a timeline, utilising several programs, own the career path and writing recommendation. My career improvement plan is given below - 
	Setting goals and objectives 
	My goal is to improve my skills and abilities. 

	Developing a timeline 
	I have to attain my goal within two years. 

	
Utilising several programs 
	Programs related to develop skills and knowledge are attended by me so that I can improve my performance as a  manager. 

	Own career path 
	 Career path is developed by me by creating meetings with seniors. 

	Recommendation 
	 After analysing my career path, I have concluded that I have to develop management  skills. 




Lifeline-Looking back in years and analysing the high and low points of my life ,I realized how motivating it is to reach  the goals proposed. Lifeline has helped me to prioritise skills and to see the difference between urgent and important .(See Appendix A)














Mind map-  Mind  map develop and share ideas  visually with a stunning presentation. It  is important to use the mind map using notes for a plan project  and sharing ideas with other. 
[image: ]
[bookmark: __RefHeading__80883_747391633][bookmark: __RefHeading__90678_1405096006]




[bookmark: __RefHeading__80885_747391633][bookmark: __RefHeading__90680_1405096006]Theory model of Kolb's experimental 
	The learning style was published by David Kolb in the year 1984 (Kolb's quadrant, 2019). This model explains experimental styles related to Kolb's theory will help to gain knowledge. The experimental learning theory is a method by which skills and job requirements of an individual are assessed in same language. This theory is been divided into two different levels which helps in learning styles. There is a holistic perspective of Kolb's theory that consists of perception, learning, behaviour and cognition. Learning is defined as a process by which knowledge is generated by transforming experience. Knowledge helps in grabbing experiences and transforming it. There are basically following characteristics of Kolb's learning theory and these are listed below - 
· Learning can be conceived as  a process and it cannot be conceived in terms of outcomes. 
· Learning is a dynamic process  which is the beginning experiences . 
· Learning needs resolving of fight among opposing modes of adaptation to the world. 
· This is a planning of adaptation to the world and it needs transaction between individual and environment
· Learning is a creation of gaining  knowledge that results in transaction among personal knowledge and social knowledge 
	The four different styles of learning that depends upon four stage learning cycle. The Kolb's theory is based on two continuum that develops a quadrant which is given below -  
[image: ]

· Processing Continuum : This is defined as my approach to a specific task such as learning by doing or watching. 
· Percept Continue:  This is termed as my emotion response which preferring to learn by feeling or thinking. 
Learning cycle – This matrix helped me in providing a learning cycle which involves four processes that is present for occurrence of learning (Patanakul, 2015). This factor of Kolb's learning is more important than pointing to a particular learning style.  The various kind of learning styles are given below - 
	Real based experience (feeling) -  This includes learning from particular experience and relating to individuals. This includes analysing from feelings of others. 
	Reflective observation (watching)- This learning style has helped me to observe before making a judgement. This is done by viewing of environment through different perspectives. I have to look around different meanings of things. 
	Short thinking – This is a process of idea which is acting on intellectual situation lead to growth of company.
	Progressive research (doing)-  This is defined as the ability of getting things done by influencing individuals and people by different actions. 
I have developed various skills as I want to become a successful  manager. Since my childhood, I have developed several skills that have helped me to learn different abilities and gain knowledge. Some of the examples are given below - 
Learning a software program 
	While accomplishing this goal I have to follow the given steps - 
	Concrete experience -   On first term of my academic year, lecturer of digital skills  helped me to analyse computer skills .
	Active experimentation -  This includes engaging individuals and making them tell your experience. This consist of experience of individuals that helps others in developing skills. 
	Reflective observation – When I was taking classes for improving computer skills then after taking the classes I observed the way by which people coach (Rezgui , Mhiri,  and Ghédira, 2017). (See appendix B)
	Abstract conceptualisation -  I have read articles and finding out pros and cons of various methods of learning. 
	According to Kolb, learning is a process for context of people that moves from different ways of experiences which will reflect in research as well as on observation and will lead to effective manner .The effectiveness of my learning depends upon ability for balancing the modes. According to Kolb's theory, there are four different learning styles and these have helped me to enhance my skills and knowledge. I have analysed following type of learning styles for improving my skills to become a successful  manager.(See Appendix C, C1)These are listed below - 
	Diverging – In this  kind of learning style, the main focus of mine is on innovative and imaginative approach for performing my job work in an appropriate manner. It helped me in viewing various concrete situations from various perspectives. This is adapted by observation and not by action. 
	Assimilating – I have to pull numerous observations and thoughts into whole. I have to analyse various models and theories in this type of learning to enhance HR skills. In this learning, I have used to design  experiments and projects (Sareewiwatthana,2014). I have learnt how to improve my academic writing and analytical thinking. 
	Converging – I have to emphasize on practical experience of solving various problems and ideas. In this way I can enhance skills through problem skills, decision making and practical application of thoughts. 
[bookmark: __RefHeading__90682_1405096006]	Accommodating – I have to use hit and trial method and not though reflection in this type of learning. This is beneficial to me while dynamic situations , resolve  problem in trial and error method and innovation from  learning.
        Conclusion - In this report I have analysed the skills I need to achieve  goals and success in my career. This consists of evidence contains proof that is achieved and can apply skills and knowledge to the work place.
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Your lifeline

Many people find it helpful to look back on their experiences in order to think about what
their priorities are and what they want from life. Producing a lifeline helps to give shape
to the past rather than see it as a confusing jumble of events and experiences. This can
be the first step towards considering the future and moving forward.

1. Print this form and, starting from your birth to the present day, note down key
events in terms of the extent to which they mark high or low points of your lfe.

2. Were these key events instigated by you or the result of outside influences?

3. Do these experiences have anything in common?

4. Think about what happened and how you felt. What does this say about you and
how might that affect your future decisions?

This lifeline should show your high and low points. Include key events in your life.
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Worksheet: Reflecting on your Learning Style.

Complete the grid reflecting on the style in which you feel you can best develop and improve each
attribute. An example is given in the table to get you started.

In your reflection write why you feel you learn in this way, and how this will help you in future. You
may wish to keep this for future use or move it into a personal development plan if you have one.
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