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Introduction
The purpose of this reflective portfolio is to evaluate my progress throughout the course and determinate which of my skills need improvement. It is based on my personal skills development and theories that I learned during group work and lectures. I will do a SWOT Analysis, Personal Development Planning (PDP) and analyse the skills required to be an effective manager. During this module I have learned how to set goals and objectives, applicable UK labour law, different learning theories and self -awareness methods. I will describe my understanding of why these are useful and how they developed me as a professional.
SWOT Analysis
“Keep the reins of your career firmly in your hands" Marie Herman
The SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis is a framework for identifying and analysing internal and external factors that can affect a project, product, place, or person viability. Many of us are familiar with the concept of a SWOT analysis for our businesses, but few of us have used it to evaluate our own personal and professional development. This is a fantastic workout (Herman,2017).
For this report I have selected the skills that I think I have improved the most and where I need to work more. There are:
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Personal Development Planning (PDP)
Personal development planning is defined as a structured and supported process carried out by a person to reflect on their own learning, achievement or achievement and to plan their personal, academic, and professional development (Jackson,2001). This process is flexible and involves five stages:
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Analysis the skills required to be an ‘effective’ Manager
I have chosen the UK Cleaning Industry; it is a Top ten UK Employment Industry and according to the British Cleaning Council (BCC) contributes £55.5 billion to the UK economy each year (ONC, 2019). 
Effective management has always been an essential part of working life. Teams can easily lose motivation and productivity if not properly managed, which can lead to professionals looking for new jobs. The relationship between a manager and their employees has a direct impact on the morale and success of the team.
It is often said that people do not leave companies but managers, which is why getting this connection right is so important. If a person does not feel supported or is unable to have an open and constructive dialogue with their manager, they are likely to be unmotivated and dissatisfied.
Here are the top tips of an effective manager:
Communication skills
Everyone is different, so our aim should be to constantly develop our communication skills, adapt to the way we are motivate people, and improve the working relationships within our team and externally. When leaders are good communicators, they can lead their teams better and convince their customers. Effective communication is not just about being able to talk to people, it is about enabling them to talk to one another. Effective communication helps increase services or sales by conveying a professional image and reducing misunderstandings between company and its customers (Sannia et al.,2017).
This skill is one of the most important skills a person must have for employability in today’s employability job market as it is the main way to share facts, ideas, opinions, or emotions with two or more people (Newman and Summer). We got to know the different models of effective communication like Shannon –Weaver, Schramm’s Model and Lendel –Daft model of Channels Richness. For effective management, the idea of the richness of a communication channel in areas such as management information systems and organisational behaviour is important (Daft & Lendel,1986). 
I improved these skills over the course of the semester by giving presentations in various course modules, for example the Power Point presentation for “Effective Communication when launching a new service” and through group work which I will describe below.
Group working skills
This ability means the ability to work effectively with other people - both as an individual and as a member of a group. A key part of the role of being an effective manager is to support and trust the people who work in team. The ability to listen and understand the wants, needs, and concerns of our team and people reporting to us form an important part of manager’s responsibilities. Throughout the course I had the opportunity to improve my group working skills in all modules. This ability is one of the most crucial factors for business development. This skill was developed in all modules during various activities. We had the opportunity to improve our skills in group work, for example, the group presentation and written business plan were drawn up in groups to decide together how to invest £25, 000, selected a company, made a business plan, analysed the internal and external factors & key competitors, to discuss a financial plan and make at least 80,000-90,000 profits in the first year.
Make decisions & Organisational skills
Decision making is a primary function of a manager. The Chartered Management Institute (CMI) defines decision-making as the process of choosing between alternative courses of action. Employees will reach out to their manager to make decisions about how to move projects forward, solve problems, and steer the team towards its goals. The decision-making ability enables a manager to consider alternatives and make judgement in order to choose an appropriate and timely course of action.” 
As a manager in my own cleaning company, I always planned my weekly work in advance. Good administrative skills are essential for the organisation.
Leadership skills
Employees are looking for a leader they can look up to and strive for. However, in order for employees to be able to line up in the direction of their supervisor, they must respect them professionally. By setting a good example, demonstrating skills and knowledge, and delivering the highest level of performance, a leader can gain the professional respect of their employees and ensure they have the backing of the team. 
As a leader, it’s up to you to take responsibility for the success and failure of your team. However, a good leader shares the successes and absorbs the failures. Enabling the team to pursue success and to share all victories is an important quality. It is even more important to take responsibility when mistakes are made. Leading from the front. Showing the team that you are ready to stand in for them when the going gets tough is part of effective management.
For me, being a leader in two groups in the first and second term as well as my business is not only making other people do what I say but earning their respect to accept my ideas and value my input.
IT skills
Good IT skills are becoming more essential for managers as technology advances. We need to know how to use Microsoft Office, social media, email communication, marketing automation, data visualisation etc as well as industry-specific software. These technologies are used for strategic planning, evaluation, product evaluation and project coordination (Adams & Galanes,2009) as well as for simple direct communication between people over time and space (Nohria & Eccles,1998).
 For me, this is one of the skills I need to concentrate on the most because this century everyone needs to know how to use technology, and many jobs these days require IT skills to quality for the job, that was for a large part not necessary in my professional life.



Assessment of Concepts Learnt
Setting Goals & Objectives
The main concept we learned was SMART.SMART OBJECTIVES is a system developed and championed by Peter Drucker in his 1954 work “The Practice of Management”.
	S
	M
	A
	R
	T

	Specific
	Measurable
	Achievable
	Relevant
	Time-bound

	Well defined clear objective
	Be able to know if it has been met
	Realistic goal that may be difficult but can meet.
	Part of wider goal
	Target of when to be completed by

	Example:
Increase number of clients
	Number of additional Clients
	2 more Clients per month
	Improve profits of Business
	6 weeks



The goal should be specific because if it is not then there is too much bandwidth making it difficult to achieve or if very vague too easy to achieve and not necessarily useful.  A goal that is too easy to achieve meet does not meet the objective to push personal and/or business development that the SMART objectives are trying to achieve.  The Goal needs to be measurable to know if it has been met as well as when reviewing to see if on track to meet goal.  It should be achievable as if it is not then this is demotivating and does not serve the purpose of development, for example wanting 100 new clients when do not have enough staff to meet this level of demand.  It needs to be relevant as otherwise it is not useful to development for example having a goal to remember to go to the shops on the way home is not constructive to getting more clients for a business in the example I have used above.  It should be time bound to give a realistic target to work towards, if open ended there is less reason to push to meet the target and more difficult to look back on and see improvements made.
This is a useful method as it is recognised across many different sectors internationally and can be used throughout my professional life. It helps provide focus by giving limited set criteria to evaluate and progress. This method enabled me to see improving communication is my top priority.
UK Employment Law is not a concept and must be followed to ensure not just the legality of the business but the relevant safeguarding it looks to ensue. It is relevant throughout the whole Employment process from hiring to retirement/ end of contract. Using Recruitment as an example this must adhere to Equality Act (2010) to ensure that people are not discriminated against due to a protected characteristic, for example having a British Sign Language (BSL) interpreter for someone who uses sign language to ensure they can still be understood/understand the interview questions and are not at a disadvantage to someone without hearing loss.
In my professional development this has helped me understand the need for foreign workers to understand their rights in relation to pay and working conditions to prevent employers taking advantage of them.    
The Self-Awareness concept we learned about was the Johari Window, this is used to help identity. The Johari Window is a useful leadership tool to clarify and improve the self-awareness and understanding between leaders and followers and to enhance and improve interpersonal relationships (Hersey, Blanchard, & Johnson, 2008). It is one of the few tools that focus on soft skills such as behaviour, empathy, cooperation, and group and mutual development. It is a perfect model to use because it is simple and suitable for different situations and environments.
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 Johari Window Model Elements:
 Two factors are at work in the Johari window. The first is what you know about yourself. The second factor has to do with what other people know about you (Shapiro, Heil and Lager, 1983).
The first quadrant – the open area -brings together all the information that the person knows about themselves that is also known to others, such as your behaviour, your knowledge, your skills, your attitudes, and your “social” history. Open area is the most important area, claiming that the more people get to know each other, the more productive and efficient they will be to work together. An open space can be enlarged horizontally into a blind space through a process called ‘asking for feedback’, which involves attracting and listening to comments from other team members’ feedback about it (The Johari Window, 2018). 
Quadrant two is the blind area; represents what the leader may not know, what others know. The third quadrant is the hidden area; it is what the leader knows about himself that others do not know. The fourth quadrant represents the unknown and represents the things that are unknown by the leader and his or her followers (Hersey et al., 2008).
Johari’s Window Model is often used by many organizations to understand and teach self–awareness, personal development, improved communication, interpersonal communication, group dynamics, team development, and relationships intergroups (Johari Window, 2016).
The Johari Window has allowed me to better understand what others think of me, both positively and negatively, and I can use it now.

Conclusion
During my course I had the opportunity to develop and improve my interpersonal skills, knowing that employers today seek these skills both when recruiting and for career development.  This reminded me of the importance to learn, develop and improve these skills.  I achieved this through group work as it gave me practical experience and through individual tasks in which I refined my skills such as writing a Covering Letter and professional curriculum vitae (CV) which helped show any deviation from job description and my experience.
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Strengths
-Good communication skills

-Good organisational skills

-Working well in a team, good group working
skills

-High attention to detail

-Multilingual- Russian, Bulgarian, Greek,
English

Weaknesses

-Lack of confidence

-Weak skills for Microsoft office 365

-Lack of accounting experience

-Find it difficult to accommodate people who
do not have the same work ethics and
standards as myself, finding them
irresponsible in group tasks

Opportunities

-Expand my business

-Improving my IT knowledge and computer
skills

-To create my own website

-To improve my marketing strategy and use
social media like Facebook for advertising
purposes

-Improve my leadership skills in group work
and my time management

Threats

-Strong competition in the same industry
-Could lose my job

-Temporary close of the business because of
Covid 19 or a global pandemic

-Insufficient workforce because of Brexit
-Having difficulties whit my communication or
writing skills because English is not my first
language
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My long — My specific | Key skills Skills I need to | What actions am | When am |
term goals career goals | needed for | work on going to take? going to
each one of complete
my goals my
training
by?
Become a Leadership Leadership skills | Online leadership 6 months
Team skills, training course
Supervisor communicati
on skills
Promotion to | Become a Leadership Project Online project 12 months
a Team skills, management management training
Nottingham Manager management | skills course.
area skills, Management Study HE skills in the
manager organization | skills workplace in UNTSD-
position skills Presentation Birmingham
skills
Become an Management | Networking skills | Study Leadership skills | 24 months
Area skills, self- Decision making | and management in
Manager management | skills UWTSD-Birmingham
skills,
decision

making skills





