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INTRODUCTION
The purpose of this task is to:
a) Audit my own skills and competencies as a property investor/developer using analysis tools such as SWOT Analysis and Personal Development Plan
b) Analyse the skills required to be an ‘effective manager’ in my chosen industry
c) Use a suitable reflective model to assess the concepts I have learned from this module.  The report will outline how the learning in this module has helped me to develop a range of skills for the workplace

SWOT Analysis
As defined by the Oxford Dictionary, a SWOT Analysis is a study undertaken by an organisation to identify its internal strengths and weaknesses, as well as its external opportunities and threats.  
In my chosen industry of Property Investment and Development producing such an analysis is extremely important because it will help me to build upon what I’m currently doing well, address where I may be lacking i.e. more expertise/knowledge and training and to identify and minimise risks. 
So the benefits of a SWOT Analysis are as follows:
· to obtain a greater understanding of your business
· take advantage of your strengths
· identify and address weaknesses
· take advantage of opportunities
· avert threats
· to develop feasible goals for your business and strategies for achieving them 
However, the disadvantages are that the SWOT Analysis identifies issues but does not offer solutions or prioritise identified issues.
I have created a SWOT Analysis for my current role as Property Investor/Developer for West Midlands Management Ltd.







SWOT ANALYSIS
	Strengths
Quality, well presented properties
Tenant issues dealt with promptly 
Excellent Communication Skills
Provide quality housing and quality service
Good with people
Ability to adapt to change
Good organisational skills
Market Knowledge for residential and commercial buildings with over 20 years’ experience
Creativity
Ability to solve problems
Good with money, finance and budgets
Understanding the market and trends
Understanding legal responsibilities for tenants and building
Good reputation
Property location- good transport links (buses/tram/train), near to good schools, near to local shopping centres, easy motorway access
	Weaknesses
Social media presence
Networking
Seeking Investors
Another member of staff required for day to day duties
Limited budget - Further Funding/Lending
Mentor

	Opportunities

Shortage of affordable quality properties
Rising Prices – more rent/ value of property increases
Low interest rates
Supported Accommodation/Airbnb
HS2
Local centres regeneration
Level 5 BA Leadership & Management
Social Media presence
	Threats

Government changes in legislation, housing
Increase in interest rates
Cashflow
Increase in cost of building materials
Labour shortage
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PERSONAL DEVELOPMENT PLAN
A Personal Development Plan (PDP) is an action plan that is used to help structure future activities and plans, improve skills and knowledge, and can be used as a guide for life.  The following plan highlights the steps required to for me to grow my business in another property related direction where I can focus on social media, creating a property network where I can launch my consultation service and also seek investors for future projects.

	INTENTION/AREA FOR DEVELOPMENT

	SPECIFIC
	MEASURABLE
	ACHIEVABLE
	REALISTIC/RELEVANT
	TIMEBOUND
	REVIEW HOW IM DOING

	Establishing a
Social Media Presence and creating a Women’s Property and Business Network Workshop, also seeking investors

	Establish and maintain a Facebook, Instagram, twitter account and create podcasts. This will provide a platform where I can introduce myself, the business, attract investors for upcoming projects and also launch a one to one property consultation service and women’s business network within the next 6 months
	Meet with a local social media influencer to discuss how they do it and tips.
Meet with local successful property investor/developer to discuss attracting investors.
Connect/appoint local social media marketer who will create, promote and manage sites and podcast channel on my behalf for a fee.

	Arrange and attend meetings with, influencer, property developer and marketer – Feb 2022
Set date to launch Property and Business Network Workshop, the 1st specifically for women.  At the same time introduce my one to one property consultation service and set investor proposals – May 2022
	Funds have been identified for Marketer.
Time allocated for Property Podcasts and guests every month from April 2022
Book venue and construct agenda for women’s property and business network workshop, then start to advertise 

	Social Media sites created up and running by 1st February 2022


Promotion of the event to begin End January 2022

Property and Business Workshop/investors proposal to take place May 2022.

Evaluate success of Workshop, create list of attendees for mailing and contacts
	Venue has already been secured.

Planning team met 3rd Dec 2021, set further meeting dates -completed

Joined Birmingham Black Property Network to attend meeting in New Year

On successful completion of level 4 Continue onto Level 5 & 6 BA Leadership and Management




The skills required to be an Effective Manager
The skills required by a Manager includes being a good leader, having the ability to work as a team, resolving disputes, have good negotiation skills, great project management and managing time adequately.
An effective manager within the field of Property Investment and Development will have clear vision and direction, provide long term goals and adapts to change as and when necessary due to the possible impact of any new related Government legislation around housing/ tax/ energy efficiency targets/ safety requirements, property maintenance and Global impact such as an economic downturn/property crash to name a few.  Therefore, the skills that are required are:
· the ability to make key decisions
· continuously learning and developing 
· forward planning
· organisational skills
· effective communicator
· problem solving and decision making
· understanding of related landlord tenant law
· excellent financial/budgeting skills
· ability to lead and manage team effectively
In terms of my own experience and abilities acquired over the years within the property investment and development field.  I’ve identified that I possess the above qualities and need to improve on my social media presence and feeling confident to speak publicly and lead a team to create and deliver property and business workshops/network meetings.  I mostly work with builders and trades personnel and a lot of time on my own so it will be refreshing embarking upon a new aspect of property development where the focus will be on attracting investment, encouraging people to think about property and introduce to them a variety of strategies and those tailored to suit their situation on a consultation basis.   
In an effort to get myself into the best position to deliver my plan and move the business forward I realised that I needed to refresh and broaden my skills base.  That is why I decided to undertake the Certificate in Higher Education Skills for the Workplace course.  
This course has enabled me to identify where I am now, where I want to be in the future, consider what I am doing well and where I need to improve/upskill.
As previously mentioned the areas that I need to improve upon to become an effective manager in my chosen industry are as follows:

Having a Social Media Presence
I now have the skills to create content and deliver it to an audience whether live or pre-recorded. Contributing in class and being vocal, leading a team for our assignments has improved my confidence. The ability to present information and undertake an interview with little nerves is a triumph knowing that this time last year I would have avoided such situations.  By implementing the action plan I have set dates to meet with social media influencers and joined the Birmingham Black Property Network where I can make connections and learn from seasoned successful Property experts and have a support mechanism whereby I can bounce ideas, gain new ideas and keep up to date with all things property related. 
 
Speaking in Public 
I initially struggled with nerves and would rather absorb information and remain quiet than contribute.  This course has given me a voice and I’m now able to confidently put my ideas across, listen more, work in teams, lead a team to create and present information to an audience.  I now recognise that I am ready and confident to share my knowledge, drive and experience about property investment and development on Social Media, delivery of workshops and one to one consultations.  I am now pulling together ideas for the Property and Business Workshop where I will be the lead presenter which is a challenge I am looking forward to.

Lead and Manage a Team Effectively
This is an area where I require more experience only having an opportunity to lead and project manage in a property setting when a property needs work and renovations.  By working in groups on this course I have put myself forward as lead, delegated areas of work to team members according to interest and strength.  Arranged meetings to progress the work, motivated the team, ensured we met targets and deadlines, also assisted groups members on the task where necessary. 
With reignited skills ability and passion, I have now devised, organised and lead on the Property and Business Planning Group to co-ordinate and deliver the event which will be launched in May2022.  The first planning group meeting was held on 3rd December 2021 that I arranged, chaired and allocated tasks.  This is a major achievement as I was used to being a part of a team now I am getting used to managing and leading others.
By moving onto the Level 5&6 BA Leadership and Management course, it will strengthen the skills I have already and build upon new skills and knowledge that I can implement into my business to make it successful.  Continuously learning and moving onto level 5 will keep my skills and learning relevant and current.  In addition, I will also attend more specialist property conferences and exhibitions where I can learn from tax specialists, specialist lenders commercial and residential, supported accommodation, serviced accommodation, Air BNB, holiday lets and a wealth of other property related information, networking and investment opportunities. 



Model of Reflection
A model of reflection can help in transforming an experience into learning about individual values and goals.  It challenges students to connect activities to course objectives and to develop higher-level thinking and problem solving.  The reflective models I will apply include Gibbs Reflective model 1988 for The Mock Interview. 
(please refer to images below).

[image: ]
https://www.eln.io/blog/gibbs-reflective-cycle-model-1988
The Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  The feelings and thoughts about the experience, evaluation of the experience, both good and bad.  Then analysing and drawing up a conclusion about what has been learned and what could have been done differently (www.ed.ac.uk) 

The Mock Interview
Description
We were asked to take part in a mock interview in week 6 for a job of our choice.  In advance and in preparation for the interview I had to prepare and submit a CV, cover letter, job advertisement /person specification based on the job role of a Councillor and Governance Support Officer for the City of Westminster.   
As indicated above, I will use Gibbs reflective cycle to demonstrate the interviewing and communication skills used in this activity/assignment that has helped me develop and strengthen that skill.

Feelings
On receiving the assignment and discovering what was expected, I didn’t really feel that confident.  This is possibly because I haven’t been in an interview situation since working with the Local Authority at least, more than10 years ago.  The notion of being interviewed initially seemed alarming but my mind-set has changed and I now saw it as an opportunity to better myself and reinforce self-belief that I can do this.
After submitting the CV and Job Description I thought, how will I come across in the interview, will what I say and will my explanation make sense, am I what the employer is looking for and can I demonstrate it effectively.   All these emotions came to me at the time.  
In preparation, the class listened to a Ted Talk – The Personal Brand of You, delivered by Rob Brown who was formerly a teacher and wanting a change he moved into sales.  He touched upon how we can stand out from the crowd, sell ourselves, embrace our uniqueness.
We also watched a YouTube video of how to prepare for a good successful interview and identified the positives such as:
· being smart, pleasant, coming across confidently, demonstrating knowledge of the skills required for the role, interested to develop and move up the ranks, being prepared and asking the potential employer questions
The negative unsuccessful interview showed:
· interviewee not very clear, quite cocky and self-assured, stagnant not very motivated, not suited to the job and having no real interest in the position.

The Interview
At the time of the interview I felt prepared, I knew I met all the criteria of the job and that I would have to come across confidently and demonstrate knowledge and the wealth of experience that I have acquired.  I answered the questions as completely and thoroughly as possible backing it up with examples of how I met that skill.  
The time passed so quickly to my amazement and I felt that it had gone well.  However, after a little while I realised where I could have answered questions better and I forgot to use the STAR method to better answer the questions
· Situation – what was happening 
· Task – what needed to be done
· Action – what did I do
· Results – what was the impact


Evaluation
I received a copy of my feedback template from the lecturer.  What I thought valuable was having the template and comments to go through in detail offering constructive feedback.  It recommended what could be improved and areas that required more thought. I could immediately see the areas that I did well for example, speaking clearly, demonstrating good knowledge of the company, emphasised my strengths in relation to the post and asked appropriate questions.  However, as previously explained I did not use the STAR model in answering behavioural questions and in the future I will use this model more effectively.  Also, in answering questions on my ‘weaknesses’ I will try to identify weakness(es) that still communicates my strength(s). This will show the interviewer that I am self-analyzing enough to know my area of opportunity.  
The feedback was extremely useful, it enabled me to see the interview from the employer’s point of view and showed where improvements could be made to enhance my performance.  Overall my feedback was positive and I gained a score of 72% which equates to me being offered the position.  
(Please refer to appendix 1 feedback template)

Analysis
The analysis looks at what I found challenging; the challenge was having to begin to think about how to start to prepare for the interview. Thinking about how I would come across, would the interview flow, how would I sound, would the interview be interesting would I answer all the questions competently.  All these feelings of concern were in fact no concern at all, it was about getting myself organised.   In the  future I would put more time aside to practice and rehearse interview techniques.  To read the application and Job description/person specification over and over, to also do a bit more research into the company. 

Conclusion
Using Gibbs Reflective Cycle encouraged me to think more about my experience I had during a specific situation which was undertaking a mock interview.  The experience has boosted my confidence and enhanced my interview and communication skills.  I am no longer daunted by the thought of interviews anymore.  I’ve learned the importance of researching the job role, keeping my CV up to date, rehearsing and having confidence in my approach and understanding.  I am now looking forward to attending and being interviewed on a Podcast talking about my Property journey, this I now see as an opportunity.  
Completing class activities and receiving feedback I’ve analysed my experiences and explored what I’ve learned from those experiences. By reflecting, I’ve developed my understanding more, so that I can continue to improve and develop myself.  I plan to observe, maintain and implement my Personal Development Plan, continue into higher education, become more confident, knowledgeable, skilled and attractive to any employer, investor or business I’m involved with.   






















Appendix 1

Mock Interview Grading

STUDENT:     TRACY ARTHURS INTERVIEWER:     
 
SCORE:    5= Excellent,   4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor 
 
	 
	5 
	4 
	3 
	2 
	1 
	Comments 

	FIRST IMPRESSION 
	 
	 
	 
	 
	 
	 

	      Showed up on time 
	
	× 
	
	
	
	You showed up on time, well dressed and maintained good eye contact. 
 

	      Firmly shook hands of interviewer, smiled and greeted 
	
	× 
	
	
	
	 

	      Had resume/references and offered professional copies 
	
	× 
	
	
	
	 

	      Greeted and maintained eye contact  
	
	× 
	
	
	
	 

	      Dressed appropriately 
	
	× 
	
	
	
	 

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural 
	
	× 
	
	
	
	 

	 
	 
	 
	 
	 
	 
	 

	VERBAL BEHAVIORS 
	 
	 
	 
	 
	 
	 

	      Demonstrated knowledge about the company 
	
	× 
	
	
	
	 

	      Answered questions completely, yet briefly 
	
	× 
	
	
	
	 

	      Utilized STAR/BAR format for Behavioral Questions 
	
	
	
	× 
	
	You demonstrated good knowledge of the company and emphasized more of your strengths that are related to the job and you asked appropriate questions from the interviewers. However, in your subsequent interview you need to use STAR model in answering behavioral questions. This will help you to come up with strong answers for the questions. Likewise, in answering questions on your ‘weaknesses’ try to identify weakness(es) that still communicates strength(s). This will show the interviewer you are self-analyzing enough to know your area of opportunity.  

	      Understood company needs/Emphasized qualifications 
	
	× 
	
	
	
	 

	      Understood position/Pointed out work related skills 
	
	× 
	
	
	
	 

	      Displayed enthusiasm 
	
	× 
	
	
	
	 

	      Focused on strengths; avoided weaknesses 
	
	
	× 
	
	
	 

	      Acted in a polite manner 
	
	× 
	
	
	
	 

	      Referenced specific items on resume 
	
	
	
	
	× 
	 

	      Responded to questions promptly, but not hurriedly 
	
	
	× 
	
	
	 

	      Asked appropriate questions of the interviewer 
	
	× 
	
	
	
	 

	      Spoke clearly and at a reasonable volume 
	
	× 
	
	
	
	 

	      Avoided use of filler/empty words, slang, etc. 
	
	
	× 
	
	
	 

	 
	 
	 
	 
	 
	 
	 

	OVERALL PREPARATION 
	
	× 
	
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW.  
 
 
ADE    01/11/21 

	 
	 
	 
	 
	 
	 
	

	                                     POINTS AVAILABLE  100 
	 
	 
	 
	 
	 
	

	                                POINTS EARNED   72% 
	 
	 
	 
	 
	 
	

	                              GRADE 10.5/15 
	 
	 
	 
	 
	 
	


 
 
 
	HOW YOU DID: 
	TOTAL SCORE RANGE 

	YOU’RE HIRED!!! 
	70 - 100 

	· Resume was printed and presented in a professional manner 
· Showed up on time in appropriate attire 
· Demonstrates confidence through voice, body language, and eye contact.  
· Provides detailed and specific answers to questions 
· Sells skills and references previous experience 
	· Clearly explains how skills and qualities match the job description 
· Asks thoughtful questions and demonstrates preparedness  
· Maintains a professional attitude and demeanor 
· Very clear and concise manner of speaking; avoids use of filler words 
· Demonstrates above-average maturity (professional, articulate, manners). 
 

	WE’RE CONSIDERING YOU… 
	60 - 69 

	· Resume was printed and presented in a professional manner 
· Showed up on time and in attire that was mostly appropriate 
· Decent poise, body language and eye contact 
· Somewhat confident 
· Provides specific answers to questions 
· Sells some skills 
	· Displays some skills and qualities that match the job description 
· Asks some thoughtful questions and shows some signs of having done research on the company and position 
· Interviewee is usually professional when responding 
· Clear manner of speaking; used some filler words (um, uh, like, etc.) 
· Noticeable maturity (professional, articulate, manners). 
 

	WE MIGHT HAVE HIRED YOU, BUT… 
	40 - 59 

	· Resume was not presented or needed work 
· Showed up late and/or dressed semi-professionally 
· Not enough poise, body language indicated lack of interest, some eye contact made 
· Confidence is not convincing 
· Specific answers to some questions, others too general 
· Comes off as too inexperienced; vague in selling skills 
	· Appears to have some communication problems 
· Skills do not match job description; lacks preparedness in research 
· Attempts to be professional when responding;  
· Manner of speaking is comprehensible, but sometimes a bit unclear; frequent use of filler words (um, uh, like, etc.) 
· Some maturity is evident (professional, articulate, manners). 
 

	DON’T CALL US, WE’LL CALL YOU… 
	00 - 39 

	· Resume was not presented 
· Showed up late and/or dressed unprofessionally 
· No poise, poor body language and little to no eye contact 
· Lack of confidence 
· Answers to questions are not sufficient, relevant or convincing 
· Inexperience is obvious 
	· Does not display skills and abilities that are relevant to the position 
· Does not appear to have done any company research and is generally unprepared 
· Comes off as undependable and unprofessional 
· Manner of speaking is unclear, jumbled or poorly worded 
· Interviewee needs more experience and maturity 
 


ADDITIONAL COMMENTS: 
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