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[bookmark: _Toc89873498]Introduction 
A skills audit is a discussion of an individual's existing talents and the abilities he or she will require in the upcoming future that will have a significant impact on his or her career (Fountain, 2017). To be a productive member of society, a person has to be able to identify his or her existing professional and non-professional talents and determine what skills he or she needs to have the inability to do a certain activity. In this portfolio, I have used SWOT analysis and a personal development plan to audit my personal skills. I have also analysed the skills that are needed by me to become successful in the manufacturing industry. I have also applied Gibb’s reflective cycle to reflect on my learning from this module. 
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[bookmark: _Toc89873500]SWOT analysis 
	Strengths 
· Educational qualification up to secondary level. 
· UK driving license. 
· Working experiences as a factory worker, night shift warehouse operator. 
· Have good skills in Microsoft word. 
	Weaknesses 
· Introvert personalities 
· Lack of skill of communication, negotiation. 
· Lack in the skill of leadership
· Weak in risk analysing skills. 

	Opportunities 
· Access to proper training for apprentices.
· Teachers' advice and assistance.
· Institutes and educational establishments provide a variety of courses to develop employability skills.
· Attending a variety of seminars and conferences 
	Threats 
· Financial inability 
· Changes in regulation in the current job market. 
· Lack of real-life experience.
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	Skills 
	Explanation 
	Resource required 
	Time 

	Communication skills
	Ability to interact with people around me in both verbal and non-verbal ways (Barton, 2010).
	Proper interaction in class, teachers help, improvement in public speaking, 
	6 months 

	Problem-solving 
	Ability to solve any type of organizational problem. 
	Case study solving, reading resources and participation in various seminars. 
	6 months 

	Leadership 
	Ability to lead people in a group or organisational perspective (Barton, 2010). 
	Participation in the seminar, help from teachers, reading resources. 
	6 months 

	Negotiation skills 
	Ability to negotiate with others in a real-life working context. 
	Teamwork. 
	2 months 

	Risk analysis skills 
	Ability to analyse and make a decision on a risky issue.
	Teamwork, participation in the workshop, an internship in a real-life organisation. 
	3 months 



[bookmark: _Toc89873502]Analysis of the skills that are required to become an effective manager in the manufacturing industry 
As a manager, a person must be able to work with and through others in order to succeed. The most successful individuals are those who are able to operate successfully with and through others. A manager's job is to get things done via the actions of others (Robbins, Coulter and DeCenzo, 2017). One’s personal ambitions will be easier to achieve if he is a good leader who gets things done for the company. In order to be a successful manager, one must be able to meet deadlines and maximize resources. Organizational resources have a key role in determining how well managers are able to accomplish their goals with them (Hitt, 2014). To become a good manager a person must have to achieve lots of key skills and qualifications. I have worked as a warehouse associate and I have also the experience of driving a Forklift. I have know various works and job roles in the manufacturing industry. From that work experience, I have identified some of the core skills that an effective manager must-have. The list and explanation have provided below, 
The skill of communication: It is critical for managers to be fluent in all kinds of communication, particularly writing, speaking, and listening. The ability to effectively communicate is, without a doubt, one of the most essential abilities a manager can possess. The remainder of a manager's abilities means nothing if he or she cannot effectively interact with the people under his or her care (Spitzberg, 2015). The first and most important thing a manager must do is to convey his thoughts, ideas, and requirements to others. As a manager, I must be able to communicate effectively with people and ensure that they understand what I'm saying. Choosing the kind of power I will use to persuade people on my side is also highly significant. Establishing a trustworthy connection with my staff is essential to achieving my goals, as they will feel more at ease providing information with me and vice versa. Effective communication will be a huge asset in achieving all of these goals.
Interpersonal skill: People are at the heart of management positions, thus the ability to establish and maintain productive working relationships is essential. An effective manager must be able to gain the trust of his or her coworkers (Guo and Calderon, 2017). He or she will require people skills to be successful in this role. Having strong interpersonal skills is essential to accomplishing this goal. A competent manager's capacity to engage with others is shown by his or her interpersonal abilities. Having these abilities allows managers to make the most of the company's people resources and compel its workers to work harder. A successful manager must have the capacity to lead by example while also being able to take a role in team activities.
Delegation: Another important managerial skill is delegating. It is the act of delegating responsibilities and authority to other workers or subordinates. According to existing workloads, other workers are given permission to do all of the responsibilities formerly performed by the person in question. Delegation abilities enable management to shift responsibilities and delegate power to the appropriate staff (Rothwell, 2015). Delegation may assist speed up project completion when done correctly. Delegation saves management time, boosts output, and guarantees that workers are held accountable for their work. As a manager, I must have excellent delegation skills in order to get the best outcomes and meet my goals for productivity. In order to do this successfully, I must first analyse and determine the talents of my subordinates and then distribute responsibilities in accordance with those skills.
Problem-solving: Another vital talent is problem-solving. As a manager, one must be able to handle and address the issues that come on a daily basis. To solve an issue, managers must first diagnose the issue and then choose the appropriate course of action to take in order to get the best outcome. Being able to solve problems even when the circumstances are not ideal is a quality that is highly prized. An effective manager stands out from the rest of the group because of his or her demonstrated ability to solve problems, which inspires trust in the manager's ability to lead (Kelly and Nicholson, 2021). An excellent manager is one who can appraise a problem and practice decisive and comfortable decision making, but also one who can assist his or her people acquire these qualities.
Collaboration: In order to create a healthy and collaborative work atmosphere, managers must take on this role. Regardless of the sector in which a business operates, teamwork is essential since it fosters a positive work environment and increases the productivity of workers (Burns, 2012). By encouraging my staff to get to know each other's personalities, professional aspirations, and unique skill sets, I can assist my team to create strong connections and become a more successful manager as a result. In order for a team to be both effective and healthy, trust between members and the management is a major factor. Managers that are able to consistently create trust with their team members will be far more likely to succeed.
Leadership: It's not enough for a leader to just listen to the difficulties of their employees. These issues must be addressed by a competent manager in order to show that he or she is fully devoted to the team's objectives. Defining objectives with team members and explicitly assigning responsibilities to each member of the team are also the manager's responsibilities (Burns, 2012). As a successful manager, a person should be able to clearly articulate the goals he has developed for his subordinate staff. This vision has to be shared with the rest of the team so that everyone is on the same page.
Monitoring: Managers must also play a supporting role in addition to making business-oriented decisions. Senior managers have a wealth of experience, information, and abilities, and it is their responsibility to pass them on to the next generation of managers. An important part of this process is the development of employee confidence and competence. The advancement of his team members will be his primary focus as a manage (Williams, 2013). To become a successful manager, I must learn how to motivate my people. I will be able to achieve my goals if I am able to motivate my staff and other stakeholders.
[bookmark: _Toc89873503]Application of Gibb’s reflective model about my learning experience on this module 
Gibb’s reflective model is a tool that can be used for reflective writing on a particular matter. With the application of Gibb’s learning cycle, I can reflect on my learning from this module (Williams, 2013). The application of Gibb’s model is given below to describe my learning experience in this module, 
Description: This module is about professional and career development which has provided me with the opportunity of learning the skills that are necessary for a person to develop his career.  I have learnt how to do a personal skill audit from this module. I have also used SWOT analysis for analysing my personal strength and weakness which I have identified after completing this module.  I have also identified and analyses some skills which are highly necessary for a person to become an effective manager.  For this purpose, I have chosen the manufacturing industry because I have some previous work experience in the manufacturing industry with different job roles.  So I have searched about the skills of an effective manager and also found ways to become successful in his profession.  In doing this I have taken help from various secondary sources of data.  To me to become a successful manager of any organisation a person must have some good qualifications and skills like communication, problem-solving, leadership, negotiation, collaboration and motivational skills. 
Feelings: The learning outcome from this module was so interesting for me because I have got the opportunity to learn something new from this course. I have learnt and gained experience about various skills and knowledge which are essential for getting a good job and working there effectively. I have also known how to set employability goals and how to develop personal skills to get a good job. My experience from this module was so interesting for me as this module has provided me with the opportunity to know myself better and it has also provided me with the opportunity to develop myself and my skills for getting the job of a manager in a reputed company under manufacturing industry. 
Evaluation: In completing this module I have gained both positive and negative experiences.  I have gained positive experiences because of the opportunity of learning something new. This course has provided me with the opportunity to know myself very well and it also provides me with the opportunity to judge myself in accordance with the needs of the job market.  So I have become able to know which type of skills or abilities I must gain to get a good job.  But there was very little negative experience in the process of completion of this module.  I think I should have some practical experience in the job market and the necessary skills.  If I am able to get practical knowledge from visiting a real-life organisation or by taking interviews with some managers it might become more interesting and helpful for me.
Analysis: The whole learning situation was very good for me because this module has provided me with lots of knowledge that I hadn't had before.  So from these learning outcomes, I will be able to achieve something in future because now I know which type of challenges I may have to face in the job market and to face those what type of skills I must have to develop. 
Conclusion: In summary, the overall learning process of this module has provided me with lots of experience and knowledge about the job market and the challenges that a manager must have to face to become successful.  I have gained knowledge about my personal strengths and weaknesses by doing the personal skill audit at the same time I have also gained knowledge about how to make personal development plans.  I have learned about various skills and levels that a manager must have to achieve to become successful in his workplace.  But I think I can gain some more knowledge about the skills and attributes that a successful manager should have if I can talk or take interviews with some real-life managers from the manufacturing industry. 
Action plans: I have set an action plan that to fulfil my wish to become an effective manager for an organisation in the manufacturing industry I must have to develop some key skills.  So from now on, when I get an opportunity to attend a seminar or workshop in which I can develop the skills I will surely participate in those.  Moreover, if I get a chance to read such a course in future I will surely try to gain practical knowledge about the job Market by interviewing some of the successful managers. 
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In summary, a personal skill audit is a very important tool to find a person's strengths and weaknesses.  In this report, I have provided a personal skill audit with the help of SWOT analysis to know about my skills and abilities to become a good manager.  I have listed analysed a few key skills that must have a successful manager. So to become a successful manager in my desired sector, I must have to get enough knowledge and I have to develop my skills and abilities which will help me to become a successful manager. I have also applied Gibbs reflective cycle to reflect on my personal learning from this module. 
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