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Task 3: Reflective Report
[bookmark: _Toc100309658]Introduction 
The aim of the reflective report is to evaluate the personal skills and competencies by using the self-assessment tools like Johari Window, SWOT analysis and Personality tests. The report will demonstrate the importance of the learning and development training for the staffs. Moreover, the report will also assess the personal learning using the Gibb’s Reflective cycle. 
[bookmark: _Toc100309659]1. Evaluation of the personal skills and competencies 
Skills and competencies are the range of learned abilities, knowledge and behaviours that is needed by the individual to perform their job efficiently (Bennett, 2018). 
Johari Window 
	Known to Self
· I am cooperative and optimistic in doing things. 
· I am aware of the time management skill and also utilises my research skill to achieve the project outcomes.
	Not Known to self
· I have a strong network and also have the ability to deliver public speeches. 
· I utilise my problem-solving skills to develop a holistic solution.  

	Not Known to others
· I have undertaken a crash course in digital marketing to get accustomed with the branding techniques and promotional campaigns. 
· I remain anxious about my performance and feel tensed during the presentation.  
	Unknown to self
· I have a sound leadership ability to inspire and influence the individuals to achieve the target.  
· I am worried about my failure. 















SWOT Analysis 
	Strengths
· I am adaptable and can work in any circumstances as per the requirement of the organisation. 
· I can complete the project on time by utilising my time management skill.
· I rely on my self-awareness skill to remain distinguished in the team. 
	Weakness
· I have to develop my analytical skill to undertake anticipated decisions regarding any situation. 
· My fluency in English speaking is moderate and thereby requires improvement. 
· My cognitive and intellectual skill is moderate and that needs to be developed. 

	Opportunities
· Learning and Development opportunities in reskilling. 
· Skill assessment modules to find my skill gaps. 
· Proliferation of the internet has increased he requirement of the IT awareness. 

	Threats
· Extensive competition in the labour market
· Economic fluctuations across the world has influenced the recruitment process. 












Personality Test 
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Source: Author 
In accordance to the Personality Test, I am extrovert by nature and likes to work in a team. The coordination and cooperation in the teamwork can support the organisation to achieve the overall goals. I am mostly observant as per the personality rest result. The observant individuals are down-to-earth and driven by emotions. Lastly, in the parameter of tactics, my score is reflecting the judging aspect that reflects my ability in undertaking consistent and organised decisions. 



[bookmark: _Toc100309660]2. Assessment of the learning and development training of the staffs with the help of the theories
Learning and Development underlines the strategic human resource functions that enhances the professional development of the staffs in the organisation (Clifford, 2019). The objective of the Learning and Development is to expand the skills and competencies of the staffs to attain the future organisational goals. Moreover, the Learning and Development is one of the components of the Talent Management strategy of the organisation to develop and retain the potential talent for the long-term period. The organisations across the world are investing on the Learning and Development activities for the sake of accruing values in the human resources and also to get favourable reactions from the employees (Kumpikaite, 2018). The Learning and Development activities are employed to evaluate the skill gaps and supports the on-boarding of the staffs by honing the skill set of the current employees. In the workplace, the learning and development strategy used to outline the way that the organisation is developing the workplace capabilities, skills and competencies to achieve the success parameters. More specifically, the learning includes the acquisition of the knowledge, skills, and attitudes. On the contrary, Development reflects the broadening of the knowledge in line with the personal development goals. Therefore, Learning and Development provides an approach to addresses the human needs by improving the learning by leaps and bound. 
From the workplace perspective, the organisation has to priortised the learning and development activities to deliver positive customer shopping experience. The evolving the business patterns to meet the customer’s need requires strategic planning to enhance the learning and development opportunities. I will organise learning and development activities to ensure that the colleagues have the necessary skills to meet the changing needs of the customers and market. From the role of the manager, I will create opportunities towards the reskilling of the employees for addressing the market challenges. The learning and development programs will be designed to make sure that the colleagues can deliver consistent performance. For example, I will ensure that the organisation can provide free access to the staffs for the online learning platforms to gain new knowledge and skills. The resources of the online platform will support the colleagues to do their job in the best possible way and also can drive the positive customer experience. The learning modules shared with the staffs can be accessed from the remote locations. Moreover, the learning module will also help the staffs of the to keep track of their progress. Being a manager, I will also introduce learning opportunities for the managers to support the business and also to manage the colleagues for serving the customers efficiently. The learning programs of the managers will include a range of skills like agility and adaptive mindset. 
As per Maslow’s Hierarchy of Needs theory, the five-tier human needs are linked with the motivation of the individuals (Nohria, 2017). The basic needs of the people are to have a stable employment for maintaining their lifestyle. After the fulfilment of the first basic needs, the individuals will move into the security needs for ensuring the personal and professional life is secured. In the third level, the individuals will opt for the psychological needs that includes groups, social behaviour etc. Finally, the self-esteem and actualisation need of the individuals are the achievement, status, recognition, creativity etc. are observed. Therefore, in consideration to the Maslow’s Motivational Theory, the learning and development activities will be planned to drive the motivation level of the staffs in the organisation. The organisations that will invest on the learning and development programme can create employee favourableness in the workplace and eventually enhances the job satisfaction. The satisfied and motivated employees will deliver discretionary effort to the organisation for attaining the business goals. The linking of the motivational aspect with the learning and development activities has a positive impact on the productivity and retention of the potential talents in the organisation. The highly motivated employees can utilise their creativity and problem-solving skills to achieve the organisational targets. The Learning and Development activities will be employed to evaluate the skill gaps and supports the on-boarding of the staffs by honing the skill set of the current employees. In the workplace, the learning and development strategy used to outline the way that the organisation is developing the workplace capabilities, skills and competencies to achieve the success parameters. The Learning and Development is a key component of the Talent Management strategy of the business firm for developing and retaining the potential talent for the long-term period. 




[bookmark: _Toc100309661]3. Reflective model to assess and reflect on the learning from this module 
Gibb’s Reflective Cycle is the reflective model that supports the individual towards experiential learning by focusing on six phases (Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan)  (Markkanen, et al., 2020). 
[image: ]
Gibb’s Reflective Cycle 
Source: https://my.cumbria.ac.uk/ 
The Gibb’s Reflective cycle is a continuous cycle of improvement for gathering repeated experience. Furthermore, the learner can utilise the Gibb’s Reflective Cycle to evaluate the learning and experiences gathered from the past events. The Gibb’s Reflective Cycle provides a scope to develop an action plan for self-improvement. The current module, open book assessment, mock interview and UK Legislation have contributed positively towards the personal learning process. 
· Description: From the open book assessment, I have observed the importance of ‘reskilling’ of the employees to attain the future organisation. The reskilling process has enabled the individual to become versatile and adaptable to the environment that is needed in the workplace. It is the reskilling that supports the employees and learners to gather new skills and competencies. From my personal observation, I have felt that reskilling will support both the employer and employees. For example, a retailer that is changing its focus from brick and mortar stores to e-commerce mode can opt for re-skill of its workforce to work in the remote locations for supporting the e-commerce sales strategy. Apart from the employers, the employees will also be benefited from the reskilling activities to enhance their future career prospects and also to reduce the skill gaps. The market dynamics and unprecedented situation has influenced the employers across the world to consider the reskilling of the employees by undertaking training programmes for the new position or to adapt the new organisational process. In the mock interview, I have observed that the job related aspects are examined from the candidates to evaluate the presence of mind of the interviewee. The interview process begins with the CV screening process with the advertised job description in the organisation.  From the module, I have learned the approaches (Chronological and Functional CV) for applying to the advertised job role. I have learned about the requirements like name, objective, educational details, work experience, skill set and interests in the CV. 
· Feelings: After gathering knowledge regarding the topics like CV writing, employment legislations, recruitment and selection process, employment opportunities, personal development plans, and ways to improve selection process, my employability skills have been improved. In considering a career choice, the module has a significant role in expanding my competencies and learning. For example, before applying to the job role, I will develop my CV in the chronological order by considering the requirements like name, objective, educational details, work experience, skill set and interests in the CV. Secondly, I will prepare myself to get selected in the recruitment process of the organisation. From the module, I have learned that Self-Awareness will help me to distinguish my thoughts and action plans than others. I can differentiate my approach from other candidates by enhancing my consciousness. The module has further expanded my skills from the skill assessment and personal development plans. In the personal development plans, I have shortlisted the skills that requires improvement by outlining the measures and activities. I have positive feelings after I learned about the role of the ‘employment legislations’ for the employees. From the employment legislation, I have observed the importance of the Equality Act 2010 in the workplace towards restricting the discrimination. The discrimination among the employees by the employer on the grounds like gender, race, religion, disability etc. can be spotted. Furthermore, I have learned about the Employment Contract under the Employment Rights Act 1996. The actual terms and conditions of the employment for maintaining a positive employment relationship will help me to control my attitude and behaviour in the workplace. As an employee, I have to adhere with the data Protection law to maintain privacy on the customer’s personal information. The Data Protection Act 2018 ensures the safeguarding of the personal and important information. Moreover, using the personal information as per the legal standard can be observed from the Data Protection law. The knowledge I have gathered from the module and other assessments will help me to get selected for the intended job role that is “recruitment consultant’ of Quest Employment. The specific job role will require in-depth knowledge of the recruitment and selection process along with the legal understanding. 
· Evaluation: The third stage of the reflective cycle will help me to shortlist the positive and negative aspect of my learning process. From the feedback of the instructor, I have observed a deficiency in knowledge, understanding skills, and intellectual skills. Moreover, I have also learned that the theoretical knowledge sometimes differ from the actual requirement in the mock interviews. However, the positive side is my confidence and self-awareness that has been developed my going through the entire module.  The open book assessment has helped me to learn about the importance of ‘reskilling’ of the employees to attain the future organisation. The self-awareness has supported me to develop my personal observation that reskilling can support both the employer and employees. 
· Analysis: I have also learned that the theoretical knowledge sometimes differs from the actual requirement in the mock interviews. The thing that has gone well is the development of my confidence and self-awareness. I have learned about the role of the employment legislation in conducting the recruitment and selection process. I have responded differently in the mock interview by stating the importance of diversity and equality in the organisation by focusing on the Equality Act 2010. The diverse workplace can foster creativity and eventually facilitate the organisation to attain the desired business goals. 
· Conclusion: To conclude, I must say that the knowledge and experience has a significant contribution in developing my employability skills. . From the module, I have learned that Self-Awareness will help me to distinguish my thoughts and action plans than others. I can differentiate my approach from other candidates by enhancing my consciousness. The module has further expanded my skills from the skill assessment and personal development plans. 
· Action Plan: In the personal development plan, I have shortlisted the skills that requires improvement by outlining the measures and activities along with the stipulated deadline. For example, to develop my analytical skill, I will undertake crash courses in Data Analytics and accordingly achieve the target to enhance my analytical skill within 6 months. 
[bookmark: _Toc100309662]Conclusion 
The reflective report has evaluated the personal skills and competencies by using the self-assessment tools like Johari Window, SWOT analysis and Personality tests. The report has analysed the importance of the learning and development training for the staffs. Moreover, the report has also assessed the personal learning process by using the Gibb’s Reflective cycle. 
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