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1.Introduction



The main purpose of this report is to focus and analyse the importance of using planning tools, and how to be an effective manager highlighting strategies. The report will explore the definition of SWOT analysis and PDP (Personal Development Plan). According to Morgan (2007) A PDP is plan intended to develop skills that are crucial to the work life. The ideas of Drucker and Stanley will be analysed to assess the tools needed to become an effective manager (drucker1999) and (Stanley2017). Furthermore, the analysis will also focus on identifying the vital leadership skills and self-awareness which play a big part in personal development plan. However, the report will also make recommendations that are expected on how to do effective planning practice and communication to be a good leader.




















2.SWOT Analysis
According to Managing study.com SWOT Analysis is a tool used in strategy development and selection. Furthermore, It explains how it works best when applied as a guide, and not as a prescription. Although some company's build on their strengths, correct their weakness and protect against internal weaknesses and external threats. The term SWOT refers to strength, weakness, opportunities and threats. Doing  my own self SWOT analysis in class mase me Away of my strength and witnesses To help me in my career.
SWOT Analysis 
	Strengths
· Punctual
· Good communicating skills
· Effective teamwork
· Good problem-solving skills
	Weaknesses
· Don’t like competition
· Slow at reading
· Am a shy person



	
	

	Opportunities

· Start my own company
· Becoming a registered manager
· Get a well-paid job


	Threats
· competition with other mangers
· laws 
· Risks of being sued









3.Personal Development Plan


According to Reed (2021) A Personal Development Plan PDP is generally understood as a written account, were self-reflection and improvement. furthermore, it aims allow you to recognise your strength and weakness, and it points out where u need to improve. The above chart outlines the process of my Personal Development Planning. According to Morgan (2007) A PDP is plan intended to develop skills that are crucial to the work life. This module has helped me Plan for my future With all the objective that i stated in my in my PDP plan. It outlines my strength and my weakness, that I have to work on so that I can achieve my career goal using this plan effectively.
	Objective
	Criteria
	Actions
	Results/Outcomes

	1. Advance my
career in
education
2.Became confident in with my communication skills
	1. Reach level 6 NVQ
2.Became more self-aware
	1. Attend all my lesson 
2.pass all my assignments
3Read and research more
	1. to Obtain certificate in higher education level 6 NVQ
2.register my own company

	1. became a
registered
manager
2.learn more about how to use tools I’ve learnt in all my modules 

	1. Start my own supported living company
2.Practise more on my skills
	1. management 
courses 

 2. learn from current manager
	1. finish course

 2. Understand what is needed in the role










4. Problem solving, Decision making, and communication skills needed to be an effective manager

[bookmark: _Hlk89161675]This module has helped me outlined the key skills required to be an effective manager In the healthcare industry. According to Stanley (2017), leadership is a multi-layered method that consist of important goals, motivation, empowerment, giving guidance and directions. Furthermore, leadership skills are very vital in a how to become an effective leader because they are integral to multi-disciplinary practice. (Stanley, 2017). According to Marquis and Huston (2016) who detailed and supported that leadership is a procedure which involves encouragement in teamwork. According to Drucker (1999), self-managers have always been great achievers, most leadership books stress out aspects of self-awareness, self-control and/or ‘personal mastery’. And also, self-management is the basis for all your other learning. According to Harvey et al. (1997), collecting on data from various number of candidates and employers, he recommended the vital to look  at skills involved in fitting in, motivating and creating ideas. If we take a look at the results of study carried out in the USA (Luthans et al., 1988) about a number of managers discovered that managerial activities could be categorized into  Communication, Traditional management, Networking and Human resource management.











5.Problem-solving and decision-making skills 
Can be classed as quantitative and qualitative. First, we identify, formulate and solve business problems, and generate and evaluate choices, applying ideas and information to a range of different circumstances. According to Carl Gilleard there is increase demand as companies are acknowledging that graduates are anticipated to reason for themselves and possibly find various ways of operating and thinking creatively. Problem-solving skills are crucial at all stages in many careers, and effective problem-solving may also require job or industry-specific technical skills.Indeed.com stated that in order to resolve a problem effectively, you need to wide range of various skills. These are the skills and abilities we may use when solving a problem at work, which are research, analysis, decision-making, communication and creativity. According to Luthans et al. (1988) he found planning, decision making and controlling to be foremost the key work of effective managing. Although motivation, was another Included. According to Fayol (1916) he also recommended that management had five main elements: forecasting, organizing, commanding, coordinating and controlling. Decision making is a very important skill in a health and social care, mostly for managers that are in leadership positions. It can also help guarantee both considerate decision making and positive outcomes.
[bookmark: _Hlk88865311]








[bookmark: _Hlk89090747]




6.Communication skills
According to indeed.com, communication is when we give and receive various categories of data. This can be, spoken, type, written or even body language. Communicating notions, feelings and my surrounding. Communication skills include hearing others, talking, seeing and empathising. The skills are vital whether you are interacting one-to-one, on a video call or through letters and emails. According to Ellis and Bash, (2015) As the manager, it is vital to find your likely issues and to deal with negative feedback acknowledged from others in a friendly way. According to Coyle, (2018) as a leader, you must honest and share openness, engaging in one-to-one conversations and listening to other associates. Furthermore, there are various skills of communication that are professionally used, and continuous practise will create an effective and confident communicator. However, Coyle (2018) suggested essential skills, and also Pentland (2008), identified five key factors which drive performance in a team interacting and communication measured equally, by use of body language, looking outside the team and sharing observations and engaging in one-to-one communication. Communication skill is important in my future career as It will help me be a good leader by using this skill effectively. The skill has given me the power to engage with others and also lend how to take negative feedback.












[bookmark: _Hlk89090807]




7.Evaluating the concepts, I have learned in this module

[bookmark: _Hlk90025851]When I was taking control of my career, I had to set clear goals and objectives. There is some correlation among setting goals and attaining results. So, I had to set goals in order to prevent stagnation and drift. To guide me I had to use acronym SMART. as it is important to set goals, In class we learned how to use SMART as framework for assessing myself and formulating my objectives. The model was first established by George T. Doran in 1981 he sets out five characteristics which make an objective ‘SMART’. The methodology is also used by companies of all sizes around the globe. It is simply the most effective model that, when used in the right way, it helps leaders to set goals that outline exactly what needs to be achieved. It stands for S-specific, M-Measurable, A-Agreed, R-Realistic and T-Time bound. preparation for employment and how to build trust. We done some activities in the lesson completing a personality test and we also learned how to use the johari window. Which motivated me to do more in my studies. According to Tjan (2017) only with self-awareness is the way near to a state of self-congruence, on how we feel and think. Developing self-awareness is a long-term goal and it never ends.









[bookmark: _Hlk89090864]



8.UK Employment law

This module helped me to understand UK Employment law and key legal issues happening in the UK in relative to the employment. It’s reported in the UK Discrimination and Immigration compliance are UKs top Employment law issue. According to UK law Ministry of Justice figures for 2012–2013 which stated that at least 19 per cent of the cases which tops Employment Tribunals are supposed violations of UK equality laws (Ministry of Justice, 2012). Furthermore, Business in the Community’ Race into Work report (2015) discovered that work outcomes for Black Asian and Minority Ethnic (BAME) UK, employers must protect employee rights and should avoid treating employees in a less favourably manner, and also try reducing discrimination risks when employing. According to EEA Citizens from the European Economic Area and Switzerland can live and work in the UK. Employees come from outside of the EEA, can apply for UK work Visas and Immigration. Furthermore, Non-EEA workers will have to comply with immigration law to avoid civil and criminal sanctions. According to UK Employment law The most crucial is the employment contract. It states that All employers in England and Wales are obligated to provide its employees with a contract    in relative to their terms and conditions of employment signed by both employee and employer. 







[bookmark: _Hlk89090922]









9.The Learning theories

[bookmark: _Hlk89069866]According to indeed.com Learning theory defines how students receive, process, and retain knowledge during studying. The use of cognitive, emotional, and environmental impacts and past experience, also understanding just how the world is viewed and acquired or changed and knowledge and skills retained plays an important part. According to Drucker (1999) When learning styles are classified using different approaches. Furthermore, he recommended people learn best by listening, reading, writing and some by performing. Although Andreas and Faulkner’s (1996) book on neuro-linguistic programming, or NLP) suggested that individuals differ in their common sense. According to John (1878–1959). he specified that, theoretical goal is when prediction and control a behaviour. B.F. Skinner proposed a different type of behaviourism called radical behaviourism, which he established on the theory  supporting feelings and thinking of private events. Radical behaviourism creates the conceptual piece of behaviour analysis acquired through conditioning and social learning. Instituted by Jean Piaget, in constructing knowledge for our self and it highlights importance of active participation of students, he called if Constructivism. Furthermore, it is used on forthcoming latest data, we lose equilibrium with their earlier understanding, and this took a shift in cognitive structure.







[bookmark: _Hlk89090970]         

           10.Self-awareness methods
Self-awareness helps us to understand what you experience and the ability to know what we add doing his. Psychologist Anthony Stevens stated that privately consciousness enables individuals to keep track of what is going on to be aware of. if we are not quite consciousness, we are conscious. This module has helped me develop my self-awareness where in class we learned about the Johari window. Where we also took a personal test and a learning style quiz, which also, help me to interact with others using my soft skills and also implementing my hard skills. According to Tjan (2017) the source of a powerful personality gives us the power to be a good leader with a sense of purpose. Furthermore, he went on to clarify our successes and our downfalls. According to Drucker (1999), self-managers are great achievers. Leadership applied in this in same way to stress aspects of self-awareness and self-control and self-management is the best way to learn other things. If you build your skills in planning, managing your time, managing your stress levels and motivating yourself, you are most likely to achieve good goals. According to Fayol (1916) he stated that when putting together factories and work teams, we need to put together the materials vital to carry out your plan. 



	












[bookmark: _Hlk89091030]11.Conclusion
As illustrated in this report, To be an effective manager self-awareness, planning and communication has the ability to help us manage staff and to improve the quality of service provided. In order to better success stories, it is important that the staff and management should adopt certain Skills. Planning and self-awareness are also important and the use of planning tools. Although, employees need to improve their communication by the use of positive body language, engaging in one-to-one discussion. We should advance decision-making and problem-solving skills, and we should be able to deal with negative feedback. It is recommended that the planning achieves good goals if clearly articulated, and the quality of service improved.
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