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[bookmark: _Toc119443731]Introduction 
The following task will take the form of a reflective portfolio which will serve to provide the documentation of my skills and competencies as well as those skills which are a requirement of my career choice (Ebil et al., 2020). Thus, my own skills will also be evaluated and I will provide an in-depth reflection of what I have learned from this module. The career choice I have made is of being a business manager.  

[bookmark: _Toc119443732]PART 1
This part of the portfolio will provide an audit of my skills through a SWOT analysis along with the skills which I need to master in order to become an effective business manager, my own level of competency as of now will be compared with these skills. 

[bookmark: _Toc119443733]Analyzing My Own Skills 
[bookmark: _Toc119443734]Audit of Skill Through SWOT
	Strengths 
	Weaknesses

	· Competitive and outgoing personality allows me to stay ahead of other fresh graduates 
· Able to assess managerial scenarios with a wider perspective 
· Good people management skills 
· Able to delegate tasks to others appropriately 
· Basic computer skills 
· Current industry knowledge regarding business management trends
· Can work well even when alone 
	· Poor personal organisation skills 
· Easily get bored due to daily routine work 
· Poor planning skills 
· Ineffective time management ability 
· Difficulties in working within a team due to preferring autonomy 
· Poor detailed planning skills as prefer to outline plans in a brief manner 
· Poor paperwork skills 

	Opportunities 
	Threats 

	· Being a fresh graduate, I can learn to adopt specific skills which are required in the business management world today 
· A greater level of autonomy and control can allow me to bring about important changes within the business management system of organizations 
· New challenges in my future role can bring about my development as a professional business manager 
	· No level of commercial experience and no experience in the private sector as well which can make other recruits much more attractive to organisations 
· Changing environment can become the cause of work disruption (Vosse and Aliyu, 2018)
· No form of specialized training or completion of specific courses can make me less professional 



[bookmark: _Toc119443735]Skills Required for Selected Career 
In order to become an effective business manager, the following skills are required;

[bookmark: _Toc119443736]Leadership Ability
If I am looking to become an effective business manager in my career then the first and most important skill, I have to learn is of possessing immaculate leadership and managerial abilities. Leadership skills include the ability to lead and direct employees in a manner that promotes productivity and leads to not only their growth but the growth of the organisation as well. It also includes controlling, planning, and using organisational resources for improving operations and profitability and handling change within the organisation as well.

[bookmark: _Toc119443737]Information Technology
In order to become a modern business manager that uses important technical knowledge I must also improve my information technology knowledge and skills. This can include an understanding of new technologies which are used in managing employees especially when it comes to virtual team management which is often seen these days due to remote work. 

[bookmark: _Toc119443738]Communication
One of the most basic skills of business management is appropriately and clearly communicating with employees regarding their work roles and everyday tasks. On the other hand, communication skills also involve the business manager’s ability to listen to the problems and ideas of employees along with providing important feedback which can serve to better their situation. 

[bookmark: _Toc119443739]Problem Solving Ability and Critical Thinking 
These two skills of business managers go hand in hand as both of them allow the business managers to appropriately assess problems and trouble situations in a calm and composed manner by which effective solutions are produced. These kinds of complex problems and situations are faced within organizations almost every day, due to this the business manager must conduct a thoughtful analysis so that the main cause of these problems can be identified and understood so that the problems can be solved and can also be avoided soon.  

[bookmark: _Toc119443740]Evaluation of My Own Skills 
When comparing the aforementioned skills with the competency and skills which I possess right now I can say that I am clearly lacking in a number of key areas. In terms of leadership, I am aware of how to delegate tasks to others but I lack the skills of motivating others which is important as I will have to increase the productivity of the employees that are within my team. In terms of information technology skills, I possess basic computer skills which include the use of Microsoft Excel and Word which I can apply to business management tasks, however, I don’t possess technological knowledge regarding new technologies and software being used in the industry which can make me less competent. As for my communication ability, I possess effective communication skills as well as people management skills which allow me to be persuasive and clear in my commutation as I am aware of transparency in communication. But I lack the ability to provide relevant feedback which directly links to how I am lacking greatly in the areas of problems solving and critical thinking abilities. In this case, I am unable to solve problems, especially when faced in the moment of a crisis, this means that I can’t solve the problems of my employees as well as myself when I am faced with a stressful scenario. From this evaluation, I still have to learn quite a lot.


[bookmark: _Toc119443741]PART 2 
[bookmark: _Toc119443742]Reflection Through Gibb’s 
My reflection on this module will be conducted through the use of the Gibbs reflective model by which my experience and feeling regarding the learning within the module will be expressed (Adeani et al., 2020). It will be provided in the following stages;

[bookmark: _Toc119443743]Description
The module began with providing an appreciation of business management, the instructor provided relevant information which would allow us to know important skills and details regarding the role of business managers in modern-day organisations. The main concepts explained were leadership, communication, and the mindset of a business manager which included decision-making skills, problems solving ability, and creative thinking as well. 

[bookmark: _Toc119443744]Feelings
As the instructor provided the relevant information throughout this module, I could clearly feel that before entering this module my knowledge and skills regarding a career as a business manager were quite limited. Now I as well as the other learners around me felt that there was still quite a lot to learn and thus the environment became much more competitive as well. 

[bookmark: _Toc119443745]Evaluation
The overall experience of the module went quite well as I and the other learners got to learn how to display effective leadership qualities as well as team management ability.Additionally; I was also able to learn the IT skills which are needed as well as interpersonal skills which could help me become a better manager. 

 		
  			       
 
[bookmark: _Toc119443746]Analysis 
The main sense that I can make of the situation is that I needed to use these skills in a practical environment where they can grow naturally. I tried to do so throughout the module so as to test whether my knowledge would translate effectively into the practical realm. However, this was unfruitful as the main challenge was of acquiring a professional and work-based environment where these skills and knowledge could be applied. 

[bookmark: _Toc119443747]Text
The class lectures and reading were utilized by me to find a relevant solution for how to use these skills which have gained thus far. The text provided the main solution of acting as a team leader among my peers and displaying important skills related to business management in other classes as well. It also mainly provided that a voluntary or experience-based job role would be the perfect solution for gaining practical experience in order to improve my skills in business management which have been gained from the module. 

[bookmark: _Toc119443748]Conclusion
Thus, from the module, I learned valuable skills and gained relevant knowledge including communication ability, leadership, people management skills, computer skills, and the importance of a managerial thought process to change the way I perceive problems and stressful work situations. 

[bookmark: _Toc119443749]Personal Development Plan     
	Developmental Areas and Objectives
	Time
	Activities for Development
	Criteria to measure success 
	Resources needed 

	Long Term:
Improving Decision making and problem-solving skills 
	7 months
	continuously aiming to put me in stressful scenarios so that I can become adept at working in such situations and taking part in the decision-making and problem-solving process of senior business managers so that I can learn effectively and take part in providing my own solutions as well
	Success will be ensured when I will be adept and confident in solving the problems of my peers and employees and the higher administration will also allow me to take part in major organizational decisions (Van Aken and Berends, 2018) 
	Resources needed are everyday tasks as well as problematic situations which require me to evolve and think strategically 

	Short Term: 
Improving communication and feedback ability 
	2 months
	Taking part in everyday communication with employees and peers and asking them to share valuable ideas and feedback as well as asking the higherups for feedback on my performance so as to get an idea of how I could replicate this for providing feedback for employees
	Success will be seen when I will be able to regularly provide feedback to employees and peers regarding their daily performances  
	The main resource is the work environment including employees and the administrators

	Short Term:
Enhancing knowledge of information systems
	1 month
	Learning and practicing the use of the new software and technology so that I can learn how to be efficient in IT
	Success will be shown through my heightened level of technical expertise in various business management software and machinery within the organization by which employee and business management data will be handled 
	Online courses regarding IT skills needed by a business manager and relevant software on which to practice on 

	Long Term:
Improving motivational leadership ability 
	6 months
	Taking part in daily interactions with employees and peers in order to develop personal relationships with them.
	Success will be recognized when I will be able to effectively motivate my employees 
	The work environment as well as the employees along with a relevant course related to motivational leadership style 


[bookmark: _Toc119443750]
Action Plan   
The main action plan which I will use will make use of various elements from the personal development plan. The first step will be of assessing my own level of competency with the provided skills in business management. Through this self-assessment, I will recognize areas of improvement in terms of where my knowledge. To further build upon this knowledge I will aim to get a job role where I will be able to gain practical experience which I greatly. This job role will allow the personal development plan to be integrated and taken into effect by which I will focus solely on areas of business management including motivational leadership, transparent communication, critical thinking ability, and networking as well. Apart from this, the action plan will include taking relevant feedback from higher-ups so that they can also assess my growth from a professional point of view. Thus I will be able to know what I have to do in order to develop my career further, I will also look towards more opportunities in the different organisation so that I can be able to experience different work environments in order to gain a greater level of flexibility and experience as a professional business manager.    
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