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Introduction
This report focuses on the personal reflection on my career development, demonstrating my understanding on different skills and knowledge based on my experiences using Gibbs model of reflection and the use of a SWOT analysis to identify my personal strengths and weaknesses. Also, by creating an action plan to further develop my career and analysing and describing the following four topics: Career development goals, knowledge and understanding of employability skills, recruitment and selection processes and employment legislations.

[bookmark: _Hlk38366253]Gibbs Model of Reflection
Out of all the models I have studied on my journey, I prefer Gibbs’ model the most. Gibbs reflective cycle was developed in 1988 as published in his book ‘Learning By Doing’. This model helps to give structure to learning from experiences, by describing experiences, feelings and thoughts about the experience, both good and bad evaluations of the experience and the analysis to make sense of the situation. I have chosen four topics that I believe are key in order to be successful in the job market: career development goals, knowledge and understanding of employability skills, employment legislations and recruitment and selection processes.
Description: Career development goals are very important. This is an ongoing process by which individuals progress through series of stages, each of which is characterised by a relatively unique set of issues, tasks and themes. Good career planning and management is essential in order to achieve good career development goals. Career planning is a deliberate process of becoming self-aware, identifying career-related goals and progress work, direction and timing to attend a specific career group, education, opportunities, choices, consequences and related developmental experiences to prove a sequence of steps. Career management is an ongoing process of preparing, implanting and monitoring career plans undertaken by an individual or with the organisations career systems.
Knowledge and understanding of employability skills is essential. The term started when the lecturer explained what employability skills are and how important skills and knowledge obtained during learning can be a great achievement in gaining employment and be successful in our careers, (Doyle, 2019). Employability skills like communication skills, teamwork skills, adaptability, time management, interpersonal skills and leadership skills are important to have when entering the job market as it maximises the possibility of getting picked for your desired job role which in my case is a care home manager. I did not learn the importance of these skills until after I enrolled and upon obtaining and understanding this knowledge, I know what skills to improve in order to be a model candidate for the job.
Employment legislations are important as both an employer and an employee and it is essential to know your rights at the workplace in order to protect and know how to defend oneself when necessary. Health and safety are important for both employees and employers to be aware of at the workplace. Under Health and Safety Work Act 1974, UK employers are responsible for regulating the health and safety of all staff by providing a clean and safe working environment, conducting risk assessments and training employees on how to deal with these risks. (Willis, 2019). Employment law is a law that regulates the relationship between employees and employers. The law lets employees know their work rights, allows employers to know what they can ask of employees and what employers can expect from employees. Under the 2010 Equality Act 2010, discriminating against any member of staff because of their religion, race, sexual orientation, disability, gender reassignment, marriage or civil partnership or being pregnant or on maternity leave is illegal. Because of the Working Time Regulations 1998 law, the working day maintains an average of 8 hours and the minimum amount of annual leave for a full-time worker is 28 days. When I become a care home manager I will be aware of these laws and make sure to abide by them in order to have the best work experience possible.
Recruitment and selection process of the company you want to work at is very important to know and understand. It is important as it is good to be aware of how your chosen company operates and what their criteria is. Internal recruitment is when a company or business looks within their firm to fill a vacancy whereas external recruitment is when a business looks outside the existing workforce to fill a vacancy of job roll. Both types of recruitment are used by businesses to recruit new staff. Advantages of internal recruitment is the fact that it is quicker and more cost-effective, members are already familiar with the firm and how they operate, strengths and weaknesses of candidates are already known to the business and such candidates may be motivated because of the opportunity for promotion. Disadvantages are that this limits the number of potential candidates and new ideas from outside. Advantages and disadvantages of external recruitment are that new ideas are brought in from outside and the experience is at a wider range however the process is longer and much more expensive and may not reveal the best job candidate.
Feeling: Before starting my education at this university as a Level 4 student, I realised I had acquired some skills by attending some courses such as childminding, catering services, teaching assistant courses and English classes and some personal attributes to my advantage such as being punctual, honesty and integrity, helping others, being empathetic and relating easily with others as well as being calm and patient. Since starting my enrolment, I realised there is so much more to learn in order for me to be successful as a worker. As it was explained by the lecturer during class, one must continually evaluate and develop one’s self in order to improve. One of my aims is to work voluntarily for six to twelve months In order to gain more employability skills and practical knowledge which would provide me with more experience that would assist me when applying for job roles.
Analysis: When I worked as a waitress, I was not aware of my employee rights and was mistreated but after enrolling and being taught about them by my lecturer, I am now aware of my rights as an employee and this is essential for when I take on the role of a care home manager. Before starting my Level 4 course I was also unaware about the importance of knowing and understanding employability skills but after learning this, I now have the knowledge to be a good work candidate. In the past, I was unaware why I was not picked for certain job roles but after learning about recruitment and selection processes, I now know how to present myself when being interviewed and the correct steps to take in order to be chosen for the job role of a care home manager. Career development goals are goals I was not particularly familiar with before my enrolment. After learning about this, I have realised its importance in order to achieve success in my career.






SWOT Analysis
I will reflect on my experiences based on the SWOT analysis of different skills in the table below.
	Strengths

· Good communication 
· Teamwork
· Time management

	Weaknesses

· Leadership skills
· Negotiating skills
· Computer skills
· Job interview skills

	Opportunities

· Love caring for others
· Fundraising capabilities

	Threats

· Too much competition for same job
· High demand of core skills




Strengths
Good communication skills are an important aspect of passing and understanding information between two or more people in a meaningful and accurate manner such as paying more attention, listening attentively and showing more interest. Being able to communicate effectively, both verbally and written, helped me to boost my self-esteem. When I started my Level 4 class, being a good communicator, I found it easier to communicate effectively and build a rapport with classmates. This also makes me better at creating relationships, resolving problems appropriately, increasing engagement among peers, building trust among colleagues and therefore improving productivity, (Page, 2020).Talking in front of large crowds however is new to me, therefore developing more on my presentation skills is part of a continuous learning process. During the last presentation class, I was a bit nervous but tried to remain calm and eventually summoned up the courage to speak better. I tried to engage by maintaining good eye contact, speaking with a clear voice and making hand gestures which also helped me to overcome my nervousness. I will improve on my presentation skills by practicing in the mirror, attending other presentations and taking notes, practising in front of friends and family and asking for their opinions, having a positive mind throughout, learning to relax my body by taking deep breaths and learning to adjust easier to my surroundings. ‘Presentation skills are the ingredient that converts average details/product/speech/writing into great’, (Sharma, 2018).
Teamworking remains one of my strong points. I enjoy working with others and sharing ideas and information rather than working alone. Teamworking plays an important role in the development of an organisation. This indicates how each team member must learn to understand their roles and responsibilities, work towards the same goal, learn to manage conflict accordingly and develop trust among one another in order to achieve success, (Zimmer, 2019). I have learnt the important aspect of being in and working as part of a team. According to Belbin, it is considered that any individuals contribution to a team can be assessed according to the following characteristics such as the power of influence of others, introversion/extroversion, intellectual capabilities, stability and anxiety, (Moultrie, 2003). I had an experience as a volunteer teaching assistant when we were taking reception children on a trip to an art gallery. The teacher was supposed to put the children into smaller group and assign then to each adult. The teacher was not sure who to assign the autistic children to, but I assured her that having an autistic son, I had knowledge in looking after autistic children, that I should be assigned to them. All the adults worked together to make the trip as smooth as possible as well as fun for the pupils. From this experience I learned that it is important to voice your strengths and that each part of a team plays their own important role. Something I would like to see differently in the future would be seeing that teachers are given adequate training in the supervision of special needs students in case I am not present. However, due to my nice nature I believe that some people may take advantage of me. I will improve this by being more assertive as well as learning when to say no and coming to a decision that is best for the entire team. I will continue to work on these techniques to build my assertiveness as well as my overall teamworking skills.
‘Time management is the process of planning and exercising conscious control of the time spent on specific activities to work smarter than hard’, (Kashyap, 2019). Before enrolling at the university and as a mother of five, I have learned to manage my time more effectively such as going through daily duties and tasks and make sure they are well completed. I tend to make a to do list and set a goal by applying some time management strategies such as multi-tasking. As a teaching assistant volunteer, I got to school at the same time children but now as student I have to be more flexible and manage my time to meet up with the university’s demands. Improving more on my time management would enable me to be more efficient, provide a better quality of work, deliver my work on time, be more productive and less procrastination which would give me more opportunities to grow my career and create more free time for leisure and my family. Since starting the course, my good time management skills have enabled me to develop a new schedule around my children for example making sure they get to bed earlier in order for them to get up early to attend the breakfast club at their school so that I can make it to my lectures on time. My children being at school allows to be able to focus on schoolwork and therefore allowing me to take advantage of my learning opportunities as well as accomplishing more on my academics. Coping and adjusting well to my university phase have motivated me to value time more and plan my day effectively as well as looking forward to achieving the results I want to achieve. I will complete my tasks in order of priority. Good time management needs to be practised daily. I will strictly follow the above strategies to further improve my time management skills and achieve more.
Weaknesses
Leadership skills are one of my weaknesses. I am a very reserved person and I believe that any leading role will add more pressure to my already overloaded personal work and family responsibilities and commitments, so I try to avoid any leading roles. After my enrolment at school and being taught about leadership skills, I realised how important they are as they show how capable you are to deliver at any given task. I was motivated by this lecture and I believe that improving on my leadership skills would enable me to influence, motivate and guide the work and behaviours of others in order to accomplish the aims and objectives in a given situation. My experience on leadership skills was when I was working as a waitress. The manager fell ill and left, putting me in charge until the manager of the next shift arrived. A customer raised a complaint about their food being cold in a very aggressive voice insisting on speaking to the manager. I immediately found myself in a perplexed situation because all my efforts to calm the customer proved abortive. I ended up making a phone call to the manager to give me advice on what to do. She eventually asked me to refund the customer’s money and that helped to calm the situation. I believe that one must develop one’s self by acquiring the necessary skills and knowledge to become a leader. To improve on my leadership skills, I will keep learning by taking on more projects to develop myself, develop my awareness of situations, know how to develop a team, learn to focus on the solution rather than the problem, be courageous and assertive as well as learning to take responsibility. Acquiring leadership skills will allow me to build my confidence which would be beneficial in the long run. This improvement will also allow me to maintain a positive attitude that facilitates maximum productivity and profit, (Rihal, 2017). According to Ronald Reagan, ‘the greatest leader is not necessarily the one who does the greatest things, he is the one that gets people to do the greatest things.’
Negotiation skills when done properly can lead to a positive outcome. This means using relations techniques to influence others in both formal and informal situations to achieve one’s goals. A successful negotiation occurs when an agreement is reached as is accepted by all of the parties involved, (Shonk, 2020). My experience on negotiation skills was during our last term when I, the class rep and another classmate planned to get our lecturers gifts. The class rep asked everyone the appropriate amount to contribute in order to buy the gifts for the lecturers. I and the other classmate agreed on £4 each but I realised that many of the other classmates were not cooperating and wanted to contribute far less than that, so I gave up easily instead of negotiating appropriately. Some ended up contributing £3, some less and some nothing at all. I realised that giving up easily instead of dialoguing when situations like this occur is not the best approach.
I will improve my negotiation skills by finding a good negotiating coach, taking cooperative learning workshop, recognising the power of thorough preparation, learn to listen actively and ask good questions, keep my emotions in check, practice the ability to think clearly under pressure and uncertainty and the ability to effectively persuade others. Having good negotiation skills will help me to professionally develop myself and advance me in my career path. In any future classroom situation, I will try to engage and involve more in the conversation in order to negotiate and conclude on something everyone will agree to. In the workplace people practically engage in negotiation on a daily basis which involves clear and effective communication, teamwork, problem analysis to identify interests and goals. My negotiation skills will allow me to communicate proficiently, help to manage conflict and become a good problem solver.
Computer skills are also important skills to acquire in order to be successful on the job market. Before my enrolment, online grocery shopping was my only use of a computer. Now that I have started by Level 4, I realised the importance of developing good IT skills and how the continuous advancement of technology makes it essential for one to acquire such skills. I also use my computer to access Moodle, create presentation slides and online research. I am also able to use technology to communicate with others to complete assignments, group work etc. Having knowledge in IT is important as it gives a sense of security in any area of life. I will improve more on my computing skills by starting with the basics to help me in my academics, therefore practising more on operating systems and office sites such as Windows, Microsoft Office, practice more on presentation software such as Microsoft PowerPoint, spread sheets such as Microsoft Excel, improve on my word formatting, learning how to effectively use communication and collaboration tools such as Skype as well as typing more to improve my speed. Improving my computing skills with have a positive impact on my learning and give me an opportunity to be a better candidate for the job market. ‘Technological advances will continue to provide new ways of working, (Barker, 2018).
Job interview skills are essential for the working world. It is important to know how to deliver oneself during a job interview in order to get selected for the job. Before learning job interview skills, I would apply for jobs but not get chosen as I used the same CV for every job. After my enrolment, I learned that the CV must match the description of the job criteria in order to be selected for interview. The way you present yourself is key which includes dressing appropriately.. Body language should be kept friendly and formal and eye contact should be kept. Sitting up straight also shows interest. Questions should be answered and asked in a clear and steady manner and it is important to be polite and use formal language. It is important to make sure you are prepared for any questions you are asked of as well as preparing any questions you want to ask.  As an interviewee it is also good to do background research on the company you are interviewing for, (Lucas, 2019). The better the interview, the better the chance of obtaining the desired job role. 
Opportunities
As a teaching assistant volunteer, I have the opportunity of caring for others which will make it easier for me to integrate into my future workplace and give me an edge over others when I start work as the manager of a care home. I also have fundraising capabilities which I use by collecting and giving funds to Crisis, a homeless charity. This is done by direct mailing as well as door to door solicitation. My fundraising capabilities will help to ensure that adequate funds are available to support activities which can threaten the surviving of the organisation. Fundraising may also be done to improve infrastructural facilities in order to meet up to demands and goals. This can be supported publicly, through contributions, grants and gifts from government, industries or other supported organisations.
Threats
In the health and social care sector, the threat faced is the competition of too many applicants applying for the same job. Due to this high demand, for me the solution is to improve more on the core skills and knowledge needed to get me ahead of other applicants. This can be achieved by having and strictly following a personal development plan (PDP) in the appendix.

My Learning Style
After completing a VARK questionnaire, it was concluded that I am a visual learner, but my strong point is reading and writing. This is the best way for me to learn and really grab something is if I can see the material that is being taught for example through watching a demonstration video or receiving and reading handouts. I also enjoy reading, would rather be shown what to do than told and tend to visualise things in my head in order to remember them, (Kelly, 2017).

Conclusion
In conclusion, this shows that reflection helps to improve self-awareness by examining one’s self based on experiences. Being aware of one’s strengths and weaknesses and obtaining knowledge of the above topics will allow me to become motivated to improve on the skills and knowledge needed to progress in my future career. 

SMART Objectives
An action plan encourages one to meet one’s goals. SMART objectives are used to help properly structure an effective action plan.


SMART objectives are objectives that can be used to properly set personal goals, and this is important as this would drive you forward and allow you to progress, (Hughes, 2018). 
[image: ]













Specific, I am going to improve on my employability skills in order to become the perfect candidate for my desired job role as a care home manager, especially the skills I am most weak at: computer, job interview, negotiation and leadership skills.
Measurable, it would be easy to measure and monitor my progress and ill be keeping track of everything I have learnt and will continue to test myself to make sure I properly understand each skill and are able to demonstrate each of them. 
Achievable, I will achieve these goals by remaining motivated, attending lectures, workshops and communicating with other colleagues for assistance as well as by following my personal development plan.
Relevant, these goals are very relevant to me as they will allow me to get selected for the job of a care home manager, achieving these goals will positively impact me as it means that the possibility of me getting this job become high due to the relevant knowledge I would have obtained. 
Time-bound, the training of these skills will be complete within six months and two years where I will then be able to apply for the job of a care home manager. 
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Appendix
Personal Development Plan
	What I need to learn
	What will I do to achieve this 
	Resources or support I need
	My success criteria
	Review and completion time

	Computer skills
	· Practising more on operating systems and office sites such as Windows and Microsoft
· Practice on presentation software and such as Microsoft PowerPoint
· Typing more to improve speed
	· Computer 
· Internet access 
· Access to office and operating system 

	· Positive impact on my learning 
· An opportunity to be a better candidate for the workplace
	Six months to two years

	Job interview skills
	· Good body language such as maintaining good eye contact
· Make sure to do background research on company 
· Dress appropriately
· Clear and formal dialogue
· Questions prepared and prepared for 
	· Practising mock interviews with friends and colleagues and asking for feedback

	· Obtaining my desired job as a care home manager in the future
· Ability to pick best candidate to work with me as a manager 
	Six months to two years

	Leadership skills
	· Develop my awareness of situations 
· Know how to develop a team 
· Learn to listen and communicate effectively 
· Learn to focus on the solution rather than the problem
· Learn to take responsibilities 
· Be courageous and assertive
	· Taking more leadership positions 
· Taking workshops
· Boosting self-confidence by communicating more and coming out of my comfort zone
	· Being able to lead and instruct others as part of a team during my role as a care home manager

	Six months to two years

	Negotiation skills
	· Finding a good negotiation coach
· Talking cooperative learning workshop 
· Learn to listen actively and ask good questions
· Practice the ability to think clearly under pressure and uncertainty 
· Ability to effectively persuade others 
	· Negotiation coach
· Learning workshop
	· Proficient communication 
· Help to manage conflict 
· Be a good problem solver
	Six months to two years
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Specific goals are well defined and clear on what needs to be
accomplished. What outcomes do you need to see in order to
consider the goal accomplished?

Measurable goals enable you to evaluate whether or not the
goal was achieved or not. How will you decide whether the goal is
completed or not?

Attainable goals are realistic about what is possible given the
availability of resources, knowledge, and time. How likely is it that
you can accomplish this goal?

Relevant goals are important to you and will make a material
impact on achieving your larger objectives. Does it make a
difference to your overall objectives if this goal is met?

Time-Based goals lock goals into a specific timeframe and
specify when they will be completed by. When do you need the goal

completed by?
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