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Reflective Portfolio
In this reflective portfolio I will talk about and include data about myself and other employees. The portfolio will include my own skills and competencies using analysis tools that we have learnt in class, also part of the personal development plan. Tools such as Johari Window and a SWOT analysis of myself. In addition, including a reflection of a mock interview that was taken in class, this was done with our module lecturers. Lastly, the reflective portfolio will also feature a personal development plan. Explaining the understanding needed for employees to successfully achieve future employment. 
Auditing my own skills and competencies, down below is a table of skills that I have. This table will include my strengths and weaknesses. Also known as SWOT Analysis.

SWOT Analysis
SWOT analysis is used to recognize the strengths of a person and the weaknesses. SWOT means strengths, weaknesses, opportunities, and threats. This allocates people to conduct opportunities that they may have to help pinpoint any threats they need to keep on top of and overcome. SWOT analysis allowed me to analyse my strengths, weaknesses, and any opportunities now and the future. It also helped me realise any threats that might come my way. Opportunities to do with my chosen career path this, includes good ideas and use of research.
 
	Strengths: 
	Weaknesses: 

	Good communication skills
Creative
Respectful
Teamwork and leadership skills
Computer literate  
Punctuality 
IT Skills
Own Initiative 
	Timekeeping
Unorganised 
Lack of motivation 
Misled 

	Opportunities: 
	Threats: 

	Age
University 
Apprenticeships 
Jobs
	Concentration 
Social Media
Time management 



Being misled and distracted by the people around me has impacted on my life. I must motivate myself by focusing on myself. Motivating myself by waking up early and going to the library. In class I would focus more on what the lecturer is saying and ask questions when I am uncertain. Being able to concentrate is a skill I can develop within a very short time. Having already acquired IT Skills it will benefit me strongly in the career path that I will go through. I am computer literate and understanding the hardware and software. My chosen career path is being an IT Technician, this requires my punctuality skills to be spot on. I will achieve this by staying on top and have good timekeeping skills. This will create a good relationship with my future employers or employees. I will be becoming more reliable and managing my time. Also, a threat that affects me is time management. 
When I have free time on my hands, I often get carried away with what I am doing. I can achieve this by making a weekly timetable to balance out my social life and work. This way I can be reasonable with my time. Now that I am at University and will have assignments, I will be manageable of my time and be productive with my free time. Understanding that my age is not a hindrance. There are many other opportunities for career progression. There are opportunities such as Apprenticeships, this is a job that combines practical in-house training and possibly studying academic skills at university or college. I also could do an IT course to boost my skills and achieve the next level. 
My short-term goal is to be an IT technician, however long term, I would like to have my own IT business that covers facilities such as schools, universities, and hospitals. There are certain skills that are required for this industry, some skills identified that I already have are teamwork and leadership skills, IT skills, dedication and being respectful. I have studied and gained a BTEC ICT level 2 distinction. 
“The workplace has excellent opportunities for information technology (IT) professionals. Almost every business has a need for IT-focused employees. Computer and information technology jobs are among the fastest-growing occupations, with employment in computer and information technology occupations projected to grow 12% from 2018 to 2028, which is much faster than the average for all occupations” 

Training methods and learning development training
I am assessing the learning development training methods for my new employees who are going to start in my organisation. There are many learning development methods but the most important and effective are.
Internship – “Internships are great for both sides. Employers can benefit from the help of employees, while employees can benefit from the guidance of and training by employers.”
Job rotation – “Job rotation can do a lot in terms of employee motivation and commitment. This method gives people chances to further develop and work toward a promotion and engenders satisfaction and cooperation.”
Job shadowing – “Job shadowing serves to generate employees’ engagement and interest. Trainees get a chance to see their work from another perspective”
Mentoring and coaching – “When companies plan to groom people for promotion and growth, this is the best training method to use. Trainees can truly benefit from such a personalized learning structure”
Team training – “Team training can be defined as training in which teams are used to increase individual procedural knowledge and proficiency in doing a job (taskwork)” 
I have chosen these specific methods of learning development because it can be very effective and be used in our day to day lives. Internship is a great way for employees who are after work experience or satisfy requirements to obtain a qualification. Job rotation is very key it allows employees to work at different sectors in the industry to have a feel of everything, it can also end in promotions.
Furthermore, job shadowing allows employees to learn off other employees who are more experienced in the certain role. This can also be classed as training and is very key in employees who are on their first couple weeks on the job. Mentoring and coaching can also relate to normal lives, having the ability to keep employees/trainees on the right path and allowing themselves to grow. This can be very beneficial and relate to a person’s personal life. Lastly, team training is having the ability to work in a group and confident around others. Working together to achieve a similar goal or completing a certain task. 
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Social Learning Theory – “People learn by observing other persons whom they believe are credible and knowledgeable”  
Goal Setting Theory – “Goal influence a person’s behaviour because he or she commits to attaining the goals. The trainee is being more motivated when he or she knows that they will be awarded after performing the task”
Expectancy Theory – “Simply, expectancy theory tells employees are learning when they believe they can learn from the training. The learning and transfer of learning will enhance only when it is linked with the outcomes”
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Having specific learning theories are very important. It plays a big part in an employee learning foundation to the job they are in. The social learning theory allows employees to interact with one another. Learning and observing other performances and knowledge. Goal setting theory allows them to have a target they would like to meet. This can be promotions, targets or even motivation.
Furthermore, the expectancy theory is vital. This authorizes employees to believe they are expecting something from themselves and believing that they can achieve and maximize results/training. 
“A training program allows you to strengthen those skills that each employee needs to improve. A development program brings all employees to a higher level, so they all have similar skills and knowledge. This helps reduce any weak links within the company who rely heavily on others to complete basic work tasks.”










Personal Development Plan
My plan is to be a businessman. To do that, I must continue my studies and learn about new businesses. I must gain the experience in working different types of job industries to get an understanding on how other businesses operate. Researching on jobs and getting good ideas speaking to influential people. Working hard and achieving the best in what I do. I can work other skills, having these skills can help in future employment. 
Furthermore, reading books is very key, grasping knowledge and how I can start to generate my own business Being more organised and having better time keeping will allow me to stay on track with my own business or future employment. I will find a job specifically where I can learn and gain new skills including further opportunities. Learning to interact more professionally in a team and leadership skills. 
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Down below, I have created myself a Personal Development Plan. It allows me to identify my 
target, the action to achieve and a target date










	Target
	Action to achieve 
	Evidence of completion
	Date of target

	Gaining experience 
	Working and gaining the experience in a influential industry. 
Widening my knowledge and getting to know more businessman appropriate to my criteria. Including promotions and other sectors in the industry. 
	Working my way up and trying to achieve bigger job titles. 
Strengthen my knowledge and practical skills. 

	2021

	Knowledge on different industries/companies 
	Using research skills, I have learnt in my university modules. 
Reading books and getting advice on other business owners.
	Studied the university modules using Moodle and other university links. 
	2020

	Keeping up with my university. 
	Revise and go back after I complete tasks. Using the skills, I have learnt in assignments.
Having a clear understanding and being more organised by keeping time management 

	Finishing my assignments before the deadline meets. Keeping on track and not falling behind. 

	2020

	Achieving good grades 
	Attending and being punctual in all my lectures, being on time. 
Revise at home or in my own time. 
Receiving feedback off others and being involved in group activities. 
	Having goals and achieving them. 
Answer all question in detail, i.e., using specific tools needed. 
Using feedback to help improve my work and how I can keep on top of it. 
	2021







Mock-Interview
During class we had to come in dressed in smart clothing manner. The lecturer was our acting interviewer. Through the mock interview I had to prepare myself. I achieved this by researching more about the company that I applied. I had to research about the company so I could have more knowledge. This would allow me to answer any questions or queries the interviewer would ask me about the company. It is very important for an employee to know about their company and why they want a job there. This was to see how I perform during an interview. This allowed me to be confident and an understanding on how I should approach my interviews. Carrying out a good positive body language, shaking hands in the correct manner. The job that I applied for is an IT Technician. I prepared myself to understand a brief description of the job, including things like regulations and laws. This supported me well because the interviewer had tested me on my research. It is also important to receive feedback from peers on what you can improve and strengthen on. 
Furthermore, I practiced my communication skills, speaking in a clear well-mannered fashion. This allows the employer to know I will make a very good employee, being able to express myself in a clear format. Being polite and respectful, asking questions to the interviewer so they know I am passionate and interested in the job and will be a very good addition to the IT departments. Being an IT technician values responsibility and being aware of situations. 
I received feedback from the interviewer, he said that I had a very good chance on getting the job offer. I had approached in the correct way, dressing in appropriate manner and gave spot on responses. Asking questions at the end of the interview about the company, other roles in the company and the possibility getting a promotion etc. The mock interview helped me improve many areas. However, I need to improve on such as having a comfortable body language. The interviewer also mentioned that “it is normal to be nervous in a job interview. What matters is how you conduct and control your body language”. I should go more into depth with my explanations to give the interviewer a clear picture of myself making a positive impact on the company. 
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