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Introduction 
This piece is a reflective portfolio whereby it will seek to self-reflect on my personal skills which assisted in shaping the skills necessary to further my education and employment prospects. The report will lay focus upon several things which will seek to audit my skills and capabilities utilising the analysis tools learned in class. The analysis tools that will be discussed are the SWOT Analysis which is a framework that will support in identifying my Strengths, Weaknesses along with Opportunities and Threats. Also, discussions will be formulated around Personal Development Plan (PDP) exploring and identifying further my action plan in regards to my individual goals. Moreover, the aspirations that I have are to work within the Health Care profession as a Health Care Assistant with a hospital environment. In addition to the above, in the latter part of this reflective portfolio it will examine the skills required to be an effective manager within a Health Care setting. The theoretical concept of Johari Windows will too be deliberated before moving on to assess the concepts on which I have learnt while undertaking the modules. This report will offer reflective theoretical perspectives to not only reflect on what I have learnt while undertaking this module but to also reflect on my goals and aspirations. 

Skills and Attributes 
Firstly, I will lay focus upon the key attributes I have and the importance of these qualities when undertaking work as a Health Care Assistant. I consider myself to be an understanding, caring and empathetic individual who has a natural ability to care for others. Empathy is a fundamental quality to have when looking after others. Carl Rogers (1959) came up with a concept namely The Person-Centred Therapy and centralised his focus upon therapists but of course this could relate to any profession. Rodger (1959) identified 3 Core Conditions that were used to shape and provide clarity on the characteristics and behaviour professionals should have towards their clients. The 3 Core Conditions are Congruence which can be used as another term for genuineness in which Rodgers believed to be the most significant attribute in counselling. The next Core condition being Unconditional Positive Regard which discusses that people tend to flourish and fulfil their potential then lastly, empathy which relates to having the ability to comprehend the experiences and feelings of others. The stand point in which Rodgers (1959) took was from a counselling perspective and described having empathy from a therapist point of view indicating that therapists should have the ability to understand precisely and sensitively.  Undoubtedly, this brings me back to the point whereby I mentioned that I have a caring and empathetic ability in relation to caring for others. In the field that I aspire to be in which is being a Health Care Assistant, this role requires me to be able to demonstrate the attributes that Rodgers (1959) has identified. It appears that the qualities that Rodgers (1959) has described can be transferrable skills that can be transferred to several different roles.  
Additionally, I will move on to discuss my additional attributes which are fundamental to the Health Care Assistant role. I have great ability to work on an individual basis as well as understanding the importance of team efforts. I have great communication skills; I am hard working, dedicated, highly motivated and have good time management skills. It is worth noting here that these attributes are of importance in any chosen role. 
SWOT Analysis 
The discussion that will follow will now address my skills and capabilities utilising the SWOT Analysis tool. Let us first gain an understanding as to what SWOT Analysis is.  It is important to recognise that the SWOT Analysis is a framework that guides an organisation or person to be able to categorise their Strengths from their Weaknesses and in the process organise its Opportunities and Threats. It is worth noting here that Strengths and Weaknesses can be deemed as controllable factors that allows one to achieve their goals whereas Opportunities and Threats are considered to be uncontrollable factors that prevent a company or individuals from accomplishing their mission (Dyson, 2004). Phadermrod, Crowder and Wills (2019; p3) quite rightly points out that once ‘by identifying the factors in these fields, the organisation/person can recognise its core competencies for decision making, planning and building strategies.’ 
It is right to suggest that the use of the SWOT Analysis has numerous benefits in relation to devising a strategic action plan. A plan of action is important when identifying one’s strengths and SWOT Analysis can be useful on personal level as a way of identifying areas of development as well as future career developments. 






Personal SWOT Analysis Review and Prioritise 
Strengths 		     Weaknesses 		     Opportunities 			Threats 
· Hard working 	           - Very critical 	            - Volunteering Opportunities 	   - Lack of experience
· Caring		           - Lack confidence             - Job Searching 			   - Other more experienced people 
The idea of the review and prioritising section is to select 2 things from the SWOT list in each section as an area of focus that I think will be most important to reach my goals and those that will prevent me from achieving my goals. Therefore, I will seek to prioritise the above-mentioned areas.  

	Strengths 

· Understanding 
· Caring 
· Empathetic 
· Motivated 
· Ability to lone work 
· Ability to work as part of a team 
· Hard working 
· Dedicated 
· Consistent
	Weaknesses

· Attention to detail 
· Lack confidence at times
· Very critical 
· Loss of sight in one eye 

	[bookmark: _Hlk100765552][bookmark: _Hlk100765564]Opportunities 

· Continue with further education 
· Volunteering opportunities 
· Attending jobs fairs 
· Job searching 
	Threats 

· Lack of experience within the hospital setting 
· Loss of sight in one eye
· Other more experienced people 








Personal Development Plan
The discussion to follow will explore my Personal Development Plan (PDP) in supporting my plans, goals, and aspirations. By having a clear plan, it will allow me to keep focused on my vision.  PDP’s are often used in the working environment but can also be used for personal development purposes. McDowall and Fletcher (2004) puts forth that it is in the best interests of the organisation to concentrate on operative staff development strategies. Beausaert, Segers and Gijselaers (2011) recognised that PDP’s are said to be operative for professional development purposes and personal growth. PDP’s are also supportive for the reason of improving ones performance or professional practice. 

Figure 1: PDP 
[image: ]
								(Eventus Recruitment, 2019)

My Personal Development Plan 
	Focus area /Goal
	Action Plan 
	Time frame to get to desired outcome
	How will I achieve my goals
	Target date 

	Finish studies 
	Completing all modules 
	By 30th April 2022 
	Remaining focus and completing assignments on time.
	17th April 2022 

	Job search / Apply for jobs 
	Visit job websites in my aspired field of work. 
	4 weeks 
	Being consistent and apply for 2 jobs a week.

Ensure CV is up to date 
	30th April 2022 

	Volunteering 
	Seek opportunities for volunteering prospects 
	4 weeks 
	Approaching organisations face to face
	30th April 2022 



Assistant Manager Task 
Leadership and Management skills
The purpose of this task is to analyse the skills required to be an effective Manager within a health care setting meanwhile I take up the role of being a Health Care Assistant. In order to effectively lead a team and offer great direction, it is imperative to have great leadership skills. According to Andrew (2010) those in leadership positions within healthcare settings are more often than not viewed as an exceedingly specialised subgroup of the broader management areas. Chatterjee et al (2017) proposes that the theories of leadership were not developed within the health care settings nonetheless instead were shaped within a business context but made applicable to health care units. There is a clear difference between leadership and management as Manion (2005) quite rightly points out that while management focuses powerfully on status qua, leadership lays focus upon encouraging innovative thinking and always searching for opportunities to create change in regards to the future of the organisation. In addition, Kotter (2003) states that the health care sector is becoming competitive and is the driving force in inspiring future change. The discussion to follow will highlight the skills required to be an effective Manager. Ultimately, a manager needs to be able to provide good leadership to a team. Strong leadership helps to create high performance. For example, during times on uncertainty e.g. Covid Pandemic, Managers should be able to guide and offer clear direction for staff regarding the changes, implement rules and procedures adhering to the Covid guidelines to achieve the definitive goal of providing high quality care in extraordinary times. Managers should also have the confidence to delegate tasks and have delegation skills in order to be able to lead the team providing them with clear instruction. 
But how is the Johari Window applicable to leadership? When acting as a leader it is imperative that as a leader information is shared and place into the open zone. It is indispensable for leadership and management to share relevant details with other people within the team so that targets are understood and feasible to be achieved. It is also important that when moving information from the hidden zone into the open area that the you are aware of the top priorities as a Manager and the timeframe. 

Communication Skills and Motivation
When in a Manager’s role the job requires the ability to communicate effectively with employees, clients, their relatives, stakeholders and other multi agencies. It is essential for a Manager to be able to adjust communications styles to the above-mentioned parties and beyond in order for the running of the organisation to be successful. Morgan (2017, p248) indicates that ‘the richest and most complete form of communication is face to face communication’ which is necessary when working within the Health Care sector. VanVactor (2012) recommends that communicating collaboratively should be a continuous cycle between several partners to ensure that all correspondence networks persist to be unobstructed. It is important for a Manager to communicate with the team also as by having a lack of communication it can negatively impact on the team’s relationship building as well and the team’s progress. Motivation skills are required to motivate the team to achieve objectives. It is more likely that if the team is motivated the result would be low absenteeism and high morale which contributes to high team performance.  
Johari Window Model 
Additionally, a model that can assist with improving the effectiveness of Interpersonal and Communication from a Managerial perspective is the Johari Window. If utilised in the correct way, the Johari Window can steer managers into helping them build an environment of not only collaborative learning but also an environment of creativity (Saxena, 2015). In addition, The Johari Window was creating for individuals to be able to better understand ourselves. The purpose of the Johari Window is to help individuals to be self-aware and is essentially a valuable tool to build on relationships between colleagues. 

Figure 2: 
[image: ]
				(Consultancy at INSPIRING Business Performance, 2018)
The Johari Window consists of four factors the open relating to what is know about the individual. This information is common knowledge to the individual as well as by the group. The blind spot referring to what is known about a particular person by the group in which they communicate with however, it is not known to the individual. Likewise, the category ‘Hidden’ pertains to knowledge the individual has about themselves but has not been exposed to the group and lastly, the unknown section refers to all information is not known to either the individual or the group. 
Decision making and Problem-Solving Skills 
A manager is required to make decisions and are responsible for problem solving if the organisation or staff encounter any problems. It is suggested by in the book Maud, Schriek and Tinkler (2017) along with Rudinow and Barry (1994) that decision makers can easily recognise problems and are able to examine evidence objectively once critical thinking skills are applied. The manager is not only required to consider their own opinions and views just because they are in a management position, but it is also essential to recognise and understand the position of others when making a decision (Maund, Schriek, Tinkler, 2017). It is worth noting here that although managers make decision meanwhile utilising the critical thinking process, this does not always mean that they make the greatest decisions. Due to not always making the best decisions, they may perhaps experience difficulties (Maud, Schriek, Tinkler, 2017). Maiser (1970) mentions that ‘the quality of the final solution can be significantly improved by considering as many alternatives as possible’ when exploring all conceivable alternatives in regards to creating a solution (Maund, Schriek, Tinkler 2017; p187). 
Reflection
For all intents and purposes what is expected in this section of the report is to assess the concepts that I have learned from this module. Undoubtedly, one of the main focuses of this module was to lay focus upon my skills and abilities and to ultimately highlight where my interest lies in relation to employability. It is apparent that my aspirations are to work within the Health Care setting as a Health Care Assistant. In the first instance I have been able to identify my positive attributes and in doing so making this applicable to the SWOT Analysis. The SWOT Analysis allowed me to recognise my Strengths and Weaknesses and on the other hand categorise my Opportunities and Threats to then be able to review and prioritise my area of focus in order to assist in achieving my goals. Setting and planning goals are more achievable when I utilised the SWOT Analysis and PDP. The module also proved beneficial as I was able to gain further understanding into the Personal Development Plan which acted as a driving force to achieving my aspiration and goals.  Furthermore, this module has allowed me to reflect on the skills necessary to help in becoming more successful in employment. I am not able to correctly format and formulate a Curriculum Vitae (CV) which is something I found quite difficult in the past.

I have learnt about the skills and attributes needed to be an efficient and successful manager and all the useful skills required to effectively manage a team and an organisation. Although there are a number of other stills needed to be an effective manager, I have noted a few such as Leadership and Management Skills, Communication and Motivation skills, Decision Making and Problem-Solving Skills. I have too been able to understand how different theories and notions relate to employment, leadership and management. 
In conclusion is imperative within practice to ensure that self-reflection is made applicable to one’s practice to indisputably enhance learning. As proposed by Park (2003) and Little (2007) it is made clear that by using reflection within practice it is chief in allowing individuals to take responsibility for their education allowing room to recognise what improvements need to be made. It is apparent that Reflection could be deemed as an intentional and active process which can often make learners/practitioners feel uncomfortable based on an experience resulting in deeper insights and learning curves (Dewey, 1991).
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