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Introduction:
This portfolio will state and look at the skills I have acquired, the skills I wish to gain and how I will gain these skills to use towards my personal goals. This reflective report will aim to document, address, evaluate and plan around my current skill set and achievements towards my preferred career choice which in this instance is a relevant career in the language and communication field (this job sector) preferably as a translator in my native language.

Skills & Competencies Audit:
Firstly, I have investigated the required skills and general job description or person specification for my chosen career path as a native to English speaking translator. This is very important because knowing the person specification and desirable skills will assist me in providing a strong application for a potential job post in translation. Within my research, I have found that a translation job requires the following skills: exceptional communicational skills, teamwork skills, notation skills, IT skills, the ability to work in multiple settings, organisational skills, time management and flexibility. All of these skills are both necessary and there are some desirable skills expressed on many job adverts such as being multilingual and fluent in more than 1 language, but this skill is not entirely essential. Most of my independent research had been conducted by online recruitment websites which regularly update their requirements for a translator job. Therefore, when evaluating this method of gaining research on the specific skills needed for my ideal job, in future I would like to gain job descriptions and specifications outside of the internet (i.e. by ask agencies, employers of respectable companies) on what specific skills employers look for in candidates when there are job posts for a translator.
To accurately document and track my progress with my personal development plan, I have created and adapted a table format for my personal development plan below using Peter Morgan’s set example (Morgan, 2017). Please see Table 1. PDP below:
	Competency / Skill
	Action Required
	Resources Needed
	Review Skill
	SMART Goals & Aspirations

	Public speaking
	Use a louder tone of voice, be clear and concise and gather feedback 
	Script or flashcards for speaking, microphone, computer, PowerPoint
	I have practised many public presentations in class (UWTSD)
	I would like to be fully confident in public speaking and get 10/10 on evaluation

	Notation 
	Write only relevant notes and condense notes once done
	Pens (coloured to organise work), paper, or laptop notes using Microsoft Word
	I have written many lecture notes both online and in-class to practice this skill
	I need to be quick at note taking so I gain and revise information quicker 

	IT Skills

	Use more IT programmes to be advanced in technology
	Computer, downloaded programmes, Microsoft, 
	I am still in need of further practice to help my IT skills
	I wish to be confident with computers and efficient with modern technology

	Flexibility with time management
	Plan ahead events, meetings, social and educational activities 
	Planner, phone calendar, updated email service/ up-to-date contact details.
	I have kept a regular diary of events and be flexible to my peers for group meetings
	I would like to be fully organised for planned learning and career opportunities to help towards my career path


Reference: Table 1. PDP
One skill I have audited into my personal development plan (PDP) is public speaking. This skill is categorised under communicational skills, but during the formation of my own personal development plan, I felt as though “communication skills” was too broad of a skill to audit which would make achieving this skill over time very difficult as this is not a specific skill. Therefore, I audited “public speaking” as a specific skill to work on and develop regularly. I used Peter Morgan’s template for my personal development plan to help organise each skill and the actions needed to meet my personal goals and my preferred career choice (Morgan, 2017). Personally, I needed to work on this skill at the start of my UWTSD course because gaining public speaking skills is essential for my preferred career in the future as being a translator requires speaking one-to-one, in meetings, in groups and in formal setting such as public speaking presentations or conference meetings (Sofer, 2006). When evaluating and comparing my current public speaking skills with my career aspirations of being a translator, I believe that after my UWTSD course experience I have significantly improved in my public speaking and I have met this skill. 
Another skill included in my personal development plan is notation and listening skills. Both of these skills go hand in hand because writing accurate notes requires excellent and selective listening skills. Notation and listening skills are important for me to include in my PDP because my preferred career as a translator requires excellent listening skills and written communication (notetaking). In terms of self-evaluating my progress with this skill, I have improved and applied these skills to many different situations. I still aim to further develop my electronic notation skills as I need more practice with typing relevant notes as well as written notes.
As noted in Table 1. above, I have included a skill in which I am still in the process of developing and refining which is my IT skills. IT skills can encompass a whole range of modern technological programmes such as using Microsoft Team, Office 365, emails, using online PowerPoints and doing online research using web browsers to find academic journals and articles (Clarke, 2005). This skill is highly relevant for all jobs and in relation to my specific career goal of being a native translator, IT skills would be essential and desirable for this job as the job may involve the use of computers to virtually translate for clients, especially during restricted times. To critically evaluate this skill, I have included ways I can improve my IT skills such as use more IT programmes that I am unfamiliar with to build upon my skills. Currently I am not fully confident with IT technology and I wish to be fully competent in this skill to help me maximise my employability in the language and communications field or sector (as shown in the personal development plan).
Overall, my skills (explained above and also noted in the table) do compare well with my career aspiration because these transferable skills are relevant in this field and are job-specific in the sector of languages and communications. To evaluate how well I have achieved these skills, my personal development plan included a section on how I can build upon that skill (reviewing the skill) and the resources I need to successfully be competent at these skills I have outlined. Since the changes to education and employment opportunities made by the coronavirus outbreak, I feel I have maximised the available opportunities in this difficult time to reflect and evaluate how well I have achieved each skill. 

[bookmark: _Hlk56464258]Managerial Assessment of Learning & Development Training Methods: 
There are many learning and development methods available for employees use in order to excel within my professional theoretical organisation. As an assistant manager, I would need to identify specific learning and development training methods which align well with my translation and language related organisation which would aim to develop and provide continuing professional development to my employees.
One effective learning and developmental method which is also supported by approved theory is the self-awareness technique to help enhance a worker’s perception, general awareness and accurate judgmental skills. Firstly, it is best to define self awareness because it helps employers and employees understand the importance of self awareness as a learning and development technique or method. Self awareness can be best defined as the complete and whole acknowledgment of a person’s being, which includes their own internal thoughts, actions and conscience (Rose, 2011). In workplace based practice, as assistant manager, I would implement and create learning methods which include the skill of self-awareness by handing out surveys to regulate their personal progress within their job, I would administer monthly progress reviews for each employee and self-awareness related personality quizzes to assess their personality traits and the new skills they have developed during their employment period. Altogether, this would improve their self-judgement and enable them to critically analyse every situation that the job may encounter in an unbiased manner and by being critically self-aware the employers would be more conscious of their personal actions and the consequences they have which means they are likely to learn more from their mistakes and avoid misconduct in the workplace. As an assistant manager, I would critically assess this learning and development technique to be highly effective because the pros of self-awareness is that it is independent for each employee which means individual progress based plans can be given and used by each individual. Another positive to self-awareness technique in learning and development in the workplace would be I could regularly track their progress and provide feedback and employment progression opportunities to each employer. However the cons or negatives of self-awareness technique, would be it is time consuming because as an assistant manager I would have to create these activities (quizzes, progression plans and scenarios) and give these out to employers to complete under a deadline and some employers may find this difficult due to work life balance or other commitments. Also, another negative would be some employers may not follow their personal development plan or learn from their personality quizzes (i.e does not change or improve themselves) and therefore they will not improve their self-awareness which could impact my personal business. Therefore, overall self-awareness technique is a good learning and development technique however as an assistant manager I would have to regularly monitor the progression of my staff in order for it to be effective.  
Another study method, otherwise known as learning and development technique, is lectured learning. Learning through lectures is the most common way higher level students learn lots of information that will be assessed at a later date. There are many published literature reviews which states the importance and usefulness of lectures in the learning of newly qualified employees and students who require training (Charlton, 2006). The advantages of using lectures for my staff, are as an assistant manager I would have little supervision over my staff because lectures are an independent form of learning therefore I can maximise my time as an assistant manager towards other priorities such as managing my personal business. Another benefit of lectures as a learning and development technique in the workplace is that they can be watched from home and also in offices and they can be watched at any time which is useful for new employees because they can refer back to the information should they need to. However, when critically analysing this learning method, one concern as an assistant manager would be it is an ineffective way to learn manual jobs who jobs that require hands on training and lectures are passive learning (Cashin, 1985). For example, a paramedic trainee would find lectures useful for only content learning, but practical learning requires practical sessions held by a professional. Therefore, as an assistant manager I would look to provide blended learning of both lectures and physical practical sessions to help employees apply their learning to multiple settings. 
Lastly, group discussion or group tasks is another good learning and development training technique. The theory which supports this method is Johari Window which states as individuals, we have 4 compartments of knowledge: things the individual knows and others know (1) things the individual knows but others don’t (2) things we don’t know others know (3) and things we know and others also don’t know (4).This supports group discussion because group discussion allows people to converse their ideas including and individuals ideas to the whole group and the whole group sharing knowledge to the individual who is limited in a specific area or specialism. Therefore, this is a benefit because all individuals learn something from each person contributing into the group which is an effective method to learn. However, the negatives of group work are also shown by the theory of Johari window. Johari window has a category where both the individual and others do not know called the blind area (Luft & Ingham, 1961). Therefore, this knowledge cannot be accessed in a group setting because no one is able to educate or teach an area that they are not familiar with so employees may be at a disadvantage if they use this method because they may not obtain the full information they need and they are unable to look to the group for help or themselves for help due to limited knowledge. Therefore as an assistant manager to improve this, I would provide both group discussion and feedback after group sessions to make sure all my employees have the same information and extra information that they would not have known before starting group discussions. 

Reflecting My Academic Journey: 
To begin with, reflecting is very important because it can prove to be very useful for future situations and also it acts as a learning opportunity every time critical thought is given to an event (Fook, 2017). Therefore, I will be reflecting on my university experience with the intention to see how I can improve next time and how I can use this reflective report towards pursuing my personal goals and developing my professionalism and career prospects.
To give some educational context, I am currently studying (and due to finish) Certificate of Higher Education : Skills for the Workplace (Health and Social Care) course at University of Wales Trinity Saint David, taught at the Birmingham Learning Centre, Sparkhill at national level 4 undergraduate for a duration of 1 year full time study. 
Before considering a place on this course, I was in a position where I had a very limited skills set in a range of areas such as IT, research, academic writing, public presenting and independent university led learning (which is now distant due to the coronavirus restrictions in education). Furthermore, when reflecting on the time before I enrolled onto this course, I felt anxious to start because I was challenging myself to unfamiliar situations as I have never experienced being on a higher level study programme and I have never experienced being a mature student with unfamiliar peers. Also, in terms of reflecting on my emotions before the course, I had feelings of doubt about multitasking my educational, family and personal commitments. However, the main feelings I experienced before starting the course was feeling of excitement because this was very new to me and I knew this course would provide lots of advantages such as enhancing my personal profile (e.g. add this course to my educational achievements on my curriculum vitae).
On reflection, during my course at UWTSD, I felt at ease after meeting my peers because we got to know our peers well during the induction time and throughout the course during learning and group activities and this also built my teamwork and communication skills. Therefore, when reflecting on my skills, I was in a better position during the course than before I started the course as I gained lots of confidence over time and I pushed myself outside of my boundaries to gain the university experience. During my course, I was taught the importance of referencing and plagiarism and many other university related skills that can be applied to my future employment prospects. Although I had improved on many different skills during the course such as IT, group presentation and research and writing skills, these improvements weren't fully established as I had a lot more knowledge to gain from my peers, lecturers and module content. But overall, I had significantly improved my skills, I felt a lot less anxious and eager to learn and develop myself.
Lastly, when reflecting near towards the end of my course, I feel as though I have now settled in my university cohort and I have built good student-professional connections with my lecturers and peers which has tremendously helped with my personal learning development. I now have a comprehensive and almost complete understanding of the expectations of higher education learning and the necessary skills required to excel in this mode of study or study programme. Therefore, I am confident and I believe these transferable skills will prove to be useful towards building my own professional profile when I am seeking employability opportunities, specifically in the communications, language and translation sector of work or even perhaps in health and social care related sectors (as I have learnt a lot more content in this area as well as the business and psychology modules of this course or degree). I feel more confident researching, referencing, academically writing and communicating with different people of all backgrounds and I enjoy both independent learning tasks as well teamwork or focus group led tasks. In terms of improvement after nearly finishing this course, I still wish to become more IT literate and I have a strategy in place within my personal development plan to meet this goal beyond the end of the course so that I can keep up to date with technological advances and changes in e-communications. 
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