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Introduction


The aim of the report is to create a reflective portfolio. In this report I will be including how to review my skills and competencies using the analysis tools learnt in class using both SWOT Analysis and Personal Development Plan (PDP). I will also analyse the skills required to be an ‘effective manager’ in my chosen industry which is a manager in a care home for the elderly. I will use a reflective model to assess the concepts I have learnt from this module. I will speak about setting goals and objectives of UK Employment laws, learning theories and self-awareness methods. 



















SWOT Analysis

A SWOT analysis is a way used to assess strengths, weaknesses, opportunities and threats which are involved in an organisation, project, plan, person or a business activity (Gurel, 2017).
Leigh (2009) mentions SWOTs are frequently organised in a 2 by 2 table, with inside accompaniments of presentation considered as strengths and internal inhibitors as weaknesses. The SWOT process consumes solicitation to at least four constituents of the human performance technology (HTP) model. Away from these overall groups of HTP preparation, SWOT analysis may also have requests inside grateful inquiry, benchmarking, industry analysis, circumstances analysis and scenario planning. Single SWOTs should be inspected in relation to one another agreeing to assessments of their involvement to the anticipated performance, besides with calculations of the progression to which every reason is or is not in the establishment’s control. Leigh (2009) also mentions that analysis is used within the businesses control (Leigh, 2009).

Figure 1. SWOT on myself as a Manager.
	Strengths
· Punctual
· Focused 
· Organised 
· Multi-tasking
· Communication
· Very Helpful
	Weaknesses
· Speaking in Public
· Straight Forward
· Presentational Skills
· Tendency on Workloads
· Self-Criticism 
· Works too Much

	Opportunities
· More Training Options
· Developing Skills
· Praising Staff
· 1-1 Supervisory 
· Incentives
· New Staffing Levels
	Threats
· Competitive Pay Rates
· Job Losses
· CQC
· Staffing Levels
· HR
· Tribunals
· Replacing Staff




Personal Development Plan (PDP)



A (PDP) Personal develop plan is a plan intended to develop skills that are needed especially in the work life. A personal Development Plan helps you to set your aims and what you want to accomplish, strengths and weaknesses, the part’s you want to progress besides improve to encounter your objectives. 

A (PDP) is used to:

· Offers you with perfect aims
· It supports to recognise your strong point and flaws
· Tracks your development
· Rises your drive
· Progresses your employability
 (Putter, 2021)





















Figure 2. PDP on myself as a Manager
	Personal Targets
	How will it be Achievable 
	Will it improve the Employability Prospects
	Is it Achieved?
	When by?

	Graduating from University
	Ensuring I have the correct knowledge
	By gaining the qualifications 
	By Graduating
	17/01/2022

	Right Skillset and Credentials  for Managerial Roles
	Become a manager
Having the right qualification and training
	Having the right training to build on experience 
	Before starting managerial role training is required

	14/02/2022


	Being a role model
	Duty of care to staff and residents
	Good management skills
	Ensuring that knowledge and communication is vital when staff come for a problem
	27/03/2022











Residential Care Home Manager


In my chosen industry in health and social care to be a good manager, you need to have:

· Good communicational skills
· Listening skills 
· Team player
· Trust and honesty
· To be Patient
· Provide clear direction
· Take control in a crisis
· Set procedures and targets
· Manage problematic circumstances
· Help others develop their improvements
· Support others manage change
(Cook, 2009)


Managers hold a significant purpose to keep effective information going and encouraging pleasant associations inside the place of work. Managers dedicate most of their period to interact with their staff. Manager-watching studies have said that managers spend over 60 per cent of their own time in planned and unplanned meetings with other individuals, 25 per cent of managers time is spent doing desk based work, 7 per cent they spend on the phone and 3 per cent they use walking from place to place at work.

(Hargie., Et Al, 2004)






Communicational Skills



It is very important to have good communication skills in work settings to understand what is going on, if you do not have good communication skills everything will go wrong. Studies show it is an important role for managers to communicate. Hargie, Et Al (2004) stated that Communication, particularly oral skills are important factors of achievement in the business society. Managers who employ former students think that the importance of oral communication skills for career achievement will rise. The outcome is todays former students come through with high expectations of what they want from businesses, not the slightest of which is expected that communications will be two-way and thoughtlessness will be taken into account.

(Hargie., Et Al, 2004)























Team Player


To be a good team player as a manager you must be able to:

· Be able to work and communicate with other colleagues 
· understand the environment you’re in
· be able support colleagues 
· be flexible with role
· commit yourself to the role
· to be engaged 
· Hold yourself accountable for any worries that may arise in the workplace


Managers trust that teams regularly offer improved conclusions than a person alone. Companies employ such ability or improve it. This article looked at team teaching, team understanding, mentoring, contribution in team sports and socialism/independence alignments were connected through team knowledge, skills and abilities (KSAs) in problematic resolving, statement, encounter resolve, objective and improvement. The greatest reliable discovery remained that individuals with advisers stayed extra possible to be high on all team KSAs. Staff whose groups were together the prolonged in the role they had tougher teams. 
(Hartenian, 2003)









Listening Skills


     As a manger you should have good listening skills such as:

·      Be an active listener
·      Give speakers your full attention
·      Ask questions
·      Summarise and emphasis
·      Work towards a solution

The skills to recognise and show capably to verbal communication are identified as listening. The efficiency in listening depends on the connection between the sender and receiver of the message, can be found to be a key skill more predominantly for the managers in professional organisations though attaining need based material to achieve their careers effectively. The value on interactions amongst others and brings out the success largely can be influenced by the listening skills of the particulars involved. Non-interactions can affect the associations that can lead to labour related problems. To develop a decent auditor, one needs to prepare and develop unique abilities so that the crucial evidence produced by the presenter is clearly obtained by the effective auditor. A great deal of focus and strong strength of character is necessary to grow into an effective auditor. Hence, attending amongst others, is some of the greatest critical abilities some must need. Numerous individuals come up with terrible hearing problems and therefore want to leave a great deal of attempt to end these behaviours to become efficient at work. This exposes the development in place of work production is likely by emerging effective listening abilities and improved interaction at each stage (Rane, 2011).






Smart Goals and Adjectives


This article shows a debate of SMART goals and how to use SMART goals spread sheet in the Teaching environment it can develop pupils with their understanding outcomes. The writers directed a contrast of Management and Fundamental programs since 2010 and 2011 on a main scheme mandatory for the group to adjust the learners could progress with other routines through wanting them to apply SMART goals earlier in the period. Knowing early can show outcomes that this suggestion may be right. This article analyses the past of SMART goals and offers sample how tutors can use the tools in the schoolroom site to expand pupil knowledge results.
(Lawlor, 2012)

Goals are the fairly overall towards which much additional exact sub-goals or aims are focused. This is usually when most of the much misperception regularly arises. Goals and objectives are not very unlike conceptions, although sub goals and objectives are mostly the same. The propagated term, SMART goals, really states to additional sub-goals and objectives then it ensures to the greater wider word, goals. In the plan that tracks, the term objectives is used as of its close link with Peter Druker’s well recognised practice of management by objectives (MBO), and since of it’s more practical use as a straightforward organisational skills. 
(MacLeod, 2012)












UK Employment Law

Employment law can be precise as well as separated aimed for the resolutions of education in numerous techniques. The highest upfront and suitable from an employer’s opinion it has a three way separation focused at guidelines of the three types of relationship that are structured by employment law. These are the three relationships:

1. The employer-employee relationship
2. The employer-trade union relationship
3. The trade union-member relationship


The law leading the key of these three relations is considered ‘individual employment law’ and is the attention of the main five parts of this book. It includes dismissal law, discrimination law, health and safety law and the various other rights that ensure different workers for example the national minimum wage, the right not to have unauthorised deduction made from wages and standard maternity rights.
(Taylor, 2015)

[bookmark: _GoBack]This report (Deakin 1986) stated that physical variations in the labour market must be inspired at improvements in the legal and established scheme of employment regulation. The contemporary importance in the government’s employment policy upon the deregulation of labour markets and product markets has developed progressively as a basis for changes in labour and welfare legislation. This procedure increases major enquiries about the environment of state intercession in the labour market and around the part of law as a procedure of the ruling. An sympathetic of the arrangements, jobs and communal procedure of the monitoring mechanisms oblige investigation of the historic environments in which such mechanisms progressed. This examination exposes a convinced homology amid the arrangement of legitimate crescendos, articulated in relations of equal legal policy and conceptual logic, and then the actions will change and expansions in organisation of the United Kingdom labour market. 
(Deakin, 1986)

Learning Theories

The Johari Window- is a theoretical tool for demonstrating the communication amongst something that is recognised or unidentified to themselves and other individuals. It has remained in its unique system as a base for schoolroom trainings since its introduction in 1955. The article claims that incomplete efforts to operationalize the model have stayed comparatively ineffective. A substitute to the classic Window is established that emphases on four roles essential to achieving better directness and personal growth-feedback solicitation, self-disclosure, providing feedback and facilitating disclosure. It has offered as an everyday tool for practical pupil tradition in the area of social associations.
(Newstrom, 1983)

This model has an evaluation of Honey and Mumford’s knowledge theory, whereas distinguishing its ground-breaking accomplishments. Enquiries what Honey and Mumford mean by knowledge, involvement and discovers the legitimacy of observing experience as the main “motor” of learning. Advances uncertainties about the classification of the learning cycle as portrayed by Honey and Mumford. Asks: Does the learning style survey eloquently amount of learning partialities or is it more precisely a character questionnaire? What do convinced questionnaire scores mean, e.g. low scores through the spectrum? Doesn’t definite subjects and situations recommend the learning tactic nonetheless of one’s fondness?
(Caple, 1994)











Self-Awareness Methods



 Impartial self-awareness theory has experienced vital variations in the three decades when Duval and Wicklund’s (1972) unique preparation. The article shows new suggestion that allows on the simple views of the theory. Some of the opportunities of the self-awareness theory need review, mainly on how outlooks impact the method and prevention of self-standard inconsistencies; the environment of standards, especially when they are altered; and the part of casual attribution in leading divergence reduction. Though, numerous uncertain theoretical matters continue; upcoming theoretical and pragmatic guidelines are debated.
(Silvia, 2001)























Conclusion 


In this Reflective Portfolio I have analysed my skills and put together has been use SWOT and PDP in relations to my chosen industry as well as my own skills I currently have. During this module I had to complete a mock interview the feedback I received was good articulation of knowledge and self-response, good demonstration of teamwork, good demonstrate skills of employment with personal responsibility. The feedback that I received back from my tutor was to have better eye contact, ask more questions to the interviewee and speak more about myself. I have also briefly spoken about all the syllabuses that I have learnt in class. The Johari Window combines with the learning theory. I learnt this in class as well as research for this portfolio, this helps being mindful of one self. In order for this work all four components in the 2 times 2 tables needs to be complete. 
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