[bookmark: _GoBack] NAME: Keisha Williams
 
Student Number:2014976
 
Module: Professional and career development (BMSW4005)
 
Lecturer: Olubukola Adegbite
 
Assignment title: Portfolio of work 











Contents
 
Introduction…………………………………………………………………….. 
Evaluation of my skills………………………………………………………...
Learning development and methods………………………………………..
Johari window............................................................................................
Evaluation..................................................................................................
Reflection of my experiences.................................................................
References................................................................................................
Appendix..................................................................................................


























 
 
Introduction
In this reflective report I will present to you my chosen career choices, and the employment skills required to fulfil this job role. I will then be showing a guide of what is known as a personal development plan PDP followed by SWOT analysis, this will help assess the skills I already have, which will then show why developing these skills are important which will then help to achieve my upcoming career goals. Also, in the reading of this portfolio I will reflect on how different learning developments and styles such as training which is beneficial for employees to conclude the last part of my reflective writing in this report I will be looking back on my past experiences before learning this module and compare them to what I have now learned.





















	PERSONAL DEVELOPMENT PLAN 




	Goals 
	Action 
	Resources 
	Time Frame 

	Short term 
Complete missed modules from interruption of studies in 2021 
	Attend extra lessons that help with referencing how to use good literature – recap modules better schedule 
	Extra lessons moodle
E – library 
Student services 
	December 2022

	Short term
Complete University 
	By attending university campus or online lessons completing a three year course 
	Assignments lecturers Moodle 
Online help 
	December 2022

	 Long term 
Open my own food business at home or elsewhere
	 Find out the Nessercary steps to opening a food business 
	 Google, GOV,UK websites, Mother has experience courses 
	January 2024 




The table shown above shows my own self-evaluation known as a personal development plan (PDP) this is a structure of framework which is usually used to help you become aware of your strengths and weaknesses, to develop better skills which will then help you work out what you want to and how to achieve career long term goals. Best way to start this is by using PDP starting off with short term goals as I have shown above 
With the entrepreneurial career I have chosen to sell food I know to do this I will require a food hygiene certificate so the PDP reflects the time it may take me to achieve these.









Skills that are needed for my job role are as followed:

· Exceptional cooking skills 
· Management skills  
· Customer service skills 
· Good organisation & prep skills 
· Punctuality / Time management 
· Being able to make good judgement 
· Team work 
· Good Leadership 
 
 From the following skills listed above some I have already put in to practise and perform well in a professional manner, such as demonstrating good customer service which I have had many years of experience over the years, I have worked in a family owned catering business this job role required me to listen carefully to customer's needs, and be able to communicate effectively, another one is being able to make on the spot judgement or to answer any questions confidently, knowing of ingredients is very important Also being able to work in a team. Capacity communicating with chef for any dietary requirements you may be unsure of If this is not communicated effectively, it may have life changing consequences for those involved. Working in teams is also another part of my job role. Another one is working in a team if working in a team is not performed correctly, it can cause a lot of confusion for not only customers, but for staff in catering not knowing who has been served from, who has down to following and  listening to any special dietary requirements they may have, noting allergies is especially important and this information will need to be voiced to the chef in the kitchen so he/she is aware of this.
Time management whilst this may be one for me that still needs improvement, I believe attending university has helped me have a better understanding of what time management really is having to attend lectures, given deadlines for assisgments is all a test of what good time management Is. When these are not met can cause you to fall behind or may even impact on your grades which may then affect your goals given to yourself overtime.
Another skill that I am able to develop is teamwork, as we are set group being in these gr

SWOT ANALYSIS

	Strengths

· Certificate in level 2 food hygiene & safety for catering 
· I am an exceptionally good cook
· Have 3 years in catering experience

	Weaknesses 
· My focus 
· Giving up easy on things 
· Using any spare time I have  adequately 
· 

	Opportunities
· Gain more knowledge from university 
· More knowledge from parents who are qualified chefs 
· Help with any information or funding from GOV,UK 
· Recipe try outs / recipe 
· ximprovements 
	Threats
· May not have enough funding 
· People doing the same thing 
· More experienced competitors 


 


