QUESTION 1 
Personal SWOT analysis 

SWOT analysis is a framework that consists of four elements, strengths, weaknesses, opportunities and threats. It is used to extract important data of your organisation or yourself. It tells you about fact based information that can help you provide complete evaluation. This tool is widely used all over the world. An accurate analysis of your organisation of performance helps you avoid unrealistic goals. 

Strengths: My strengths include time management skills, research skills and creativity. I have competent communication skills and problem-solving approach. My strengths make me perform better at work and academically 

Weaknesses: My weakness includes poor decision making skills which i still have to focus on and make it more better so i am able to take right decisions when a problem arise 

Opportunities: Industry i am planning to work with has been growing its market recently that can really help me achieved better at young age

Threats: My anxiety level has increased lately that might be threat for me to provided optimum performance.

 
Personal development plan

Personal development plan is a widely used tool to determine your strengths, goals, things you can improve, obstacles on your goals. It is actually kind of self evaluation tool that helps you to manage your own performance and growth. 

SMART analysis

Specific: This includes my goals, my plans and things i want to achieve academically and in my career
Measurable: M: This consists of small  goals that i keep achieving which helps me measure my strengths 
Achievable: A: This includes my approach towards my goals if they can achievable or not. 
Realistic: R: This includes logical reasons and realistic approach towards my goals
Timely: T: This includes the time frame in which i will complete my goals

QUESTION 2

SWOT analysis

Overview of swot analysis 
Being a manager in organisation, I can use SWOT analysis to assess different factors about my organisation and my new staff. SWOT analysis explains strengths, weaknesses, opportunities and threats. This will help me be complete aware of everything happening under me. It will be useful for training of my existing new staff

Strengths: Strengths describe your pro points, things you excel at. It explains your competency and strong areas which you can use in future to put in good work. Being a manager, I need to assess strengths of my team. It will help me to make those strengths to use and eventually helps the organisation grow

Weaknesses: Weaknesses explain your low points which you can improve. Every employee has his own weaknesses, It is manager’s job to identify those weaknesses and aware my staff about that. It will help them to improve and do better performance in future.

Opportunities: Opportunities are the factors that may be presented to you which can help achieve better. Being a manager, it is necessary to keep looking for opportunities that can help team perform better and efficient. Opportunities might be new business trends, learning tool and acquiring new skills

Threats: Threats are the factors that can harm your performance and ruin your whole organisation or career. It is very important a manager should be aware of threats and hazards that can compromise the workplace. Identifying all threats that may influence optimum situation of organisation should be eradicated. 

Personal development plan
 
Personal development plans are done to increase your knowledge, gain more awareness, improve your skills and reform better overall. PDP is actually an action plan that helps to identify personal goals and purposes, strong points and weak points, areas which needs nourishing, hinders that come in your way. It is self reflection form of evalautuon that is used widely in workplaces. Being a manager at organisation, to test out my employees performance and my own performance, using personal developmental plan where i am continuously aware of my goals and how i want to achieve them will really help enhance my career performance. 


Benefits of PDP

There are several benefits of PDP that can help you and your organisation. The reason i chose PDP for my evalautuon and my staff’s evalautuon is that It has many advantages of tracking your success and development. It helps you set clear and realistic goals. It helps to improve your employability skills such as time management, organising skills, critical thinking, decision making methods and problem solving methods. It keeps you motivated as you are constantly measuring your success. Moreover, using PDP can increase your sense of wellbeing and lessen your stress and anxiety levels. 

Things to include in PDP

A format of PDP consists of several different things that needs to be established. As a manager, It would be necessary that me and my staff follows PDP
1- Set goals
2- Prioritise goals
3- Set deadlines
4- Identifying threats and opportunities
5- Developing yourself
6- Using support network
7- Measuring progress
 



Johari window
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The johari window is a model that is used to increase a person’s understanding of others. This framework is based on two major ideas 
•Trust can established if any information gets known to others
•Trust can be established by receiving useful feedbacks of other
Johari consists of four quadrants like a window. These four parts recognises 
•Personal information
•Feelings
•Motivation
•Known/Unknown information 
Two out of four panes of Johari window represents self and other two represents unknown part. This model was presented by American psychologists named Joseph Luft and Harry Ingram. It basically describes different regions of awareness of one self and establish relationship through communication. 

1- Open area: Open area is also known ad arena. It includes things that are known to both you and the other person called “known information”. It has “I know, you know” pane. Information such as attitudes, behaviour, emotions, feelings, skills are included in this. Other feelings and desires can collectively known by you and the other person

2- Facade: Facade is the next level panel, and its also known for its hidden contents. It includes keen details about yourself that are unknown to others. Trust is established when these unknown areas about yourself are known to other person. Revealing this eradicates barriers of communication. 

3- Blind spot: This is the third part of Johari window model which is called blind spot. It includes information that are not aware to you but to others. It is understood and observed by other people. These are some unconscious habits that you do not observe about yourself

4- Unknown area: This is the last area of Johari window, it includes informations which is completely unknown to both you and the other person. Information in this area needs to be discovered. It is established due to constant new experiences and are meant to be revealed later in future. 

QUESTION 3 
Kolb’s learning cycle
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Introduction: Kolb’s reflective cycle is a model that is used for experimental learning. Basically this cycle explains experiences of our own after learning. The experiences we have while learning are reviewed, analysed and evaluated in few stages. This cycle is majorly concerned with learner’s internal cognitive processes. Kolb proposed that learning consists of abstract ideas that is applied in flexible situations. 
Kolb states that learning becomes a process while knowledge converts into series of experiences (1984). 

This cycle consists of four learning stage in which all bases are covered by learner.

Experience: The concrete experience stage is the first stage or this reflection model. In this stage, a new experience is discovered by learner or old concepts are renewed. Learner explains what he sees and how he feels about the concepts. 

In reflection of my experience, this stage of kolb’s cycle by learning in this module. I developed many new concepts and learned new experiences. They helped me clarify most of the things in practical life and competent tools were learned by me that help me in professional life such as SWOT analysis, CV making etc 


Reflect 

Reflective observation stage is the second stage of Kolb’s reflective model. In this stage, learner explains the situation thoroughly. This stage shows about success and failures of experiences learned and it also tells you about the activities done by learning and how did they shape you.   
In reflection my experience, reflective observations of what i have learned in this module has been a great success. Activities that i did in this module including mock interview, open book assessments has made me very confidence about my academic learning. I have good grip on some newly established skills i discovered in this module. 


Conceptualise 

Abstract conceptualisation is the third stage of reflective cycle. This reflective stage tells you about new ideas and concepts modified from preexisting concepts learned in this module. This takes reflection of learning to the depth and different ways of handling the situation and new strategies are acquired. This stage also includes healthy discussions with colleagues where you can different perspectives of others for better understanding
In reflection of my experience, abstract conceptualisation was really helpful in my learning. It helped me sharpen my critical thinking skills and coming up with new strategies of module concepts made me very professional with my work. I also discussed learning outcomes of module with my classmates and it really helped me get deeper undertsanding



Apply 

Active experimentation or apply stage is the last stage of this reflective model. At this stage, new plans are generated and those plans will be tested and applied for active experimentation. Theoretical knowledge learned in this module is practically applied and these practices help with professional career of an individual. As these experiments are executed, they become learner’s new concrete experiment. 
In reflection my experience i have applied theories i learned in this module. For example making my own CV, making personal developmental plan and making personal SWOT analysis 



Gibbs reflective model 
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Gibbs reflective model was proposed by Graham Gibbs in 1988. This is a framework for evaluating new experiences and it is presented in a cycle so every stage repeats itself at some point. This cycle can be applied for either single or multiple experiences as well. 

It has six stages 

Description: 
This is the first stage of Gibbs cycle and as name suggests, it is describes the experience. This stage is comprehensively detailed. Many questions are answered in this stage like where did the experiment happen and what was it, what was its purpose, what was your performance and contribution, what was result of experience. 
In reflection of my experience, description of content learned in this module was learned with each lecture and class activity and my performance was competent as i contributed and participated 

Feeling: 
Feelings is the second stage and its a very significant stage of reflection. It describes feelings of the learner, what were the emotions involved and what were the sentiments by getting this new experience
In reflection of my experience, i was very confused in the start of this module but slowly i picked up my pace and got confident with my work. This helped me participate more in class

Evaluation
Evaluation is the third stage and it describes pros and cons of the situation. Whether learner is feeling positive or negative about the experience. 
In reflection of my experience, learning 
in this module was overall positive for me, if there were any negative areas, i avoided them and focused on academic work


Analysis
Analysis the next step where learner analyse and stay on “why” question about the situation. He explains what went well and what didn’t go well and whole sense of experience is explained
By learning in this module, a lot of things stayed well for me as i was learning and understanding all the concepts and retaining them in my memory 

Conclusion
This stage basically concludes the situation and it helps you understand the results of the experience. It explains skills you learned and areas of improvement are discovered 
As the result of learning in this module, i have acquired many new skills and have evaluated what i can do better next time such as time management and competent decision making


Action plan
Action plan is actually for future. Learner reflects his situation and makes a plan for next time about what he can do better next time and where did he lack in the situation.
In reflection of my experience, I have come up with many strategies about what I can do better and evaluated about my lacking in the module
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