Task 3

Evaluating own skills and competencies using at least any two analytical tools, such as Johari Window, Swot Analysis, personal development plan (PDP), Personality Test, explaining why these theories and methods are being selected, and using appropriate reflective model(s) assess and reflect on learning as regards, open book assessment, mock interview and UK employment Legislation.
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Introduction.

In this report I am going to reflect and assess my own skills and competencies by using SWOT Analysis, and Personal development plan (PDP). The report will show the theories that can be used to evaluate learning and development training of both new and existing staff, as well as evaluating and explaining why those theories were chosen.
A suitable reflective model will be used to evaluate, and reflect on my learning about, open book assessment, mock interview and UK employment legislation. However, there are other models such as the Gibbs, Kolb and Driscoll, that can be used, but in this report, I will be using the Gibbs Reflective Model (1998), I will also reflect and discuss about the exploring of employment opportunities in this report.



Reflecting and assessing own skills and competencies using SWOT analysis.

As I reflect on the self – awareness themes that I have learned, I came to understand that the major tool that is used in the business strategic planning process can also be used to analyse individual career planning or analyse individual situation against their competition. A SWOT analysis emphasises mainly on the internal and external environments, assessing strengths and weaknesses in the internal environment, as well as opportunities and threats also in the external environment (R. Hansen, and K. Hansen, 2007).

My SWOT analysis.
INTERNAL (Strengths): Inner positive features that are in action and can take advantage of.
· Having work experience
· Being educated, including value added aspects
· Great digital knowledge (e.g. being able to apply computer or digital skills)
· Transferable skills such as teamwork and good communication skills
· Individual characteristics (e.g. being able to work under pressure, good work ethics, creativity, good level of energy, and being able to work in my own initiatives
· Good networking (interaction with successful and professional institutions
· Good sense of humour

INTERNAL (Weaknesses): Inner negative features that are in action and have planned to develop.
· Bad observation skills
· Not able to pay much attention into detail
· Weak work – searching skills
· Weak leadership skills
· Lack of discipline and weak motivation

External (opportunities): An external positive situation, that is not controlled, and can be planned to take edge.
· Positive tendency within a person field that can bring more jobs (e.g. globalisation, and technological growth)
· The opportunities you can get within the field by intensifying your education
· Chances to develop skills professionally
· A selected career gives different opportunities 






External (Threats): An external negative situation that is not controlled, but the result could be reduced.
· Challengers with good job searching skills 
· Challengers with great skills 
· Not being advanced in skills












Assessing the learning and development training of Staffs (both new and existing).
[bookmark: _Hlk100704331]The word learning and development as well as training might sound like same meaning, but truly they have a different explanation. This is very necessary to identify the differences and their meaning (J Neugebauer and J Evans-Brain, 2016).
Learning is when you pursue to bring subjective as well as proportional continue change regarding how a person views experiences and comprehends things (Marton and Ramsden, 1988).
Development is usually larger and longer-term conception; however, it can be seen as preparing staffs for a future that is unknown (Nadler and Wiggs, 1986). Connecting the institutions plan as well as a control plan for staffs and connecting career together with studying strategies, and 
Training is the procedure of increasing work production as well as developing present or unique individual skills, knowledge, and viewpoints in order to work well, effectively as well as making sure ongoing development of job standard (Romanowska, 1993).

In assessing the learning and development training of both new and existing staffs, first process is the staffs must Recognise themselves (SWOT analysis, Feedback from colleagues, Johari windows, psychometric tests and learning style). That means they should know Who they are, things that are relevant to them, things they do value most, how they can find assistance and how do they study. 
The second process is they Explore options (one career, being flexible, having a backup plan, search for chances, concentrate on next step and expect uncertainly). This means they should study strategies that will help them to collect data that are essential to their studies and career interest. 
The third process is to make choices (Cognitive approach and Intuitive approach). This means as time goes on in their career, they might want to switch their concentration on some career choices. Cognitive approach is for those who can recognise the decisions to be made, collect data, and recognise any possible difference, research, and assess alternatives (pros, cons, and viable insinuations for every alternative), decide between the alternatives, apply a strategy of action and Analise decision regularly.
Intuitive approach is for those who like to envision their future (creating mental model).
The fourth process is to taking action (Volunteering, work experience, further education, apprenticeships, networking, applying for work). This will be based on the goals that has been set.

To assess the learning and development training of both new and existing staffs, it is important to evaluate staffs learning style strengths, possible weakness, and practical steps to address. There are various ways of learning, and some could be Activist, Theorist, Pragmatist and Reflector. 





Staffs who have Activist style of learning. 

· Their Strength: They can be seen as “MAKE A START OR TAKE FIRST STEP” unlikely to withstand change.

· Possible weakness: They can work too much by trying to show some impression and can also take some risk in delivering.


· Practical steps to address: They get things done, but how productive are they?  They must think about things, using studying articles and reading.







Staffs who have Theorist style of learning.

· Their Strengths: They do comprehend the larger and heavy problems, and they bring new ideas.

· Possible Weakness: They are into theories but not reality and can be delaying in finishing task.


· Practical steps to address: How can they make decisions or discuss activities in a practical way.


Staffs who have Pragmatist style of learning.

· Their Strengths: They are mostly reasonable, and they can also practice their new ideas.

· Possible Weakness: Emphasising on applications like practical and technique, could mean that individuals or policy are disregard.

· Practical steps to address: Spending a lot of time listening to people, being aware of shortcuts, which can bring issues.


Staffs who have Reflector style of learning.

· Their Strengths: They are pensive as well as cautious. They have deeper understanding and good at solving problems, they are also great in listening and reviewing data.

· Possible Weakness: They like to ask questions such as ‘why, what and how’ without working on their task. They can be seen as slow to finish task.

· Practical Steps to address: Do they feel good when dealing in a group situation? Taking chances to talk in a team or group gathering or giving presentations, getting feedback of their work, and building of confident.


Why these theories and methods were selected.
These theories and methods were selected because it helps to line up your values with the ones of your work institution as well as to allow you to work properly in a role. It allows you to grow professionally, in or out of the institution, in a brief medium period, and increasing your longer-term prospective to match with your dreams and aspirations (J Neugebauer and J Evans-Brain, 2016).







Assessing and Reflecting on my learning in terms of open book assessment, mock interview, and UK employment legislation, using Gibbs reflective model.
Using Gibbs reflective cycle (1998) has helped me to reflect on my learning experience and helped me to be aware of how to think about conditions as well as how to cope with in case it happens again. As I reflect on my learning in terms of open book assessment, I came to understand that open book assessment is applied to motivate learners in using deep studying approach as well as evaluating at a higher cognitive stage (Baillie and Toohey, 1997; Eilertsen and Valdermo, 2000).
When I started my open book assessment, I felt a bit nervous but later I did understand that it is an assessment that student can check their books and prepare some notes to help them pass. It really helped me to understand and remember what I have learned in a long period of time, but at the same time I was a bit stressed because I had to memorise quiet lot of information. It helps me to collect references as I am writing. It motivated me to be more attentive while in lectures and students can also get another opportunity to gain some more knowledge. 

As I reflect on my mock interview, I learned that as an interviewee before attending a job interview, I must assess my job application and job specification. Dressing smartly is also important during an interview. Taking consideration on questions that can be asked is also important. I learned that it is also helpful when you practice interview with someone before the actual time of the interview. In my reflections I learned that nerves must be reduced during an interview and must have a first good impression (shake hands, eye contact, smiling and moving consciously). I also learned to give good answers during interview, because great answers give persuading proof to the interviewer, which shows you are capable to take that position. It is also important to ask question about possible job-related issues (Type of training you could get, how it feels like working for that company. Etc).

When I reflect on exploring employment legislations, I learned that employment law controls the link within employers and workers, it has control over what employers want from their workers as well as workers right of working (Institute of Personnel and Development, 2022). When I reflect on exploring employment legislation, it gave me understanding of how legal standards are set up (Common law, primary legislation, secondary legislation, European law, and European convention on human rights 1950) and where employment law should be applied (Recruitment, Employment contract, Data protection, Pay and Holiday entitlement, working time, Health and safety in the workplace, Discrimination, Discipline and injustice, Dismissals, and redundancies).
· Recruitment: it is against the law for employers to be discriminating against work applicants and existing ones, because of their (e.g, age, disability, gender, race, or religion) Equality Act 2010.
· Employment contract: The term and conditions of a job explains the link between employer and the worker. Employment Right Act 1996.
· Data protection: This is about protecting vital information as well as ensuring it has been used well and lawfully.
· Pay and holidays entitlement: Every employee is entitled to 28 days minimum amount of yearly leave, which is the employer duty to issue that.
· Working time: This is controlled by the working Time Regulations 1998, which it reduces the working weeks into 48 hours
· Health and safety at job place: This is to make sure there is a safety working environment for workers.
· Discrimination: The legislation that controls discrimination in the UK is the Equality Act 2010.
· Discipline and injustice: Employers need a successful and clear policies as well as process to cope with complicated issues at work.
· Dismissal and redundancies: This happen when a contract is ended, either being noticed or without.

Assessing and Reflecting on my learning, in terms of Exploring Employment Opportunities.
As I reflect on my learning in terms of exploring employment opportunities, I was able to gain the understanding of the steps to follow when looking for employment opportunities. I learned the first thing to know is to-


· KNOW YOUR – SELF (Things that inspire you, career ambitions, your strength and weakness and your kind of personality).

· NOT LIMITING YOURSELF INTO SINGLE OPTION (Preparing a brief list of liked options could be functional plan and being able to transfer skills).

· RESEARCH OPTIONS REGARDING TO DEGREE (Studying what graduates do and using some external websites that have functional guides regarding options connecting to degree).

· FIND EMERGING CAREER OPTIONS (Searching of employment websites as well as speaking to employers).









Gibbs Reflective Cycle (1998).
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Conclusion.

In this study I conclude that, open book assessment can help to motivate learners in using deeper approach as well as evaluating at a higher cognitive stage (Baillie and Toohey, 1997; Eilertsen and Valdermo, 2000). Individual career planning can be analysed by using the same tool that is used in business strategic planning procedure.
 To assess the learning and development training of new and old staffs, staffs should therefore recognise who they are, explore options and make choices. Staffs should also know their rights, employment legislations and getting to understand how legal standards are set up as well as where employment law should be implemented. Learning effectively and development through a career, is the way forward to a longer-term employability.
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Appendix.

PERSONAL DEVELOPMENT PLAN (PDP).



	Objective
	Time
	Activities
	Success Criteria
	Resources

	Short -Term
	
	
	
	

	To pass my level 4 CERTHE Skills for the workplace.
	May 2022
	Attend lectures, do more research about the course and completing my assignment.
	Still on the course and there is progression.
	Course information from the University, and information on student loan funding.

	Complete and pass my level 5 in Health and Social care.
	May 2023
	Attend lectures, contribute in class and using the knowledge to create ideas, and completing my assignment.
	Course Recognised and placed booked
	Course information from the university. Information on student loan funding.

	Complete and pass my level 6 in health and social care.
	May 2024
	Attend lectures, taking time to reflect, and find workshop date.
	Course recognised and placed booked.
	Course information from the university, and reliable websites.

	Long –Term.

To complete my course, and have the courage to lead and run my own health care company
	January 2025
	Attend other workshops to develop my skills and knowledge.
	Using information, I have gained in my own plenary
	Co-working in other workshops to gain more experience, reliable websites.
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