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Personal SWOT analysis helps us to identify our strengths and make the most of them by comparing them to the available opportunities. We all have weaknesses. By identifying and managing these vulnerabilities, we can avoid potential threats from these vulnerabilities. Personal SWOT makes the process simple, visual and practical.
‘Assessing strengths, weaknesses, opportunities and threats – SWOT analysis – has been a well-established component to strategic planning’ (Kotter, 1994).

I am using SWOT Analysis because it is a method for identifying internal strengths and disadvantages and outdoor opportunities and threats. This important exercise is useful for individuals. Whether we are looking for a new job or to climb the business ladder, personal analysis helps us achieve our career goal. 
It is common for people to brainstorm their strengths as part of their personal SWOT analysis.
My personal strengths are positive personality, knowledge and skills. I am good at problem solving, organized and optimistic overall.
My weaknesses analysis is helping me to understand and work on myself in a constructive way.
I need to be more disciplined, especially when I do what I need to do, such as budgeting or cleaning up. I can be impatient and moody, my family and friends say I can be messy.
[bookmark: _Toc100320575]Personality
I’ve also used a 16personalities.com test that shows me my personality, according to my personality which is Logistician, I am a very responsible person who is also practical and dutiful, which means I’d stay committed to my tasks and responsibilities, both key aspects of being a social worker.
Using personality for strengths is a good idea because ‘personality traits predict employee work effectiveness.’ Says Li, Barric, Zimmerman and Chiaburu (2014).
However I can often unreasonably blame myself, and sometimes I’m too stuck with the rules which according to 16personalities.com (2022) this ‘makes me reluctant to bend those rules or try new things’. So I need to keep an open mind about that to avoid missing opportunities.
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To be an effective training manager requires highly developed skills in several key areas. 
The trainer's main skills are: 
· Communication: The trainer is responsible for communicating important information in a way that employees can immediately understand and apply. The rationale for training and development needs to be effectively clarified in order to engage participants in learning and improve connectivity to a wider range of business goals, if people understand the meaning of doing something they’re more likely to actively engage. 
· In addition, important listening, questioning, and synthetic skills are required to assess the current performance of an individual or organization and specific growth areas. 
· Organization: To effectively provide employee training, you need the ability to organize appointments, materials, people, and physical spaces in a way that optimizes learning and engagement. As an organization grows, so does the need for these important organizational skills.  
· Planning: To be an effective training manager, you need short-term and long-term planning. Short-term planning skills related to logistic tasks to conduct training. Long-term planning skills are more related to the overall scope and order of the environment, instructional design, and development tasks. Developing a training plan with the ultimate goal in mind is an important planning skill for training managers. 
· Interpersonal Skills: Being able to interact with employees during a training session or one on one goalsetting conference requires empathy and warmth. Both employees and supervisors are more likely to readily participate in training and development opportunities if the training manager establishes a human connection and grounds the training work.
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Performance development planning is a tool for improving employee performance. The PDP process helps managers and employees identify areas for improvement, set goals, measure progress, and outline strategies for achieving those goals. It is used to ‘document information about the competencies the employee worked on and is planning to further develop in the near future’ say Van de Wiel, Szegedi and Weggeman (2004)
Performance development plans are typically implemented quarterly (consistent with regular quarterly performance reviews), allowing employees and their managers to track progress and make adjustments as needed.
This would be the way I assess the development and learning of my team.
Managers and other leaders typically lead the PDP process with their employees, reviewing past employee performance plans to identify opportunities for improvement and making recommendations before meetings. Then reviewing their performance together and creating a future development plan.
There are many ways to develop your skills and improve performance results. 

Once me and my employees have identified key goals to work on next year, we can consider including the following activities in their performance development plan: 
· New project or responsibility 
· Workshops 
· Seminars 
· Expert meetings 
· Gaining certifications 
Each activity provides an opportunity to develop expertise, learn new skills, and share talent both inside and outside the organization. 
I would inform the team in advance when to perform a performance review (at least 2 weeks) and ask them to develop their own draft performance development plan for the review. 
[bookmark: _Toc100320579]Detailed process
According to Beausert, Segers, Fouarge and Gijselaers (2013) ‘the tool should more often be used to get an overview of desired future plans’
For the most effective PDP meeting, I’d have my team perform the following steps: 
1. Check performance 
Employees would review the performance of the previous quarter (or the time frame we are tracking) and evaluate what worked, what didn't, and what they want to focus on in the next quarter. 
I would provide a brief summary of performance assessments in advance to guide in creating the report. (This document should emphasize the areas of improvement or growth identified). That way, we’d be on the same page when we meet. 
2. Identify improvement goals  
Next, employees need to set goals based on the areas they want to improve (or performance issues identified by the manager). Usually, one to three goals are sufficient for each "improvement category".
The goals must be specific, consistent with our organization's goals, and realistic. It's good to have goals that challenge your employees, but they also need to be achievable based on the resources available within a given time frame. We can consider using the SMART Goal framework so that team members can set goals that can be reasonably achieved. I as the manager can help teams improve their goals so that they are meaningful to both individuals and the team or the entire organization.  
Good skills to work on are, social skills and teamwork knowledge, as according to Morgeson, Reider and Campion (2005) ‘social skills and teamwork knowledge incrementally predict performance’
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I will be using Gibb’s reflective model on what I learnt through my open book assessment, the mock interview, and other information about UK employment legislation.
[image: A model of reflection | Gibbs reflective cycle, Reflective, How to plan]
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In the open book assessment, I had 2 hours to research a topic and write about it, showing my understanding. I was feeling stressed as there was a time limit and that usually is not the case when doing assignments, but was determined nonetheless.
What was good is I managed to quickly focus and look for relevant information, what was bad is that I had trouble writing it out in a clear manner because of the time limit.
From this experience I understood I have the right ideas and get the gist of things quick, but need to work on my speed and expressing myself.
I could have not overthought too much my information sources so I could get more time in to write about them. If I had to go through the situation again I would limit myself to google scholar so I don’t waste time verifying the credibility of the source, and can better think of how to write the assignment.
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With the mock interview I got to practice a lot of skills, I had to research a job opening in advance, prepare for an interview and learn about common etiquette. As well as create and update a CV along with a cover letter, which I also had to learn how to do properly and follow the general rules so it was tidy and concise, making it easier for potential employers to know about me and my skillset, so they can decide to hire me. 
I also learnt however that the CV is the main thing that teaches the interviewer about me, and that ‘the interview provides information about attitudes rather than external facts’ according to Bingham and Moore (1931)
I was tense as I get nervous in interviews, but it was not so bad to prepare for it and I found that I got calmer by practicing a bit, however I still struggled picking the right words to seem professional. 
I think I just need more practice to get it perfect. I could have watched videos of live interviews to get a sense of the tone people use, as that is not something I could learn by reading, if the situation arose again I would prepare until I don’t get tense anymore at all.
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I had to prepare a CV for the interview, and thought it’d be easy, but I learnt how to really be well presented. The first impression is important. If your employer picks up your resume and finds it visually confusing or overwhelming, they will drop it.
So I learnt many formats and ways in which one can present themselves, and how to get across information efficiently while highlighting the best aspects of myself. 
I learnt that education and training are functional areas that are being transformed by new technologies. Showing in my resume that I am familiar with these and that I have used them to provide a successful training program can make me stand out from other applicants. In addition, the use of social media and collaborative training tools is of particular interest to many employers. Also, when describing my experience in my resume, identify cases where these initiatives have helped reduce costs. This is the most important area for many companies.
Qualifications, like a bachelor's degree are a normal requirement for undergraduate and graduate professionals, and some jobs require a master's degree and qualifications, so I have to make sure these are easy to find on my resume. 
I should also write down any skills I have even if they do not seem relevant to the job, Carter et al. (2017) said that ‘it can demonstrate some commitment and diligence and expertise in something that you can use in your job’.
I could have looked for more specific templates related to the specific job I wanted the CV for, and if I would have to do this again I would definitely look for job-specific tips of information relevant to that position that I could put on my CV, and impress the interviewer. I would also read up on more knowledge about the position to not be caught off guard with questions about what my expected responsibilities would be.

[bookmark: _Toc100320584]UK employment laws
I learnt that employment laws protect businesses and workers alike, they clearly state the obligations toward employees and what benefits and safeguards business owners have. They’re laws trying to keep the relation between employer and employee fair and safe. 
For example they state rules about holiday entitlement, formal notices and disciplinary rules, ensuring fair work and fair pay.
These laws also help protect against discrimination, whether based on race, gender or disability, as well as protecting workers at risk with the health and safety work act, which ensures that all staff is working in a safe environment and holds the organization liable for any damages.
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