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Introduction
For this assignment I will be covering several areas relating to my personal development. This will include a reflective report where Gibbs reflective process is used, analysis tools that I have chosen being a SWOT analysis and PDP, looking at how they will help me develop in moving forward into my chosen career and using my transferable skills. I will also be highlighting training methods and theories which I have learnt in this module that I feel are the most beneficial for personal development for the workplace and explaining why I decided to use those for new employees. Finally, I will produce a report based upon self-reflection before and after this course, which will include assessment tools that I have used which allowed me to identify more about myself prior to starting this module and the skills I have obtained. 

Task 1 
In this first piece, I will be focusing on my own skills and evaluating them in relation to my chosen career based on what is required for this role. The tool that I have used to do this is a personal development plan, inspired by Gibbs’ reflective cycle, which was created in 1988, which sets out the aim to allow us as individuals to reflect on events and experiences in phases so we can reflect on our feelings that resulted actions and learn from them by analysing what happened at different stages of our lives. This includes 6 stages of:
· Stage 1 - description                                                        
· Stage 2 - feelings
· Stage 3 - evaluation 
· Stage 4 - analysis
· Stage 5 - conclusion 
· Stage 6 - action plan
[image: ]
 (Gibbs reflective cycle model 1988)
For the last 8 years of my career, I have worked within the childcare sector and made progression into becoming a team leader, so the next step in my career, is to become a manager of a childcare setting, and further onto opening my own childcare facility. I believe I have the transferable skills for a higher level of leadership and the soft skills within my personality that help me interact with others which includes my ability to communicate, delegate and support others through good listening skills which have all been gained from being in a leadership position and are skills that I believe are adaptable to any work setting. But with more responsibility, there are also hard skills, that will come along with this role. Hard skills are considered as skills that need to be taught. After searching online, I found requirements from a deputy manager advertisement, a successful candidate must carry out:
·  Administrative duties
·  Technology skills 
·  Managing Ofsted inspections
· Improving measures and targets.
· Implementing standards
· Coordinating 
       (indeed jobs)
 I have conducted a SWOT analysis to reflect on areas of strength and improvement. I personally found it very beneficial when putting together my SWOT Analysis as it helps to gain self-awareness of my inner self, but also look outward at the environment I am in and the effect that can have. My SWOT analysis will also contribute to the completion of my PDP and highlight the areas I need to focus on. 
	Strengths 
· Good communication skills 
· Organised
· Adaptable 
· Team worker
· Leadership skills 




	Weaknesses 
· Low self esteem 
· Finding balance when leading a team, can sometimes be too friendly 


	Opportunities 
· Further training to improve skills and refresh, I.e., technology skills 
· Continue current university studies in business management, allowing me to gain new skills required for management and a higher level of education 




	Threats 
· Covid 19 
· May need more hands-on leadership experience 
· Competitors for role who may have previous management experience 
· Balance between work and personal life and responsibilities being a mother 
· Being flexible when son starts school 






Planning for anything is about identifying the gap between where you are now and getting to where you want to be (Morgan, 2017). It is important to have a PDP, as personal development is a continuous process that encourages us to improve skills and shapes us as individuals. It allows us to think more about the future and where we want to go, as well as building transferable skills and monitoring our achievements along the way. I have been able to produce my PDP based upon my SWOT analysis and picked out key steps needed for my personal development in the next two years. 
	Skills identified 
	Action needed
	Learning opportunities 
	Action plan 
	Development 
	Review 

	Business management 
	Complete level 5 & 6 to gain full degree 
	Continue onto leadership and management after level 4 completion 
	Pass all level 4 modules and apply for level 5 & 6 leadership and management 
	Complete current level 4 modules on time 
	January 2023  

	Leadership 
	Apply for team leader roles in education settings 
	Online courses and current new job role 
	Work to get team leader role from previous experience 
	Team leader role, to then go onto gaining management role 
	May 2021 

	Self esteem 
	Identifying root cause of self-esteem effects 
	Volunteer to be group leader in future modules 
	Part take in workshops to build confidence 
	Feedback from peers and lecturers on how the task was achieved
	November 2021

	Funding 
	Research funding opportunities for start-up businesses
	Team leader level 3 and online courses
	Continue to work in childcare settings in management
	Familiarise with OFSTED regulations
	December 2021



When putting together my PDP, I also considered SMART targets making sure that they are:
· Specific
· Measurable
· Achievable
· Realistic
· Time based 
With having other commitments, being a mother, studying and being employed it is vital to my development that I measure my targets correctly so that they can be met realistically. 


Task 2 
Within my role as assistant manager, I have been appointed the task of looking at learning styles and training methods for new employees that are joining the team. Training is considered as a process to enhance performance in the workplace by improving personal knowledge, skills and attitudes. Learning and development is about preparation for employees and delivering change in how they understand experiences and see things in the real world. It is important to prepare employees for the working environment in any organisation, which includes them having an understand of who they are and how they learn, so they can perform at their best. Employees need to first understand the difference between self-awareness and consciousness to evaluate where they are at. Consciousness is the state of being aware of your environment and body, whereas self-awareness is having the conscious knowledge of characters, feelings, motives and desires as an individual. 
Theories of self-awareness date back to Duval and Wicklund (1972) which has since been developed. After assessing a range of different methods, I have chosen to use the Johari window which was created by Luft and Ingham (1955). The idea that individuals tend to hide what we do not like about ourselves, and others do not always tell us what we are really like (Morgan, 2017), is the ideology behind the Johari window as it categorises four different viewpoints highlighting areas that are:
· Known to self (open self and hidden self)
· Unknown to self (blind self and unknown self)
· Known to others (open self and blind self)
· Unknown to others (hidden self and unknown self) 
[image: ]
(Successful culture, 2016) 
Working on our weaknesses enables us to become balanced individuals, (Morgan, 2017).  The aim of the Johari window is to enlarge our open self and enhance the perception that others may have on us by minimalizing our hidden selves, although when looking at the diagram all areas seem to have an equal openness, that is not the case, as we as people tend to show what we want people to see. I believe this tool would be useful for the new employees, as they will be meeting new people and working in a team, in order to work effectively as a team, communication is key which is what is needed to highlight all the areas of the Johari window, as it takes feedback from those around you to reveal the parts unknown to self. Revealing the hidden self also comes with communication in expressing feelings, emotions and past experiences so that relationships can be built in the workplace and truly becoming your most open self. 
 The second learning and development training method I have chosen to use, is the Honey and Mumford learning style (1986), which suggests that individuals learn in four different ways: 
· Activists - learn best from having an active involvement and enjoy the experience working with others, activists also enjoy taking on new challenges
· Reflectors – like to stand back and take more of a listening approach, can be seen as quiet as they see things from a different perspective and like to look for the meaning of things
· Theorists – learn best through theories that can be analysed logically, become absorbed in new ideas which may distance them from everyday situations
· Pragmatists – like to link information to real life, pragmatists learn best when techniques can be applied immediately 
It is not to say that individuals will not fit more than one learning style, but it is good identify them and create a balance. Learning styles are important to gain an understanding of how we develop, but also gives clues to how we could be perceived in the workplace, (Neugebauer and Evans-Brain, 2016), which I agree with as your learning style will reflect on your approach to tasks and situations. This could cause conflict and challenges, which is why it is ideal to have a balance and be adaptable but most importantly, it is key that employees understand their own learning styles and those around them so challenges can be overcome when working as a team. 
I believe that this method will be better suited than Kolb's’ learning style (1974), as the experiential learning cycle is not effective at each stage, but only once the four stages have been completed, and suggested that various factors influenced a person's learning style (McLeod, 2017), although the learning styles can be broken down into a combination of two, being:
· Diverging (feeling and watching)
· Assimilating (watching and thinking)
· Converging (doing and thinking) 
· Accommodating (doing and feeling)
I strongly think that Honey and Mumford learning styles are much clearer and identifiable to the workplace.
With the combination of these training methods, I believe it will have a positive effect on the capability and work ethic that the new employees will bring into the workplace and will also allow them to have a better understanding of themselves and continue to grow as employees but also as people. 

Task 3 
Since embarking on this journey to start higher education at a later stage in life, I have gained many new skills such academic and employability skills, team working, communication and business knowledge. But since partaking in this module of career development, I have learnt the most about myself personally and feel that I have grown immensely. Prior to starting this module, I was in my comfort zone on my career path and hesitant to reach higher, but I would say that the tools that were introduced within this module have allowed me to gain confidence because I have a better understanding of who I am. Through reflection and self-awareness, we can be more conscious of our words and actions and the impact they have, (Goleman, 2018). I particularly found identifying my own characteristics through Honey and Mumford’s theory showing a balance between pragmatist and activist, were I have been able to look at weaknesses within these traits and how I can develop them within the workplace. Also, the visual, auditory and tactile learning style test recognising that I am more of a visual learner who needs to see things as well as hear them, which will enable me to adapt more effective methods in future learning such as:
· Using visual aids (flash cards, graphs, charts)
· Colour coding
· Writing down key words and ideas 
· Eliminating distractions (sitting near the front, avoiding distraction of sounds)
As I plan to move forward onto Level 5 and 6 of Leadership and Management skills for the workplace completing my full degree, I believe these methods will help me in becoming a more effective learner and truly reach my full potential gaining a better outcome at the end. 
(education planner, 2020) 
Another tool I found to be extremely insightful, was the personality test which identified me as a defender, who shows traits of being hardworking, dedicated, meticulous, service orientated and supportive of team members. Not only did it highlight characteristics that I was able to relate to within myself already, but it also gave career suggestions best fitting to these traits and how we would be able to perform at our best given the opportunity. After analysing the recommendations upon completion of this test, it helped me to broaden my horizons and look at other career pathways I could take, rather than feeling that I only have the abilities and skills for my current career, it gave a wider perspective on suitability and how my personality can be adapted to a range of roles. 
(16 personalities)  
The previous mock interview assessment has proven to have helped me in moving forward also, this exercise enabled me to look at key points to stand out to an employer and prepare more effectively for interviews. I have been able to apply this when applying for positions recently and have managed to receive multiple interviews and job offers taking that next step in my career.
Another method that I have learnt which I will be using for further development, is the continuous professional development (CDP) cycle, I recognise the importance of actively meeting targets step by step that I want to take in my professional life and how advantageous this tool will be. The CDP cycle consists of 7 steps which include:
· Identify
· Plan
· Act
· Reflect 
· Apply
· Share 
· Impact 
(CIPD, 2020) 
This is considered as a “Methodical approach to maintain and improve professional and personal skills” (Neugebauer and Evans-Brain, 2016). I believe this tool will help me in employment to be an effective employee, but also in running my own business and helping my employees to strive to be their best and therefore allowing my business to be successful with the knowledge of how to development my employees. 
At the end of this module having highlighted specifically what I have learnt, I personally feel more positive about my future due to gaining more self-awareness and an understanding of its importance in relation to professional career development but also in my personal life. I believe I will also be able to work better with others also and help those around me improve themselves. Prior to this course, I did not feel mentally equipped to start my own business or step out of my comfort zone, but now I have methods in place to reach that end goal and continue to grow as a person. 
Conclusion
In summary, all the tools used through each task have contributed to my personal and professional development, tools that I will continue to use as I make progression towards my goals. Some re-evaluation may need to be made, which is why it is important to keep on track and review targets as things do not always go smoothly, it is vital to be realistic and take into consideration what is happening around you, things that may cause setbacks in life. The theories used in task 2, are theories I would use with my own employees when starting my own business, so it has allowed me to think more critically from a managerial aspect and not just as an employer. As well as applying them to myself, enlarging my open self to those around me and being more transparent, working on my weaknesses within my “defender” trait recognised in the personality test. As individuals, we must be willing to learn, because if we are not willing, all the methods taught become profitless without any application or only part application, we must acknowledge the work that needs to be done internally and the first step of that is being aware of those areas. As well as recognising weaker areas, we must continue to build upon our strengths, turning those weaknesses into strengths also. 
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