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1. Introduction
I am presenting a reflective portfolio for myself regarding what I have learnt from this module. I will be using the analysis tools that I have been taught and will be providing a SWOT analysis, and Personal Development Plan (PDP). I will also be analysing the skills that are required in my sector of work to be an effective manager. Finally, I will then be assessing the concepts that I have learned from this module and stating how it has helped me. 

2. Skills and competencies
I have created a personal SWOT Analysis grid which is an acronym which stands for strengths, weaknesses, opportunities, and threats. “A personal SWOT analysis is for an individual in pursuit of their career goals, it provides insights based on your personality strengths and weaknesses, what challenges you see ahead of you, and what opportunities are present around you now and, in the future,” (Martin 2019).


	STREGNTHS
	WEAKNESSES

	
· Creativity
· Listening
· Time keeping
· Adopting different learning requirements
· Communication
	
· Confidence
· Risk taking
· Organisation

	OPPORTUNITIES
	THREATS

	
· Motivate people
· Stand out from the crowd
· Promotion opportunities
· Training
	
· Activities which are useless and do not learn new useful skills and experience
· Competition
· Rejection



I have created a personal development plan (PDP). “A PDP is a form of self-evaluation and self-reflection that is typically used in higher education and the workplace” (Putter 2021). 

	To be developed
	Expected goal
	Actions I will make
	Success criteria
	Application
	Deadline

	Get my degree in health and social care
	
Level 5 and 6
	
Study at university
	Able to have the qualification I need
	For better job opportunities
	
10 January 2024

	

Job position
	

Manager
	
Work harder and improve skills
	
Able to be a successful manager
	

Authority
	

1 September 2024

	

Confidence
	
Overcome low self esteem
	Train at university and practice with friends and family
	Able to be more confident when speaking in public
	
For meetings and presentation
	

10 March 2022

	
Eye contact
	To show interest to whom I am speaking with
	Practice activities which help me keep good eye contact
	Able to give great eye contact when speaking to people
	
For better communication and interest
	
5 February 2022







3. Effective Manager
The industry I am currently working in is an after-school club which vary from children from the age of 3 years up to the age of 13 years. My job role is to collect the children from school on the minibus and take them to the centre where we are situated. Once the children are in and settled, I make them something to eat, and the children will then do some arts and crafts or just play with some toys or even watch some television before their parent or carer arrives to collect them. “As a manager, your goal is to help the members of your team complete tasks in a manner that is efficient, consistent, and aligns with the company’s overarching strategic goals. To accomplish this, you must clearly articulate what those strategic goals are while also detailing the specific work and processes that will be required of your team to reach them” (Stobierski 2020). The skills required to be an effective manager in this sector of work would be as follows.
· Health and safety risk assessment 
Management would have to ensure that the workplace has been conducted with a health and safety risk assessment. This will be done to ensure that the workplace is safe and that the business is abiding by all the relevant laws. “A health and safety risk assessment involves considering the risks in your workplace and putting measures in place to control them “(Westbrook, 2019). 
· Signing in and out sheets
These sheets will be to ensure who is in the building today and what time they came and what time they left.
· Policies and Procedures
Accident record / Incident record – If there are any accidents in the workplace make sure that it is recorded. Make sure that there is first aid kits available at hand when needed. 
Admissions and fees policy - All parents or carers should be given the correct paperwork explaining the amount of money they need to pay the business to have their child attend the after-school club.
Uncollected child policy – If the child has not been collected after closing time ensure that you have procedures to follow if this does occur.
DBS checks - Make sure all staff members have been given a DBS check and is updated every couple of years.
Complaint's policy - If for any reason somebody would like to make a complaint ensure that there is a policy that they can follow to do so.
Emergency evacuation procedure - Make sure that there is a procedure to follow if for any reason that the building must be evacuated. The staff should ensure that they conduct procedure with the children and have test runs too.
Medical forms - Ensure that all medical forms are up to date explaining if the child has any medical requirements or any allergies these should be updated every year or when required.
Missing child policy - If a child for any reason does go missing ensure that there is a procedure to follow if this occurs.
Permission forms. Medication, photographs, sun lotion, registration forms. Make sure that all parent or carers have signed all permission forms so that the staff can ensure that the child can receive the best care.
· Safeguarding (Child protection policy)
Ensure that you protect the children and ensure that they are not harmed or abuse in any form of way.
· Food preparation
Make sure that the food is prepared in a suitable and clean environment and ensure that you cater for all dietary needs and allergies. Ensure to have the correct plates, cutlery, and bowls etc. 
As in any job role being an effective management means you will have a lot of responsibility, you will need to have good leadership skills so that you will be able to ensure that all staff members know exactly what their job role is and what they are doing. You will also need to make sure that you have excellent team building skills this will help all staff members to work well as a team and will encourage a healthy workplace. A manager should always have trust between themselves and their staff member as this will ensure that if the staff have a problem or a disagreement with anything or anybody then they will be able to talk about it with management and not feel afraid to do so this is where you will have to have effective communication skills so that everybody can understand your expectations as a manager. It is also extremely important that a manager has good organisation skills to be able to have a schedule and a plan in place so that yourself and staff member have a guide to follow so that you can provide a successful and happy business. The UK has a sophisticated set of employment laws that have been developed over the years to help protect workers. Regulations are in place governing key areas such as pay, holiday entitlements, and dismissal (Buswell 2021). 

4. Concepts learnt from this module

The module I have been studying is called professional career development. When I first started this module, I did not really know what this was, but I have learnt a lot of things that are really going to help me as I move forward in my career. “The SMART in SMART goal stands for specific, measurable, achievable, relevant, and time bound. Defining these parameters as they pertain to your goal helps ensure that your objectives are attainable within a certain time frame. This approach eliminates generalities and guesswork, sets a clear timeline, and makes it easier to track progress and identify missed milestones” (Boogaard 2021). I am going to use the GIBBS reflective model to help explain what I have learnt from this module. First, I started learning about self-awareness discussing what it is and how to improve self-awareness. “Self-awareness involves being aware of different aspects of the self-including traits, behaviours, and feelings” (Cherry 2020). I was introduced to a tool which is called the Johari window, this aims to enlarge the open self and helps to reduce the unknown self. It has taught me to be aware of how other people may see me regarding how I see myself. I then started learning about exploring employment opportunities, this is to guide me down the right path for when I am looking for some suitable employment. I must keep in mind what it is that motivates me and what my career goals are and keep in mind what are my strengths and weaknesses are to help me find the most suitable job for myself. 
I then had to do an open book assessment; I have never done an open book assessment before, so this was all new to me. “An open book examination is one in which examinees are allowed to consult their class notes, textbooks, and other approved material while answering questions” (Pandey 2020). I was given two hours to answer one of the two questions given and provide 500 words explaining my answer to the question and some references to support my answer. I was feeling quite nervous and overwhelmed to begin with, but I knew I had to get myself together and concentrate. I did get it done it was good because what my lecturer has been teaching me has helped me through this and shown me that taking notes and understanding what I am being taught is crucial when it comes to answering certain questions. I could have practiced more before I did the open book assessment but then if I do have to do an open book assessment again, I know to practice and make sure I do some good research on the subject at hand. 
I then started to learn about how to write CV’s and how to face interviews. This I found was extremely helpful as you want your CV looking the best it could be, so knowing how to conduct yourself on your CV has helped me because I was given a task which was to provide my own personal CV with a job description of a job I would like to apply for, and a cover note to support the job application. I found a job online that I would want to apply for which was a job to work in a children's home looking after three young people aged between 13 and 14 years of age. After choosing this job role I started to write my cover letter to support my application “A cover letter is a one-page document that introduces a job seeker’s work history, professional skills, and personal interest in applying for a job” (Scott 2021). 
The next part of the task was to be given a mock interview by my lecturer for the job I have chosen to apply for. From what I had been taught throughout this module I knew that I would have to be dressed smart and make myself look exceptionally presentable and assure that I arrive to my interview at least 10 minutes before the time given for my interview. Overall, the interview went well, and my lecturer then provided me with some feedback regarding this interview and was told that I was being considered for the job. I was also told that I did not maintain good eye contact when greeting the interviewer, I will learn from this experience and ensure that I will not make this same mistake again. Generally, there are five widely accepted learning theories teachers rely on:
·  Behaviourism learning theory
· Cognitive learning theory
· Constructivism learning theory
· Humanism learning theory
· Connectivism learning theory
Educational theorists, teachers, and experts believe these theories can inform successful approaches for teaching and serve as a foundation for developing lesson plans and curriculum (Fairbanks 2021). 




5. Summary
I have thoroughly enjoyed this module and the SWOT Analysis and the Personal Development Plan (PDP) and helped me to set goals for myself and look ahead and give myself a timeframe to achieve the goals that I have set for myself. Learning skills to be an effective manage has helped me because this is one of the goals, I have set for myself as I would be wanting to be in a managerial position once I have all the qualification that I acquire. The mock interview has shown me how to present myself and how to make myself a suitable candidate for the job and the learning theories has helped me to understand how I am as an individual and how I may come across and what can be done to make myself academically better in the future. 
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