

 Certificate in Higher Education Skills for the Workplace
Module Code: 
BMSW-4005
Module: 
Professional and Career development
Lecturer:
 Nazmul Hasan

Task-3 Reflective Portfolio

Submitted By: Monika Aujla
Student ID: 2123402






Table of Contents
Introduction	3
PDP	3
Reflective model	7
Gibbs model	8
Driscoll reflective model	9
Conclusion	10
References	11










Portfolio
[bookmark: _Toc120139626]Introduction
A portfolio is used to gather the information. It depends totally on a person, whatever one wants to collect and save. There are different portfolios which are used accordingly by people of different professions. For example a person in business will have portfolios of business dealings products and also stocks. A teacher will have a portfolio of notes and lectures. And similarly people use portfolios according to their uses. Students on the other hand can use portfolios for many purposes, not only together the notes and make their own collection but also to evaluate their learning development and their skills throughout their academic life. It not only benefits in the evaluation of one's academic skills but also helps in localizing where a student stands according to the knowledge he or she has collected throughout their educational years. It is also known as portfolio development in which a student records the knowledge and skills gathered in the academic environment and how it has helped in improving inner and outer self.
[bookmark: _Toc120139627]PDP
A professional and personal development portfolio on the other hand is totally opposite but somehow related to the portfolio which a student makes. A PDP is used to record the skills which a person has acquired throughout the professional life and it also records what a person lacks professionally. It helps in improving the professionalism in a person. It is also a record of ongoing progress and development professionally. A PDP is basically a complete introduction of a person, it includes all the professional and personal information. A person has to mention the educational experiences and the professional experiences which are gathered throughout life. It also covers the developments in the professional and educational skills and also the development and personal skills of a person. When we have all this information recorded in a portfolio about a person it is easy to evaluate the skills of a person from a page. When a person monitors the skills which are required throughout life it becomes easy to see how and when a person grows more and what environment suits well in personal and as well as professional development. Hence it could be said that a PDP is very useful in the aspects of learning and development.
I want to work in the management department of the departments that work in the field of public services. I could not keep myself confined to a profession that does not help in the development of skills hence I want to choose a management department which would help me not only develop personally but also as a team and will help me to develop my skills of communication and comprehension. To deal with the profession of management I have to develop different skills which will help me in running the department as a manager. In management the development of understanding among the staff will lead to the construction of a good team, it is ultimately the duty of the manager to lead a good team and to make sure that they work in peace with each other. Hence it is very important to have the skills of good communication to involve the team and to make sure that they work accordingly with each other.
When it comes to teamwork each and every single person involved in the task is responsible for the result of that particular task, so it is very important to make sure that all the team members have a grip on the work they are intended to do. In order to analyze whether the work is being done professionally and the way it should be completed, I must have to develop the skills there I could evaluate the professional skills of all the team members and make sure that I have enough knowledge regarding the work so I can guide them as well.
Communication skill is a key when it comes to teamwork, the more clearly a message is conveyed the more perfectly a work is done hence it is also the responsibility as a manager to make sure that each member knows exactly what responsibilities he or she has to perform. Once the tasks are allotted to each and every member, now the main part and skill required is the management of work and to make sure that the work is getting done properly and on time. Tasks must end up in the desired results.
Completion of the task is not only the goal when it comes to the work of management. How the task is completed and the quality of results must be the main focus. Not only the management of time but also the management of efficiency is required in such work. The skills of investigation and operation will lead to the development of high standard work.
Working in a management department requires to make a connection with all the other departments that directly or indirectly are connected to the work which is done by the management. Hence there must be the skill in a person which helps in connecting with the people of other departments and to create a communication bridge among each other which would help in easy working.
The desired outcomes required efforts and time and also a great framework hence a person which leads the management system must have a scale to connect the people to read mindsets and to make sure that all the members of a team are working comfortably and efficiently. This needs an ability of evaluating people which would help in learning whether a person is able to work accordingly or not.
A working environment faces fluctuations as well, the lack of time and short staffed situations require a person that could deal in a pressurized environment. It also requires a skill of working under pressure and in a fast-pace. If a person has good organizing and planning skills, this situation could be dealt with very well.
There must be the acceptability and adaptability in a person, this would help in adoption of different situations and environment. Flexibility in a person helps in learning and development, personally and professionally as well. 
Computer skills are definitely important in all fields nowadays, the world has developed so much that every work is now handled with technology.
When we know about the target we need to hit, we can use the method of PDP which will help in evaluation of personal and professional skills that a person has acquired   throughout life. It helps in setting a goal and enables you to focus on it. It sets a priority for us to put effort on. It could also help in achieving the set goals in time. It helps in development of professional and personal skills and improves knowledge regarding the fields and education.
If I do cross analysis of the skills that are required In order to achieve the professional goal that I have set and the skills that I have acquired throughout my professional and educational life till now, I could conclude some and I would know what else I have to develop more.
I want to work in the management field and for that I require the main skill which is teamwork, I have the skill as I have been working as a team member and also as head of a team in my educational works and also in my professional experience. Academically I have been working in teams to do group assignments and group projects, and professionally I have worked in different companies where I had to work with other team members in order to do various tasks. I am also very good at communication, I know how to encourage and help people to work according to the given task. I can persuade people and involve them in working and help them with the best performance they could. I can work very well under the pressure and I have a skill of decision making which helps me to do work more effectively and efficiently. I have the problem solving ability which helps me in working under pressure as I come up with the solutions and I can plan on the implementation as well. I am quite hard working which helps me in being consistent with my work and work efficiently. I am good at computer usage, which gives me an edge in working and performing tasks easily. I eagerly learn new things as I believe that it not only develops my professional skills but also my knowledge regarding a field.
When it comes to my education I am related to the field I want to work in I have done a public service course which has taught me to work in the departments that work for the public. I am quite fluent and that is why I believe that I would clearly convey my message to the team members and I could efficiently make them understand the tasks and the needs of work.
[bookmark: _Toc120139628]Reflective model
When we create a portfolio about our skills and educational experiences and professional experiences we get to know about the things that we already know and the things that we have to know in future. We get a clear image of our knowledge and learning from this portfolio. After creating a personal or professional development portfolio we need to get on the process of reflective model. In this module of professional and carrier development we have learned how we need to develop ourselves throughout our life by doing the self-evaluation. They're different steps that are required to follow in a reflective model. A reflective model acts as a guide which helps impersonal and professional analysis, it also deals with the analysis according to the situation. Situational analysis means how a person with particular knowledge and experience acts according to the situation that could occur coincidentally. A reflection is actually a concept that deals with self-analysis, in a reflective model we analyze or sell personally and professionally based on our experience knowledge and behavior towards our career choices. Reflective models basically help us to develop more on the basis of our past beliefs experiences and our outlook towards life.
[bookmark: _Toc120139629]Gibbs model
If you talk about reflective models in this mode you will have discussed "Gibbs Reflective model". If our past experiences do not reflect on our current work situations it means that we are not learning thoughtfully. If you consciously think about our actions we will definitely learn from them and we will improve ourselves, self-development occurs when we have the ability of self-analysis. This is exactly why we use the reflective models it helps us in learning what we have done and what we can do in a better way. Gibbs reflective model does the same thing, in this module we have learned how this reflective model works. There are five stages in this reflective model which will help in improving our skills and our knowledge as well. These stages include description, feelings, evaluation, conclusion and action. With the help of this method we will not only analyze our actions that have been done in the past but also reflect our learning in current situations.
While starting this reflective model first we need to build a description of our experience, we need to ask ourselves what has been done, how it has been done, What were the factors that were affecting the actions, who were involved and what outcomes are attained. It also needs the reasons behind our actions.
The next very important thing is to find out the emotional and personal reasons behind the actions. So psychology plays a very important role in the professional development of a person. Rather targeting on the emotional and perspective we should understand what has led to the actions are done. The thoughts behind the actions lead to the reasons behind the results hence an evaluation of the emotion attached is very important.
Once the subjective thoughts are analyzed the evaluation and the action in regard to improve the skills should be very objective. We need to look out the reasonable facts that have an improving the skills personally and professionally as well.
When the evaluation is done the conclusions should be made that what should be done and what should not. After analyzing the actions you get to know what we could do better and what should be avoided.
The last and important stage of reflective models and specifically Gibbs reflective model is the change. No matter what the person learns if the changes do not occur in future the learning is useless. Evaluation is successful when the changes occur in the actions of a person.
[bookmark: _Toc120139630]Driscoll reflective model
Another reflective model is Driscoll reflective model which is somehow related to the Gibbs deflective model as both intend in improving the skills of a person and develop the person's career.
If we talk briefly about Driscoll reflective model it asks three main questions, what has happened why it has happened and what changes should happen after the action which is done. First of all it helps any evaluating the action or an event that has been done. Second it looks for the reasons behind it whether personal emotional social or others. The third one is the most important one for which the whole model works, it is the evaluation. The changes which should be done and the things which should be improved.
[bookmark: _Toc120139631]Conclusion 
Overall in this module we have discussed about different steps which we can take to improve or professional and personal life. This module has enabled us to not only study but also practically learn the development process. It has held in choosing wisely the carrier developing or skills towards that particular career. By the practice of milk interviews we have experienced the situations which can occur in an actual interview, it has mentally prepared us and has improved our confidence and communication skills as well. Bigot to know a lot about self-development self-awareness and self-assessment. It has made us choose wisely our professional goals and has improved our skills regarding the achievement of our goals toward the professional life.
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