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In this report, I will talk about three main skills that I have learnt. I will then write about the Personal SWOT analysis I learned about these tools as I was studying. Furthermore, I have learned about the PDP, and I had analysed the skills that are needed to be a good manager in my chosen career. In addition to the that, near the end I talked about using a suitable reflective model to access the concepts that  have learnt from this module. 
[bookmark: _Toc89720406]1. Main skills learned

[bookmark: _Toc89720407]1.1 Interview Skill:

These job interview skills give them an institution on how you would communicate with your colleagues or customers, how good you solve problems, if you are a critical thinker, or even how you listen. Here are some crucial interview skills and practices you can adapt to get the job you want. (Harappa, 2020). During my interview at the UWTSD I had learnt how to create a CV and an interview letter. I had also picked up some communication skills during it. I had used and applied these skills for when I need to communicate to my teacher during our interview. I did receive some feedback from teacher that had helped me to develop more for my future job . I also had recognised my strengths and weakness as now I know what I need to work on more often. 
[bookmark: _Toc78554933][bookmark: _Toc89720408]1.2 Time Management Skills

Important factors such as time management skills can sport you to be organised making you be more successful. Some crucial skills including planning goals, prioritizing tasks self-control and delegate are all included in time management (Indeed, 2021).  Setting these foundational skills so that when I direct my productivity will grow. Some of the techniques I will put in to be more successful are the 4D’s. (Do, Delegate, Delay and Delete). 
[bookmark: _Toc89720409]1.3 Note -taking Skill

Note-taking is another helpful skill that the module supports me to learn and develop. To be able to take notes will benefit you in lots of areas including meetings and University Taking notes helps you to track and remember information that is vital. By doing this we will not get easily as distracted and we will engage with our work more (Dronen, 2020). The truth is that before, I was not too sure how this was important. I would even sometimes ignore it. There are lots of techniques for notetaking. Coloured pens, highlighters and markers will make it easier to access important information when it is needed. Learning new methods like minds also are very beneficial. Now I have come to realise why this skill is so important and now I can say I have developed another employability skill. 
[bookmark: _Toc89720410]2. What is SOWT analysis?
A SWOT analysis a planning tool which finds the strengths, weaknesses, opportunities, and threats in a project. It is a frame for matching an organisation’s goals programmes to the setting that it operates.
The fact sheet looks for the four elements of SWOT and the process of conducting an analysis with a template of SWOT. It gives  for controlling the analysis and a ready-to-use SWOT analysis template. The factsheet terminates by looking at structures when it is most appropriate to use one, as well with its pros and cons (Paradigm, 2021).
	[bookmark: _Toc89720411]Personal SWOT Analysis




	Strengths

	Weaknesses

	Friendly 
	Forgetful 

	Confident
	Stressed easily 

	Doesn’t give up easily
	Sensitive 

	Helpful
	Doesn’t like to improvise 

	Good teamworking 
	Stubborn 

	Good in problem Solving
	Short tempered 



	Opportunities

	Threats


	Study more
	Look after children and get a new baby

	Find a good job 
	Moving countries 

	
	Illness 




[bookmark: _Toc89720412]3. What is a personal development plan?

A personal development plan is a group of targets you make to help you get the lifestyle you desire. Creating a personal development plan requires setting goals, finding your strengths and weaknesses, looking back at your own targets, and reviewing progress. You can use a personal development plan to support you on achieving the job you want or what you see for your area if life. (Indeed, 2020). 

[bookmark: _Toc89720413]4. CAREER DEVELOPMENT PLAN
CURRENT JOB- Early Years Practitioner
TITLE- teaching and look after children
DESCRIPTION- I specialise in looking after children aged 0-7 for the social education development. 
GOAL JOB- I would like to own a business 
	GOAL (SMART)
	SKILLS
	GAPS
	RESOURES
	ACTION ITEMS
	STATUS

	SHORT TERM(1YEAR)
1. …………
2. …………
3. ………….
4. ………….
	Communication Skills
	Improvement English language 
	English Course
	2022-2023
	2022

	MID TERM (2YEAR)
1. …………
2. …………
3. …………
4. …………
	Develop more leadership skills
	Take leadership responsibilities more often.
	 From the Teacher


	Engagement
	2023-2024

	LONG TERM (3-5YEARS)
1. ……….
2. …………
3. ………….
4. ……………
	Digital skill



Childcare Higher Qualification
	Improvement digital skill


Apply for Universities
	IT Course 



Finance
	 2022-2025



3-4 years in university 
	2022




2022 


[bookmark: _Toc89720414]5. Effective Manager Skills in an early year setting

[bookmark: _Toc89720415] 5.1 Effective Team - Working Skills

This is one of the most crucial skills that people need. Majority of it is about teamwork. Every time, the jobs and goals need to be spilt equally spilt between everyone. This will ensure that all the kids are in good care, and this is one of the most important factors. For this to be right you need to make sure you have a good team working environment. (Morgan, 2017, p. 207)
In my past job experiences at the nursery and community I had noticed that there was a strong sense of teamwork in the setting. Teamworking is a big and important factor for working. All jobs need a few different skills so the more diversity in skills the better the team will be.

[bookmark: _Toc89720416]5.2 Effective Communication Skills
        
Good communication is another crucial skill that I noticed I must direct and develop to be a good manager. The early years environment is a setting where communication must me the most important. (Kimberley, 2016) was an effective wat to find information that shows the signs of a good leader. Some of the most informative signs that everybody needs to know who the leader/manager is. The teacher students and even parents. The only way by doing this is by communication. 
I must communicate with the kids in the environment must interact with the teachers and parents effectively either written or verbal interaction. In the setting everyone is meant to know what their jobs are and up to date with all policies etc. This could happen only by communicating with everyone. During my voluntary work, I had the opportunity to be in many diverse situations, at the same time the manager would give me feedback to develop which was incredibly helpful. This had helped me to understand not only good feedback is important but sometimes negative feedback is too. 



[bookmark: _Toc89720417]5.3 Problem Solving and Decision-Making Skills:
      
 This is another important skill to have to be successful. I know there will often see problems that I will have to take care of and making important choices. Some of the steps to solve an issue are to first to find the issue, then find where the problem could come from. (Maund, Shriek and Tinkler, 2017, p. 181-199). 
Issues can happen in the group, parents/carers, kids, or anyone the setting communicates with. I trust in this course I have informed skills and knowledge in this area. I do feel like there is less practical work. 
[bookmark: _Toc89720418]5.4 Digital Skills 

During the 21st Century  have digital skills is crucial. This gives you the option to communicate to anyone, anywhere at any time. Many studies have proven that having good digital skills increases employability in many areas. Businesses are highly influenced and manged by technology. (Baker, 2018). One of my gaps in digital skill is the fact that technology is always changing, and it is hard to always keep up with new technology. To gain skills like these I can take extra courses for digital skills. It will help me with future career’s as I can send e-mails, documents and even make presentations. 

[bookmark: _Toc78554934][bookmark: _Toc89720419]6.  Assessing the concepts that I have learned in this module

In the professional Career Development Module, I have learnt lots of new concepts and ideas, which at the beginning I did not get the best or find that it was too crucial. To be truthful, my first reaction was that it would be a waste of time. I have come to realise that this module was intriguing and would help me to understand my career path more. First, I began with looking at the Personal Development Plan.

I have heard about it before; however, I did not pay too much attention to it. At the start of the module, I had to do it. I had understood that the PDP will support me to recognize my strengths and weaknesses and will give me an image of I need to do to develop my skills even further. I noticed that being aware of what I need to improve so I can my increase my employability.  I need to take action and apply for a job rather than only just finish my education. (Cottrell, 2015, p.10). 
Something that really stood out to me, are the tools to improve my self-awareness including the Johari Window Model which is a psychological tool that can be used for many things like team development (Self-awareness, 2013).
In relation to this, I had taken the Personality and Learning style tests. I found out my personality type was reflector because I am requiring time to think through an idea, and I am ramification. Whereas active learners would prefer to just dive into it without thinking it all through. I like to consider every piece of information and analyse it thoroughly beforehand. 
Another self-awareness tool that Iearnt for this SWOT analysis. I used to think that this is a tool that is only used by organizations, but in this module, I did understand that I could apply it to myself. It is a strong tool, as it gives me the chance to find my own areas of what my threats and opportunities are. Therefore, I will be more likely to make a choice that will lead to a better outcome (Cameron, 2009, pp. 12-14).   
                                                                                                                                                
In  the lectures I did get extra experience and knowledge in getting ready for a job interview. Some of the key points are to carefully choose what time you will be there, what you will, reading the descriptions and making sure you know crucial information about the place like their targets for the future. In addition, it is good to be ready and practice with questions they will ask, as this will give you a first good impression.  (Swain, 2021). 
The advice I had gotten from my teacher was very helpful for me. Now I have an image of which areas I need to put some extra effort in and which areas I am doing well in. Overall, my grade may be high however, but I will still need to develop more in a few areas. I am now feeling more read and confident to go to a job interview. Along with preparing for them, I have had to make a CV- something I have not made before. My experience in writing these types of things has improved, before it had seemed to me like a challenge, now it is not an issue anymore. 
In this module, I had the chance to learn about how job and career concepts are different. Now, my consciousness has increased that a career is something different and not only just a way to earn money. In addition, it needs special training or education and a long-term goal, that is practiced for a long time. However, this can change as the experience increase. 
I am also grateful for the chance to explore many employments legislation. These types of legislation are to set up relationship and rules in between the one working and employer. (Luke, 2018). There are lows regarding employ recruitment, working hours, wage etc. Other important rules are about data protection, safety, health, bullying etc.
I feel confident to say, the knowledge I have in this area has developed and even if I have not memorized every legislation in detail, I know what they are and where to find them so I can read over them at any time. 
[bookmark: _Toc78554935][bookmark: _Toc89720420][bookmark: _Toc78554929]7. Conclusion 

To conclude this, in this module I have learnt various of helpful skills, I developed my knowledge and experience. There are many skills that I can add, which increases my employability. I have more of an understanding about skills I have, or I will need to develop. I am more aware by the help of many tools that I have recently learnt. I still have to work in some areas to achieve my final targets. 
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