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Professional career development reflective portfolio 
[bookmark: _Toc89461620][bookmark: _Toc89975971]Introduction 
This report will be based on reflecting my skills and competencies, strengths and weaknesses using the swot analysis and personal development plan. I will talk about the swot, what the swot analysis is and how we use it and explain what a personal development plan is and how we use it. I will analyse the skills required to be an effective manager in the care home. I will then use a reflective model to assess what I have learnt from this module. I will talk about all the concepts I have learnt. 

[bookmark: _Toc89461621][bookmark: _Toc89975972]SWOT analysis 
“SWOT Analysis (short for strengths, weaknesses, opportunities, threats) is a business strategy tool to assess how an organization compares to its competition.” (Europe PMC, 2019). The SWOT analysis is a tool that helps us analyse what we or our company does best and how to develop a successful strategy for the future.
By creating a grid with our strengths and weaknesses internal and external issues in a SWOT analysis grid, we can get a better understanding of how our strengths can open opportunities and how weaknesses can slow progress or increase organisational threats. 

SWOT analysis 

	Strengths 
	Weaknesses 

	Passionate 
Career driven 
Caring

	Focus too much on details 
Perfectionist 
Find it difficult to sometimes say no

	Opportunities 
	Threats 

	Further education
Getting a job


	Competition 




[bookmark: _Toc89461622][bookmark: _Toc89975973]Personal development plan
A personal development (PDP) is an action plan you can use to map out and identify your goals and what you would like to achieve. In other words, your strengths and weaknesses and ways you can improve and meet goals. 
“Making a personal development plan (PDP) will help you to recognise educational needs as well as personal aspirations and it will allow you to map out how you can achieve these.” (Rimmer, 2018)


	Long term goals
	Specific career goals 
	Key skills needed 
	Skills I need to work on 
	Actions I will take 
	When I will complete my training by

	Promotion to an area manager 
	Become a team supervisor 
	Communication skills
Team working
	Leadership skills 
	Complete a leadership training course
	6 months 

	
	Become a team manager 
	Leadership skills 
Management skills
Presentation skills
	Management skills
Presentation skills 
	Complete management training 
Ask for higher level of responsibilities to take on
Volunteer to lead company meeting
	12 months 

	
	Become area manager 
	Management skills
Strategic thinking
Decision making

	Strategic thinking
Management 
Leadership 
Decision making 
	Strategic thinking course or training 
Volunteering to do leadership or take lead 
	24 months




[bookmark: _Toc89461623][bookmark: _Toc89975974]Skills required to be an effective manager of a care home 
What is a manager? A manager is a person responsible for monitoring and administering an organisation or group of staff.   “The manager is the communication line between an executive team and employees working under them who work together to execute projects and complete their goals.” (Indeed Career Guide, n.d.) 
Roles of a manager in the care home:
· Recruiting, train and manage staff
· Supervising the day to day running of the care service 
· Managing budgets 
· Making strategic decisions 
· Leading and managing staff members so they can perform to the best of their ability and safely. 
· Organising activities for residents 
· Ensure personal care and administering medicines is delivered with guidelines.  
· Making sure health and safety checks are done regularly 
The first responsibility as a manager is to achieve results. “Your first responsibility is to deliver whatever results your organization expects from you.” (Horstman, 2016)
The care home’s main purpose is to deliver the best care for their residents and to deliver this care in the safest way. This means the manager must recruit a group of professionals and create the best team to ensure that quality and services provided meets the national care standards. “The effective manager therefore balances the need for activity and achieving objects with the need to create an effective team and the need to build the confidence and competence of each person in the team.” (Cook, 2009)
There are some important skills required to be an effective manager of a care home. I will go through a few I believe are most important. 
Good communication skills are essential to be an effective manager in the care home as communication is vital for passing on information to staff, making rotas transferring information to other members of the care home. “Managers have to communicate effectively in writing, face to face and on the telephone, with superiors, subordinates, peers and with people outside of the organisation.” (Hargie, Dickson and Tourish, 2017).
 Essential information must be communicated effectively for the organisation to be run successfully. We use communication for any social interaction we have with someone in and out of the care setting. Being able to communicate with all kinds of people is very important. “Every social situation entails communication and therefore calls up communication skills.” (Koprowska, 2008). 
Time management skills are another important skill to be an effective manager. Time management helps you to prioritise the most important task and make sure you have enough time to complete the task and reach the end goal. Good time management means all the needs of the residents are met. 
Strong leadership is an important skill to have to be a successful manager, as the manager is accountable for the performance of everyone in the care team.  One of the roles is to create team members, apply rotas to colleagues, conduct meeting and training and this is part of being a strong leader.  “Effective leadership is built on a solid foundation consisting of a clear mission, a vision for the future, a specific strategy, and a culture conducive to success.” (Rihal, 2017).
Organisational skills are key to be an effective manager as this can avoid unnecessary stress and shows a sign of professionalism. Being organised shows that that the manager is reliable and in control and sets a good structure. Being organised are good life skills to have to be in control and prioritise time effectively which can stop mistakes from occurring.
Overall, working in the care sector requires and being an effective manager requires you to be caring, compassionate and have the ability to put others before themselves. 

[bookmark: _Toc89461624]Concepts I have learnt from this module

[bookmark: _Toc89975975]Reflection 
Reflection is looking back at what has happened. Looking at all the positive and negative outcomes. 
Reflection is looking back at a situation or scenario and looking back at what has happened. Looking at all the positive and negative outcomes.
 “…reflection can mean all things to all people…it is used as a kind of umbrella or canopy term to signify something that is good or desirable…” (Finlay, 2008)
In this report I want to talk about my career development and identify what I have achieved carer wise in the last 10 years and what I hope to do to develop in my career. To be able to do this I will use the Rolfe’s reflective model.
Rolfe identified that reflection is in three levels. What? So what? And now what? I will apply this model to my career development down below 
[image: rolfe reflective model]










What?


For 6 years I have worked as a full-time care worker in Asprey care home. I realised this job was very rewarding as I was able to help and support vulnerable people in the care home with their care needs. This consisted of assisting people with social and physical activities, personal care, monitoring and assisting with medication.
These were 12-hour shift pattern, which were very long hours. My manager and other colleges regularly commented on how I always paid much attention to detail and provide care to these people whole heartedly which is a respectable strength to have. 

So what?
Looking back at this, I realise now I want to be more ambitious and that working as a care worker isn’t enough for me. I want to further my career and not just settle as a care worker. I want a new challenge. I want to set some goals and achieve them.


Now what?
I have learnt that the future of work is gradually changing, and I want to further my education to the next level and take on higher roles with more responsibilities. I want to move on to level 5 health and social care so I can achieve my goals academically. I also want to work in care and move on to a higher role in care eventually leading up to the manager role. 
[bookmark: _Toc89461625][bookmark: _Toc89975976]Self-awareness 
“Self-awareness represents the capacity of becoming the object of one’s own attention.” (Morin, 2011)
Self-awareness is the conscious understanding of our own character and being aware of our own traits, desires and feelings. it is the first step to setting goals. It helps us to identify our strengths and look at areas where we would like to make improvements.  Being self-aware makes us better decision makers and allows us to see things from all perspectives. 
Through this module I have learnt about self-awareness and my own self-awareness. I have learnt that there are different levels of consciousness. 
Level 1- unconsciousness- this is being non responsiveness to oneself and the environment
Level 2- consciousness- directing attention on the environment 
Level 3- self-awareness- main attention is on oneself, processing private and public self -information.  
Level 4- meta-self-awareness- being aware that one is self-aware.
There are many ways we can improve self-awareness. The tools I suggest we can use are the SWOT analysis, the Johari window, or do personality tests. These tools help improve self-awareness, what were good at and what others think about us. 
To be more self-aware, I look at myself independently. I keep a journal and write down all my goals and plans. I look back daily and reflect. I will take personality tests and ask trusted friends to describe me best. If at work I will ask for regular feedback from employers and colleagues. 
All these will help me improve my self-awareness. 
[bookmark: _Toc89975977]Job Interviews
Job interviews are an important step in the employee selection process. If an interview is carried out effectively, this helps the employer to establish weather or not the applicant’s skills and experience and personality helps meet the job requirements. Going to an interview can be quite nerve wracking so being prepared before would be a good start.
“Many people, including athletes and salespeople, prepare themselves for challenging situations by mentally picturing a successful result — a method that can also be used before taking an interview.” (Adam and Charles, 2007)
By going through my interview, I have now come to realise that when an employer asks you tell me about yourself, this does not mean tell me what your personality is or about your private life. In an interview, what this does mean is that tell me what you are passionate about, your strengths and what makes you different anybody else. 
By learning this module, I can now confidently go into an interview. 

[bookmark: _Toc89975978]Conclusion 
Looking back at everything, I am now able to identify my strengths and weaknesses. I able to create a professional career development plan and set out goals that I hope and plan to achieve. I can quite confidently write a cv, cover note and attend an interview. 
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