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This reflective report will start my outlining the main skills learnt throughout this module. It will then go on to explain and show my own personal SWOT analysis, Personal Development Plan, and Career Development Plan. I will then go on to outline the skills required to be an effective manager, SMART goals, UK Employment law, learning style theories and self-awareness methods. 
1.1) Main skills learnt: 
Interview skills: The skills and actions you portray throughout your interview can determine whether you get the job you are being interviewed for. Interview skills help you prepare and guide you through any job interviews you participate in. Some of the main interview skills you require are - 
· Research 
· Preparation
· Punctuality 
· Professionalism 
· Communication 
· Listening 
· Asking questions 
· Confidence 
· Showing interest 
· Following up (10 skills you need to ace your next interview, 2021)
Before starting this module, Professional Career Development I did portray good interview skills. I would always research a company prior to an interview. I would always prepare myself for an interview by planning my journey to achieve punctuality. I would also prepare by researching any questions the interviewer may ask. I would brush up on my knowledge depending on the role I was being interviewed for enabling me to answer questions effectively. I would always be polite and professional with anyone I came in to contact with on site. During my interview I would demonstrate active communication skills. I would come across confident during my interview showing interest in the company I was applying to work for. 
During this module I took part in a mock interview and received feedback on my performance. After reading the feedback I learnt that I - 
· Demonstrated a good first impression
· Came prepared 
· Maintained eye contact 
· Dressed appropriately 
· Came across confident 
· Answered behavioural questions using STAR approach (situation, task, action, and result). 
· Articulated my skills against the skills outlined in the job description
Furthermore, I learnt that I was not enthusiastic enough and did not come across with my normal energetic behaviour. In future job interviews I will try not to let my nerves get the better of me. I also learnt that I need to improve my reference to specific items on my CV, convincing the interviewer that I am best fit for the role. I will do this by relating back to my CV during my interview, outlining any specific skills and knowledge I can offer relating to the role I am applying for.
Completing a Curriculum Vitae: A Curriculum Vitae often known as a CV is an extensive document that states an individual's qualifications and experience. It provides new potential employers with your education and work history. (McKay, 2020)
My current CV has resulted in me being shortlisted for jobs. Before starting this module, I thought my CV was efficient. To my knowledge, I had written an effective personal statement, I had listed my work and education history and I thought the lay out of my CV was appropriate. My CV was made up of two pages which I thought was expectable and not too long. 
During this module I had the opportunity of meeting with a career's advisor. After our first initial meeting I soon learnt that my CV needed altering. I was not tailoring my CV to roles being applied for. My personal statement was too long, and I was not evidencing how I displayed my skills stated in my key skill section. The layout of my CV also needed working on. 
Going forward I will be altering my CV, tailoring it to the role and organisation being applied for. I will also be carrying out an audit of my skills and evidencing how I have demonstrated these skills in previous roles. I will not be bullet pointing my key skills but instead using short effective sentences. I will continue with obtaining advice from my careers advisor until I know I can complete an effective CV.

3) SWOT Analysis:
SWOT Analysis is an analysis and development framework made up of four boxes. Being around for decades, SWOT analysis could be the most widely used strategy tool used in modern times. SWOT is an acronym which stands for, 
· Strengths 
· Weaknesses 
· Opportunities 
· Threats  
The framework allows an individual to recognise internal and external factors about their selves or a business. (Sarsby, 2016) 
Below I have used SWOT to audit my own personal factors - 
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3.1) Personal Development Plan: 
A PDP, (Personal Development Plan), is a structured framework an individual will have and use throughout their career. A PDP helps you set goals for yourself and work towards them. These goals may be personal, or career related. Your PDP should state short-, medium- and long-term goals and should be written using the acronym SMART, (specific, measurable, achievable, realistic, and timely). (Roycroft, 2017)
Below I have included my own personal PDP -  [image: ]4) Career Development Plan:
A Career Development Plan, also known as a CDP is a roadmap that is personal to an individual stating their career goals and how they will achieve them. Again, you should produce you CDP with the acronym SMART in mind. Your CDP should state short-, medium- and long-term goals. Your CDP should state any skills required to achieve these goals, gaps you possess holding you back and actions you are going to take to achieve them. (Malec, 2021) 
Below I have included my personal Career Development Plan -
Current Job - Care Coordinator 
Description - To work alongside both patients and health care professionals to ensure effective care. Rostering staff, making sure compliance is up to date such as care plans, supervisions etc.
Goal Job - Owner of a Domiciliary Care Company. 
Company - Own 
Description - To operate a successful Care Agency.
[image: ]
5) CDP Explained: I am currently a Care Coordinator but strive to own my own Domiciliary Care Agency. I have a long way to go before I can achieve this. I need to acquire my level five in health and social care and gain managerial experience. I need experience with managing staff and extensive knowledge of compliance and employment law. To gain this experience I will first apply for senior roles starting with deputy manager. After doing this role for so long and acquiring my level five I will be able to apply for a managerial role.
5.1) Progression routes in my career: There are many progression routes available to me in the health and social care sector. After completing my level 5 I will be qualified to apply for managerial roles. Further training such as university courses could result in me being a qualified nurse, midwife, paramedic etc. The more training and experience I obtain the more I can further my career. With the right training it is possible for me to start my own care company, open a care home or day centre. I could even start a business teaching skills and knowledge required for health care workers. 
5.2) Skills required to be an effective manager:
1: Effective communication: Effective communication is when two or more people communicate with the intention of delivering, receiving, and understanding a message successfully. Information, thoughts, ideas, etc can be exchanged by speaking, writing, or using some other medium and means such as phones or computers. (Kashyap, 2021) Effective communication is vital in care to ensure the safety of patients it also increases day to day operating efficiency. 
Although I feel as though I practice effective communication within my role, I do recognise that I need more confidence when communicating with colleagues that report to me. I sometimes feel uncomfortable when approaching colleagues that have made mistakes. I need to recognise that in a senior role this is a very normal thing to do. In the future I hope that gaining more knowledge within my sector will result in me having more confidence. 
2: Being organised: To be organised is to systematically arrange something. As a care manager it is vital that you are organised to ensure the smooth and effective running of your organisation. Being organised will allow you more time which you will need as you are expected to prioritise your own workload as well as others. Falling behind on tasks will have a huge negative effect on everything and everyone. (AGCAS, 2021)
Although I am quite an organised person and I do recognise I need to manage my time more efficiently. I will sometimes put tasks off or leave them to the last minute resulting in me trying to do too much at once. A diary reminding me of deadlines etc is what I will use to keep me on track. 
3: Leadership Skills: As a manager you will require leadership skills to provide direction to health care workers that report to you. Colleagues will count on your expertise before carrying out tasks. Your communication should influence the activities of others towards the attainment of a goal. (Mahoney, 2001)
I do already show some leadership traits. I take control in situations and when required think strategically to overcome obstacles in situations. I do need to work on my confidence when leading others. I am certain my confidence will grow as I gain more knowledge in the health care sector. 
Gaining more knowledge through training and experience will help me build on all three of the skills mentioned above. 
6) Smart goals:
Smart is an acronym which stands for - 
· Specific
· Measurable 
· Achievable 
· Timely 
It is a tool used when setting goals. When followed correctly it allows individuals to reach goals within a clear timeframe. This tool makes it easier to track progress and recognise missed milestones. (Boogaard, 2021) 
It is important to set goals and objectives as it helps keep you on track and will guide you to the next levels you want to achieve. During this module I completed a PDP and CDP. Both were done with SMART in mind.
6.1) UK Employment Law:
Employment law maintains the relationship between employers and employees. Employment law states what employers can expect from their employees and what they can ask them to do. It also allows employees to know their rights at work.
Employment law covers - 
· Recruitment: Covered by The Equality Act 2010 and states that the discrimination and selection of recruitment in employees is illegal. 
· Employment contract: Covered by the Employment Rights Act 1996. This governs employment relationship including entitlements with contracts and pay. 
· Data protection: Covered by The Data Protection Act 2018 stating that rules must be followed when personal data is processed and that an individual has the right to access the personal data at any time. 
· Pay and holiday entitlement: Covered by The Working Time relations 1988, which states how much annual leave an employee is entitled to depending on the hours they work. 
· Working time: Also covered by The Working Time Regulations which puts a limit on how many hours an employee can work each week. 
· Health and safety at work: Covered by the Health and Safety at Work Act 1974, which states all employers must protect the health, welfare, and safety of all their employees whilst at work. 
· Discrimination: Covered by The Equality Act, and states that it is against the law to discriminate employees due to age, sex, or any other personal characteristics. 
· Discipline and grievance: Covered by the Employment Act 2008 and deals with disciplinary and grievances matters in a less confrontational process.
· Dismissals and redundances: Covered by the Employment Rights Act 1996 and covers unfair dismissal, redundancy, and termination of employment. It also covers payments, zero-hour contracts and Sunday working. (Employment Law | CIPD, 2021) 
7) Learning style Theories:
Learning styles attempt to define people on how they learn. They concentrate on how an individual will approach different learning tasks depending on their characteristics. (Cassidy, 2004) There any different learning style theories two including - 
1. Honey and Mumford – According to Honey and Mumford there are four different learning styles. Activist, reflectors, theorists, and pragmatists. Although an individual may show characteristics of one particular learning style, we are usually a mixture of all four types and capable of learning using any technique. (Fuse Universal, 2011)
2. Neil Flemming – This theory focuses on an individuals preferred learning through their senses the four categories are, digital, auditory, visual, and kinesthetic. (Student Success Space, 2020)
During this module I completed a learning activity and discovered I was a reflector. Knowing my preferred learning style has enabled me to recognise my strengths and weaknesses. I can now work on my weaknesses hopefully resulting in me being more balanced. 
7.1) Self-Awareness Methods:
To be self-aware means to have a conscious knowledge of your own character, feelings, motives, and desires. To help you become more self-aware there are various tools you can use. Two of these tools include - 
SWOT Analysis: An acronym which stands for, strengths, weaknesses, opportunities, and threats. 
Jahari Window: The Johari window is a simple but effective psychological tool. It can be applied in various situations and environments. It is made up of 4 windows - 
1. Open/free area (known by self and others)
2. Blind area (unknown by self)
3. Hidden area (not known to others)
4. Unknown area (either shared or self-discovery, or discovered by others) (Self Awareness, 2013)
During this module I have completed a SWOT Analysis which enabled me to be more self-aware, I can now act on my weaknesses and recognise my threats. My SWOT analysis can be seen above in this report.
8) Gibbs Reflective Cycle:
The Gibbs Reflective Cycle encourages people to think systematically about a specific situation they have been in. It is particularly good to use in the health care sector due to its fast pace and changing nature of practice. (Mulder, 2018) [image: ]

8.1) Conclusion: 
Professional career development is important as it enables me to develop more professionally. This module has enabled me to learn new knowledge and skills. I will soon be able to transfer these new skills and apply them to any current or future jobs.
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