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Reflective portfolio
Education is the passport to the future, for tomorrow belongs to those who prepare for it today.
“Anyone who has never made a mistake has never tried anything new.”-Albert Einstein.
Introduction
In these days you have to be more and more concerned about the importance of investing in yourself and in training and development opportunities both personally and professionally.
Personal development is a continuous process throughout your life, in which you can model and improve your skills and knowledge to benefit from maximum effectiveness and continuous employment.
A personal development plan is "a combination of approaches, ideas and techniques that will help you manage your own learning and growth"(BridgewaterUK,2016).
                                                        Task 1

Personal Development Plan
Establishing goals and objectives, what you want to achieve and where you want to go in your career both in the short and long term.
Building opportunities such as courses, studies, adaptability to change.
Monitoring and evaluation of achievements.
Making the most of the opportunities that may arise.


It's just you. Nobody else!

For the best result to your personal develop plan you need to be involved 100 percent and to establish reachable tasks. After you discover your strengths and your weakness, you need to improve your weakness and try to take out your strengths. 
Your professional development is strictly your responsibility.

In the next paragraph I will analyse my own skills and abilities using the tools learned in class.
A personal development plan can be built in years and you always have to adapt to the changes in your career.
Many years ago I started investing in various courses that can help me develop personally. One of the most important is that of Assistant Manager who helped me develop my IT skills (Word, Excel, PowerPoint) as well as my skills to manage a team, things that help me in the future to become a good manager.
Also, the current course is important in the development of my career because I learned how to build a strong career in the Professional Career course, I learned how to Manage a company in the 21st century, how to Manage a Team and of course Digital Skills.










In the following I will make a personal analysis of both strengths and weaknesses.
Personal SWOT Analysis.

	           Strengths
Great communication 
Good computer skills
Quick learner
Research skills 
Great attention to details
Problem solver
Able to work under pressure
	          Weaknesses
Emotional
Lack of confidence when dealing with people
Perfectionist
Weak motivation at times
Poor time management skills

	         Opportunities 
Manage my own team
Workplace offers resources to improve communication and time management skills
Pay raise in the next quarter
	       Threats
Aware of my competitors
Aware of conflicts in my team




In this personal SWOT analysis can be identified as strengths, the fact that I have excellent communication skills, as I learn very quickly and can also work under pressure. I am very attentive to details and try to solve all the problems I encounter.
As for weaknesses, I can say that I am perfectionist, emotional, I always have problems with the deadline when I work with people. I'm always late, which makes me say that I can't manage time very well.
As an opportunity for the future is that I can manage my own team.
The company also offers various courses that can help you advance in your career. And implicitly a better job also means more money.
And as threats I can say that I have always been afraid of competitors and conflicts.


Self-awareness is the process in which you focus all your attention on yourself. This involves awareness of personal aspects including traits, behaviours and feelings. It is a psychological state in which someone becomes the centre of attention.
The researchers found that self-awareness develops from the age of 18 months and that it is a function of the brain. Self-awareness is observed through the way children respond to their own reflection in a mirror(Rachel Goldman,2020).
Psychologists say that self-awareness is of two different types, public and private.
Public self-awareness is when people are aware of how they appear in front of others. This occurs in situations where people are the centre of attention, such as they present ideas or future plans to their teams or in front of a big audience.
In this situation, the presenter is excited because he does not know the reaction of the audience.


Private self-awareness
This kind of awareness is particularly different for each person and it is happen in private when people analyse them self, what they have done well and what they done wrong, what they need to change and what they need to improve.

For example, after a really stressful day with some important exams you can analyse that you give it the best or because in some moments you was nervous, you are feeling like you could do better.

How to become more self-aware.
Write down your plans and priorities. One of the best ways to increase your self-awareness is to write down what you want to do and keep track of your progress(Anthony Tjan,2015).
Personally, I want to become a good manager and that's why I take courses and spend a lot of time studying, but at the same time I like to spend quality time with my family.
Take a few personality tests. By reflecting on some personality questions you can develop your self-awareness.
The personality tests done during the course for Professional Development made me understand that I am a good listener, patient and a determined person.
Get regular feedback at work. I often ask my supervisor if he is happy with my work.
and colleagues always give me positive feedback as I help in almost any situation.

                                                Task 2
Assistant Manager
An assistant manager is an important person in a company. An assistant manager job must be offered to a person with many skills because he has many tasks to perform and not everyone can do that. Also to become an assistant manager you must be a person very responsible, organized and fully involved.
A company must often support and update the training for a person in the position of assistant manager, because it has to perform tasks such as:
Ensuring and respecting the company's policy.
Cost control in favour of profit optimization.
Hiring new employees and offer training 
Solving customer problems to their general satisfaction.
Ensuring the management and direction of all employees.
Preparation and presentation of employee reviews.
Close collaboration with the company manager.



In this situation we were tasked to assess the learning and development training methods for our new employees who are due to start in our organisation.
Recruitment is an important step. We need to make sure we recruit and provide training for employees who can meet the company's requirements.
Once we have recruited the best people, we must offer a paid induction day where we can present the company to the new employees, the company's future plans, but also:
Employee contact - which can be permanent, temporary, full-time or part-time.
Payment and holiday payment. Like any employee, they must be informed about the payment of salary, but also about the fact that they are entitled to paid holiday and as well sick pay.
Work schedule and discipline rules. Employees must be presented very well the work schedule, shifts and also if overtime is required or optional.
Health and safety. Each company should provide training to each employee on how to use the equipment and machines to be safe and not endanger their lives.
Data protection. Using the personal data of another person is considered illegal so the personal data of each employee must be well protected.
After we have decided which candidates are perfect for the requirements of our company, and after the hiring process has started we offer training. Usually our company offers training for 2 or 3 days until we make sure that the candidate has perfectly understood all the details for the job and can work safety.
ready to absorb information about your company, your policies and procedures, and their role and responsibilities.
Staff training methods are of all shapes and sizes, and they continues changing or adapt to each needs. This means that each company, department and team can choose the best training methods according to their needs.
Traditional training methods still offer a number of advantages and are commonly found in many companies today. Here is a list of training methods we considered when choosing the best training techniques for our company's employees.

Class-based training programs
Usually, classroom learning takes place over one or more days in a physical place, on-site or off-site. Employee groups go through a series of activities or information about company policy issues.
Class-room training method is really useful when a company need to train more employees at the same time. Unfortunately, the disadvantages are as great as the high costs. Some employees could find this training method boring.
Interactive training
This method of on-the-job training actively involves candidates in their own learning experience. This training can take the form of simulations, role-playing games or tests.
On-the-job training
This method of training at work, employees are actively involved in learning and participate in real activities that take place at their current or future workplace. This is one of the most effective training methods.

For multiskilled persons this is the easiest way to learn, but at the same time can be too stressful for some employees.
Modern methods of training must be adapted to the times in which we live. They can be both social learning and online training.
Social learning is usually defined as learning from others by observing and imitating their behaviour. Social learning can also be effective in the workplace.
Online training has become one of the popular solutions for an effectively train employees. Online on-the-job training programs may include eLearning courses, webinars, videos that allow information to be presented and tested(Nikos Andriotis,2018).

 Employees can adapt this learning method to their own needs. But the disadvantage is the initial cost of developing the online study system.
The training offered by our company is free, although it comes with big investment of time and money. Even coaching, for example, it takes long time from an experienced employee to provide a proper training to another employee.
When time is short, we follow fast and convenient training methods. If employees are not established in the same workspace, we will consider making online learning materials available.
When the budget allocated for training is low or inexistent, companies choose for new employees to be trained by experienced employees. This method keep costs down but has disadvantage that people who train new employees could not be so involved as they are not paid for this.
In conclusion, for our company to survive and thrive, it must continually develop employee skills and encourage on-the-job learning.
Surveys have shown countless times that employees are in favor of a mixed delivery approach. Using offline and online training methods can organize all our training methods in one place and we can track progress at the same time.

As long as we choose methods for the right purpose and budget, our training program has great chances to develop employees as we intend.

                                   Task 3
Reflection on my experience
When I chose the option to start this course, I was quite distrustful, because the thought of studying in another language scared me. On the first day of the course I walked with fear and emotion. Seeing colleagues of all ages I started to be more confident and I already managed to form a group of friends. I also saw that the lecturers are quality people, having patience and explaining to us how many times it takes until we understand.
The fact that I chose the option of going to university is another important step in my career. With years of experience and a history of courses to become a good manager, the modules I studied at Trinity Saint David University in Wales laid the foundation for my knowledge and I also gained new information’s.


Being a college student with a job during this course is a real challenge.It helped me to descover  myself. Completing the self-assessment pages along with taking the exams helped me realize my strengths and weaknesses not only as an employee, but also as a manager, if I ever became one.
 I was surprised about when I completed the assessments and about my management skills. The different tasks and activities in the class really helped me to understand and realize where I stand, what I excel on at and what I need to work on.
I managed to discover that I am a very understanding and social employee, I adapt and form relationships with people easily and I am able to perform an efficient job. Find my strengths was always easy for me. I am a very quick learner and quick to understand a concept.
On the other hand, I also managed to establish my weaknesses. Due to the fact that I am a perfectionist, I have a great lack of confidence when working with people. Time management skills always give me headaches but also poor motivation.
I also discovered the opportunities I may have in the future.
The workplace provides resources for improving communication and time management skills, managing one's own team and also earning more.
I also realized the threats that are around me. I am aware of my competitors and also of the conflicts that can occur in my team.



Conclusion
Now at the end of the year, the fact that I chose to go to university helped me to lay the foundations of a future manager, helped me to have more self-confidence. To get to know myself better and also to discover new things about myself. I learned a lot from both my lecturers and colleagues, I made friends that I hope will last a lifetime. Slightly unbalanced by the pandemic situation, we managed to cope with online courses.
Thanks in advance to all the people who have gone through my life in the last year, thanks to the readers from whom I learned more than useful things and we hope to see each other again safely.
                                     Thank you!
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