Nisha Sharma
2018069
BMSW 4005
Professional and Career development
Reflective portfolio































Contents Page
1. Title Page
2. Contents Page
3. Introduction
4. Skills Gained During Course
5. SWOT Analysis
6. Personal Development Plan
7. Continuous Professional Development
8. Progression Routes
9. Skills Required To Be An Effective Manager
10. Reflective Model S.M.A.R.T
11. Employment Legislation
12. Learning Style Theory
13. Self-Awareness Tools
14. Conclusion 
15. References
16. Appendices























Introduction
[bookmark: _Hlk90024570]During this report I will be reflecting on some of the tools such as SWOT, PDP, CDP which I feel have enhanced and improved my skills and at times highlighting skills I didn’t think I had. I will also cover the use of a Johari Window and S.M.A.R.T. There are various learning styles that might have an impact on your career, during this module I learnt what type of learner I am and how it has contributed to the skills I have acquired. Using psychological tools, management tools, theories, learning styles, and understanding employment legislation has all contributed to the knowledge I've gained during this degree. This has helped me deliver the best performance in my role and learn how to evaluate my personal and career development to move from where I am now to where I want to be. 





























Skills I have gained during this course:
Skill 1 : Interview Skills
Interview skills are talents that can help you land the job you apply for if you do your research and arrive prepared. Nothing is more embarrassing than showing up for an interview unprepared and unorganised. Not only will planning your interview impress the interviewer, but it will also build your inner confidence in understanding how to communicate with your interviewer and establish why you are the ideal candidate for the job. (www.thebalancecareers.com, 2021)
During this degree I feel I’ve gained a lot more confidence breaking the barrier of being unprepared. I learnt the skill of practising on Streams to gain confidence and time how long the video will be. This ensured I wasn’t diverting away from the topic when being interviewed for Dual Registered Managers role. The feedback I received I feel has helped me identify some flaws such as to reorganise my CV, Book an appointment with my career’s advisor to establish a better understanding regarding my CV.  And practise more using the STAR approach. 
Skill 2 : Planning Skills
Planning skills helped me define and focus on my goals in both my personal and professional. I investigated the use of a PDP. A personal development plan (PDP) is a written document that is intended to focus, assess, and prioritise personal development objectives. Writing things down offers you greater clarity, and I feel like I have a better understanding of myself and how I will reach some of the goals I have set for myself. (Ellis, 2003)
[bookmark: _Hlk89086098](Njoku and Amade, 2014) conducted a survey on how relevant graduates believed career planning was and how it develops you in your career. CDP, which is a written document, intended to offer a more in-depth analysis into your short term/midterm and long-term career goals. The aim of this tool is to identify any gaps, knowing where you are now and where you want to be in your career to ensure you are on the right roadmap. This tool encouraged me to think and plan focusing on where I wanted to be in the future.
Skill 3 : Time Management Skills
Prior to starting this course, I struggled to successfully manage my time. I thought it was impossible to fit all I wanted to do into my schedule. This degree began with purely online engagement. This was challenging for me at first, but by attending lessons on time, studying in my own time. Adhering to Turnitin's deadlines for uploading assignments. As I am near to completion of this degree, I have found I am managing my time a lot better and completing activities that I previously believed were impossible. (R Alec Mackenzie and Nickerson, 2009)














SWOT Analysis
SWOT Analysis is a technique/tool used to highlight Internal/external factors which may jeopardise your future or improve your future.  It is argued whether a SWOT analysis is a strategy however when conducting one or creating one it is very important to ensure that what is highlighted is worked on to achieve the expected outcome. With a world so uncertain now it’s a good time to evaluate. (Pino Bethencourt, 2011)
I have found using SWOT on myself highlighted significant attributes needed to maintain good job satisfaction and performance that i wouldn’t have otherwise known if I didn’t learn the skill of using this technique to improve on my some of my flaws.


	Strengths

· Digital Skills
· Communication Skills
· Medication Trained
· CBT & DBT trained
· Leadership Skills
· Budgeting & Finance Skills
· Client relationship management
· Willingness to learn
· Good team working skills
· Nurturing Skills
· Open & Honest
· Get on with Family




	Weaknesses

· Not completed Level 4 Health & Social Care Degree
· Organising Time (education & work)
· Setting Priorities
· Emotional Attachment
· Not good at delegating
· Can sometimes go off topic




	Opportunities

· Chance to become a dual Registered Manager
· Completing Assessments for placements
· Implementing learning 
· Further Understanding into Costings
· Increase in wages
	Threats

· Completing Level 4 Health & Social Care
· Dual registered manager job offered to another candidate
· Lack of Imagination
· Dwelling on past failure
· Fear
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Personal Development Plan
A Personal Development Plan is a framework used to identify personal & educational goals. This process is vital for personal growth as it provides value. Thus allowing me to reflect on my experiences and increase my capacity to articulate and display the competencies that occur during recruitment activities. It is thought to be of much higher value if the procedure is continuous rather than fragmented or partial. (Potter, 2011)
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Continuous Professional Development
CPD is a structured framework used to identify your career goals and provides a clear pathway for you to shape your career and provide self-understanding. As your abilities and objectives evolve throughout your career, I have learnt you need to review and update your CPD on a regular basis to enhance our learning. (Watts and Higher Education Academy 2006).
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Progression Routes
Following completion and pass of this course I have already made plans to continue with Level 5 & 6 in BSc in Health & Social Care. Alongside this I will be attempting to transition into a dual management role where I will begin to shadow the managers to implement what I’ve already learnt during this degree. I have already started to liase a lot more with external professionals within the organisation I work for such as social workers/Personal Advisors and start the process of completing Assessment’s to place young people and adults.
































Skills required to be an ‘Effective Manager’
When managing people in an organisation it is considered as one of the most difficult tasks that a manager faces. It's thought of as a dynamic process that's always changing to keep up with developments in the diverse and complex workplace. Being a good manager begins with self-awareness of your own strengths and shortcomings and filling any gaps that arise to ensure customer satisfaction and excellent job performance.
According to (Gallop and Hafford-Letchfield, 2012) A manager's job is to enforce the ethics of the organisation and persuade others to achieve their own and the company's objectives. Therefore, before mentoring others, it is critical to be self-aware of your own abilities. Some of the abilities needed to be an effective manager are:
Provides Clear Direction- A manager who provides clear direction creates a platform in which employees understand their role and clarify actions needed. My skill gap would be that I am not yet confident to delegate actions to others. I can gain this skill by shadowing managers in my organisation to observe how they perform.
Readily takes control in a crisis – A manager who is responsible for implementing the response to a business threat or major incident to make quick and difficult decisions to reduce conflict. My skill gap here would be attention to detail I have a problem retaining lots of information at one time. I can gain this skill by understanding risk assessments looking into resolutions of some common crisis situations.
Sets specific goals and guidelines – A manager who will set measurable and attainable goals to guide improvement in employee performance. My skill gap here would be reviewing the goals as I don’t practise reviewing my own. I can gain this skill by learning how to conduct a skill gap Analysis regularly. (Cook, 2009)























Reflective Model S.M.A.R.T
In recent years according to (Bennett, 2001) there has been a resurgence of interest among personality researchers and social psychologists in the purposeful, goal-oriented quality of human behaviour. The emphasis is on human development from a practical standpoint, emphasising the importance of setting goals and objectives throughout our lives.
When setting goals for ourselves, we must consider the following factors:
1. It's critical to be clear that the objectives we set are our own.
2. Make goals that will enrich your life and give you a sense of purpose.
3. Be grateful for what you already have.
4. Take credit for your accomplishments where it is due.
5. Be willing to change your mind if things don't go as planned. 
(“Five Factors to Consider When Setting Goals”, 2021)
S.M.A.R.T is an acronym that can help you avoid setting unattainable goals and guide you to making the best decision at the right time. Without completing one, you may find yourself stuck, unable to accomplish the tasks you set out to do. Using this acronym has helped me avoid staggering to support the company I work for experiencing hardship following disruption during the pandemic for example I was to implement what I had set out to do in my CDP.






















Employment Legislation
Employment law is there to protect workers and regulates the relationship between employee and employer the area’s the Law covers are as follows: (Ioannou and Dukes, 2021):
Recruitment – UK GDPR
Employment Contract – Employment Rights Act 1996
Data Protection – Data Protection Act 2018
[bookmark: _Hlk89974487]Pay And Holiday Entitlement – Working Time  Regulations 1998
Working Time – Working Time (Coronavirus) (Amendment) Regulations 2020
Health & Safety At Work – Health & Safety Act 1974
Discrimination – Equality Act 2010
Discipline & Grievance – Employment Act 2008
Dismissals And Redundancies – Employment Rights Act 1996
My learning through this sector is to ensure that I continue to review policies and procedures via my QCS account to ensure I have acknowledged regular updates that can continuously change. (“CQC Compliance Management - Care Policies & Procedures”, 2021)























Learning Style Theory

Using Honey And Mumford Learning style i consider myself to be an active learner. I believe that because I am an active learner, I was able to adjust to the changes that were occurring within my organisation to assist in areas of the company where I was needed most such as liaising with social workers, understanding costings. (Rolfe and Cheek, 2012)
I'd like to continue with Kolb's experiential learning theory, which is divided into two parts. The learning cycle is the first, and the learning style is the second. Kolb's theory investigates a person's way of thinking. Learning this theory enabled me to transition from being a support worker to a senior support worker and reflect on experiences I had already explored and implement what I had learned to support the company efficiently. (Mcleod, 2017)




























Self-Awareness Tools
Self-awareness helps us to understand what we require from others (Cottrell, 2021). Exploring Johari's Window I learnt each area of my window may expand or contract depending on my level of trust and knowledge. Because of good communication, trust, and a willingness to learn, I believe my open area has grown to enable me to explore a more demanding role. 
Another tool of identifying who you are and ensure you are self-aware is taking a personality test to learn what type of character you are. During this course I participated in a personality test via 16 personalities and learnt I was an Assertive Protagonist. (NERIS Analytics Limited, 2016)






























Conclusion
To summarize what I have included in this report, I feel taking on this degree alongside my job has enabled me to support the company I work for efficiently. The tools and theories mentioned has contributed to the confidence I have gained to plan and continuously review my progress to ensure I am achieving all the goals I have set for myself. I believe completing this course will equip me to move forward into a managerial position in the near future.
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Goal   SMART  Skil ls  Gaps  Resources  Action   Status  

Sho rt Term   (1year)           

1. Complete  Health and Social  Care Degr ee Level  4  Complete assignments  adhering   to deadlines .  Re sit any   failed  assessment ’ s .  Enquire with  lecturer for extra  support .    Attend study  skills sessions .  Completed 1 st   and 2 nd   Term  awaiting to  complete final  term .  

2. Particiapte in  Mental Health  Assessments    Working with external  organizations   for  potent ial placements .     Li aise   with Social  Workers .  Already  participating .     Support with   f ollow up  procedure &  paperwork .  Liaise   with Social  Workers .     Communicate with   manager .  Continue to  check online  p ortal .      Completed two  assessments .       Communicating   with social  workers .     A waiting for  new  placements .    

3. Training in  Managerial  Role  Shadowing managers  to  gain knowledge and  experience .      Explore  financial &  costings .    Plan training days  to  explore the role .     Understanding CQC  regi stration to  improve on skills.    Participate   in  managers  meetings .     Re searching.     P lan  transition  date into role.  Working  alongside  m anagement.          

Mid   Term Goals   (2y ear)           

1.Successfully  transitioned into  dual manager  role  Managing  two units with  8 Service Users   and 5  members of staff.     Implementing   Management   To ols  (LEAN)   Su pport with  administration   to avoid being  overwhelmed  and mistakes  being made.  Communicate with  dual manager and  suggest idea of  employing admin  staff.  Gener ate  inhouse job  opportunity   for  administration  role.  Awaiting  

2. Attending  Netw o rking  Events   A ttendi ng conferences,  seminar ’ s, spon sorship  events to promote  the  organization   and learn  new ways o f working.  Tickets  may  sell out.      Events may  be  cancelled.   Research   upcoming  events on  Managerial   Forums .  Book tickets  ahead of date .      Awaiting  

3. Look into CQC  Registration  Procedure  Explore requirements  needed to   apply  for  registered managers role.  Criter ia may  not be met to  succeed with  Registration .    Resea rch  CQC  Registration  documents.  Working with  dual manager.     Refresher  training .  Awaiting  
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Personal Development Plan     

Action  Description  Time Frame  Person Responsible  

Complete Level 4 Health &  Social Care    Complete all stages of the  degree to pass Level 4.  1 year  Myself  

Participate   in   assessment   meetings    Accompany senior members  of   staff to  assessment   meetings for potential new  clients to gain experience  1 - 2 years  Myself    Managers   Seniors  

Enroll  onto level 5 a nd 6   Start  level 5 & 6  l eader ship  & managemen t  cour se  1 year - 3years  Myself    

Plan a holiday  abroad  with  family   Plan a holiday abroad to  reset, refocus   and recharge .  M ake memories with my  family.     1  year  Myself    

Buy  my house  So urce a mortgage and buy  the property  I   currently   reside in  2   –   5  years  Myself    

Con tinue attending  meditating   classes and gym  C ontinue  attending the gym  and meditating cl asses to   help with mental health and  well being   C ontin uous   Myse lf      

 


