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Task 3 – Reflective portfolio
1) Audit your own skills and competencies using the analysis tools learned in the class (PDP).Identify the skills required for a career of your choices. Evaluate your own skills in comparison to your chosen career
For auditing own skills and competencies, it is important to understand the role of self-awareness in professional development. Self-awareness presents the capacity to identify one’s own character, capabilities, skills and motives by storing information about the self (Siraj, 2013). In this regard, self-awareness analysis tools had been deployed to understand the skills and competencies that I possess and that I need to develop and improve. While undertaking the personality tests using the Myers-Briggs Type Indicator, my personality coincides with ENFJ (Extraversion, Intuition, Feeling, and Judging) suggesting that I have a good caring approach and that I have skilled communication by making value connection with people. On the other hand, based on the Honey & Mumford learning style quiz, the result suggested of ‘Theorist’ learning implying that benefit is received from learning through models, concepts and theories within a structured environment (Wilkinson, Boohan and Stevenson, 2013). Considering the analysis, I could state that I have good caring skills as I am quite compassionate towards people and also possess excellent team working skills to work with peers, effective communication skills as I interact with my peers and also have the ability to develop interpersonal skills with the service users, analytical and intellectual skills to work in different kinds of information, trends and patterns to draw meaningful conclusions and also I have the ability to work under pressure and demonstrate resilience to cope with change. 
Based on the analysis tools, it can be said that I need to develop skills that are relevant for personal as well as professional development. The skills and competencies audit has been provided using the Professional Development Plan as below:
	Objectives
(Specific)
	Goal
(Measurable)
	Activities
(Achievable)
	Success Criteria
(Realistic)
	Time Period
(Time-Bound)

	To improve my decision making skills
	To be able to make quick decisions that are rationale and effective
	Undertaking cost benefit analysis by putting the list of decisions and weighing the pros and cons of the decisions. 
Narrowing the decision options by evaluating the significance. 
Checking the contradicting facts about the decisions and also cognitive biases (Sidarus, Palminteri and Chambon, 2019).
	Ability to undertake decisions by identifying multiple decision choices and conducting cost-benefit analysis to seek for the best decision by eliminating cognitive biases and contradiction. 
	Three Months

	To develop my problem-solving skills
	To be able to define and solve problems using techniques 
	Adapting to the 5Whys to define the problem at the workplace
Using problem-solving techniques such as root cause analysis and fishbone analysis to list causes and its possible solutions (Harel et al., 2016).
	Ability to handle difficult and unexpected problems that require systematic solutions
	Three months

	To enhance my organisational skills
	To be able to plan and schedule tasks and manage resources
	Making a list of regular tasks and activities. 
Creating a planner for scheduling the tasks
Minimising interruptions that could potentially delay the tasks
Maintaining a filing system to organise the files, papers, documents and folders. 
Digital filling could also be done to manage the files and folders on systems. 
	Ability to juggle all tasks and manage time and resources to make the work manageable
	Six months

	To improve my observational skills
	To be able to meet the needs of the service users without having to seek for their problems by getting informed through objects, events, activities and phenomena using senses. 
	Improving concentration by practicing yoga and meditation. 
Cutting out unnecessary distractions and challenging mental workout. 
Testing observation by playing memory game and recording and considering observations
	Ability to observe the needs of the service users and success offer services.
	Six months



I want to work in the professional capacity of a Healthcare assistant. The skills which are important for this career includes communication and interpersonal skills, multi-tasking, organisational, active listening skills, empathy, team-working skills, caring, problem-solving, analytical, decision-making skills, observational power and ability to keep calm under pressure (Skills You Need, 2020). These skills are important as a health and social care practitioner, I would be required to interact with various types of people including patients and patient family. Also, when working in ABC Healthcare limited as a healthcare assistant, I might be required to deal with critical patient health issues which would require the exercising of problem-solving, decision-making and good analytical skills. Apart from this, working as a healthcare assistant might require one to work for prolonged hours under extenuating conditions which calls for the ability to remain calm and composed under pressure. 
In comparison to my career choice, skills such as caring are significant as working within the health and social care sector would require being empathetic towards the service users by sharing their emotions and understanding their needs and problems. On the other hand, I have good communication skills which will support me professionally as a care worker as I could interact with my peers and service users to identify their needs and develop interpersonal relationship. The care worker must possess effective communication skills to be able to interact with the service users to understand the needs and devise a treatment plan. According to Liénard et al. (2010), communicating with the patients is considered to be a core clinical skill that aims to improve patient’s satisfaction as well as interacting with peers within the healthcare sector. However, I need to improve my decision making skills as I tend to get confused when making decisions. Working within the health and social care sector as a care worker would also require me to demonstrate observational skills. For example, it becomes essential to work under a multi-disciplinary team to provide patient safety by observing the discomfort of the patient even when the patient does not complain.

2) Training and development for new employees
Training and development are important and inevitable factor for ensuring continuous professional development of the employees. Considering the changing healthcare needs of the people and growing elderly population in the UK, it is even more important. This is because it helps in enhancing the abilities and skills of the healthcare professionals to efficiently deal with the changing healthcare requirements. Furthermore, with rapid technological advancement in the healthcare sector, effective training and development helps the professionals in staying updated with the latest technologies, its process of operation and potential issues associated. However, the types of training given vary depending on the post of the employees. 
In the UK, for supervisor and assistant manager posts, on-the-job training is most popular. There are many organisations like the ‘Institute of Healthcare Management (IHM)’ and the ‘Institute of Leadership and Management (ILM)’ that offer general supervisory level courses. Professional bodies like the ‘Chartered Institute of Personnel and Development (CIPD)’ provide training on more specific areas. ‘Graduate management training scheme’ of the NHS is an extensive programme that provides a scope to specialise in general, informatics, HRM and finance and strategy management. It includes a detailed induction and orientation to the NHS and work placements. The ‘middle management training’ is given to the ones already hired by the NHS. The ‘Managing Health and Social Care Programme’ is a flexible in-service programme of management training provided by IHM. The ‘senior management training’ includes an ‘Executive Fast-track Programme’ for senior and experienced clinicians and business leaders respectively, provided by the ‘NHS Leadership Academy’ (NHS, 2020). 
Being an Assistant manager, I am expecting that I would be given the responsibility of training and development of the frontline professionals, considering the organisational hierarchy. Thus, the ‘NHS Graduate Management Training Scheme’ would be the best option in this context. It would make the employees gain knowledge of different areas based on which they can be shifted to the departments where they develop maximum expertise and knowledge. I would make sure that the employees receive both statutory and mandatory training. The former includes the ones that the healthcare providers are legally bound to provide and the latter includes the ones provided by the organisations to reduce risks and comply with the government’s policies and guidelines. Some of the crucial areas that the training and development programmes would cover are ‘equality, diversity and human rights’, ‘health, safety and welfare’, ‘NHS conflict resolution’, fire safety, ‘infection prevention and control’, safeguarding adults, safeguarding children, informational governance and prevention of radicalisation (kills Platform, 2017).
There are two types of training methods- on-the-job and off-the-job. As the name suggests, in on-the-job training, the new employees work with the existing employees to learn the intricacies of their work in the real-life situation. On the other hand, in off-the-job training the employees are supposed to leave their workplace to enhance their skills, mostly with the help of an external trainer (Jacobs, 2003). I would prefer on-the-job training for the new employees. This is because I believe in the healthcare sector the best way to enhance professional skills is by being as much involved as possible with patient handling process. It gives first-hand knowledge about the types of health issues people ace, their symptoms and the ways to tackle them.  Moreover, on-the-job training would help the new employees to understand the working style of the organisation and eventually develop a good relationship with their seniors, which is essential for team cohesion. Coaching would be the most effective type of on-the-job training that involves the supervisors to act as the guides or instructors to the trainees (Garber, 2012). Had this not been the healthcare sector, I would not have opted for it as it develops a certain level of dependency on the supervisors, which holds the pace of learning of the new hires. However, in the healthcare sector, monitoring the new employees to help them to learn from their mistakes might lead to a fatal situation. 
Even though the terms ‘training’ and ‘development’ are used simultaneously, they have different meaning and purpose. Training involves learning basic skills essential for performing a particular job efficiently, whereas development involves overall growth of the employees (Boe and Kodwani, 2018). There are three key employee development methods-employee training, coaching and leadership mentoring. In coaching, an experienced and highly skilled professional provides necessary advice and guidance to the trainee employees. Leadership mentoring tends to focus more on the expertise, experiences and professional networks of the mentors that can be shared with the mentees who are often less experience and younger than the mentor (Shenkman and Shenkman, 2009). I would use training and coaching as the employee development methods. Training would enhance the job specific skills of the employees, and thereby elevating the quality of service delivery of the organisation.  On the other hand, coaching would help in customising the development programme. Being an Assistant Manager, I believe I would be required to look after the development of employees in different areas like nursing, counselling and physiotherapy etc. Thus, coaching would provide me a scope to customise the content of the programme based on the areas of operation of the new hires.  This would enhance the effectiveness of the employee development programmes. 
 
3) Write a reflection on your experience before the start of this course and after 
Reflection could be defined as the process wherein the self (S) could be engaged in attentive, critical, exploratory and iterative (ACEI) communications with own thoughts and actions (TA) along with their conceptual frame (CF) with the view of bringing about their change and view on the change (VC) (Nguyen et al., 2014). When I started this course, I was nervous as well as excited to embark on new journey. However, as I was slowly inducted into the course, I discovered that a plethora of learning and development opportunities have been made available to me. During the first week of the course, we were inducted into the module and personal development plans. In this topic, we were provided a brief guide regarding the key topics that will be covered, a succinct explanation of the learning and teaching strategies, a brief overview of the methods that are going to be used for assessment. Next week, we were taught about Self-awareness. We were taught about what is self-awareness, why is it important in career development, exploring opportunities for improving self-awareness and investigating the tools that can help to improve self-awareness. Next week we were taught about exploring employment opportunities, then about open book assessment and overview of the selection process. In the fifth week, we were taught about how to write Curriculum vitae and answer interviews. The following week we appeared for a simulation of an interview or a mock interview. In the consecutive weeks we were taught about what is career development, employment legislations, alternatives post-graduation and eventually revision and coursework discussion.  
In my opinion, all the topics covered during this module have been highly informative and have helped to develop my employability skills. We have been taught about to write CV’s which has been a great facilitator as it would enable me to make the CV more lucrative. Further, the mock interview or simulated interview sessions helped me to learn what questions interviewers can ask pertaining to my interested job profile. It also helped me to gain confidence and develop self-esteem which are important before appearing in front of a real interview panel. The exploring employment opportunities topic covered in the third week facilitated the exploration of the emerging trends in the health and social care sector along with identification of future employment trends. I gained knowledge about where I can look for employment. From this module, I have learnt about the different ways in which one can develop their career. In other words, I have learnt about the concept of continuing professional development (CPD). I have learnt about the various laws and regulations that temper the employment finding process in the UK. The ninth week is also very crucial as it helped me to explore the alternative career options after the completion of graduation. I have understood that finding employment in the health and social care sector is not the only available option for me but I could rather pursue further studies or become self-employed or take a gap year. The other modules of this course have been equally informative and have played a pivotal role in shaping my professional skills. 
Before I enrolled into the course, I lacked some of the important skills which are necessary for gaining a strong foothold in the profession of a care worker. However, I have been able to develop certain skills during the course of this module. One of these skills is caring which is a prerequisite for becoming a healthcare assistant. However, I have also been able to identify the skills areas in which I am lacking such as problem-solving, organisational, observational and decision making skills. Therefore, this course has provided me with the opportunity of identifying my strengths and weaknesses which need to be addressed for future professional development. The resources employed in transacting the teaching-learning activity during the module such as slides, class activities, videos that have been adapted for online learning and text books have been very facilitating and have aided the acquisition of knowledge. Moreover, given the pandemic situation, it was difficult to meet my supervisors in person. So, we transacted most of our lessons on Zoom video conferencing. This has jeopardised the process of learning to a certain extent but has also opened up new vistas of knowledge. Therefore, I believe that I am a transformed individual after the completion of this course. 
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