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                           Reflective portfolio




During this Module, I have learned various analytical tools which are helping me to evaluate my own skills and competencies. PDP and Personality Test are the 2 tools used to evaluate my skills, strengths and weaknesses. 
For the second task of this assignment, I will use Johari Window  and SWOT Analysis to evaluate the development of the staff and encourage them to enlarge the Open Area and to help them asses their career plan, among other methods appropriate for a manager to assess and evaluate their staff.
For the end, I will discuss about all the methods, tools and theories I have learned during this Module. I will reflect on the tasks done such as Mock Interview and Open Book Assessment. The Gibbs Reflective Cycle will be used as an appropriate tool to reflect on my learning during this experience.






1)
Personal Development Plan
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Personality Test
My personality type is ADVOCATE, which is a mixture of extraverted and introverted type, but weights more on introverted side with a percentage of 57%.  This is definitely my personality type. I am a person with an emotional honesty that did have impact on some people in my past. I do like to help other people and sometimes I think I do this too much as I forget to take care of my own life and solve my own issues or leave behind my wishes. What I do not quite agree is me being sensitive to criticism. I can say I am not very affected if somebody has some opinions about my values. I do feel I know my own values and what I am capable of, and I would not get upset if someone thinks different. A weakness that I totally agree with, is me, being reluctant to open up. I really do not like to ask for help and I try to solve my problems on my own. Even if this means I have to try ten times harder, I would do this, just not rely on others people help. I am a strong, independent person, and asking for help would make me feel weak. Although, if it would involve my family, I would not hesitate to ask for help.


2)

Being a manager means a huge responsibility and the importance of knowing the staff, their skills, strengths and weaknesses will make a difference in the effectiveness of the teamwork and benefits for the organisation. 
As I have been appointed as manager in my organisation, I need to asses the learning and development of my staff. For the beginning I will give my staff a Learning style quiz to complete. Honey and Mumford (1986) have developed a Learning Style Questionnaire, which will bring the individuals in the end to one of the four styles proposed by them. Activist, Reflector, Pragmatist and Theorist are the 4 learning styles of this tool. The staff will benefit from knowing which type of learning they have, and this will help them to select learning experiences that suit their learning style.
Among the LSQ, staff will complete a Personality Test. The MTBI was developed by Isabel Briggs-Myers and her mother Katherine Briggs during World War Two. It is a tool for self-assessment. The results will give the staff the opportunity to explore their strengths and weaknesses, to gain insights of themselves, how they interact with colleagues and how they can improve their communication, learning and working. 
I have chosen the LSQ and MBTI because the staff needs better insights of themselves before I move to the next steps of evaluating their development. 
The next step will be a Personal Development Plan, which I, along with the staff will complete together. The importance of having a Personal Development Plan is that it is a plan that helps individuals to develop skills that are important for the work life. A PDP is not only beneficial for the staff, but also for the organisation. Having a PDP will be easier for individuals to keep track and focus on their goals. It will also pinpoint areas where individuals can improve on themselves, and they could identify anything that could hinder their progress. PDP will detail my staff every step they need to take in achieving their goals. The benefits for the organisation of the staff having a PDP is that, this plan will help them improve their performance and motivation, and will give them a sense of purpose. 
Before I start working on the PDP with staff, I will propose to do a SWOT Analysis which will be helpful in completing the PDP. SWOT Analysis has been developed by Albert Humphrey, and it is a tool that helps both, the staff and the organization to recognise the strengths and the weaknesses. SWOT stands for strengths, weaknesses, opportunities and threats. Starting with the strengths, the staff will need to ask themselves what do they think they are good at or better than others. Also if they have any achievements they are proud of, or any resources that others do not have. These questions will bring out all the strengths of each individual. Weaknesses is a category where each individual must think about any areas that they have to improve, if they have any bad habits that do not allow them to do certain things. As well as any skills that they are struggling with and tasks that maybe they can not complete due to lack of confidence. When it comes to opportunities, staff will need to think if they are in a place where they can go higher in their position, if the organisation itself is in a promising place.  Also when taking part at any meetings, tasks, teamwork, is there a possibility of improve or develop new skills?! Opportunities is a part of the SWOT Analysis where individuals should think about any future possibilities of growing and improving their career. The last part of the SWOT Analysis is Threats. This is an area where anything surrounding can affect you and your career. But individuals must think if any of their weaknesses could possibly become a threat for them. Individuals should think about any external changes that could affect them. Once we finalized the SWOT Analysis, it is easier for each person of the staff to have a look at their strengths, weaknesses, opportunities and threats, and having this in front of them may be easier to avoid or improve any weaknesses or threats that could affect their performance, and their career path.






























3)
During the Module: Professional career development, I had the opportunity to learn various and useful theories, tools, methods and legislations. When I say useful, I do not think only about my career path but also my personal life. I have started using some of the tools straight away after each teaching class. To express myself better and in an academic way, I will use the Gibbs Reflective Cycle (Gibbs,1988). A reflective cycle that will help me detail my entire experience and learning from this Module. I enjoy using the Gibbs Reflective Cycle because it gives me a framework for examining my own experiences and allows me to learn and plan further from things that went well or did not went as good. 
Gibbs


Description: The Module; Professional career development has had incredibly useful information, tools and methods. We had lessons about learning styles, personality test, all the information about CV writing as well as cover letters. A tool learned in class is Johari Window where the objective is to enlarge the Open Area and reduce the Unknown Area. Another tool learned is the SWOT Analysis, which is great for assessing myself in planning my future career. We also had 2 different assignments, one of them being the Open Book Assessment and the other the Mock Interview. In the end we have been teached about Employment Legislation and we have received an activity to test our knowledge about legal aspects related to employment.
Feelings: At the beginning, I have to be honest, I was not quite impressed about the Module. I was not sure if I will learn anything because I thought I know everything and I have a good job, I never had issues with interviews and never got fired. But I only needed to attend the first class and I learned a new thing; Personal Development Plan. I always write in my notebook what I want to do in the future, but PDP is structured and covers the present, actions and the future. And to achieve your goals you need that type of framework to have a look at it from time to time and maintain your steps and goals. CV writing and Cover letters was another topic where, prior to listen the lessons, I was convinced I know everything. And that changed, I learned much more than I knew, and I discovered what a cover letter is. For the Open Book Assessment I was not really nervous, as I was confident in myself and I made myself familiar with the case study given. The Mock Interview on the other hand was an assignment that I was really nervous, I did not know if I will do well, I did not have an Interview in years and I did not believe in myself enough. The last lesson of the Module was about the Employment Legislation where unfortunately I was not able to attend. But the minute I was on my feet again I started to make myself familiar with the lesson on Moodle and do further my research about employment laws to understand it better. I was curious and excited to explore laws that I was not aware of until this age. 
Evaluation: I am glad I had the opportunity to learn about career development but I would have been more happier if I could have attended the classes in person, as I am sure I have missed some information due to bad internet connection. Even with bad connection sometimes, I am glad I was able to do the activities proposed and I find it very challenging and interesting every time. I had the chance to learn about learning styles, personality tests, different tools to highlight my strengths and weakness. In a word, the good thing about this experience is that I had the chance to develop new skills and discover myself. A less good thing is that I was not able to attend the class about Employment Legislation. 
Analysis: I can honestly say, and I think I am not the only one, having Missis Sujeewa Herath as lecturer was a bonus point for all of us. She has made the lessons pleasant and enjoyable, and she has always explained us again and again if we did not understand something. I can definitely say that I learned so many useful tools and methods, thanks to a great lecturer. After the lesson about self-awareness I started to ask myself many questions and realised how little I know myself in some aspects. But overall, I think I should have paid more attention to the classes sometimes because I know I might have missed good information. For the future I know it will be better to attend the classes in person as being at home you can get very easy distracted. 
Conclusion: The first lesson, I have learned about Personal Development Plan which I have completed one for myself and I was really happy to have a look at it. It is a plan that shows me each step needed in achieving my goals. Second lesson was about self-awareness. A very interesting topic and I have learned that the Johari Window , SWOT Analysis, Learning style quiz and Personality tests, are great tools in improving self-awareness. The Open Book Assessment I find it very interesting because it was a question to choose and answer it within 2 hours. Since I was in primary school I always loved spontaneous tests and this Open Book Assessment felt like this. We had to answer the question based on a case study read prior. So nothing similar to the other assessments where we have to do research, and not knowing the question in advance made it challenging for me. The second assessment I had, was the Mock Interview, which overall went well. However, after receiving the feedback, I also realised I was too brief when I talked about myself and I did not show much interest in the company. , I learn that Employment Law is the relationship between the employer and the employee. Employment Law governs what employers can ask their employees to do and the employees know their legal rights at the workplace. Without such laws, employers could suffer unfavourable treatment from their employees and there would be no remedy to solve the situation. Employment Law covers a wide range of sections, such as employment contract, discrimination, recruitment, working time, and much more. There are a few laws that have caped my attention. First would be Employment Rights Act 1996 because it covers dismissal, maternity and paternity leave as well as redundancy. Because we, as human beings, we could not live without money, and being dismissed unfair or made redundant could affect our mental health, having such a law in place can save many people’s job. The second law that I am happy I found it is Agency Workers Regulations 2010. I was an agency worker for a couple of months, and I was indeed treated unfair at the workplace, but not by the organisation, but by the company workers.



Action Plan: I learned from the Open Book Assessment experience that I definitely need to add more academic words in my vocabulary and read the case study/book/article, ten times more. During the Module I have created my own PDP, SWOT, Johari Window which I have them saved and I always have a look at them to make sure I follow all the steps, and I make my self clear again about my strengths. Because I found out that I am a Visual Learner after completing the Learning style Quiz, I am now aware how to interpret and perceive information in the future from similar situations. 
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Mock Interview Grading Rubric
STUDENT:     Emmanuala							INTERVIEWER:    Sujeewa

SCORE:    5= Excellent,  4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	

	      Showed up on time
	o
	×
	o
	o
	o
	You appeared well dressed and greeted with a smile.

You maintained good eye contact.

	      Firmly shook hands of interviewer, smiled and greeted
	o
	×
	o
	o
	o
	

	      Had resume/references and offered professional copies
	o
	o
	×
	o
	o
	

	      Greeted and maintained eye contact 
	o
	×
	o
	o
	o
	

	      Dressed appropriately
	o
	×
	o
	o
	o
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	o
	o
	×
	o
	o
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	o
	o
	×
	o
	o
	You demonstrated a good knowledge of the job role and the company. Endeavor to carry out a detailed research about the company you are applying to before interview day. 
Your answers to ‘Tell me about yourself’ was too brief. This is an opportunity to highlight your strengths and skills that are related to the job role try to be more explicit and concise in your discussion next time. 


Always ask relevant question(s) (such as the future of the company; plans to invest in its employees’ training & development) from your interviewer; this will show how much you are interested in the job, the company and this will also help you to have better knowledge of the company. 

	      Answered questions completely, yet briefly
	o
	o
	o
	×
	o
	

	      Utilized STAR/BAR format for Behavioral Questions
	o
	o
	o
	×
	o
	

	      Understood company needs/Emphasized qualifications
	o
	o
	o
	×
	o
	

	      Understood position/Pointed out work related skills
	o
	o
	×
	o
	o
	

	      Displayed enthusiasm
	o
	o
	o
	×
	o
	

	      Focused on strengths; avoided weaknesses
	o
	o
	×
	o
	o
	

	      Acted in a polite manner
	o
	o
	×
	o
	o
	

	      Referenced specific items on resume
	o
	o
	o
	×
	o
	

	      Responded to questions promptly, but not hurriedly
	o
	o
	×
	o
	o
	

	      Asked appropriate questions of the interviewer
	o
	o
	o
	o
	×
	

	      Spoke clearly and at a reasonable volume
	o
	o
	×
	o
	o
	

	      Avoided use of filler/empty words, slang, etc.
	o
	o
	×
	o
	o
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	o
	o
	×
	o
	o
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 

	
Sujeewa 09/03/2022

	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                     POINTS EARNED   85%
	
	
	
	
	
	

	                                  GRADE  13 /15
	
	
	
	
	
	





	HOW YOU DID:
	TOTAL SCORE RANGE

	YOU’RE HIRED!!!
	70 - 100

	· Resume was printed and presented in a professional manner
· Showed up on time in appropriate attire
· Demonstrates confidence through voice, body language, and eye contact. 
· Provides detailed and specific answers to questions
· Sells skills and references previous experience
	· Clearly explains how skills and qualities match the job description
· Asks thoughtful questions and demonstrates preparedness 
· Maintains a professional attitude and demeanor
· Very clear and concise manner of speaking; avoids use of filler words
· Demonstrates above-average maturity (professional, articulate, manners).


	WE’RE CONSIDERING YOU…
	60 - 69

	· Resume was printed and presented in a professional manner
· Showed up on time and in attire that was mostly appropriate
· Decent poise, body language and eye contact
· Somewhat confident
· Provides specific answers to questions
· Sells some skills
	· Displays some skills and qualities that match the job description
· Asks some thoughtful questions and shows some signs of having done research on the company and position
· Interviewee is usually professional when responding
· Clear manner of speaking; used some filler words (um, uh, like, etc.)
· Noticeable maturity (professional, articulate, manners).


	WE MIGHT HAVE HIRED YOU, BUT…
	40 - 59

	· Resume was not presented or needed work
· Showed up late and/or dressed semi-professionally
· Not enough poise, body language indicated lack of interest, some eye contact made
· Confidence is not convincing
· Specific answers to some questions, others too general
· Comes off as too inexperienced; vague in selling skills
	· Appears to have some communication problems
· Skills do not match job description; lacks preparedness in research
· Attempts to be professional when responding; 
· Manner of speaking is comprehensible, but sometimes a bit unclear; frequent use of filler words (um, uh, like, etc.)
· Some maturity is evident (professional, articulate, manners).


	DON’T CALL US, WE’LL CALL YOU…
	00 - 39

	· Resume was not presented
· Showed up late and/or dressed unprofessionally
· No poise, poor body language and little to no eye contact
· Lack of confidence
· Answers to questions are not sufficient, relevant or convincing
· Inexperience is obvious
	· Does not display skills and abilities that are relevant to the position
· Does not appear to have done any company research and is generally unprepared
· Comes off as undependable and unprofessional
· Manner of speaking is unclear, jumbled or poorly worded
· Interviewee needs more experience and maturity
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