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Introduction:
In this report I have created a portfolio in which I have audit my skills that I have learn in this module and discussed using a Swort analysis along with personal development plan. I have also analyzed the skills and discussed some of the important skills that are needed to be an efficient health and social care manager. I have used Gibbs reflective cycle to access the concept that I have learn in this module. In the end I have given conclusion with references and appendices.



















SWOT ANALYSIS:
This Analysis will assist me in attaining my goals by assisting me in discovering my potentials as well as eliminating my flaws and dangers.
	Strength 
	Opportunities

	
My communication abilities came in handy, and I discovered new methods to interact with others.
	
I usually take advantage of possibilities that would improve my ability to learn new things and allow me to discover new approaches to deal with problems.

	Weakness
	Threats 

	
One amongst my flaws is emotional stability, which has always hampered my capacity to achieve my objectives.
	
Individuals who dampen my excitement are my greatest threat. People tend to focus on the bad aspects of my surroundings and try to dissuade me, which has a detrimental impact on my personal development and profession.




Personal development plan:
Improve my confidence when giving presentations, want to get a decent mark in my degree, and want to improve my time management, communication, and other skills. This can all happen if I give several presentations during my semester, submit my assignments on time, and attend all of my classes. Throughout my degree, I will have numerous opportunities to gain confidence and manage my time. This may appear to be my simplest objective because it is something I need to better psychologically and simply require my own efforts. This can be accomplished in the short term.










Skills required for effective Manager:

"Effective Manager Skills" is a programmed designed to assist individuals and organizations in increasing one‘s particular efficacy and impact. Members include, but are not limited to, enhanced learning new abilities, but also acquired certain competencies in the schedule, which are highly crucial talents in 21st century enterprises.
Communication skills:
In social care, communication encompasses all aspects of touch and encounter in addition to experience and skill. Whenever appropriate, healthcare staff must be able to empathize and gently communicate potentially perplexing processes and difficulties. Communication is critical in this situation because the resident's issues could rise to out-of-character behavior, hostile or anti-social behavior, or self-isolation. It's critical to figure out whether there are any characteristics that cause concern. Is the person easily agitated, does their respiration quicken, or has he or she ever had a panic attack? To keep users relaxed, it is vital to establish excellent interaction. Caregivers should go at the participant's pace, let them communicate, and deliberately pick their remarks to assuage such worries and instill trust.
Creative Problem-Solving Skills:
Nurses employ critical thinking to evaluate, analyses, and synthesize information, according to a National Institutes of Health paper. They use this information, as well as their own experience, to devise a strategy. Critical thinking is the starting point for nurses who use problem-solving skills. If there are no definitive answers or courses of action, nurses might use their imagination to come up with new techniques and make choices.
Nurses may utilize their creativity to come up with innovative procedures as well as implement choices when there are no concrete solutions or courses of action. When usual methods don't work, creative workers may develop ideas quickly, be adaptable in their approach, perform confidently without direct supervision, and respond well under pressure.
Conflict Management Skills:
You must recognize and handle the issue in a reasonable, fair, and efficient manner when practicing conflict management. Effective communication skills, such as active listening, problem solving, remaining calm, and focusing on how to solve the situation, are essential. Emotions can play a big role in disputes in this setting, so compassion and understanding are frequently required when addressing the situation.
When dealing with any disagreement or confrontation as a health and social care worker, keep in mind your surroundings. Do not vent your frustrations in front of service users, patients, or their family members. To converse, go somewhere private and quiet. If you can't move the dispute apart from someone else, screen off the area and communicate in peaceful, low accents to limit the upset to a level.
Time management skills:
Time management is essential to performing well and progressing as a nurse throughout the healthcare ecosystem. (Aggar, Bloomfield, Thomas, & Koo, 2017; Maryniak, 2019)
3 key strategies for bettering time management abilities are organization, prioritization, and delegating. Organizing requires listing many of the tasks that must be accomplished as well as predicting how long it would take to accomplish. It can be good to find a list or tool which fits best for you. Assemble all resources, materials, and information prior undertaking a work (such as policies). You would be able to concentrate and be much more productive and motivated of this. You could organize more successfully by breaking down chores into smaller portions and categorizing care (Aggar et al, 2017; Nayak, 2018). It's also important to remember that goals could be thrown off by unexpected occurrences or conditions. Distraction, time limits, assessment, and numerous contradicting duties, prioritization could be difficult. Maslow's hierarchy of needs lies at the basis of nursing priority. To evaluate the significance and immediacy of actions, critical reasoning and professional decision-making qualities are being used (Aggar et al., 2017; Maryniak, 2019). Properly assigning responsibilities is also an essential consideration of managing time.
Dependability and Strong Character:
Supervisors throughout all industries must be competent, qualified to make decisions, and willing to accept ultimate responsibility including both successes and failures. You need a strong sense of justice to become a great manager because it helps to make ethical and responsible business decisions. Organizations are indeed looking for people with strong characters who really are committed to respective healthcare businesses. You assume power over others when you become a manager.
General Management Skills
Finally, you must demonstrate good management skills in order to be a strong Healthcare Management candidate. While this can be improved via study and practice, there is one aspect of effective management that is an inborn trait. Good executives with strong general management skills will be sought by employers.
These are the five qualities that every healthcare executive should possess. They will be skills that you will need in your daily work in healthcare field. If someone has these characteristics, job in healthcare management could be a good fit for you.








Gibbs Reflective Cycle:

By evaluating a specific scenario, I have shown the value of improving academic skills as well as employability skills in this evaluation. In this situation I have used the Gibbs Reflective Cycle to better get the understanding and evaluation on specific events as well as my own perceptions. As an outcome, I assume I've gained much better knowledge of the system that allows me to execute critical thinking and associated actions. It was critical for someone like me to improve my time management, communication, and teamwork abilities throughout this course.
[bookmark: Description][bookmark: _bookmark2]Description:

Communication skills are important for both academic and professional settings. Via consistently attending my lectures and specific meetings, I'm confident in my ability to develop the communication skills. This model has helped me successfully develop dialogue about my gained knowledge, particularly my assessments of learning activities. (Brierley, 2019). Based on this, I can be able to understand how to communicate between two different things which have a common aspect. For example, which I have learnt through the module, I may be able to communicate that with the examination paper. This can help me in understanding and reflecting my lessons onto that paper. With the help of this, I can
reach to a higher level of achievements in my academic module. Similarly, in the case of employability, I may have become able to communicate two different tasks in any organization, which I have been working for. Efficient communication skills will also aid in the development of my managerial skills (Hariyati and Ungsianik, 2018). The Gibbs model is necessary for coordinating the scenario with my current thought processes. With the assistance of this, a link can be created effectively between critical thinking activities along with an incident. This may have helped in identifying the best courses of actions with respect to the considered incident by evaluating the current situation.
Feelings:

Emotional analysis is significant in both academic and professional fields. This could have aided in the development and comprehension of my feelings regarding the learning course. Users will be able to comprehend my perspective and convey their own with the support of all this. I successfully realised that my thoughtful evaluation as well as analytical thinking are really important for everyone after completing this module. It could have benefited people in enhancing their own performance in terms of developing employable skills for long-term job advancement. (Tesh and Kautz, 2017). 
Henceforth, in the case of preparing a cover letter, I have felt that it is required to incorporate organizational terminologies to showcase my preferred areas of working and the respective necessities. But from the other hand, I need to establish particularity in terms of choosing phrases, sentences, and words to attract employers' attention. By using correct words, I would have been able to handle time for writing a study or an essay as a result of this. This can also assist me in preparing my Curriculum Vitae (CV) in a more approachable and acceptable manner. 

Evaluation:
The chosen educational course has generated a useful set of facts to help me better my academic writing and analytical skills. In real, I've honed skills like time management and communication to enable me excel in my profession. (2018, Ping and Xiaochun). As an outcome, I would've been able to make a to-do list to follow up on the systematic approach in which I completed all duties with a higher degree of accomplishment. Aside from that, evaluation skills can assist me improve my CV by allowing me to prioritize my prior skills and recent accomplishments at the top of list. To demonstrate my improved communication and time management skills at work, I would be prepared to organize an article based on a discussion after receiving input from everyone else. (Sambell et al., 2020). Moreover, determining a remedy would help me maintain teamwork by allowing me to present my findings to my peers.
Analysis:

I have taken into consideration a group learning module; therefore, it is important to make sure that I am able to pursue all activities of a team. In this case, I have been consulting my peers and classmates for analyzing the experiences that I have been gaining through the classes. By collecting and analyzing the perspectives of my educators, including myself, I would've been able to maintain the association among lessons and obtained observations (Ghiasvand et al., 2017). I defined that an efficient analytical skill might well have aided me in conducting an interactive model of a particular context and ensuring that most of my peers are able to interact their own observations with mine. This seems to be critical for group work since it sets up a particular frequency for everyone to work on.
[bookmark: _bookmark6]Conclusion:


Reflecting on a particular situation and describing it from any perspective might have helped myself in achieving the most valuable results of the study. Throughout this case, I'll have to use both my teamwork and communication skills (Ardian et al., 2019). As an example, if I'm working on a group study, I will need to share all my peers' conclusions, including mine.
[bookmark: Action_Plan][bookmark: _bookmark7]I've realized that I need to develop my critical thinking skills to confirm that I am capable of managing a team while maintaining certain aspects of communication skills and skills that are required to manage time.

Action Plan:
A course of action is created to pursue necessary developments in a systematic manner.
	
Aim
	
Decisions to be made
	
                  Resources
	
Current score

	
Enhancing my time management skills
	
I will prepare a concrete solution for my work to be done in specific time by setting goals.
	
 Online resources available on internet
	
Low

	
Improving my team working skills
	
Putting the whole of your efforts into forming a team, retaining it all together, and interacting with one another.
	
Taking project and completing them on specific time with the help of team and by analyzing books and online tutorials.
	
Low

	


 Improving          communication skills
	


 Starting to make communication a focus, as well as practicing writing through guides.
	

 Practicing with online sources on a constant schedule and developing a classic individuality
	

  moderate
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Conclusion:

Now at end of this report, I noted that Swort analysis and PDP have been critical for enhancing the skills needed in higher education is essential to be an effective manager. Gibbs Reflective Cycle seems to be extremely useful for determining the method by which I seek critical reasoning in relation to a specific scenario. Based on this, I've identified flaws in my communication skills, teamwork abilities, and time management abilities. The Gibbs reflective cycle had also assisted me in better understanding the aspects to consider while establishing employability skills to become an effective manager.
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			Thank you for completing our personality test!







		



		As promised, here are your results:
Personality type: Consul (ESFJ-A)
Traits: Extraverted – 56%, Observant – 69%, Feeling – 52%, Judging – 72%, Assertive – 53%
Role: Sentinel
Strategy: People Mastery
You can use this randomly generated password to access your profile:
e1284369
View your profile →






		






		Your world is about to make a whole lot more sense.






		Your journey to self-discovery is just beginning. To gain a much deeper understanding of who you are so you can put your gifts to work instead of grappling with them, unleash your potential for personal growth, and fully show up for the people, causes, and purposes you care about, get the 231-page Consul Premium Profile.
With the Premium Profile, you will go beyond the periphery for an in-depth exploration of your personality. You will understand, accept, and honor the person you are... while revealing the path to growing into the person you want to be.
The only question you’ll be asking yourself is: Why didn’t I have this sooner?






		Get the Consul Premium Profile →
231 pages of insights and advice. Instant PDF download and online access, with e-reader versions also available. 30-day money-back guarantee.
	[image: https://ci4.googleusercontent.com/proxy/t9-0Z7ykjkcyleqjiWK009RUWFIj348MZx-4hHGbN70H-LuLpu0SN845hoOodRCBPyxHjgxmqOzFVIsgnk2DDl4NEoQVyXuIMLSZNLXDVwLBCg=s0-d-e1-ft#https://static.neris-assets.com/images/emails/ebooks/consul.png]






		






			Oh, and as a little thank-you for scrolling down this far, here’s a discount code for 20% off your premium profile:
LEARNANDGROW









		






		What else can you learn?






		We’ve also developed many other tools and resources to help you explore how your personality traits may affect various aspects of your life – such as your confidence, perfectionism, job burnout, and more. You can also use our research to understand what really drives, inspires, and worries different personality types, helping you build more meaningful relationships.
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	Take specialized assessments→
Our 25+ specialized assessments can help you improve your romantic relationships, analyze career choices, get a glimpse into your dark side, and more.
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	Boost your team’s performance→
Leading a team? Our team assessments will help you identify what makes your team tick, find its weak points, and see what challenges and opportunities likely await you, based on your mix of personalities.
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	Dig into our personality research→
Curious whether other people with your personality type share some of your quirks? Or perhaps you’re a data geek and just can’t resist an enlightening chart? Our surveys can give you all that, and much, much more.
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	Explore our articles→
Our hundreds of articles cover a wide range of topics, from perfectionism to dating to gift guides – check them out for some truly fascinating insights into how different personality types act and think.









		






		Fun facts about Consuls






		Finally, here are some cool Consul insights from our research. According to our surveys, Consuls are the most likely personality type to...
· ...be satisfied with their life
· ...seek commitment in their relationships
· ...enjoy teaching or mentoring others
· ...have good handwriting
· ...remember birthdays easily
For more insights, check out our research using the link above – our surveys are a great way to compare your habits, goals, and attitudes with other Consuls.
Until next time!
The 16Personalities Team
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	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



ADDITIONAL COMMENTS:
With some more practice you can achieve your goals – speak more slowly and calmly and it will help hide the nerves. 
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Mock Interview Grading Rubric   Date:  28/10/2021        STUDENT :     Hina Naim      INTERVIEWER :      Farah Islam     SCORE:      5= Excellent,      4=Very Good,      3= Good/Average,      2=Poor,      1= Very Poor    

 5  4  3  2  1  Comments  

FIRST IMPRESSION       Good  introduction. Very brief job specification  –   lacked detail.  

       Showed up on time  X          

       Firmly shook hands of interviewer ,  smiled   and greeted  X          

       Had resume /references and offered professional copies        X    

       Greeted and maintai ned eye contact      X        

       Dressed appropriately  X          

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

       

VERBAL BEHAVIORS       Needed some prompt to answer the question and got a bit muddled  with the answers  –   take it easy and the words will flow naturally.    Some responses didn’t answer the question.    Some room for improvement.    Well done on having a question to ask at the end.   

       Demonstrated knowledge about the company    X        

       Answered questions completely, yet briefly    X        

       Utilized STAR /BAR   format for Behavioral Questions      X      

       Understood company needs/Emphasized qualifications      X      

       Understood position/Pointed out work related skills        X    

       Displayed enthusiasm      X      

       Focused on strengths; avoided weaknesses      X      

       Acted in a polite manner  X          

       Referenced specific items on resume        X    

       Responded to questions promptly, but not hurriedly        X    

       Asked appropriate questions of the interviewer    X        

       Spoke clearly and at a reasonable volume      X      

       Avoided use of filler/empty words, slang, etc.      X      

       

OVERALL PREPARATION      X      INTERVIEWER:   PLEASE SIGN AND DATE IN THIS BOX  TO CONFIRM COMPLETION OF INTERVIEW .          Farah Islam 28/10/2021  

      

                                      POINTS AVAILABLE    100       

                                       POINTS EARNED       69   %       

                                GRADE     10.35 /15       

     


