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1. [bookmark: _Toc89296156]Introduction
I will perform a SWOT analysis on myself and my career to determine better opportunities in this study. Furthermore, the reflective model deals with explaining personal development plans. Lastly, the study will determine the skills required to be an effective manager in my field. I will summarize all the lessons I learned from this module.
2. [bookmark: _Toc89296157]Audit my skills
2.1. [bookmark: _Toc89296158]SWOT analysis
SWOT is the acronym for strength, weakness, opportunism, and threats. Generally, SWOT analysis is used to evaluate the company's position within a competitive workplace (Teoli, Sanvictores and An, 2019). It allows the company to create strategic planning and investigate the internal and external factors with current and future potential (GURL, 2017). 
2.2. [bookmark: _Toc89296159]SWOT analysis of myself and career
[bookmark: _Toc88912364]Table 1: SWOT analysis
	Strengths 
	Weaknesses 

	· Calm personality 
· Claim handler 
· Analytical mind 
I remain calm and tackle the situation appropriately. As a claim handler, I resolve complex situations and focus on the results and success of the company. I have an analytical mind and observe things under pressure. 	Comment by Richmond Lamptey: Do not articulate your strengths using sentences. You can explain them in different paragraphs and not in the table.
	· I Ddon’t stop unless the job is done. Sometimes, 
· it takes more than the required time. In addition, I Ffind difficulty in evaluating other people. 

	Opportunities 
	Threats 

	· I have experience in debt management. It is a necessary skill important for macroeconomic stability and ensures no problem in the long run. 
· It makes me a specialist in controlling cash flow, recycling debts, efficient in taxes and loans, and consolidating debts. 
	· The common threat is dealingDealing with hundreds and thousands of claims annually. 
· Furthermore, I have to Ddeal with hundreds of clients in various situations. 
· In case a client is unhappy with my service, they can complain against me. 



2.3. [bookmark: _Toc89296160]Personal development plan 
A personal development plan (PDP) is essential to improve knowledge, experience, and skills. It is the continuous lifelong procedure that allows the individual to focus on various areas needed attention (Shaheen and Hameed, 2020)
[bookmark: _Toc88912385]Figure 1: Personal development plan
3. [bookmark: _Toc89296161]Skills required to be an effective manager
A claim manager has to lead and oversee the tasks assigned to people working under him. I have to handle claim investigation and process procedures related to insurance company policy.. Furthermore, claim investigation needs to be conducted diligently. Claim managers are responsible for maintaining insurance files, reviewing them, and following them to process in real-time. As an effective manager, I have to delegate duties within claim departments to liaise with legal counsel and ease litigation. Some skills essential to becoming an ‘effective manager’ within the claim department are listed below, 

[bookmark: _Toc88912386]Figure 2: Skills required to be an effective manager
3.1. [bookmark: _Toc89296162]Core skills
Core skills are the set of non-technical abilities and knowledge that deals with successful participation in a working environment. The primary purpose of core skills is to navigate the work and interact with other employees efficiently (Haqaf and Koyuncu, 2018). As a claim handler, I understand the customer needs and provide the best insurance to them. Furthermore, I explore the market and keep myself updated about the new financial norms and trends. Providing the best advice and plan to customers is essential and developing a personal relationship with customers is crucial (Kumar, Soomro and Aqil, 2021). Furthermore, I own claiming experience through working in multiple companies as a senior claim’s handler.
3.1.1. [bookmark: _Toc89296163]Organized workplace
An organized workplace helps the business to stand in the long term and sense the structure. Claim managers are efficient in promoting team spirit (Cumberlege, 2020). As a claim manager, I have to be well-organized in planning, communication, coordinating resources, scheduling, and meeting deadlines to support staff.
3.1.2. [bookmark: _Toc89296164]Negotiation skills
Negotiation skills are crucial to settle differences through an acceptable agreement between both parties without arguments and disputes in a workplace (Kumar, Soomro and Aqil, 2021). I’m a good negotiator and resolve the disputes that arise in a competitive workplace. I have a specific principle of fairness that helps me maintain cordial relationships to build a thriving environment.
3.1.3. [bookmark: _Toc89296165]Team building
Team building promotes social relations and explains the roles of various employees in a team. An effective claim manager offers team-building activities to his team and cultivates better communication, motivation, and productivity (Cumberlege, 2020). Managers must help employees know each other and determine their strengths and weaknesses to build a good work environment.
3.1.4. [bookmark: _Toc89296166]Management control
Management control collects and uses the information to determine the performance of various organizational resources such as financial, physical, and organizational performance (Ishak, 2018). I’m well aware of the specification of management control and know the role and responsibility of the handling management job. Furthermore, I have experience in checking the validity of the claim. Therefore, this skill can help me in becoming an effective manager.
3.1.5. [bookmark: _Toc89296167]Empathy
A claim manager is empathetic towards staff members and is a good learner. Empathy is the term used to determine the feelings and conditions of other people. As a claim manager, it is essential to know what other employers feel as a whole (Lynch, Newlands and Forrester, 2019). Various scenarios as a claim handler helped me become more empathetic towards the people around me. 
3.1.6. [bookmark: _Toc89296168]Attention to detail
An effective claim manager is attentive to minor details and achieves accuracy to complete tasks. For the position of claim manager, I have to listen to each detail and pass it to customers and staff accurately (Kumar, Soomro and Aqil, 2021).
3.1.7. [bookmark: _Toc89296169]Evaluating others
The claim manager demands a skill to evaluate others and recognize the people of interest. I’m inefficient in evaluating others, and I have to learn this skill to find the talents for a proper job without judging them (Lynch, Newlands and Forrester, 2019).
4. [bookmark: _Toc89296170]Concepts learned from the module
4.1. [bookmark: _Toc89296171]Setting goals and objectives (SMART)
SMART goals are the best way to achieve goals through improving skills. It helps the person set a timeline to accomplish goals and struggle with them (Bjerke and Renger, 2017). In this module, I have learned to set a proper plan for my goals. In the table, I have provided all the goals achieved in the next three years. SMART goals clarify the idea and help in focusing on efforts through using proper time and resources.
[bookmark: _Toc88912365]Table 2: SMART goals
	S
	Specific 
	I want to become a successful claim manager by focusing on multiple factors. Currently, I lack a few skills, but my goals are to accomplish these goals soon. I want to become a claim manager because I want to grow and working in multiple places can help me get through it.

	M
	Measurable 
	I will set a proper time to practice the required skills. For instance, I will put an appropriate time of two hours to read books about management. Furthermore, I’ll set a deadline to determine the accomplishment of the goal. Apart from that, I wish to attend seminars and webinars that can help me develop communication and skills.

	A
	Achievable 
	I can contact the people that are already in this field. It will help me take a proper guideline to complete the task and remain forehand compared to others. Moreover, I’ll read the literature and books related to becoming a claim manager. 

	R
	Realistic
	I aim to target my goals and the most straightforward plan is to improve myself. I don’t think it is the right time to accomplish my dreams, but it is the right time to make it. Practicing can help me focus on long-term goals and complete them later.

	T
	Time-bound 
	I have set a time of three years to fulfill my goals that would be December 2, 2021 to December 2, 2024. In this period, I’ll learn multiple skills, attend seminars and work on various areas to seek guidance and advantages. Furthermore, I’ll provide two hours daily to learn these skills. I believe that three years will be a great time to accomplish all goals.



4.2. [bookmark: _Toc89296172]The recruitment and selection processes
[bookmark: _Toc89296173]In the selection procedure, I learned about the actions and facts that helps in becoming best suitable. Screening of job applicants holds an important place in the overall procedure of hiring. Furthermore, I learned about the recruitment and finding relevant people are important for the job success.  (Robbins and Coulter, 2012). Organization use various skills listed below, 
· Tests of cognitive abilities
· Tests of Motor and physical abilities
· Measures of personality and interests
· Achievement (job knowledge) tests
· Work sampling
· Assessment centres
· Miniature job training and evaluation


4.3. [bookmark: _Toc89296174]UK Employment law
According to UK employment law, it is crucial to maintain a relationship between employees and employers (Freedland and Dhorajiwala, 2019). It provides equal rights to the working staff. The proper work timing in the UK is 48 hours a week and 8 hours a day with paid leaves and rest breaks, allowing the employers to get the benefit (Freedland and Dhorajiwala, 2019). This law has made it easy for me to balance a professional and personal life. I can work and give time to my family at the same time. Furthermore, this time has made it possible for me to participate in other recreational activities and attend various seminars. Apart from the timing, the tree graph represents the ease implemented by the UK to its employees.
[bookmark: _Toc88912366]Table 3: UK employment law
	Recruitment 
	Employment contract  
	Data protection

	It is unlawful in UK to discriminate among the job applicants and it has given me edge over that. Under equality act of 2010, I feel save when applying for a specific job.
	The employment contract states that Sundays are off time and every employee must give proper employment particulates to seek benefit. 
	As a claim handler, data protection is my priority and UK employment law strict policy against the data protection. 

	Pay holidays and entitlement 
	Working time 
	Health and work safety  

	A 28 days leave a year helps me in doing necessary holidays. I can easily complete tasks without worrying about the pay deduction.
	Working 8 hours a day spare time for family. 
	The health and work safety allows me to meet physicians and go for monthly checkups. 

	Discrimination  
	Discipline and grievance 
	Dismissals 

	I can work freely with worrying about gender discrimination.
	It allows me to manage tasks effectively following all the policies and procedures.
	It saves me from dismissals that occurs when a contract got terminated or ends. 


4.4. [bookmark: _Toc89296175]Learning theories 
In this module, I have learned various theories related to recruitment and selection, self-improvement, career development, and employment legislation. These theories are essential to understand as they explain and describe the different informative lessons (Worley, 2020). All these theories can help me grow in the future.
4.5. [bookmark: _Toc89296176]Self-awareness methods
Consciousness helps in determining the motives, feelings, and desires. In this module, I have learned various self-awareness methods. I have learned the Johari window and how to work on my different self-including blind, hidden, open, and unknown selves (Muratore et al., 2019). Furthermore, it helped me in determining the factors listed below,

	Known to other
	Known to self 
	Unknown to self 

	
	Open self 
	Blind self 

	· 
	· I have analytical mind 
· I’m an attractive listener
· I’m efficient in organizing and monitoring work.
· I remain calm in a stressing condition 
	· I lose control in anger 
· I find difficulty in concentrating for a long period. 
· I’m a good listener 

	Unknown to others
	Hidden self 
	Unknown self

	· 
	· I get involved in conflicts
· I plan for long term goals and work for it silently 

	· I’m not sure whether I like my work or not. 



Reflections
5. [bookmark: _Toc89296177]Conclusion
To conclude, the module encouraged me to identify both strengths and weaknesses that can allow me to perform better in professional career development. In the start, I learned about the personal development plan, and it helped me recognize my goal and needed prospects. After that, I learned about the skills required to become an efficient manager. All these skills will help in becoming a claim manager in the future. The skill assessment allows me to focus on the areas that require attention. I created a SMART objective; it accommodated me in becoming clear about my goals. Now, I know about the necessary time for my purposes and the actual period. The learning concepts of UK employment law supported me to analyze that I shouldn’t be worried about the working hours and holidays. Furthermore, my job will be secure as the employment law don’t promote racism and gender discrimination.  Lastly, the self-awareness method helped me to know about my unknown self and known self. Collectively, these things will help me in performing better and seeking a bright future.
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To be developed  


Negotiation skills 


Expected goals 


10% Reduction in Life Cycle of All Claims


Action I will make 


Zero Justified Consumer Complaints


Success criteria  


Applications 


Demonstrate a high bar for ethical behavior in the workplace that everyone should follow



Always works for that which profits the business and develops the employees



Team management 


Organized workplace


Follow-up with Customer Service Surveys


Significant Reduction in Use of Independent Adjusters


Learn to open up about oneself a bit and show some vulnerability and human feeling in a conversation


Target goals  


one year i-e December 25. 2021 to December 25, 2021



Skills to be an effective manager


Organized workplace 


Management control 


Negotiation skills


Empathy 


Team building 


Attention to details 


13

image2.png




image1.png




