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Introduction 
This report will be stating my skills my weaknesses plan how to achieve my goals. The report contains my current skills and what will my future goals be and what is required to reach those goals. By auditing my Skills, it will give me a brief description what are my skills and shows how confident I am if there any room for improvement and if so, how will I improve these skills. I will be using models such Gibbs reflective tools, SWOT analysis and PDP which will show me how I am doing and what improvements needed. 
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My Skills audited
	Skills 
	Summary 
	Confidence 
    ( 1 – 5 )
	Need Improvement

	Customer Service
	I can identify customer need and provide the right experience 
	4 confident 
	No

	Leadership 
	I can allocate work accordingly and manage team 
	2 not very confident 
	Yes 

	Time Management 
	Use my time productively 
	3 fairly confident
	no

	Technology Knowledge 
	I can use Microsoft office all programmes 
	4 confident 
	no

	Teamwork 
	I can work as a team and provide new ideas 
	3 fairly confident 
	Yes 

	Positive Attitude 
	I am always motivated to take new challenges 
	4 confident 
	no

	Presentation Skills 
	I can present in front of everyone but at times I really get nervous 
	3 fairly confident 
	Yes 

	Phone Communication 
	Taking Calls within my job 
	4 confident
	no

	
	
	
	


Areas I need to develop clearly shows on the audit table where I am not so confident in and therefore, I am looking to develop these skills near future by participating more in presentations practicing and making a development plan which I can follow in a personal development plan I will set goals, prioritise my goals, set myself deadlines recognise threats and measure in my progress. 
At the moment I have more customer service experience which is good to have to become a social worker but I need a lot more experience where I need to obtain hands on training or even look to do voluntary work 
	Short Term Goals 
	Medium Term Goals 
	Long Term Goals 

	· Get Kids to clubs on time 
· Clear my credit cards
	· Save at least enough money so I can book holiday 
	· Complete my degree 
· Qualify as a social worker 
· Pay off my Mortgage 
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The SWOT framework is credit to Albert Humphrey, Who developed the approach at the Stanford Research Institute (SRI) back in the 1960 and early 1970s. SWOT analysis is used to measure Strengths, weaknesses, Opportunities and threats. SWOT analysis will help me learn about myself. Carrying out a personal SWOT analysis is an important step towards finding life and career direction.
SWOT 
	Strengths 

Knowledge in customer service 
Loyal been at my workplace 11 years
Experienced  

	Weakness 

Can get nervous whilst presenting speech with audience 

	Opportunities 

Training 
Chance to complete level 5/6 
Solutions to problems 
Finance/ Loan 

	Threat

Economic Crisis 
Covid 19 
Problems 


Having Looked at my strengths I have worked as Claims Negotiator have a lot of knowledge as I have been their for over 11 years which makes me a loyal employee with a lot of claims handling experience.  My weakness is I get nervous whilst presenting speech, presentation anything in audience. I am working towards this and have recently participated in an interview and got very good feedback before this interview I done a presentation for my university and didn’t go too well after that I had watched a lot of videos which helped me develop my skills and knowledge, so I was fully prepared for a job interview for my assignment. 
 I have a lot of opportunities to make progress and become successful with experience and more knowledge which I would need to become a social worker to do this I would need to take up training a lot of workshops take place at the university how to improve your skills would benefit me. 
To complete my level 5/6, I would take up the benefit of student loan so I can pay this back slowly once earning enough money in my job. To find solutions to problems I will do my research and come up with solutions which would benefit me in my everyday life as well as a social worker as this is one of the skills required. 
The treats are out of my control therefore would take it as it comes for instance COVID19 was a big change which we had to study on line all the terms was done on line I easily adapted to it and managed it well. 
SMART Objectives. 
Setting specific, measurable, achievable relevant and time bound (SMART) objectives is a good way to plan the steps to meet the long-term goals in your grant. it helps you take your grant from ideas to action. Setting SMART objectives keeps the project moving forward, help with accountability and timing, let you know that you are accomplishing what you set out to accomplish.
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Personal Development Plan is known as a PDP, is an action plan that you can identify:
· Your individual goals what you want to achieve
· The areas you need to improve and develop to meet your goals. 
· What you need to do to achieve your goals.

	Specific 
	Measurable 
	Attainable
	Relevant
	Time 

	Professional and ethical behaviour
	Understanding and application of equal opportunities 
	Need to read and apply when approaching clients
	Training 
	Within 4/6 months 

	Presentation skills 
	How to give a presentation without being nervous 
	Keep on practicing watch videos on how to improve 
	Practice within my university 
	3-4 months 

	Leadership Skills 
	Communicate, able to adapt to changes delegate 
	I need show my capability when left in charge as team leader in any roles weather its university or work
	Training within my current job 
	3-4 months 

	Time Management 
	How to manage time effectively 
	Do everything with the time rather rushing 
	Make study schedule 
	Immediate effect



Skills required to be an effective manager 
Manager is a person who is a manager of their own efficiency who deals with specific challenges and problems of each department. 
To be an effective manager in social worker I need to be fully qualified social worker, registered with the healthcare profession council. There are two main pathways for social workers to become social worker manager by 
· Working in a social worker role for a considerable period of time (usually around five years) or
· working towards a management qualification
social worker Manager often deal with budgets, so it is helpful if candidates can demonstrate some understanding of finance to successfully achieve and maintain a team management position.
Social worker manager role is supervisory in nature so candidates should demonstrate that they can be effective supervisors This sills required : 
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Organisation Skills Is an important skill to have for a social worker manager its has be said people with strong organisation skills are essential to help a business function successfully by ensuring operational efficiency. organisational skills are needed in workplace to increase productivity and ensure company goals and consistency met which a social worker manager is required to keep on eye on how targets are met. 

One of the models I feel is important for being an effective manager Kurt Lewin who developed it in 1950s. It divides the change process into 3 steps 
Unfreeze this is the stage where we analyse how things work now so you accurately understand what needs to change to get intended results
Change Put change into practice keep communicating and providing support for all employees involved.
Refreeze To avoid falling back into the old ways of doing things develop a strategy plan. Review how new processes work and measure how well you’ve reached your goals. To do all this you need good organisation skills.

· Good Communication – In 1960 David Berol expanded Shannon and Weavers 1949 linear model of communication and created the sender- message- channel-receiver (SMCR) model of communication. Berol’s communication process is a simple application for person-to-person communication, importance model of communication it helps identify and understands the components an relationship of the communication process been studied. good communicator is the one:
· who communicates frequently and be specific?
· be approachable, personal, and authentic.
· make communication as transparent as possible.
· make sure you reach everyone
· build relationships with your teams

· Effective communication skills one of the most important skills required in a social manager’s roles as well as dealing with every situation in one’s life. Its greater chance of success in jobs depending on how effectively you can communicate. Effective Communication can build trust make people understand you, get respected and develop relationships by achieving this you will be able to manage your team very well by doing this you will achieve results and more productivity in your work of place.  A social worker manager would need to have effective communication skills so no mistakes are made. 
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· Problem solving is another essential skills A good social worker manager Must have the ability to tackle and solve the frequent problems that can arise in a typical workday. problem 
· solving in management involves identifying a certain problem or situation and then finding the best way to handle the problem and get the best solutions.
According to Funke (1995) Problems help overcome barriers makes you aware of the problem which goals get set to solve problems. So, when an effective manager is aware of a problem, they will need to analysis the problem SWOT and Pestel is tools which is used to understand internal factors which leads to decision making. An effective manager will need to have experience and capability how to deal with problems and how to overcome the problem that what makes an effective manager. 
Suitable reflective model I have learnt in this module.
Gibbs Reflective Cycle and learning study helped me implement ‘learn by doing’ Gibb states that by reflecting on your learning experience, it allows you to better performance as it is happening, as well as improving it for the future.
Smarts was a very useful tool I used to produce my PDP. It allowed me to measure how I will apply and how I will achieve this. 
Self-Reflection - My experience, re-joining university at a later stage adapting to changes was challenging after years of work in an office and then deciding to take up new challenge was challenging for me this meant I had to adapt to rules and regulations of the university, meeting deadlines and taking up challenging tasks. for every module I had assignments with deadlines to meet those assignments was either reports or presentations which required to be completed within time scale. at the beginning I felt a lot of pressure thinking can I do this as lectures were delivered it made my understanding of modules a lot easier. As assignments was issued, I would read through it few times to make sure I understand when I would sit down to start making notes I would feel very confident in completing it without any hesitation. I had to stay motivated and optimistic although it may have been a difficult year trying to study as well as balancing my work, and family. I am coming towards the end of the year of my level 4 which I am confident I have successfully completed it and passed it to continue to my level 5 and 6. In my level 4 I have learnt new skills how to work in a team and manage as team and do presentations within my group this has built my confidence. 
In my assignment I had to do an open book assessment which I never done before I struggled and got nervous not knowing what I need to do, and I went to the class hoping for the best. I had to produce 500 words I sat there thinking what I write not sure if I have done it correctly all I knew I have to write 500 words, so I started and managed to get 500 words I’m hoping to get feedback on the assignment this is the only one task I’m not so sure. This Module taught me process of learning and improving my skills so I can do a better and progress to better jobs. 
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Conclusion 
I would follow Gibbs reflective cycle by breaking the process down in 5 steps. Through analysis the process by identifying each step and applying it to the process, this will help me better experience as it happens as well as improving near future. I am hoping to change my weakness into strengths. 
By doing this assignment It has made me realise what I want to achieve when I can achieve and what I need to do to achieve my goals. Auditing my own skills was the best way to narrow down what I need to develop and how long it would take me to make improvements if I wanted to do it differently, I would ask for advice from career advisors. This module was a process of self-knowledge and decision making which led me towards my goals.
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