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Introduction
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· Managerial Skills and Competencies:
·  Where I would like to be using Swot Analysis:
· Personal Development plan:
· Discrimination when recruiting using Smart.
.
 learning how to plan to use these skills and competencies that I’ve learnt over past months, personal development planning to become a manager within my chosen career. Achievement within my professional development to be an effective Manager, thinking of the right steps to take enhancing knowledge for this role. Administration Officer completely different, from my last role in Mental Health Sector what’s required for Manager position Important factors were to start.






SWOT Analysis:

Strengths- Internal Factors.
· Qualifications Skills needed.
· Aims towards becoming an effective Manager.
· Personal development Plan.

Weaknesses, Internal Factors.
· Motivation and focusing.
· Worried about determination when delivering work.
· Adopting to being managed in house.
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Jodie Shaw, 13 January (2017).
Threats-External-Factors.
· Risk when recruiting try minimising Discrimination 
· Immigration workers who work in UK.
· Understanding the new leading ideas with change.
Opportunities-External Factors.
· Recruitment
· Discrimination Immigration compliance within Organization.








Auditing evaluating how to become an effective manager planning towards my future goal my values how will I perform within a new organisation. looking at all the potential skills and my ambitions. Having knowledge how to mind map how to accomplish in achieving that successful goal. Processing in right direction with an opened mind looking at how to process by doing my Swot Analysis strengths, weakness, opportunities, Threats. Analysing all my skills looking at what career development goals I need to plan my PDP based on to become a manager, what my challenges I will face, reading more online internet research library for books on the subject reading real life information researching affective ways of training.

Career personal development plan.
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	Personal Development Planning, 24 November (2010).


plaining towards becoming effective manager in my chosen role as Administration officer band 5 focusing on how to establish the right direction improving my performance to reach this milestone, enhancing my communication skills training courses my situation now. Need to get feedback on my performance skills from Tutors, want to continue for 2 more years it’s important to develop my skills. “An important part of skills development is to practice skills and gain feedback on your performance- from yourself, fellow students and teaching staff” According to: (Cameron, 2009).

Personal development plans using (SMART).

	What are my goals Learning developments?
	 Goals need to Happen first?
	When will I achieve this?
	What obstacles might get in the way?
	How do I improve my knowledge for this?
	How do I get support to do this?

	Level 5 & 6 in Management.
	Academic levels.
	In next 2 years.
	Sickness my dad.
	Researching 
	Friends and Tutors.

	Planning process so everything is correct legal aspect.
	Legal side Government.
	
	
	
	

	Looking at different opportunities out there.
	Job options.
	
	
	
	

	Look at my achievements review all of them.
	Past experiences.
	
	
	
	

	Having a strong character being able to focus.
	Focus on enhancing knowledge.
	
	
	
	


                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
Analysing the skills to become Administration Manager

Making sure that I got the right qualifications for this managerial role, at this present moment where I stand at academic level 3 although I am studying level 4 if pass this year. I am studying at the University of Wales Trinity Saint David When I finish University, I would like to work towards this goal in Administration Manager field. Planning to measure the progress and re-evaluate description of my desired changes and skills. Using the Johari- window (2016) has a part of analysing self-awareness is a way of focusing on attention on the self, processing private and public self-information.
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Expand my knowledge by mind mapping what my strengths and weaknesses are looking at what's needed opportunities which are available out there, consider my time limit to continue level 5 and 6 If I do pass all my assignment this year. Focusing on being a manager in my chosen field analysing the right skills I need; how important it is to become an effective manager. Having a good standard of education is required having the equivalent qualification degree in management, significant experience of working in an office environment experience of working in a healthcare environment having experience of audio typing skills word processing typing. Being able to understand what Smart objectives are within executive Assistant role, these are the tools that need to use to help you understand what Smart objectives means.
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This is one of skills that I learnt while doing this module understanding my Smart Objectives for executive assistant managing role the meaning of specific, measurable, Attainable, Relevant. Does all these concepts meet my expectations will they be effective in my role has new manager in the future, being honest all these skills are very important when working towards becoming a manager.
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Career Management, Carer Planning, (2012).


Assessing what I have learnt from doing this module making the right steps forward in everything towards my career development in becoming a manager in my chosen field, has an Administration manager recent evidence I have established within the previous studies. Doing open book assignment of five hundred words in under two hours, I found it to be great challenge for me as I suffer with dyslexia, we also did swot analysis weighing up Strengths, Weakness, Opportunities, Treats. Looking at my personal planning making sure I weigh up the pros and cons establishing my aims and objectives for how long I want to achieve that goal, as I am getting older and want to find jobs that complies with my life present moment. Looking at all the different resources online internet research information library books and reading real life accounts, these various ways might help me organise things to look into such has freelance. When opening a business Visiting exhibitions or at least reading about them using University support or resources, online guides also looking at conference and occupational research.
 Before the end of my course getting a financial adviser support to look at my investments see where I stand with financial expenses and saving money, this for me takes a bit of time to adapt information. Using the Gibbs Reflective Cycle (2020) Meeting my full potential adapting a constructive approach when deciding on my personal development plan (PDP), after completing the activity and taking a personality type test this was able to show my learning style. Also, this was able to show me that there are five ways to become more self-aware, how to become a good leader in the future having a strong character being able to focus on leading. Having that sense of purpose to meet future goals being understanding and trustworthy understanding each individual person, to be compliant even with your own deficiencies. Which will involve considering the right options now towards having that self-awareness, establishing the right direction identifying how to develop what needs to be reviewed and evaluated for me to achieve these opportunities. 
Having the ability to focus on good time management meditating enhancing my knowledge, and awareness by reflecting on what important when making the right decisions. Having confidence gain experience making the effort to write things down usually points in aid of accomplishing towards the success, recording entry in the diary that will help to keep a log so I can backtrack on information so that I don’t miss anything. Franklin (1975). Kept a balanced sheet” of both the assets and liabilities of his own personal traits which he learnt from someone else, when making decisions it is important and could have good feedback from other people. This could be something good to reflect on what have learnt from this, is that self-awareness is something that takes a lifetime effort to have a better future. Having self-awareness there are many ways to venture towards meeting and understanding my aims and objectives what I want to achieve, for my long-term career reviewing the right information that is required. Learning style is auditory and also visual and Tactile which means that I learn by hearing and listening, I understand and remember things that I have heard. I tend to store information by the way it sounds, which means I struggle understanding spoken instructions than when written down. So, I often read out aloud reason being because I have to hear it or speak it in order to know it. Which also means I am a visual learner. I learn from pictures or by reading this means I learn by sighting methods that makes me primarily visual, I see what I am learning focusing listening to sound in background is not helpful for me.
 My learning style at this present moment looking at Honey and Mumford’s (1986) learning styles approach, thinking about what to review within my own learning and my style of approach which suggests that we learn in four ways. Progress to enhancing my performance and improve current personal knowledge attitudes so that I can perform accurately effectively, also to ensure that I am willing to improve my work quality for this will help me to perceive the importance of my learning style. Within the workplace learning aims deliver qualitative and relatively permanent change how each individual sees experiences or understanding has every individual, are not the same we all have different prospects in life some people have disabilities. This can have big impact on their lives when it comes to developing their career and becoming an effective manager, demonstrating good organisational skills showing my ability to prioritise my own workload.
 Meeting deadlines having right significant experience of working in and office environment using the knowledge of computer packages, MS office also keyboard skills knowledge of confidentiality have the ability to communicate effectively. Enable myself and others to act with confidence and authority in order to achieve the best outcome for everyone, work with others being inclusive by understanding and valuing others. Achieve the best results for everyone and everything we do act with transparency and honesty respect and value others, to do the right thing at the right time so everyone has awareness of equal opportunities. Within this field be willing to learn and develop existing skills be compassionate and empathetic and caring to everyone, these concepts are useful when reflecting on what I have learnt. I store information by the way it sounds this means I struggle to understand spoken instructions, more than when it written I need to listen even harder to understand. Knowing that these are just some off the points that I will need to be aware off might need help towards my professional aspect, knowing my personality type 80% Introverted, 74% Observant, 43% Thinking, 57% Feelings, 89% Judging, 63% Turbulent, 37% Assertive, 26% Intuitive, 20% Extroverted.







Conclusion.
Summarising the important points that I have made in this reflection on how I understand new ways how I have developed the knowledge, from doing this model the main important things that I have learnt from doing this assessment. Made me realise that to reach that desired goal that I want so bad looking towards my future success, enhancing more knowledge in everything that I have learnt.  Finding the way forward using all the skills that I have developed over the past months will motivate me to definitely want to achieve even more in getting that Management position sooner than later.
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