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· SWOT Analysis
· Personal Development Plan (PDP)
· Effective Management Skills
· Reflection of Module





Personal SWOT Analysis


SWOT 	Strengths		Weaknesses		Opportunities		Threats
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How do I complete Personal SWOT Analysis?
To complete a Personal SWOT Analysis the individual needs to understand themself and be adaptable to personal growth. SWOT is an internal development tool focusing on factors within your control (slidemodel.com, 2021).
SlideModel.com states “the biggest benefit to performing your own personal SWOT analysis is the structure it gives your self-evaluation". SWOT encourages the individual to recognise their strengths and weaknesses and identify any opportunities of action that can be made to reach potential goals, while identifying any obstacles (threats) along the way.



My Personal SWOT Analysis

	STENGTHS 
	WEAKNESSES
	OPPORTUNITY
	THREATS

	Adaptable to new circumstances
	Reserved at first instance
	Completing Level 4 Health and Social Care
	More experienced staff in new role

	Enthusiastic about my work
	My eye for details - can take up time
	Progression on to Level 5 & 6 in Health and Social Care
	Not passing my Level 4 Health and Social Care

	3 years Management experience
	Feeling deflated when targets are not met
	
	Not completing my degree in Health and Social Care


	10 years' experience working with children 
	
	
	

	Creative mind
	
	
	






Personal Development Plan (PDP)

What is a Personal Development Plan?
A PDP is designed to create a structure in support towards your expected goals and achievements. Personal Development Planning can assist with reflection against personal, educational and career development relating to performance and accomplishments (University of Plymouth, n.d).
See example below.
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         Source: abdo.org.uk

Personal Development Planning (PDP) is a systematic method used to support your personal journey for guidance and easy reflection.
The Open University states PDP is used to:
· Identify current skills.
· Recognise areas of development.
· Focus on the goals and how they can be obtained.
· Pinpoint study prospects, personal areas of growth and career options.
· “Develop a source of information for CVs, job applications, interviews and appraisals at work (The Open University, 2021).
· Exhibit preparation for promotion and further personal development.



My Personal Development Plan (PDP)

	AREA FOR DEVELOPMENT
	DATE I WILL HAVE IT COMPLETED BY:
	I WILL ACHIEVE THIS BY:

	WHAT’S HAPPENING NOW?
	PROGRESS:

	Access to Degree
	Jan 2022
	Attending University of Wales Trinity St David and completing my Level 4 with a Pass
	Currently studying my Level 4 in Health and Social Care
	Level 5 & 6 in Health and Social Care

	Graduate
	Jan 2024
	Attending University of Wales Trinity St David and completing my Level 5 & 6 with a Distinction
	Awaiting results of Level 4 in Health and Social Care
	Management role in Children’s Care Home

	Career 
	Jan 2024
	Applying for jobs in Children’s Care Homes.
	Managing   After School Club
	Managing a Children’s care home.







How to be an Effective Manager
After School Provision
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Source: caminopartners.co.uk

To be an effective manager in my chosen industry After School Provision there is a variety of skills necessary to fulfil the role. The role requires the ability to be able to delegate work, motivate staff and communicate effectively. There are a substantial number of skills essential for the role of management. The idea is to build up on these skills and refresh your training and challenges to enhance success in management long term (mindtools, n.d).
The expertise needed to manage are a distinct set of skills required and are different from the job role. There is vital proficiency necessary in management positions to be triumphant. According to Office vibe content team there are 7 Key Concepts to successful management skills, they are:

1. Clear and effective communication - a successful communicator will ensure the point and vision is clear and motivational “when delivering important and impactful news” (officevibe, n.d). In this role, there is an emphasis on how important clear and effective communication expertise is. Being responsible for children and communicating with parents/guardians on a regular basis. Building rapport with parents/guardians reassures them and creates a trusting relationship. Vulnerable children will feel comfortable communicating any concerns they may have.

2. Time management and prioritisation - “micromanaging is one of the most effective management skills you can develop” (officevibe, n.d). The objectives need to be prioritised in order of importance and tactics based on targets. The After School Club is open between 2.30pm and 6pm and is run on a similar schedule each day, regarding snack time and play time. Each day is coordinated specifically. The acknowledgement of the importance of time management and prioritisation maintains the structure and harmony amongst the children and staff.

3. Relationship and team-dynamic building - the best well-structured teams embrace team building exercises. These exercises build trust and comfortability within the team dynamics. “1-on-1s in addition to your performance-based sessions” with the manager creates better understanding of the individual staff member and helps to build a personal relationship. The principle of team dynamic building is to maintain positive relationships amongst the employees.

4. Strengths-based coaching and delegation - assembling the team based on their strengths and weaknesses will ensure jobs are fulfilled at the correct standards. As a manager in this field recognising where staff members shine the most is imperative to the structure of the business. There is vast amount of paperwork to handle regarding recording incidents, registering children and regular risk assessments. It is the managers duty to delegate the correct roles to the employees to guarantee the job roles remain undemanding.

5. Problems solving and being solution oriented - “management is about being confident in your decision-making skills” (officevibe, n.d). Problem solving techniques will ensure harmony is maintained amongst the team when difficulties arise. Management requires the capability to be able to investigate and evaluate issues, also known as critical thinking skills, for the betterment of the team. The manager should assist the staff into thinking for themselves and developing their own conclusions by asking open questions when possible. Questions according to Officevibe, such as, ‘“Why did you use this method?” or “How did you come to this conclusion?”’ This quality in a manager creates a better work environment for the staff and they will feel included in decision making leaving them with a sense of achievement. 

6. Delivering and receiving constructive feedback - building your constructive feedback is a significant element of management skills. It helps the employee broaden their skill set and advance in their career. In an After School Club setting the manager should give feedback to staff promptly for the solution to be applied immediately. The constructive feedback needs to be precise, and it is always good practice to be prepared to receive feedback from staff to improve management skills.

7. Emotional intelligence and soft skills - the ability to be emotionally intelligent demonstrates the capacity to build positive relationships and connect with the employees on a personal level. The development of the skill filters through to your own emotional triggers creating better self-awareness resulting in improved management expertise. As the manager interacts with staff, parents/guardians, and children on a regular basis this is great practice and an important part of demonstrating management capabilities.

The After School Club is responsible for supervising 4-to-11-year-olds. The role requires the responsibility of managing staff with relevant skills and qualifications, according to Out of School Alliance these requirements are:
· First Aider (12 Hour Paediatric Care First Aid qualification).
· Safeguarding training and the knowledge of having policies and procedures in place.
· General Data Protection Regulation training.
· Food Hygiene.
· Training on “recognising signs of radicalisation and how to respond to concerns” (out of school alliance).
· Special Educational Needs Coordinator to meet all the individual needs.
· Fire safety officer taking responsibility for practiced drills and reports on record. 
· Child Care qualification, preferably level 3.




Reflection of Module

In this module I learnt about self-awareness and the impact it can have on my life in general, but most importantly as a student and employee developing their career.
Self-awareness 
“Self-awareness is the ability to see yourself clearly and objectively through reflection and introspection” (Ackerman, 2021).
Why should I use it?
Self-awareness encourages me to be more self-accepting, motivated, and inspired to develop myself. The process creates more awareness of other people's perspectives and self-control. Boosting self-esteem, self-confidence, and communication methods (Ackerman, 2021).
How can I improve it?
According to a blog from InnerDrive self-awareness can be improved with six steps.
1. Ask For Feedback – this is practical for better self-awareness as it is crucial to know what I need to be aware of that I may not know about myself. A better understanding creates space to do essential personal advances.
2. Recognise Your Strengths & Weaknesses - recognising my strengths and weaknesses will assist me with understanding where I need to grow.
3. Self-Reflect - spending time regularly self-reflecting is good practice. This presents space to acknowledge feelings, and “unlock thoughts and emotions” (innerdrive, n.d).
4. Monitor Your Self Talk - this can advance my self-awareness to be more positive by noticing when I may be thinking too negative. The awareness can help me to change my thought process back to positive.
5. [bookmark: _Int_ZcENXGTQ]Practice Saying No - “the ability to say no to ourselves to put off short-term gratification in favour of long-term gain is an important life skill” (innerdrive, n.d).
6. Question Your Decisions - it is good to question my actions. The idea of producing a few questions before planning will open me up to recognising the purpose of my decision.


Gibbs Reflective Cycle

During my current Level 4 studies in Health and Social Care I have also learnt to use vital tools such as, Gibbs Reflective Cycle in my everyday life. The Gibbs Reflective Cycle was created in 1988 by Graham Gibbs. The concept has a formation to follow whilst learning to help the individual reflect on their experience. The idea of the cycle permits the learner to recognise what went well and what did not go well over 6 stages (The University of Edinburgh, 2020).
Here is an example:
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Source: Steward, 2015




Curriculum Vitae and Cover Letter
Description – To create a CV and Cover Letter relating to the job application, highlighting key points. 
Feelings - I felt a little apprehensive. I have not written a CV or Cover Letter for over 4 years, so I felt slightly unfamiliar with the formation and the length required. 
Evaluation - The positive results of doing the tasks are I currently have an up-to-date CV which, I can use in the future when applying for jobs. I have refreshed my understanding of writing an effective CV for potential employers and how to aim my CV to be relatable to the advertised vacancy. I have learnt how to devise a cover letter tailored towards a specific job application using no more than 400 words. Empathising key points to show my abilities and experience for the role. The negative experience was the realisation that the concept of the Curriculum Vitae constantly changes and there are many sources of advice available which can become confusing for a novice.
Description - I can write a Curriculum Vitae. I understand it needs to reflect on my personality and my experiences whilst appealing to the relatable job description. For example, if the job requires an empathic communicator, I will highlight those skills more from my previous employment experience.
Conclusion - I could have spent more time on my layout.
Action plan - I would have done 1.5 line spacing and drawn a line under each section to let the sections be more defined. I would also choose other words to describe myself.

Mock Interview
Description - To attend a mock interview for the job I applied for.
Feelings - I felt nervous and anxious. I have not attended an interview for a while, and I also have never experienced any online zoom interviews. The lack of personal interaction made the process a new experience which triggered my anxiety.
Evaluation - The good parts about the process was I have now experienced a zoom interview and know what to expect from one if it ever occurs in the future. The process helped me to practice and refresh my interview techniques for Health Care roles. The bad part for me was my anxiety and my failure to be fully prepared for the questions at the interview. 
Description - I recognise I am still not comfortable in the interview process and no matter how prepared I am; I am not able to display confidence to the interviewer showing my full potential due to my lack of confidence and self-esteem when being interviewed in a formal style.
Conclusion - I could have researched the company/business more. I could have practised my interview in the mirror, reducing my anxiety levels.
Action plan - I will ask someone to mock interview me in preparation to any interview. I will prepare answers to various questions and have negative points prepared which, still can have a positive impact.

Personal Development Plan/SWOT analysis
Description – To develop a PDP and personal SWOT analysis
Feelings - Relaxed approach. Felt familiar with the process as previously completed during course.
Evaluation - For me, there are only good points during this process. The idea of having a PDP up to date keeps you ready and focused for next moves within your education and/or career. Personal SWOT analysis tools are more for my self-awareness and revealing my weaknesses and threats as I progress in education and/or career.
Description - The tools used are there to help me figure out what my next move is regarding my career and/or education progression by identifying how I can achieve them and to be aware of what obstacles I may face along the way.
Conclusion - there is nothing else I could have done to impact my PDP or Personal SWOT analysis. Keep using the tools to reflect.
Action Plan - Producing a PDP and SWOT analysis are tools I will use throughout my life to support my lifelong achievements and goals so there will always be opportunities to develop new ones to self-reflect on.

Gibbs Reflective Model overall has shown me how to self-assess, the importance of continuously reflecting on my own progression and what I could do differently as a student and in my career. The need to be constantly self-aware of my attitudes and personal lessons along the way creates better understanding of others and my environment. The concept is to acknowledge the steps that worked and/or methods that can be changed in the future. 
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