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[bookmark: _Toc88598010][bookmark: _Toc88598082]Introduction 
The professional career develop is a process which focuses on developing skills and competencies for a successful career. This involves self-awareness of the individual using appropriate analytical tools such as SWOT, PDP, Johari Window, Learning Style and Psychometric Test, in the light of the opportunities and threats in the job market. To be successful or marketable, one needs to align skills to the demands of industry and market. This report provides a portfolio of work including an audit of my skills and competencies, analysis of effective manager skills in the social care sector, and lastly a reflection of my experiences and understanding of the concepts learned in the professional career development module in this term.  

[bookmark: _Toc88598011][bookmark: _Toc88598083]My Skills and Competencies Audit 
Determining most appropriate skills and competencies required for any industry requires understanding and audit. A review of the skills and competencies requires that the use analytical tools such as SWOT analysis and Personal Development Plan (PDP). These are discussed below.
[bookmark: _Toc88598012][bookmark: _Toc88598084]SWOT Analysis 
SWOT, also called Strengths, Weaknesses, Opportunity and Threats, analysis is the identification of those factors which enable or inhibit the performance of individuals or organisations as they encounter the internal and external business environments (Leigh, 2009). The purpose is to identify the key strengths of the individuals and opportunities in the external environment, at the same time as it attempts to overcome the effects of the weaknesses and threats from the external environment. For example, I believe that I can use my strengths in team working and communication, problem solving and decision, empathy and significant years of experience in the health and social care sector to take advantage of the growing social work jobs in the health and social care sector, whilst at the same time overcome my weaknesses in IT and reducing the threats of use of IT in the sector. The below represents summary of an audit of my skills in terms of the opportunities and threats, emphasising that I have no control over the external opportunities and threats presented in the environment. 




SWOT Analysis
	Internal Factors

	Strengths 
	Weaknesses

	· [bookmark: _Toc88598013][bookmark: _Toc88598085]Passion for the wellbeing of vulnerable people
· [bookmark: _Toc88598014][bookmark: _Toc88598086]Excellent Speaker of the German Language and Culture
· [bookmark: _Toc88598015][bookmark: _Toc88598087]Ability to Motivate People 
· [bookmark: _Toc88598016][bookmark: _Toc88598088]Excellent Team Player
· [bookmark: _Toc88598017][bookmark: _Toc88598089]Good Communication Skills
· [bookmark: _Toc88598018][bookmark: _Toc88598090]Presentation Skills 
· [bookmark: _Toc88598019][bookmark: _Toc88598091]Educated at level 4 with knowledge in Psychology
· [bookmark: _Toc88598020][bookmark: _Toc88598092]Hard worker with energy
· [bookmark: _Toc88598021][bookmark: _Toc88598093]Interpersonal Skills
· [bookmark: _Toc88598022][bookmark: _Toc88598094]Has integrity and reputation 
· [bookmark: _Toc88598023][bookmark: _Toc88598095]Ability to lead small teams
· [bookmark: _Toc88598024][bookmark: _Toc88598096]Planning and time management skills
	· Low IT and digital skills 
· Too perfectionist, sometimes taking longer time.
· Lack of delegation skills.

	External Factors

	Opportunities 
	Threats

	· Increased flexibility in the workplace. 
· Expanding UK economy after COVID-19 and BREXIT.
· Increased opportunities in the health and social care sector – 100,000 vacancies available.
· Ageing workforce in the health and social care sector.
· An increasing desire for a better work-life balance (Rhisiart, Störmer and Daheim, 2017).
	· Increased migration affecting demographic landscape and changing the face of the workforce.
· Increasing technological developments gradually affecting the traditional ways of working, such as automation of processes (Rhisiart, Störmer and Daheim, 2017).
· Migration – jobs from Asia and Africa.



[bookmark: _Toc88598025][bookmark: _Toc88598097]Personal Development Plan (PDP)
Personal Development Plan (PDP) is a means by which an assessment of an individual is conducted, as this is normally required for the development and performance interviews (Beausaert et al., 2013). The PDP helps in gathering and documenting the current and future skills and competencies of individual employees. This allows the individual to identify the skills gaps for planning and development in the future. PDP has been providing evidence of the development pathways of the impact of skills for the future of health and social care, and enhancing professional practice. For example, my PDP will consist of: 
· Career objectives; 
· Competencies / Skills the employee is planning to work on;  
· Tasks involved; 
· Training Programmes 
· Time frame
· Responsibilities 
A summary of the PDP is included below: 
	Learning and Development Need (long-term goals)
	Short-term goals 
	Type of Development
	Timescales
	Who is responsible?
	Further comments (Tasks/Resources)

	Acquire BSc HSC 
	Acquire diploma HSC
	University Degree 
	2022 - 2024
	UWTSD
	Application form completed. 

	Improve in IT 
	MS Excel, and word 
	Intermediate Excel for Business
	3 months
	Online Study
	Application form to be completed

	Knowledge in HSC
	Introduction to children studies 
	Mental Health and Wellbeing
	2 weeks
	St. Matthews Healthcare
	

	Knowledge in English and Report Writing
	Improve in spelling and reading 
	Self-Development (Reading of books and online training)
	2 weeks
	Myself
	Identify competent sources / computer



[bookmark: _Toc88598026][bookmark: _Toc88598098]Analysis of effective manager skills in social care sector
The social services is used to refer to the services that deals with the needs and difficulties that affect the proper functioning of the individuals (Anttomen and Sipila, 1996). The Health and Social Services Sector in the UK comprises of organisations which provide specialised support to help people in society to live a “comfortable, healthy and fulfilling life” (Prospects, 2021). The different job categories in the sector include advice and guidance, psychology, counselling, child protection, occupational therapy. Therefore, to function well as a manager in the sector requires different sets of skills such as negotiation, communication, interpersonal, team working, organisational, caring, resource management, case management, IT, risk management and financial management skills (Dustin, 2006). This report will discuss the most important skills required for effective management in the social care sector in the UK. 
Interpersonal Skills: Interpersonal skills enable the staff to engage meaningfully with the client. Other terms such as “people skills, interactive skills, social skills abd face-to-face skills” are frequently used in place of interpersonal skills (Hayes, 2002). This skill is acquired through education and training (Dickson and Bamford, 1995). A manager in a social care setting should have an ability to conduct him/herself in a complex environment made up of different kinds of people. Therefore, the manager should have the competence to understand the actual and potential behaviour of others around them, and be able to determine a course of action. In social care settings where behaviour of people are usually unpredictable, interpersonal skills is most desired. Again, interpersonal skills is important for the development of human relationships. A manager having an interpersonal skill in the care sector should be able to respect and value others, have interest in the importance of relationships with clients, have pastoral and caring attitude and is curious about the problems and wellbeing of clients (Duffy at al., 2004). 
Communication Skills: Communication with patients and clients is the fundamental skill for the practice of social care. It is usually the tasks and observable behaviours such as conversations to obtain vital information, explaining the causes of behaviours, providing advice and counselling, and analysing psychology of individuals through conversations to draw a conclusion (Duffy at al., 2004). Not all skills are acquired by reading a book, and for communication skills, it is obtained by practice and training. The reasons why communication skill is important for the manager in the social work setting is that, (a) it helps to listen and able to add the concerns of the clients to your thinking, (b) helps the social worker to explain and clarity why he/she is involved in a case so there can be meaningful dialogue with the client, (c) find appropriate way to communicate and integrate the concerns of a victim, usually a child, into the discussion, and (d) helps to reduce the levels of conflict which may be brought about by disagreements and differences in the workplace, as too much conflict can affect relationships. 
Leadership Skills: Leadership skills is required to provide direction, work with people, facilitate change, manage resources, and achieve company goals. Leadership skills has been accepted all over the world as the core skills for the social care sector. So, it is appropriate to indicate that an effective manager should always have leadership skills (Adair, 2007). But how does the manager develop or acquire the leadership skills. Some people are of the view that great leaders are born with some qualities which make them perform exceptionally well in the workplace. Others also believe that leadership skills can be learned through experience. So, to become a leader or manager in the social care sector, the manager must have such leadership qualities such as courage, tenacity, integrity, toughness, confidence, fairness, and enthusiasm. The manager should be adapting to the changing conditions in the social care sector as the cases are different and involves different people. 




[bookmark: _Toc88598027][bookmark: _Toc88598099]Reflective Report on Professional Career Development concepts 
I am using the Gibbs Reflective Cycle Model to reflect on my experiences of the concepts in the professional career development module. 
Description
In the last term of my academic year, I have learnt so much during the 10-week sessions in Professional Career Development module.  All the sessions were particularly informational, but I like to focus on Self-assessment methods, Recruitment and Selection (Mock Interviews) and UK Employment Law. 
Self-assessment is a process which allows for evaluation and assessment of oneself (Rasheed, 2015). During the session on self-assessment, my lecturer introduced us to different assessment tools and methods such as Johari Window, Learning style, SWOT, Psychometric Test. I used these assessment tools to examine myself and evaluate my personality and skills and was surprised to learn my true personality and skills gap. I remember that the psychometric test did not reveal my true self, but it could be that there is some there are some areas in my life which have are not known to me personally, but by others. 
My tutor also took us through recruitment and selection process, and we subsequently had a mock job interview. According to Kumari and Malhotra (2013), recruitment is the process used by organisations to attract and hire the right prospective employees for the jobs being advertised. I learnt that recruitment allows organisations to create a great pool of prospective employees from which they can select the best for the job. Selection on the other hand, is the process by which organisations select the best qualified candidate from the pool. I became aware that the selection process helps the organisation to create the right balance between career aspirations and company goals (Kumari and Malhotra, 2013). So I took part in a mock interview of which I applied for a health and social worker job at St Matthews Hospital Trust in Northampton, and was interviewed by the tutor who acted as an interviewer. The interview took place online and the outcome of the interview can be found in the appendix. I appeared in the interview at the correct time and presented myself as a prospective candidate. 
In week 9, the tutor introduced us to the UK Employment Law. I learnt that the employment law specifies all the laws and regulations governing the responsibilities of the employees and employers (Deakin, 1986). It was interesting to find that, the UK Employment is subject to all the laws of the land, including the common law, acts of parliament, EU law and European Commission Human Rights. I took part in activity after the main session which sought to urge us to identify our knowledge in the law. Though I got 75%, I found for the first time that the minimum wage always applied to those who are more than 25 years old. 


Feelings 
I found that it was challenging to identify my personality and skills gaps, especially with the use of Johari Window, Psychometric Tool, and Learning Styles. I did not feel that the activities I completed sufficiently revealed my true self, because I had always been more analytical and problem solver, but the outcome of the psychometric test indicated otherwise. This was same with the learning style; whilst I learnt better by demonstration that is by visuals, the results from the activity showed that I learnt by auditory. Nevertheless, I needed to adjust and improve upon some of my learning skills and had learnt to manage several tasks at the same time. 
The recruitment and selection process were an interesting one. The mock exam provided an opportunity to highlight some of my skills and competencies, as I had not gone through such exercise for a very long time. Though I felt that I could have prepared better for the interview as I was in a funeral in Ghana, I thought I did my best and did not deserve the outcome. For example, I felt that I appeared smarter and ready, and answered most of the questions, the tutor thought otherwise. The feedback, however, has given me some indications and motivation to undertake more research on the company, and to practise even more before such interviews. 
The session on UK employment law was an unexpected experience and insight. There were so many laws I was not privy to or not taken into consideration. I felt that I had been short changed, by my previous employers as I was not given any leave or paid for my continuous work for a whole year. However, the sessions provide invaluable knowledge acquired to help with my relationship with my current and future employers. For example, I do not think I would not go through employment without familiarising myself with employment policies such as salaries and wages, discipline, health, and safety.
Analysis
For the last ten weeks, I had given a serious thought about my career aspirations with a deep understanding of the implications of the choices that I make today and can confirm clearer view of what I want to do for the future, what skills and competencies to take advantage of and what needs improvement. Regarding the mock interview (recruitment and selection), I felt so unprepared and depressed because of the condition I found myself in Ghana affected me. The lesson that I had learnt from the interview is to not take such serious issues for granted and should be asking for deferment if unprepared for the occasion. However, I thought I had learnt so much from this module particularly by building and highlighting my personality profile, identifying skills gaps, preparing to pursue career goals, and lastly by becoming aware of the existing employment that would define the relationship between me and the employer.  
Evaluation
As I should have practised a bit more for the oral interviews and should have committed more time for my in-class activities and assignments especially the first part of the assignment. However, over the 2 weeks, I have gone through the sessions and my concepts, and have increased my understanding and skills in those areas where I was lacking. I have taken note of the mock interview feedback and hope to improve upon it in my next opportunity. I have seen that self-awareness has offered me the opportunity to examine myself and my relationship with clients in the care home. 
Conclusion
From the activities, various event and the concepts that I have confronted during my last term at the University, and particularly, the professional career development module, it has really impacted upon my career goals and skills at the workplace and in the university. These experiences have taught what I need to do as a student in terms of career and professional development plan. I have also recognised the need to prepare and conduct yourself in a job interview. I have also observed that self-awareness provided a tool as a beneficial relationship with clients.  
Action Plan 
In my next interview, I will aim to undertake good preparation of my CV, Cover Letter, and the interview itself. I also aim to demonstrate to my next tutor in level 5 on how to use PDP to be successful in my career. Lastly, I expect to seek advice from career advisor and my tutors on how to be successful in level 6 and beyond. 
.
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APPENDIX  
Mock Interview Grading Rubric
Date: 01/11/21    
STUDENT:   SHIRLEY OBENG								INTERVIEWER:    ADE

SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	

	      Showed up on time
	
	×
	
	
	
	You showed up time and greeted with a smile.

You maintained good eye contact throughout the interview.

	      Firmly shook hands of interviewer, smiled and greeted
	
	×
	
	
	
	

	      Had resume/references and offered professional copies
	
	×
	
	
	
	

	      Greeted and maintained eye contact 
	
	×
	
	
	
	

	      Dressed appropriately
	
	
	×
	
	
	

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

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	
	
	×
	
	
	You showed fair knowledge of the company and answered the ’Tell me about yourself question’ well. You also maintained good balance in your voice pitch. However, you need to improve your knowledge on how to use STAR approach to answer behavioral questions. This will help you to provide strong answers.  Always refer to specific items on your  CV to support your answers. 

	      Answered questions completely, yet briefly
	
	
	×
	
	
	

	      Utilized STAR/BAR format for Behavioral Questions
	
	
	×
	
	
	

	      Understood company needs/Emphasized qualifications
	
	
	×
	
	
	

	      Understood position/Pointed out work related skills
	
	×
	
	
	
	

	      Displayed enthusiasm
	
	
	×
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	×
	
	
	

	      Acted in a polite manner
	
	×
	
	
	
	

	      Referenced specific items on resume
	
	
	
	
	×
	

	      Responded to questions promptly, but not hurriedly
	
	
	×
	
	
	

	      Asked appropriate questions of the interviewer
	
	×
	
	
	
	

	      Spoke clearly and at a reasonable volume
	
	×
	
	
	
	

	      Avoided use of filler/empty words, slang, etc.
	
	
	×
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	
	×
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 

	
ADE            01/11/21

	
	
	
	
	
	
	

	POINTS AVAILABLE  100
	
	
	
	
	
	

	 POINTS EARNED  67%
	
	
	
	
	
	

	  GRADE  10/15
	
	
	
	
	
	





	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:



