Rahima sultani 2014833
(BMSW4005) BRM

Professional career development
Olubukola Adegbite

Portfolio of work

Reflective portfolio

This is my Reflect In this module that | have learned all the way | have gained and lean a lot
about workplace and I'm so glad | got to experience this module because I'm new in all the
information about a workplace, and also I got to know and understand so much that | didn't
know before. | learned a lot about understanding the skills and knowledge that | needed for
the workplace and about working effectively and being an employment and personal
progress via knowledge of personal powers and places of development and employment
goals and needs. | resolve to explain how | know all that by offering all the talents that |
learn:-

Our foremost task that we were given was about a case study where we were given 2 hours
to write 500 words.

| had a problem with my laptop. My teacher helped me to get another device to do my work.
| was very grateful that | managed to finish on time. It was an amazing adventure.

.We did a lot of quizzes to help us in understanding ourselves and our dreams for our ends.

.Our second Task was given to us was a mock interview 10-15 minutes Via the Microsoft
team,

And also we had to choose a job advertisement that you're happy with yourself and also
prepared our CV and a cover letter and we had to bring our personal specification based on
the job I am applying for.

.This was my first ever interview. | didn't know what was going to be and also | have never
worked before but | was looking forward to it because it was all new to me and | was
prepared for this new experience.

.My feedback after the interview,

| showed up on time, smiled and appeared well dressed.l was advised to maintain eye
contact for my next interview.

| showed fair knowledge of the company and spoke clearly at a reasonable volume.
However, in my subsequent interview, | need to take the opportunity of answering questions
such as Tell me about yourself ‘to highlight and focus more on your strengths that may be



relevant to the post that | apply for future, likewise, in answering a question on your
weaknesses | need to try to identify weaknesses and | also | need to improve my confidence
and learn how to use star model for behavioural interview questions.

.Overall i got 56%
.Grade 8/15

SWOT stands for Strength, Weaknesses, Opportunities, and Hazards, and so SWOT research
is a technique for assessing these four aspects of your business.

SWOT Analysis is a straightforward machine that can allow you to explore what your business
performs multiple practical appeals now, and to build a successful plan for the future. SWOT
can actually show dimensions of the company that are keeping you around, or that your

competitors could exploit if you don't protect yourself.

In this paper, tape and infographic, we examine how to take a SWOT examination, and how to
put your effects into action. We even include a completed model and a template to assist you
to get started on SWOT analysis in your own workplace.

Starken - Strengths

Welche Faktoren fiihren zum Erfolg?
Worin sind wir besser als andere?
Haben wir einzigartige Ressourcen?
Welche Vorteile haben wir?

Was ist unser USP?

Chancen - Opportunities

Welche Chancen bestehen?

Sind wir uns neuer Trends bewusst?

Welche Gesetzesanderungen gibt es?

Haben gesellschaftliche Entwicklungen Einfluss?
Bieten lokale Ereignisse neue Chancen?

Schwachen - Weakness

Was kdnnen wir verbessern?
Was sollten wir vermeiden?
Welche Faktoren fiihren zum Misserfolg?
Worin sehen andere unsere Schwdchen?

Risiken - Threats

Welche Risiken bestehen?

Was macht der Wettbewerb?

Haben wir Schulden oder finanzielle-Probleme?
Stellen Schwachstellen eine Gefahr dar?
Andern sich Qualititsstandards?

© https://swot-analyse.net

SWOT (strengths, flaws, options, and dangers) study is a framework utilised to assess and
to make strategic planning. A SWOT analysis evaluates internal and external factors, as

agreeably as current and future potential.
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A SWOT study is created to promote a real, fact-based, data-obsessive glance at the
strengths and weaknesses of an institution, industry, or within its enterprise. The community
ought to support the research objective by bypassing preconceived notions or grey spots
and rather concentrating on authentic-life contexts. Businesses should utilise it as a guide
and not necessarily as a prescription.

KEY TAKEAWAYS

SWOT analysis is a strategic planning technique that provides assessment tools.
Identifying core strengths, weaknesses, opportunities, and threats shows fact-based
analysis, unique ideas, and fresh photos.

SWOT research functions most useful when diverse groups or agents within an
organisation live favourable to deliver real information issues sooner than specified
messaging.

Parties live something that your society performs rather nicely, or in a way that differentiates
you from your competitions. Believe regarding the benefits your neighbourhood has over
other organisations. These might be the cause of your body, code to clear materials, or a
strong set of manufacturing processes.
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Effective manager;

7 skills for a successful management career

Interpersonal skills

Communication and motivation
Organisation and delegation

Forward planning and strategic thinking
Problem solving and decision-making
Commercial awareness

Mentoring

How do | develop my management skills?

If you're asked to question for a leadership role, utilise your one-time ability to demonstrate
how you've designed and built the following skills as you answer .

Interpersonal talents

Administration positions live all about people, and residence qualified to build successful
relationships is needed. To lead a company you'll need to make the respect of your
colleagues. To achieve this, you ought to understand how to really deal with people.

Positioning while aside to get to comprehend company partners on both a confidential and
experienced group, via colonial actions or team-building activity, while always keeping skilled
limits, choice run a lengthy path to gaining their affection.

You ought to offer your corporate speeds and control while maintaining the power to recreate
your role as a component of a group.



Contact and explanation

Influential leaders must get all records of contact including registered, speaking and listening
talents. As a group leader, you're the sequence of contact between frontline team and old
control. You'll liaise with a combination of individuals, from entry-level employees to heads of
departments and CEOs, in a number of different ways - via email and sociable media, over
the phone and in exhibitions, conferences and one-to-ones.

You'll require to select a trustful connection with workers so they sense comfy sharing
knowledge with you, and evil versa. To confirm that sequences of transmission stay
available, you'll require to produce yourself readily unrestricted and available to your workers
to discuss any problems or situations that occur. Controlling

an available-door procedure or weekly or monthly group sessions should enable this. Let
your team understand that they count by keeping watch communication, lighting and hearing
attentively.

An honest, upbeat perspective moves a lengthy path to building a wholesome work setting.
Accomplish closed yourself off or put yourself on a pedestal. Easy motions, such as
dynamic reason, identifying accomplishments and bringing an appeal in the energies of your
workers, provide that team handle valued. A favourable workplace makes content,
motivated workers.

Organisation_ and delegation

As aleader you'll misrepresent numerous duties, so amazing administrative talents live
strong. You'll require to control your own workload, control the outcome of other employees,
track discussions and training sessions, take out reviews and check business procedures.
Slack working rehearses, delay and a widespread shortage of community won't be taken at
this story and choice put a poor model to your team. Sufficient administrative talents relieve
pressure, keep while and provide that critical deadlines exist completed.

Multiple leaders reduce their own dynamic workload by empowering lessons to associates.
To accomplish this actually you ought to research and determine the talents of your workers
and assign tasks to individually relying on their skillset. Council exists a sign of liability, and
can in particular multiply the quantity of job that a leader can achieve - while expanding the
group spirit and talents.



Forward planning and strategic thinking

It's a leader position to judge of the larger image, so as well as concentrating on today's jobs
and duties you'll even require to prepare for the end. This suggests putting importance in
sequence with business plans, checking procedures and procedures, and following exercise
and working the CPD actions of your group. As a strategic philosopher, you'll promote
creation and evolution in charge to create your unit and the community as a full additional
effective and promising.

Problem-solving and decision-making

You'll stand charged with finding and cracking issues on a day-to-day foundation in a
executive function. This needs special awareness to element and the power to stay relaxed
beneath stress. To guarantee that your group is effective and that the workflow operates
smoothly, you'll have to feel on your floors when issues arise. Innovative review choice allow
you to reach up with creative answers that underestimate the effect on your group and the
company as a full.

Feeling on your floors also arrives in good when you own to create a shot finding regarding
how to successfully achieve a job or complete a company plan. Living capable to fast
consider up the pros and scams of a problem and create an educated determination is
crucial.

This talent is in massive need among industry employers. In particular, according to
recruiters, retail attention is something that the bulk of graduates lack.

If you want to move to the leadership level, an awareness of the marketplace in which a
company works and what it is that creates a company thriving is important. To confirm this,
you'll need to demonstrate that you:

are aware of the organisation's mission and aims
have an understanding of that the company belongs to

know about the political and economic issues affecting the business



can identify the company's competitors.

Mentoring

As well as living industry-concentrating results-makers, authorities also ought to play a
supportive role. If you've got this superior-story you keep a repertoire of learning, knowledge
and skills, and it's your job to provide this knowledge on and share your skills with others.

This involves training and counselling team and pushing their devotion and skills. In a
management position, you'll live the enterprising energy after the passage of party fellows.

What's your management style?

Recruiters live endeavouring to develop an awareness of how you interact with employees
S0 in your answer only communicate your course, tell them how it operates by requiring
them to straightforward-life means. Utilise some of your multiple high points as a business
supervisor or leader to reveal how your leadership type command follows.

Present understanding of how control systems can vary relying on the employment
conditions and verbalise your ability to live recompensed with your management style where
required.

How do you motivate a team?

One strategy won't do all when attempting to encourage other group partners, so when
requesting this query recruiters are examining for an account of how other characters and
performing techniques drive up a couple.

Deliver precise means of how you reach to apprehend a company and how you feel per
particular strengths. Explain how you utilise optimistic support and praise to encourage
employees and encourage them to achieve company goals.

Tips for a successful interview




For the most splendid event of discussion to win, nominees should show their ability for
compassion and experience, as they will be working for a mixed crew. Their group may vary
in years, understanding and learning, therefore leaders must know how to introduce
additional current alliance members, as well as make more suitable experienced associates,
a representative reports.

You'll even show a hardworking mindset and demonstrate your possibility to develop and
grow within your post by displaying an interest in teaching and moving the state. However,
one of the numerous important things is opportunities to live by ourselves. Different textures
and backgrounds make businesses succeed.

Match for managing positions is vital - employers greatly appreciate also seeking candidates
with management and leadership skills - to make sure you don't miss out on a role because
you were caught off guard, take some time to draft answers to the following questions.
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