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Introduction 
This report is a reflective portfolio of an effective educational manager. In order to evolve your occupational status, you must undergo career development or otherwise known as career development planning as an individual. This is a process guaranteed to align a person needs of psychological or physical fulfilment within a career structured with advancement opportunities. 
When visualising career development, you can simply set it out into four main sections being creating your future, knowing your values, exploring your options, and finally planning your actions. Each one of these subsections develops its own list of priorities. When considering creating your own future you must also look within personal career branding, job search documents, social and online networking, applications, and interview as well as coinciding with work experience. These all highly benefiting you as an individual. In terms of knowing your values you must have your strengths and interests secured as well as understanding and being aware of your personality and ambitions this all falling under your own values as a person. Continuing, when you explore your options you fall into the following of routes, these being, industry trends , occupational research, educational paths, work environment and career options as a whole. These overall gains your stability and knowledge of the pending role you aim to achieve. Finally, when considering a plan of action, you must place in order your decision making and goals setting standards. Prioritizing tasks is important but most vitally action planning and reality testing are high important. 
In way to avoid any future potential issues arising as an educational manager you must ensure that you are aware of the many challenges that will be required to improve your lifelong learning skills these heavily involving administrative and management skills, technological skills, leadership, teambuilding, and essentially empowering skills so they can result in a resolve of the potential issues. Concluding, these administrative skills are vital for an effective and empowered educational manager. 
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Swot Analysis 
 SWOT analysis assesses internal and external factors, as well as current and future potential.[ Investopedia. 2021]
 
The swot analysis is technique for analyzing Strengths. Weakness ,Opportunities and Threats for your business and helps you to develop what will be the best strategies for your future goals. This swot analyzes are reflection of my Mock Interview, 

	Strengths 
	Weaknesses 

	Punctual -always arrive at the right time 
 
Present myself appropriately  
 
Genuine smile and be sincere  
 
Good document management 
 
Capabilities of good research and knowledge about the organization 
 
Full and detailed response 
 
Able to indicate the key skills 
 
Show great eagerness and enjoyment in 
Activities which were important 
 
Team player 
 
Good humored and able to  use common sense 
 
Approachable with great awareness of health care 
 
	Non-essential skills or specific software through inexperience.
 
 
 
I appeared less confident than the lecturer 
expected from on the mock interview
 
Public speaking evokes nervousness.
 
I couldn’t demonstrate how exactly  I can contribute to the growth of the new job. 

	Opportunities 
	Treats 

	Personal growth through experience.
 
 
Strategic delegation through experience.
 

You can do the research on diversity and different cultures traditions 
 
Working with a group of people, helping your leader skills.
	The employees could be liked and prefer the previous manager which will be leading to gossips and low productivity  
 
Poor teamwork and communication 
 
Lack of understanding and inequitable support 
 
Time management and pressure to perform 
 
The employees could be skeptical and difficult to work with 
 
Pandemic like Covid 19 arises 
 
 
Emigration-Not enough people to work on the low paid jobs 





 




Personal Development plan PDP 
 
This plan intended to develop skills that are important to the work life.[Staffnet 2021]
 
 
	Development/Goals
Career/Objective
	Requite Resources
	Timeline
	Action 
Taken
	Responsibilities
	Expressed Outcomes

	The main goal for the manager is to set a clear agenda
	Technology
Computers
Textbooks
	One year volunteering
	You need to persevere your qualifications 
	When you become a manager, you need be sure that is safe and secure working place
	After I finished all my study to start to apply for a job in university

	Education Manager need to determining action and to be clear with the deadline
	Equipment
	Eighteen months training
	Become a mentor
	They should be a boundary about legal work environment
	To start volunteering-g in the education sector for eight months 

	Looking for the best performance as to encourage team productivity
	Finances
	Leading a project for eighteen moths
	Apply for the jobs to become more aware on the interview what skills do you will need as an educational manager
	To be sure that all the tasks have been done by the deadline
	To work on my future education and courses which will bring me a step closer to my desired job

	When the new project
Been set the manger needs to increase 
Positivity for the best result

	Homework materials 
	Around 5 years
	Improve your communication 
Skills and participate in clubs or teams where you can improve your leaderships skills
	To be positive ,Fair good example to all your employs
	After  a few years, education manager moves in the direction to start to apply for the position































The education Industry

The education industry is a vast and varied one, playing a significant role in countries around the world. We take a closer look at the current state of play in terms of jobs, skills, and how to get your career started.[ Pat Research 2021]
Effective management skills as education manager in
The Education Industry comprises establishments whose primary objective is to provide education. These establishments can be public, non-profit, or for-profit institutions. They include elementary schools, secondary schools, community colleges, universities, and ministries or departments of education.[ PAT RESEARCH 2021]
In line with relevant regulations and standards the manager of education is responsible for making sure that there is a high-quality curriculum and delivery of assessment of the academy’s programmed and courses.
Through creation, monitoring and mentoring a high-quality tutor the education manager will succeed in pursuing excellence and innovation within learning and teaching.
When other bodies as well as university partners evoke demands the education manager must be exceeding and remaining student focused simultaneously. Making sure that the industry connectivity is kept to standards and is an ensured representation of highest interests of the students on the programme. In addition, the educational manager will contribute operation and creation of a detailed academic calendar with university link tutors and external examination services.

What are Management Skills?
Management skills can be defined as certain attributes or abilities that an executive should possess in order to fulfill specific tasks in an organization. [ Finance Institute. 2021]
 
 
 
 
 







Interpersonal skills 
To be a manager you will need to be able to work and deal with people. To be successful you must build a relationship with your colleagues on a professional and personal level. This is how your respect can be earned. When you attend team building training you must be able to demonstrate your managerial authority and at the same time being able to show your ability to work in a team and colleagues. 
Motivation and communication 
Every manager needs to have good writing, listening and verbal skills. As a manger you will need to have a good relationship between your colleagues and boss when an issue arises. You must be able to deal with situations in the most appropriate way for both sides. Your positivity and ambitions may bring a healthy work environment which then leads to happy and satisfied employees. Never attempt you put your own ego on the pedestal, you must try to encourage and help the staff by making them feel valued and recognizable. 
Delegation and Organization 
To show a good example to your employees you must be organized, always be on time, never miss a meeting. When there is training you must always attend, and this could be an example on how your staff should person on meeting deadlines as well as creating a healthy and non-stressful environment. You need to be able to recognize different skills which each individual employee has. This way you can delegate which work placement would be appropriate for your work staff. The delegation could bring the manager the best employee performance. 
Decision making and solving problems 
When working as a manger you will be meeting many problems daily which will need quick and accurate decision making. You always need to be ready to be creative to work under pressure and to have initiative solutions when issues arise. When you have pros and cons on a situation you need to be able to make the best decision which could be an essential decision for the business. 
Planning and well thought out thinking 
As a manger you must have a plan as well as goals for the future for this reason you should look at the bigger picture and set your priorities, view policies, attend meetings and create accessible activities for your employees. This helps your team increase productivity, creativity and the most important part is it makes them more profitable for the company. 
Commercial awareness 
Among employers, this skill is in consistent huge demand. In fact, the majority of graduates lack commercial awareness according to recruiters. To demonstrate your wanting for progression into a management level placement or a high understanding of the marketplace, knowing what makes a business successful is essential. Firstly, you must emphasize your knowledge on the political and economic issues affecting the said business. Being able to identify your competitors is essential as well as the ability to be aware of the organizations missions and further aims. Finally, you must be able to demonstrate an understanding which sectors the specific company belongs to, this will heavily benefit you. 
Mentoring 
Playing a supportive role is essential for a manager role. This alongside being business focused and having heavy decision-making qualities, is necessary to pass the knowledge on and share your learnt skills with those around you. This series of events includes training staff as well as building their skills in confidence. From a management position its vital to be aware that you are essentially the driving force beneath the progression of each team member. 
  























What are the concepts learnt through the Gibbs Model?

Gibbs’ reflective cycle[.cumbria2021][Gibb’s 1988 p14]
[image: Gibbs&#39; Reflective Cycle | Career Skills Training from EPM]
The first concept that I will talk about will be mock interviews. I have learned through a mock interview important skills such as preparation for the specific institution that I am applying to. I also need to then prepare for my first impression to the interview panel, including things such as the way that I was dressed. Additionally, I must think carefully about what questions I myself would ask to the interviewer. I felt very nervous at the beginning as this was my first mock interview and very much so similar to the real thing. I also felt excited due to the fact that this mock interview ca bring success to my real interview in the future. A good part of the interview is the fact that our professor had heavily prepared us with a lot of information on how to complete a good cv and things such as cover letters. We also kept in mind our positive skills and strengths as well as keeping in mind one of our weaknesses. At the end of the day, we must sell ourselves as we are all unique. A negative aspect to the interview was the fact that it was online and because of this I really hoped and had expected it to be faced to face. That way it would have been more personal and similar to the real thing, however, it felt very professional and parallel to how a real-life interview would have proceeded. I would not like to change anything about the way the mock interview was presented because our interviewer Dr Osei had prepared us very well for each point by showing example videos.

 Employment Legislation

The next concept that we were taught, as well as one that I really enjoyed was employment legislation. For many years working in this country I had never read the law including ones associated with me starting jobs even when I was put in positions to sign contracts. When we studied this model, I was surprised with all the information that was provided to us and the fact that if we familiar with the legal standards which reflect as common law and European convention. Other things like human rights 1950 which gives you the opportunity to exercise your rights in your future job as well as providing knowledge for your own health and safety as well as educating everyone in things such as discrimination. The most well-known act is the equality act 2010 which allows your rights to be fully protects through race , age, and religion. One of the other most well-known legal acts is data protection which provides safeguarding our information which further ensures that employees are using it correctly. I felt upset that I was oblivious to so many of my rights for so many years. I also felt happy at the same time that I now could acknowledge my rights through this lesson. This way I now know all about the laws and this will advance me through all my contracts. This information is vital for any employed person as it allows them to know their rights and also be able to protect themselves through the entire working process. One thing I would like to change however, is that when everyone starts work, they must provide the laws with the contract given so that the individual is aware of their rights and doesn’t sign blindly. 
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