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PERSONAL DEVELOPMENT PLAN
[bookmark: _Toc59319163]1.0 Introduction
I am a care assistant at a care facility in the UK. I started working at the facility less than three years ago. I have previously worked as a supervisor where I lead a team of six in Poundland. Since I was young my dream was to be a care manager because I love to nurture and assist the vulnerable individuals in the society. To make this dream a reality I sought to work as a care assistant to gain some experience and gain some hands-on skills that I will need in my dream career as a care manager. Career development refers to the series of actions that an individual is either undertaking or will partake in his whole life to develop his career. The activities may include training so that skills can be acquired to qualify for a job, or apply for higher positions in form of promotions either internally or externally or even make career change (Indeed UK, 2020). I will use the Gibbs reflective style to write the reflection. Gibbs reflective cycle has six processes that are used to analyse an event or a situation. Through the cycle I will be able to analyse how I can work to achieve my dream career. The six processes are description, feelings, evaluation, analysis, conclusion and action plan. Description process seeks to explain the event without making any conclusions while the feelings are how the job experience is, what is required to achieve the set objective. The evaluation will involve description of the events while an analysis will show the lessons learnt. The conclusion part will show the skills and lessons learnt and what could have been done differently and the action plan will show the actions that will be done in future to for instance reduce the skill gaps that an individual has to get to his dream career. The action plan in my case will show the necessary actions that I should take to ensure that I achieve my career goal to be a care manager.
[bookmark: _Toc59319164]2.0 Reflection
I previously worked as a customer service manager in Poundland where I was in charge of six people. As a supervisor, I was in charge of the employee's duty roster, their tasks and also the daily report of customer complaints and how they had been handled to ensure that the organization’s customers left the store satisfied. During the four years I worked at the store I developed several skills amongst them good communication skills, team work and also the ability to work under pressure. This was due to the high expectations to offer quality service even to the dissatisfied customers, achieve set targets and also to meet strict deadlines. After working at the Poundland for four years, I moved to the different profession to pursue my dream career of being a care manager. It is important that I have a career plan to be able to become the home care manager that I desire to be. Career planning is the process through which an individual gain required knowledge, skills, career development through internship and trainings to get the career desired (Dedmond, 2000).

[bookmark: _Toc59319165]Future ambition
I seek to complete my Bachelor of Arts in Health and Social Care at the university to qualify as a care manager. I have both short term and long-term plans to achieve this. I will improve my academic writing skills through practice to be able to write reports that I will be required to prepare as a care manager. I will also seek to improve my problem-solving skills through being more attentive to the service users' needs at the facility and effectively solve them. Problem solving skills will be important in my profession as a care manager because I will be able to run the facility seamlessly. I will also in the next two years enrol for an online management course to keep me abreast will the necessary skills that I require to run a home to as a care manager. I will also seek to improve my time management skills through reporting early for the job and also attending to the service users caring schedule as assigned by my employer at the care facility.  I will enrol for the BA in health and Social care to get the minimum qualification that I need to be a care manager. Though degree will take 2 more years to complete I will continue working at the facility as a care assistant to add to the working experience that most employers look at when hiring.
[bookmark: _Toc59319166]Evaluation
Self-motivation is the force that pushes or drives a person to act. Each individual has an internal desire to achieve outstanding results and to keep moving forward till the set goals are achieved (Trautner et al, 2020). It is the ability to keep moving in spite of the obstacles faced. Motivation is the force that pushes an individual to achieve the set goals and fulfilment and to improve the quality of life (Goleman, 2009). He further states that an individual is self-motivated by four elements: personal drive to improve one's standards, commitment to own goal, the initiative to pursue the goals and the ability to go on in spite of the obstacles faced. I am motivated by the need to make an impact on someone's life and also to change my living standards. I am motivated to work hard and get a stable income to give a better future to my children through securing a mortgage and buying a car that I can use to transport them to school.
[image: ]
From the motivation quiz it is evident that I am easily motivated in spite of the hardships that I encounter. One of the things that kept me going in my former career was to have enough savings to relocate to the UK to pursue a degree in BA health and social care. The tight schedules and low income often made me feel like giving up but the thought of finally making a positive impact on someone's life made me work harder. These efforts were appreciated by my seniors who promoted me from a customer service executive to being in charge of the whole team at the organization.

[bookmark: _Toc59319167]Learning styles
Learning styles refer to the way a learner gathers, does interpretation, sifts through information, analyses and interprets to draw a conclusion on a set of given information for learning purposes (Schmeck, 2013). The learning styles refer to the approach that an individual chooses that allows him to understand what he is reading. They are habits, strategies and repeated actions used by an individual when learning to get the knowledge that he requires.
[bookmark: _Toc59319168]VAK learning style.
The VAK learning style is a model that suggests that a person could prefer either one or two preferred learning styles. The VAK learning style uses the three sensory receivers the vision, the auditory and the kinesthetics to determine an individual s preferred way to learn. The below questionnaire seeks to explain the type of learner one is.
[bookmark: _Toc59319169]VAK Learning Styles Self-Assessment Questionnaire
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 From the above questionnaire most of my answers were C meaning that my preferred style of learning is the kinesthetics that mostly involves trying out things instead of following manuals like trying out a task without prior knowledge or reading of instruction.
Individuals that prefer the kinaesthetic learning style prefer learning on the job as they go unlike the visual learning that involves use of diagrams or graphs to best learn or the auditory learning that prefers the transfer of information through hearing. The visual learners are imaginative and enjoy art while the audial learners prefer to listen to instructions before they set out on a task.
[bookmark: _Toc59319170]Joharis Window
This was developed by Joseph Luft and Harry Ingram in 1950 to explain the relationships that an individual has and how to best improve the communication. This theory depicts a window through which the communication flows from the receiver and the sender of the message (Management guide, 2020). The window is a representation of human feelings, his experiences, the views and attitudes and skills in four perspectives.
[image: ]
The above image is a pictorial demonstration of the Johari window theory. Self refers to and individual while others refer to other people like friends or neighbours. In each subsection it refers to known or unknown information. There are for scenarios in this theory: In region one where both the individual and the others know the behaviour, region 2 represents the behaviour that others know but is unknown to the individual, in region 3 it is the hidden area that consists of the secrets that we hide from other people and in the fourth region both the individual and the other people do not have an idea of the truth. It is used to increase openness in an individual to others. I will need to be more open to other people like my friends to get feedback on the behaviours that I need to change.
[bookmark: _Toc59319171]Force field Analysis.
This is a management tool that was developed by Kurt Lewin that showed that individuals don’t only have to deal with the pressure to achieve their desires or expectation but affected by the environment (Burke, 2018). The model proved that an individual can change his actions even though this may take Times. There are three stages that an individual has to go through to change his actions.
The first stage involves acknowledgment by the individual of his bad behaviours and the desire to make a conscious effort to change them. An individual should for instance recognise the need to be on time to important activities like reporting for work and make a conscious effort to start keeping time.
The second stage involves the individual to get the know-how on the required skills that he will use to effect the change. There should be a conscious effort to change the wrong to a right action(Taibleson, 2015). The person should make effort to transition from the consciously wrong to a right behaviour.
The third stage acknowledges that new behaviour cannot be learnt in a day and there should be a series of repeated actions to learn the new behaviour to enable it become part of the daily routine. This tool is useful to an individual or an organization as part of learning a new behaviour through correcting a vice that the person may have been committing. An organization that may have been discriminative about physically challenged individuals could through the three steps change its policies to accommodate the physically challenged at the workplace. It could allocate parking spaces for them or have friendly facilities in the organization to allow them access services like others.
I will use this tool to improve on my time management skills through making deliberate effort to always be on time for my work shift at the facility.
[bookmark: _Toc59319172]Swot analysis
This is a management tool that identifies the strengths, weaknesses, threats and opportunities for an individual (the Guardian, 2020). It is the analysis of an organisations or an individual's strengths, weakness, threats and opportunities and the study on how to ma
Strengths
My strengths are I have good team work skills, I can work under pressure and have excellent communication skills. I believe that these skills will be beneficial in my career as a home care manager. One of the requirements for a care manager is the ability to work under pressure (Indeed UK, 2020). The work experience I got working as a customer service manager equipped me with the good communication skills. This is because at the firm I was able to deal directly with clients. As a care assistant I can handle pressure due to the demanding job at the care facility where I have to ensure that I meet all the service users' needs.
Weaknesses
Some of my weaknesses are problem solving ability, leadership skills and poor academic writing skills. I will need to practice weekly to improve the writing skills to write accurate medical reports both as a care assistant now and in future when I become a care manager. I will also enrol for a communications class to learn on how to handle conflicts in an organisation. I will be able to handle any issues that may arise at the facility better.
Opportunities
There are several care manager vacancies that are advertised regularly and to be able to secure one I will have to finish my degree in Health and social care and also complete the four years of experience in a care facility required to be certified. All this will help me achieve my dream career.
Threats
These are the factors or circumstances that could hinder me from achieving my goals(Garipova, 2019). They are the external factors that could affect my chances of becoming a care manager like changes in the industry's requirement for a care manager or lack of finances. Some of the threats that I face are lack of enough funds to complete my degree and the changing academic requirements to be a certified care manager.
[bookmark: _Toc59319173]Analysis
[bookmark: _Toc59319174]Employers expectations for the employees
There are various expectations that employee have of their staff. Some of the employer's expectations are that the employees have skills that are relevant to their job specifications, can relate well to others through use of interpersonal skills, have skills that they can use to accomplish more than one task, have the required work experience, are able to relate well to the other employees and are adaptable to the changes at the workplace.
A) One of the expectations is that the people that are hired to work at the organization have the know-how of what is required of them to accomplish the set tasks(Protsiuk, 2019). The employee should have acquired the necessary skills required for the tasks assigned at the organization. A care manager should for instance have the skills to handle managerial responsibility at the facility.
B) An employee should have good interpersonal skills at the organization to be able to work with others. Interpersonal skills refer to the traits that an individual uses to interact with other people (Corporate Finance Institute, 2020). They are the skills that an employee should use during the professional interactions at the organization. These skills include being an active listener, being patient, flexible and dependable.
C)The employer also expects that the employee has some transferable skills. The transferable skills refer to the ability of an individual to work effectively in different roles and departments. An  employee should have the skills  to work in any department at the organisation with ease.
D)An employer expects the employee to have work experience. This could be from previous job assignment, internship or through volunteering. The work experience is crucial as it ensures that the employee can work in an organisation and that he has the knowledge of how things work at the organization.
E) The employee should have workforce compatibility. This is the ability of the individual to take instructions from his employer and to have a professional working relationship between them through which the employee will achieve the set target.
From the above expectations on what employers require from the employees I believe that I possess almost all of them. I have excellent interpersonal skills. This is because of the duration of time that I have dealt directly with people both at the technology firm and at the care facility. I can
Working at the care facility often forces me to be flexible in the work schedule. This is often due to the uncertainty of the needs for a service user that must be met before I finish my shift. I have to work extra hours sometimes to care for some of the patient. I am also patient when dealing with the patients because they all need to be taken care of differently.
I have transferable skills that are beneficial in my career. This is shown by my previous working experience where I was able to work as a customer service executive and as a manager. I have also been able to work in the care facility from my previous responsibility in customer service. I have the workforce compatibility since none of my managers at the care facility and at the technology firm complained of my working ethics. The quality I however do not have is the required skill to be a care manager because I have not yet completed the degree to be fully qualified.
[bookmark: _Toc59319175]Job description
[image: ]
[image: ]
[bookmark: _Toc59319176]Personal specifications.
The world of employment
In the organisation there should be fair treatment between the employees and their employer. The Equality Act of 2010 prohibits the employers from practising discrimination at the workplace against the existing employees and the job applicants. The employment Act dictates that employees should not be discriminated against because of a protected characteristic (UK Gov Legislation, 2020). They are the provisions that ban employers from discriminating their employees in the provision of services. The seven characteristics include age, gender, sexual orientation, disability, marriage and civil partnership and pregnancy and maternity. The selection process for prospective candidates should be conducted fairly to prevent both direct and indirect discrimination. It is unlawful for organizations to discriminate during the hiring process or through its advertisements of the various services and goods that the company offers. It is also unlawful for an organization to discriminate against its employees when offering promotions, training or in staff reshuffles.
 Good practice at the workplace involves good professionalism from the employers and the employees. There should be good communication between the management and its staff. This will improve the efficiency and also productivity because there will be defined roles for each individual.
The employer should also practice maximum care to ensure safety for all its employees while the employees should also put effort into maximising profits for the company through proper management of the assets and not making profits from the firm. I work diligently at the firm to ensure that I give quality care to all the patients and that I improve both the academic and professional skills required to work as a care assistant at the facility and also to be a home care manager in future.
[bookmark: _Toc59319177]Conclusion.
There are several skills that that I have acquired during my job search. One of the skills is organization skills. When searching for a job it is important that I have the necessary documents such as a curriculum vitae, the application letter and the cover letter. It is important to be organized because it will be easier to keep track of the applications that I have made and the necessary documentation that I will use in the company's selection process.
The other skill that I have acquired is the academic skills. I have improved on my writing skills because I have to make a cover letter for most of the job applications that I have to send out. Regular application for jobs will improve my writing skills because the cover letter is different in each application based on the job requirement.
I have developed communication skills during my job search. Communication skills refer to the ability to send and receive message effectively (Indeed UK, 2020). It is important that I communicate clearly to the hiring professionals of the organisations that I am seeking to get opportunities from. I have been perfecting this skill through the various telephone calls that I have made to organizations.
Time management skills. It is important that I keep time for the interviews and appointments that I get from the organizations I sent applications to. I have been punctual in the interviews that I have been attending. One of the reasons that the care owner at my facility hired me was how early I got to the interview.
Through the job search I have also learnt how to reflect. I have been rejected severally when I applied for the jobs and this has been a lesson on how I can prepare better next time to secure the job.
Through the job search process, I have learnt that employers prefer that an applicant has well prepared Curriculum Vitae and cover letter. The CV should only have the relevant information that will show the employer my academic qualifications, work experience and personal information (Indeed UK, 2020). The cover letter should be precise, have the required qualifications and not ambiguous to get chances for appointments and interviews at the organizations.
The qualifications that I need to be a care manager are a degree in Health and social care, three to four years of experience working at a care facility and the 12-month skills for care graduate management course (NHS, 2020). I will also need to have excellent communication skills, interpersonal skills, excellent writing skills, effective time management, passion to work with people and be accountable to ensure that the facility will be compliant (Indeed UK, 2020). Based on my SWOT Analysis I will need to improve on my time management skills and also how to solve disputes better to run the care facility efficiently when I become the manager. I will also have to practise more to improve my writing skills because it is one of the skills required to be a home care manager.
The job leads that I need to identify will be through networking with other students at the university to get leads on available job vacancies. I will also network with my friends at the care facility because they may also know of the available job vacancies (Indeed UK, 2020).
I will also identify job leads through direct contact with employers. I will make calls to the hiring individuals in organizations to seek vacancies.
Another way that I will identify job lead will be through the visible job markets through the use of employment service, vacancies in the print media in newspapers, on company websites through online job searches or the yellow pages.
[bookmark: _Toc59319178]Action plan
I have developed goals to help me attain my goal to become a care facility manager. The goals are divided into three: Short term, mid-term and long-term goals. The short-term goals are the activities that I need to improve on in the next six months. I will seek improve my academic skills through writing reports more, doing online research on how I can improve my skills through attending an online communication course offered with professional bodies. I will also enrol for a degree course in health and social care. To improve on my problem-solving skills, I will seek mentorship from my care manager.
My mid-term goals that I seek to do in two years' time are to improve on time management and improve my leadership abilities. I will try to report to work on time daily to ensure that I learn effective time management skills which are requirement in my dream career to become a care manager (NHS, 2020). To improve on my leadership skills, I will network with employers on Linked in profile. Through the meetings I will acquire the necessary skills to improve on my leadership. I will also enrol for L-5 in the same campus.
My long-term goals that I intend to complete in three to five years will be the completion of my degree in Health and social care and also the one-year management program at the NHS.
I will overcome the weaknesses as stated above in the three goals. I will also keep abreast of the developments in the care industry through networking in school, via Linked In and also through joining professional bodies.

	Development plan


 
	NAME:
	 
	Student NUMBER:
	 

	COVERING THE PERIOD FROM:
	2020
	TO:
	2024


This record sheet is for your guidance only – you may present your development plan in any other format.
[bookmark: _Toc59319179]Planned outcome
Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)
 
	 
What do I want/need to learn?
	 
What will I do to achieve this?
	 
What resources or support will I need?
	 
What will my success criteria be?
	 
Target dates for review and completion

	 
B.A in Social and health care
 
 
 
 
12month skills for Care Graduate by NHS 
 
 
 
 
 Experience at a care facility
 
 
 
 
	 
Study for four years to attain the degree.
 
 
 
Attend the one-year management course at the NHS.
 
 
 
 
Work at a care facility for 3 years 
	School fees.
Academic support from my lecturers
Moral support from family and my employer.
 
 
I need support from my employer and a recommendation letter from him to allow admission
 
 
 
I will need support from my employer through mentorship to gain the required hands-on skills at the facility
	Attainment of the degree
 
 
 
 
 
Successful completion of the course.
 
 
 
 
 
Recommendation letter to join the 12monthskills for care graduate program.
	2021 I will review the degree progress.
I intend to complete the degree in 2023.
 
 
2022 I will review on the admission process to the institute
I will complete the program in 2025 after my degree completion.
 
 
I will review the progress in 2022 to check on the experience gained then.
I will have the required experience in 2023.



	
	
	
	
	 

	
	 
	 
	 
	 



[bookmark: _Toc59319180]3.0 Conclusion.
It is important to have an academic plan to analyse the skills and knowledge required to attain a set goal. The skills that one requires should depend on the job requirements set by an organisation. To get desired job it is important to learn of the skills and qualities required. The SWOT analysis is an important tool that can be used to analyse an individual's strengths, weaknesses, opportunities and threats. The individual should seek to maximise his strengths and ambitions to get his dream career. There are several expectations that the employer requires the individual to have at the workplace like have the necessary skills and experience and also be compatible with the other staff. There should be no discrimination at the work place against either the job applicants or the existing employees of the company. Below is my personal action plan.
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4. If I am teaching someone something new, I tend to:

a. write instructions down for them

b. give them a verbal explanation

5. 1 tend to say:

a. watch how I do it

b. listen to me explain

6. During my free time I most enjoy:

a. going to museums and galleries

c. playing sport or doing DIY

7. When I go shopping for clothes, I tend to:

a. 1magine what they would look like on

b. discuss them with the shop staff

8. When I am choosing a holiday I usually:

a. read lots of brochures

b. listen to recommendations from friends

9. If [ was buying a new car, [ would:

a. read reviews in newspapers and magazines

b. discuss what I need with my friends
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10. When I am learning a new skill, I am most comfortable:

a. watching what the teacher 1s doing

b. talking through with the teacher exactly what I’'m supposed to do

11. If I am choosing food off a menu, I tend to:

a. 1magine what the food will look like

b. talk through the options in my head or with my partner

12. When I listen to a band, I can’t help:

a. watching the band members and other people in the audience

b. listening to the lyrics and the beats

13. When I concentrate, I most often:

a. focus on the words or the pictures in front of me

b. discuss the problem and the possible solutions in my head

b. the descriptions the sales-people give me

c. their textures and what it feels like to touch them
15. My first memory is of:

a. looking at something

b. being spoken to
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22. When I first contact a new person, I usually:

a. arrange a face to face meeting

b. talk to them on the telephone

23. 1 first notice how people:

b. sound and speak

c. stand and move

24. If | am angry, I tend to:

a. keep replaying in my mind what it is that has upset me

b. raise my voice and tell people how I feel

25. 1 find it easiest to remember:

b. names

c. things I have done

26. | think that you can tell if someone is lying if:

b. their voices changes

c. they give me funny vibes
27. When | meet an old friend:

a. Isay “it’s great to see you!”

b. Isay “it’s great to hear from you!”
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28. I remember things best by:

a. writing notes or keeping printed details

b. saying them aloud or repeating words and key points in my head

29. If T have to complain about faulty goods, I am most comfortable:

a. writing a letter

b. complaining over the phone

30. I tend to say:

a. I see what you mean

b. Ihear what you are saying
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108 DESCRIPTION AND PERSON SPECIFICATION
10B TITLE: Healtheare Assistant/Support worker
'ACCOUNTABLE T0: Care Manager/Nurse in Charge

"HOURS OF WORK: Flexile hours, nclucing evenings, weekends & Bank hoiday

253 carer you are enrusted and required o provid thehighest standardof aualy care to all
Clients you provide carefor, b rspecting and upholding herrighs, cholc, privacy and dignty. s
Your duty 1 ensure all our clets are empowered o be 25 independent a5 possbe, therelore being
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Change pad,ersringarea s cean bfore appying anew on.

Assistwit iressing and undresing.
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Ensure commode s empried and cleaned.

Ensure catheter b s mptied and changed s specified on care plan.

Ensure bed nen s changed and bed neatly speac.
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You may be required tocook some fght mesl.

1. When preparing meals ensure you wash your hands appropriatlybeforaand the werk sufaces
areclan.

2. Asistwith washing dyin and puting away dshes.

13, Asistwit cleaning ing environment b hovering, moping, dusingsnd whatever is specified
inthe care plan.

34, Ensure sundey i washed, dried and estly folded and put auay.

15. Assstwith shopping. ensure you buy ems of clien’s choice

16. Enure you receve: lar recelp forall transactons, attached o fnancal ransacton sheetand
complte the form.

17, Escort to 3o06intments or activities.
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+ Aiaysconduct youreln profesionsl mamner.

+ Ensure the safety and secuity of our clents s mantained at all tmes.

+ Complee dallyrecor sheet sccurately speciing aldties undertaken.

- Reportandrecor changes incareproided t your e manager o urse nchrge.

* Wear your glove a altimes when poviding personsl cae dutes.

+ Ensure you have a mobilephone tht s switched off during working hours.

+ Reportlateness siknessor bsence t your line manager, ghing 25 much notice 35
possile

+ Ensure you adhereto Managing Care's plicies and procedures at 3l tmes.

+ Ensure you have acealy dispayed vald D card on arvl o cliens premises.

PERSON SPECIFICATION
ESSENTIAL S0LL, EXPERIENCE AND COMPETENCIES

Experienceofcae ithin th cre profession
Dispaya caring compassionate, and empathi naure.

‘Good understandingof English both verbal and wrien sl

Honest, rustwerthy and polte.

Excelien time keeping.

Reliable,commited andresponsie.

Ecelient communicaton sl

Aty o follow nstructions.

Abilty o cope under ressure.

Abilty o remain calm and composed when faced with chalenging stuatons.
Aty to work lone or 3 prt o  team.

Willng 10 undergo rlevant raining o enhance your nowledge and practice nd
attend il mandstorytaiing.

‘Undergo an Enhanced Criminal Records Discosure.

Prepared 1o work eveningand weekends.

Qualfication and experience:
& NVQlvel 2in Healt and SocialCare o sbove.
& Experienceof werking with peope wih Dementia.
& Most o our Healihcare sssitants have between 3.7 years experence of working
with the eldely peopl, peopl with dementi,chikiren, and learingand physial
disabiltescategories of Service Users.
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1 ['m unsure of my ability to achieve the goals T
et for myself.

2 [When working on my goals, I put in maximum
|effort and work even harder if I've suffered a
hsetbackc

3 [ set goals and objectives to achieve my vision
for my life

4 [ think positively about setting goals and
jmaking sure my needs are met

‘use rewards (and consequences) to keep
wself focused. For example, i 1 finish my

report on time, T allow myself to take a coffee
eakc

6 [ believe that if  work hard and apply my.
bilities and talents, T will be successful.

7 [[worry about deadlines and getting things
jone, which causes stress and anxiety

8 [When an unexpected event threatens or
jeopardizes my goal, T can tend to walk away,
et different goal, and move in a new
ldirection.

9 [My biggest reward after completing something
s the satisfaction of knowing I've done a good
job.

10[T tend to do the minimurm amount of work
Inecessary to keep my boss and my team
satisfied.

11[T tend to worry about why I won't reach my
Jgoals, and T often focus on why something
robably won't work

12T create a vivid and powerful vision of my
[future success before embarking on a new goal

-

Total = 44
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1. When I operate new equipment I generally:

a. read the instructions first

b. listen to an explanation from someone who has used it before

2. When I need directions for travelling I usually:

a. look at a map

b. ask for spoken directions

3. When I cook a new dish, I like to:

a. follow a written recipe

b. call a friend for an explanation




