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1. Introduction

In this report, I will be analysing my own personal skills and competencies using a SWOT analysis and personal development plan, which are strategic analysis tools. The content will discuss the definition of the analysis tools while identifying its importance in career development. Further into the report, I will be outlining the important skills to become an effective manager within the hair and beauty industry. These skills will then be analysed with a short discussion on how they are acquired and its importance. Lastly, there will be a description of different concepts along with a reflection on my personal understanding of the concepts and how they have developed my knowledge as a professional.

2. SWOT Analysis 
A SWOT analysis a strategic planning tool that stands for Strengths, Weaknesses, Opportunities and Threats. Strengths are there to help businesses see things that they do particularly well, whereas the weaknesses allow you to identify the disadvantages and areas of improvement. Opportunities are potential changes for a positive thing to happen which can benefit the organisation. Threats is anything can potentially have a negative effect on the business. Mind tools contact team (2021)


	
Strengths
	
Weaknesses

	· Reliable and patient
· Supportive
· Hard working
· Good practical skills
	· Dealing with pressure
· Tendency to take on too much responsibility 
· Shy when speaking in large group or doing presentations

	
Opportunities
	
Threats

	· Work my way up in the career
· Work alongside solicitors at court

	· High level of competition for senior roles within my career


Source: Self prepared 












3. Personal Development Plan (PDP)
A personal development plan is a framework analysis tool which is used to for individuals to self-reflect and identify their personal goals and achievements, as well as their strengths and weaknesses. It also focuses on areas that may need improvement to reach goals and any possible threats that can hinder an individual’s progress. Creating a personal development plan is a guide to better decision-making and gives you a sense of control over your life. Here are several benefits from using a PDP:
· Increases motivation
· Helps you identify strengths and weaknesses
· Reduces stress
· Helps to improve time management skills
· Gives clear goals and deadlines	
· Improves employability skills
· Gives better performance
Putter (2021)


Below is a personal development plan used for myself and career.

	Objective goal
	Actions 
	Evidence of Achievement 
	Deadline

	Carry out presentations
	-Attend workshop to help improve public speaking
	-Enquire with university to see if they have any workshops available 
	6 months

	Lose 3 stones   
	-Go to the gym
-Eat healthy

	-Sign up to local gym.
-Buy healthy ingredients 
-Follow a meal plan
	6-9 months

	Start a business as a hairstylist
	-Complete a business course
-Read books
-attend networking groups
	-Finish university course -Study a higher course the following year

	2 years



Source: Self prepared 













4. An effective paralegal manager in a law firm 

This section of the report will focus on Paralegals and managers in the legal industry. This refers to all types of law firms, including real estate, insurance, criminal and many more sectors. According to The university of Law (2021), a paralegal is a professional who has legal skills to support lawyers and solicitors prepare for hearings, trials, and corporate meetings. They perform different tasks such as legal case planning, providing quotes to clients on behalf of the solicitors, legal administration duties, researching legal issues, and liaising with third parties. Sometimes paralegal duties involve attending court under the supervision of a lawyer to handle a case load of clients.

In relation to the chosen industry for this report - A paralegal manager oversees and develops the team of paralegals within the law firm. Their responsibilities are to assign workload and tasks to the paralegal team, as well as ensuring that the team members are correctly preparing legal documents and making sure the work is produced accurately. Wizehire (2021) tell us that they also assist in personnel decisions, including hiring potential paralegal candidates, terminating contracts, salary, and other HR tasks. A paralegal managers personal duty can range from preparing financial statistical reports, coordinating the workflow, liaise between paralegals. Law firms rely on their paralegal managers to take on the role of litigation support, legal document review, filing court documents, staff training and legal research.

4.1 Skills required to become an effective paralegal manager in a law firm 

It takes many skills, knowledge, and experience to become a successful paralegal manager in the legal industry. Below is an analysis of the most important skills to become an effective manager, detailing how they are acquired and its importance.

· Leadership skills-
Leadership skills give managers the ability to guide and lead a team towards successful outcomes in the workplace. This involves effective communication, motivation to go the extra mile, being responsible and creative. Through continuous training and education, you can gain a strong skill of leadership. Someone who is confident, willing to take risks and has a clear sense of perception becomes one step closer to gaining leadership skills.
· Interpersonal skills-
Interpersonal skills are traits that is used for effective communication. This includes, active listening, teamwork, having patience and empathy. These skills can assist to navigate complexity and handle day-to-day tasks.
· Forward planning and strategic thinking-
Strategic thinking and forward planning are steps used for managers to plan ahead and move forward with structure. It is a well-planned process of determining ways to achieve the team’s goals.
· Communication skills-
To become a paralegal manager, all forms of communication must be used effectively. It is the managers responsibility to liaise with numerous people via email, telephone, face-to-face and virtually.
· Organisational skills-
Organisational skills are vital in management as they will need to manage their own workload as well as overseeing their teams work, attending meetings, and other management duties.


· Problem solving a decision making-
In a team, issues are bound to arise, however the most important part is how they overcome the problem. Center for Management & Organization Effectiveness (2021) tells us that managers need the ability to systematically analyse the facts, look into the situation and work towards an accurate solution which will help the team and business to thrive.


4.2 How are these skills acquired

Skills are generally unknown until it is learnt through education or an experience. Management skills can be learned and developed through a number of activities which include:
[image: Table
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Source: Self prepared 




4.3 The importance of management skills

Displaying effective management skills will help the entire organisation run smoothly. In the legal industry, a paralegal manager will need to display great leadership in order to run an efficient and highly productive legal team. As per the text below, you will find reasons why the management skills listed previously are important in the legal industry.




It is a manager’s responsibility to keep the team members engaged, motivated, and encouraged to accomplish their goals. For example, paralegal managers can set clear, achievable targets for the team members in order to accomplish goals. Business South Africa (2021) explains this form of interaction can increase employee productivity and satisfaction. 

Effective management skills are also important because:
· It can lead to team retention
· Develops a unique leadership style
· Boosts productivity
· Improves employee engagement 
· Increases decision making skills


5. Concepts learnt from this module

This section of the report will outline and examine concepts that have been learnt throughout this module with an explanation of why they are useful for personal development and in the workplace.
 
5.1 Setting goals and objectives (SMART)

[image: A picture containing table

Description automatically generated]A goal is recognised an objective or target than individual, or organisation is trying to achieve. It provides a sense of motivation, direction, and a clear focus on reaching targets. CFI, (2021) explains, a SMART goal however is a tool designed to help individuals and businesses to set goals and objectives productively, which will increase the chances of achieving their goals effectively. SMART is an acronym that stands for Specific, Measurable, Achievable, Realistic and Timely. All these criteria’s will be incorporated into setting goals to help focus on efforts.

Source: Self prepared 



Utilising the SMART methods with help push individuals and businesses further by giving them a sense of direction and organisation, allowing people to see the growth in themselves or their business.






5.2 My personal reflection on using SMART goals 

Normally when setting goals for myself, I would write down objectives without putting in any thought into the strategy of how I would achieve them. They were usually ambiguous, audacious, and not bound by time. For example, before studying this module, I had set myself a goal to lose 3 stones in 6 months by doing home workouts, which I unfortunately did not achieve. I found it challenging and did not have the motivation to wake up every morning to complete my goal. Rather than being motivated, my goal become a hindrance upon my daily routine.

[image: Table

Description automatically generated with low confidence]When I began to set myself SMART goals, I started to notice progress in reaching my goal. Rather than just stating the obvious of what I wanted to do, I applied thought into the objective:Source: Self prepared 




Since using the SMART tool and following a strategic routine, Waking up in the morning to exercise becomes part of my daily routine and I could see track my weight loss journey by looking at the calorie records stored on my apple watch. I felt determined, motivated, and confident about achieving the goals I set for myself.


5.3 UK Employment law

[image: Graphical user interface, table

Description automatically generated]UK employment law is a legislation that protects both employers and employees. This can be matters related to wages, recruitment, employment contracts, data protection, health and safety, dismissals and redundancies, and discrimination based on gender, age or disability and more, Aylott (2018).Source: Self prepared 

After learning about the legislation of UK Employment Law, I have developed a strong understanding that employment law equally supports employers and employees by providing economic stability and allowing employers to operate their business, keeping their employees in mind.


6. The Johari Window – Self-awareness Method
During this module, I was introduced to a self-awareness tool used to enhance my perception on myself and others. This tool is known as the Johari Window model, created by Joseph Luft and Harry Ingham, Oliver and Duncan (2019). 
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Source: Theutopiauniverse, (2018)
















The Johari Window is a useful tool for general understanding of:
· Personal development
· Improving communications
· Interpersonal relationships
· Self-awareness
· Team developments
This model can be applied to various situations and environments which make it useful for everyone. 












7. Personal reflection on concepts learnt using Gibbs Reflective Cycle
[image: Diagram

Description automatically generated]This section of the report will examine how the concepts discussed have developed my knowledge and understanding. To help with my reflection, I will applying the Gibbs Reflective Cycle to my work. This framework is used to examine experiences and discover things that went well or did not go well. The University of Edinburgh (2021) tells us that the Gibbs Recflective Cycle cover six stages, this includes: Description, Feelings, Evaluation, Aanalysis, Conclusion and Action Plan. Below you will find my experience, using the Gibbs learning tool.




Description – 
Asa part of the module, we were assigned to take part in an online personality test to help us identify the type of personalities we have as individuals, in relation to MBTI. There were no right or wrong answers in the test, for example, a question in the test was, ‘You make regular friends?’. It was an Agree or Disagree answer which would determine what personality we have. 

Feelings – 
Before taking the test, I felt it would be easy as I thought I knew my own personality well enough. After going through some of the questions, I noticed myself pausing and having think carefully whether I agreed or disagreed with the message. For example, ‘You often make a back up plan for a back up plan?’ I was unsure whether to agree or disagree with this statement because I don’t always have a backup plan to begin with. This made me question myself, feeling as though maybe I don’t know myself as much as I think.

Evaluation - 
Below I have stated the positives and negatives about the experience:
Positives:
· Made me think about how to handle situations
· Learnt new personality traits about myself 
Negatives:
· I assumed I knew all the answers





Analysis - 
I think the personality test went well because I carefully took the time to read the statements presented and think about how I would personally handle situations. The fact that I learnt information about my personality which I was not aware of before – it relates to The Johari’s Window model of (unknown self).

Conclusion – 
After completing the personality test, it was concluded that I had the personality of a defender. The defender personality type was described as unique with excellent analytical abilities. It also outlined my strengths and weaknesses which included, taking things too personal, overloading myself and being too altruistic.
[image: Graphical user interface, application
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Action plan- 
If I had to take another personality test, I would go in with an open mind, rather than thinking I know it all. I am confident that this particular experience will remind me to take my time and remember that I may learn something new.

8. Overall Conclusion – 
This module has developed my knowledge and understanding of the skills needed to become an effective manager in the legal industry, as well as why it is important to have leadership skills in the workplace. After reflecting on the entire module, I have learnt new things about myself which was unknown previously. This has created a positive impact on my way of thinking and how I perceive myself and others.
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