
































1. Introduction

In this reflective portfolio, I will begin by defining a Personal Development Plan (PDP), and then evaluate my abilities and competencies using this technique, as well as complete a SWOT analysis. In the second section of the report, I will identify myself as a manager and review my employees using a variety of methods, including the Johari Window method and a SWOT analysis. In the final section of the portfolio, I'll evaluate and reflect on my learning in the areas of open-book assessment, mock interview, and UK employment law.







2. SWOT ANALYSIS AND Personal Development Plan 


2.1 Personal SWOT ANALYSIS
SWOT analysis is a great tool for evaluating these four critical aspects of a business. Internal elements such as strengths and weaknesses are referred to as strengths and weaknesses. External factors are the focus of opportunities and threats. 

 Using the SWOT Analysis method, I will analyse my personal abilities and competences based on the topics studied in the module Professional Career Development.
SWOT analysis is a strategic planning and strategic management method for identifying strengths, weaknesses, opportunities, and threats in an individual or organization.


Strengths: First and importantly, discipline and time management are two of my great strengths. Almost everything I do is scheduled, and I'm a big fan of it. Another quality of mine is my able to think on my feet and operate under pressure.

Weaknesses: My biggest weakness is my tendency for taking on too much responsibilities. I always want everything I do to be perfect, and when I take on too much responsibility in addition to that, I end up feeling useless and depressed when anything goes wrong.

Opportunities: One of the excellent opportunities I have after completing Level 4 at University of Wales Trinity Saint David is to continue my education and get a bachelor's degree in the same university for just another two years.

Threats: World changes and Covid pandemic

2.2 Personal Development Plan (PDP)

In higher education and business, a personal development plan (PDP) is a sort of self-evaluation and self-reflection instrument.
The advantages of a PDP are as follows:
It provides certain goals for you, it assists in determining your advantages and disadvantages, it increases your chances of being hired as well as your productivity.

My short-term goals are to finish Level 4 at UWTSD. To read more and more frequently, because nothing beats a treasure trove of knowledge. And get along with me. You should start appreciating and accept my abilities, experiences, views, goals, and limits. For a year, I hope to achieve that. My long-term goals are to complete my bachelor's degree and develop in my profession, as well as to invest my savings in real estate. My PDP template may be found in the appendices section of point 7.



3. In my business, I've been promoted to manager, and one of my tasks is to evaluate my workers' learning and development training.
Personal Development Plan (PDP) is one of the methods I'll use.
A personal development plan, often known as a PDP, is a document that you may use to monitor your goals. It's a piece of writing that describes your current strengths. A journey that is documented and used to help you get to the point in your career where you desire to be.

The Johari Window method is the second one, which I will use to asses my staff.
The Johari Window is a quadrant that Luft describes as “A graphic model of awareness in interpersonal relations”. 
The Johari Window is a paradigm for better understanding oneself and one's relationships with others. As a result, in a group context, it's a good technique to boost an individual's self-awareness and growth. It also facilitates two-way communication inside the group Luft, J. and Ingham, H. (1955) “The Johari window, a graphic model of interpersonal awareness”. The model employs four area quadrants. Any aspect of yourself that you are oblivious of but that others in the group are aware of is stored in your blind area. With the help of feedback from others, you may become aware of some of your positive and negative attributes as seen by others, and overcome some of the personal challenges that may be limiting your personal or group dynamics within the team. Your hidden zone refers to aspects of yourself that you are aware of but don't want others to know about. This leaves just one zone — the unknown area – which neither you nor anybody else is aware of. It's possible that the proportions of the four quadrants will change. You might want to tell someone about a previously hidden aspect of your life. Perhaps you are uncomfortable sharing your opinions in large groups. As a result, the visible area would be greater, and the hidden section would be less. It's also feasible to expand your open area by soliciting opinions from others. When you get constructive criticism, you may be able to reduce the size of your blind spot. It's conceivable that you'll interrupt someone before they finish speaking, which may be annoying. Because you are a great listener, people may want to talk to you all the time. Because you are a great listener, people may want to talk to you all the time. Working with others allows you to find features that none of you may have previously understood.


The third method is SWOT Analysis. SWOT Analysis is a tool for identifying the strengths, weaknesses, opportunities, and threats that your company faces. Individual SWOT analyses for each of your workers can help you better understand their strengths and weaknesses, as well as their training and development needs. Employees can benefit from valuable feedback from performance reviews in order to improve their professional and personal lives. Companies may mitigate the human aspect of the process by forcing managers to keep records and attach them to reviews as evidence. In addition, obtaining comments from several people throughout assessments can assist maintain evaluations fair by eliminating personal impacts on final conclusions. Companies may use records-based performance assessments to discover emerging stars in their ranks, allowing them to pick the most hardworking, devoted, and competent people to put on development tracks or train for executive leadership. Companies may also use evaluations to continuously cut expenses by increasing operational efficiency. Weaknesses in performance evaluation might put the process at risk. Employees might become immensely disgruntled if they believe they are being treated unjustly in a review, especially when salary hikes and incentives are on the line.


4.  Using Gibbs' Reflective Cycle method, I will assess and reflect on the mock interview which I had during this term. It gives a framework for analysing events, and because it is cyclic, it lends itself nicely to repeated interactions, allowing you to learn and prepare from both good and bad situations.

4.1 Description 


We were supposed to separate from mock interviews for a job of our choosing in week 7 of this term. Our lecturer, Ms. Sujeewa Herath, was in control of the interviews. It was online, and everyone in our group was calling the lecturer, who did the interview for 15 minutes with cameras recording. We also prepared our cover letters, CVs, and job advertisements a week before to the interview date.

4.2 Feelings 

I had a lot of work to complete before the interview day. I chose a good position to apply for and prepared my cover letter and CV. I was pretty happy with this interview since I saw it as a good possibility and learning experience because I knew that our lecturer would provide me with feedback and I would be able to identify my mistakes and improve on them. I was a little worried throughout the interview. I understand that everyone is nervous during an interview, but some people just know how to hide it. Being prepared is the best way to feel more confident. Many interviews use a set of standard questions; I looked over a few of them and tried to prepare my own before the interview

4.3 Evaluation

The fact that I met all deadlines was an aspect in which I succeeded. I was also well-dressed and smiled. I had good eye contact, made appropriate gestures, and spoke clearly. I demonstrated a good knowledge of the job role and the company. When I was interviewed, I was asked, "Tell me something about yourself?" I didn't explain my strength well enough, and this is an extremely critical aspect of the process. My overall preparation was GOOD/AVERAGE.

4.4 Analysis

One of the most vital components of the hiring process is the interview. When an employer asks you to an interview, it means he or she is interested in hiring you. Going to a job interview is often regarded as one of the most stressful moments in a person's life. As I noted previously, if we prepare for it, there will be less anxiety. Every employee has a set of typical questions, as well as a set of standard answers that they expect from you. I watched a number of videos with examples, and I also asked some of my older friends who had more experience than I had to tell me about their situations and cases.

4.5 Conclusion


When I have an interview, I've learned that I should always be prepared, well-dressed, and smiling. In addition, I must communicate my strength more strongly, as this is one of the most significant aspects of hiring someone. Also, I need to apply for a suitable employment opportunity since we are more appropriate for one job occupation than another when we have certain skills and knowledge.

4.6 Action plan

When I have another interview, I will prepare myself and ask one of my friends to assist me and do a practise interview with me. I'll consider my strengths and weaknesses and describe them as clearly as possible. I'll also prepare some questions to ask my hiring manager and do detailed research on the company I'm applying for. When I have another interview in the future, I will use the lecturer's feedback to explain and correct my faults. One of my mistakes was not explaining my advantages as thoroughly as I should have. I will take the advice and good comments that I was dressed properly and greeting people with a smile, which is an essential aspect of a successful interview.


5. I will assess and reflect on my open book assignment, during week 3 of this term, using John Driscoll Model of Reflection.

5.1 What did I do during the class?
Our group was given an open book assignment to complete during the Professional and Career Development module in week 3. The professor provided us a case study to read a week before the assignment so that we could become familiar with it. She allowed us two hours to write 500 words in response to a particular question. "What are the essential employability abilities that stay increasingly relevant and why?" is the question I chose.

5.2 So what I did?

So I had an opportunity to explain the core employability skills which are required and which are important nowadays. I stated that the skills that employers needed in 2015 (complex problem solving, collaboration, people management, and critical thinking) are no longer essential. Because things have changed since then, active learning, flexibility, and digital skills are now the most popular employability skills. I went through each skill and why it is so important in today's world.

5.3. So what I will do?

Most of us don't have enough time to consider how quickly things change, and I believe that this was an opportunity for me to sit and reflect deeply on what is important nowadays, particularly in light of the Covid pandemic. Most job opportunities, courses, and training are now available online, which means that we need more electronic skills to manage them effectively. I will begin to develop my current skills and try to be a good, experienced, and knowledgeable future employment applicant.
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7.  Appendices 

My PDP Template 2022

[image: Table

Description automatically generated]

2

image1.png
X

o

cabica @ & -

File Home Insert Draw Design layout References Mailings Review View Help TableDesign Layout © Comments

[ & wmno 2 8 £ @

@ AutoSave @ o) [Hl  PDP (1) Saved to this PC + P Search (Alt

o Paste 81 u Normal Nospacing  Heading 1 Ediing  Dictate  Editor  Reuse
-9 a Qv HEv AT = Files
Undo  Clipboard 15 Font B Paragraph B stles 5 Voice  Edtor ReuseFies
a
Short -Term
Create own business 1 year Completing Leadership skills
successfully CefHE,  Management skills
Decision making
skills
. 10 years Saving money Managing savings
Long -Term Finding the right strategic thinking
property slls
investing in real
estate Y
Page1of1 42words [ Engiish (United Kingdom) % Accessibily: Investigate Y Focus 5]





