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Here is my personal develop plan table
	Development need area
	Learning opportunity
	Formulate an action plan
	Under the development
	What have you learned?
	How much different has this made to you do your job?

	Language 

	Education 

	I want to continue the education,
Increase the listening and speaking
And this will take two more years.
	Don’t be shy, try to communicate with classmate or lecture.
Listening carefully through the education or from media.
	Past one year I understand most speaking, and encourage me speak more, and can do the prestation, which is a big step for me.
	Have more confident to communicate with others, and can express my emotion fluent.

	Working skills
	1.Training 
2.Support by manager or colleagues


	I am going to improve my communicate skills and problem solve skills.
These will take 6 months
	By training can get the specify skills which is the work need, use the communicate skill and problems solve tools into the working life.
	In the past year, I have learned how to improve the teamworking and the problem solve form the university  
	These skills are very important for both working and life. Good communication can make things easy and make everyone happy, and I need to put all these skills into the real life.


Skills required to be effective manager
Manager takes an important role in the working team. The manager must have the wisdom, can plain or think about future. He must be SMART, Specific, Measurable, Attainable, Relevant, Time Based. A good manager has good management sill, can easily solve the problem, effective working with less stress, so that save the time or energy for other job. Having a good relationship with all stuff, like oil can solve all conflict smoothly. So, what skills do I need improve if I am a manager?
People management skills 
A good manager has good vision, they know every team number’s value, and encourage team numbers contribution the team. As a manager clear know what team goal is, can find out the right position for different stuffs, let them know their own responsibility, induce the conflict. As a team number if their value has been conformed, they will put all their energy into work, and they will clear what is their role in them team, what is their duty, they will take their responsibility. This will help reduce the conflict and have effective working.
As a manager we need give the opportunities to encourage the team numbers to express their opinions and evolve a solution. When we set up the targets or planning, we can ask them to give the ideas, and allows team number set up their own goal for achieving. We need treat all numbers fairness, polit and consideration. Also, we need notice and thanks for everyone’s contribution and give the reward if possible.

Communication skill
To be improve the people management skills, the manager has a good communication skill. Through the communication with team number find their value and solve their problem, which will help them working more effective. A good communication skill will help create an open atmosphere. When the people feel relax, they will happily talk with you, share with their ideas, so that put their case into the easy way, will help the manager control the situation. A good communication, also good at use body language, like eye contact, touch, smile, which also can let them know you like to listen to them, and you respect them. Using the friendly polit manner, speak nicely. All this will let them trust you, can listen to your plan, and like to give feedback. Help the manager find out which parts need improve, and which part need pay an attention. 
Negotiation skills
Negotiation is normally involving two sides which competing interests. It happens between managers, colleagues, suppliers, and clients. It takes an important role in the management. It happens in everyday working, like in the health social care we need decide which way will be suitable for different client, if we meet difficult client as a manager how can I dealing, or if the stuffs have the conflict how do I solve. We need practice and practice every moment.
As a manager we must clear what is the future goal, and to gain this what is the aim now? Having to find out what is the benefits and image what will be look like, and all this will help you to negotiate strongly. We have to think the bottom line: what is the minimum we can accept? This will always below our expect. So, we have to know what we want from the situation. As a manager should always put team’s benefit in the first place. Find the best solution, and clear what our idea outcome. Besides, the negotiation needs us to weigh up many possibilities, which is evaluate the situation, and accept the outcomes.
Problem – solving skills
No matter what job it is or how big the team is, there are many different problems appear every second. As a manager we must find the problem and find the right solution.
There are many tools which can help manager find the root of problem. like SWOT and Fishbone.
SWOT analysis is used to define the strengths, weakness, opportunities and treats in the organisation, so that managers can clear understanding the strengths, weakness, and focus managers build the opportunities and notice the threats. It is a tool used for future planning, management can through SWOT analysis build the development of strategic thinking. (SWOT analysis, 2020) Fish bone diagram is also called: cause- and- effect diagram. It is used to identifies many possible causes for the problem. This diagram can help simplifies the problem and easy to use and solving the problem properly by illustrating many possible causes.  This diagram encourages every stuff give the ideas, working as a team which will increase stuffs responsibility5 for the work. ( Startup Guide IONOS,2020)
Then the manager can use P-M-L method find the best solution. P-M-L is a decision-making tool. . P-M-l method through consider what’s good about the idea, the bad point about the idea, and the interesting or possible then work out each choice score, finally get the best decision. It is a brainstorm, which is used to investigation of ideas from more than one sides. That will help make the decision quickly.
Reflective
Mock interview
This was happened in week 6, which help us understand more about the interview, and how to sell ourselves better. I think it was a big help for my future career. 
CV and cover letter
Before the interview we need prepare the CV and cover letter. This is my first time think about what my advantage and disadvantage are, and how to use my disadvantage change into opportunity for the specific work. This is more like SWOT analysis. When I wrote the cover letter, I remember lecture said CV need short/ brief, to the point, quick glance highlighting the quality for the job. The CV need longer, highlighting specific skills/ expertise. The CV needs neat, clearly, and easy to read. It should not show your disadvantage, and need list out all advantage relate to the job. On this part of prepare the CV and the cover letter give me a big help for the future active. In the future if I look for the job, I will know how to write the CV and cover letter effective. 
The first impression
Then is interview, we have to understand what is interview? Lucky, we learned in week 5, the interview is a face-to-face conversation which is help employer decide whether you have ability to this job and perform well. As this is a face-to- face conversation, so we have to dress formally and light makeup. On the mock interview I got 3 point which meaning good. I think in the future interview I will dresses well as it is other way to show respect, and let the employer know I really care this interview. Anther thing need pay attention is always 10 to 20 minutes early than the interview time, don’t be late. If you late employer will think you are an unpunctual people. During the interview we need always keep the right posture like sat up straight, and hand and facial movement naturally.  I got 3 points on this section as I was nervous.  In the future interview I will try my best let me relax through deep breathy and listen to some music. The first impression is very important, we have to pay an attention on these. 
 verbal behaviours
On this part I was not very good, the reason for that is I did not prepare well. I did not consider what question may be ask, and did not practice, so that when I was been asked question, I cloud not understand well, that will directly act on the answer which is not clear and completely, and always drifting from questions. In the future interview I will consider the question may be asked, and try to practice with friends or family, second try to listen the question carefully, trying to get more details. Anther things is I did not show my confident. I should try to believe myself, also show the employer what I can do the job well. 
STAR/BAR format
For the STAR/BAR format, I get 1 point which is very poor. SATR model are behaviours questions. They are what will you do in the situation and how you deal this. When we answer these kinds of question, we need use STAR model (Situation, Task, Action, Result)
Situation is the first thing think about.  Think about where we are and how this is happened, and what was a situation. We need provide an overview of situation.
Task is explaining the duty we need do and why we need complete, meaning describe the purpose.
Action is what you did to solve the problem, this must be what I did.
Result is sharing the outcome. It is a result of your action.
The question been asked in the mock interview:
How to deal with the people who is anxiety?
The answer I will made now follow the STAR model. I have an example about deal with the people who is anxiety. When I was working in fast take away shop. it was Friday dinner time, and had a long queue. There was a costumer who complain a long time and very anxiety. We were all extremely busy, and my job is taking order and deal with the problem from customer. I used a friendly tone talk with the lady. I said I know you working long day or long week and want to buy the food  then go home have nice break, but you know today is Friday the busiest day of a week, and everyone want to go home early. We try our best to cooking the food properly and quickly.  It won’t take long believe me. We have some magazine for you, take a seat, once it ready, I will bring to you immediately. After that every Friday she came to my shop, and have a little chat with me and leave the review on the Google which is said I am very friendly.
This STAR model really helps me to answer the question about the verbal behaviour. On the future interview, I believe on this part I will gain more point.
Focused on strengths; avoided weakness
Next part I need pay an attention on the mock interview is when I was been ask the weakness. I was straight way answer my weakness is what. I realized I should not say in that straight way. I should use SWOT tools find out my weakness opportunity which is in some aera in this job. 
Asked question of interview
Last part is I did not ask the appropriate question, I should ask relevant question like will I give the training or any specific job I need, or the future of the company. These will show the employer I am interested in this job and support me have better knowledge of the company.
The good thing in this mock interview is I always show my smile and have eye contact. My spoke was clearly and in good volume. 
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