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INTRODUCTION:
This reflective report will be a reflection of everything learnt in the Personal & Professional development model. 
The report will begin discussing an analysis tool of choice; SWOT analysis plus justification regarding why SWOT analysis’ are used.
A personal development plan will then be listed with reasoning as to why they are used. 
The main body of the reflective report consists of:
Analysing the skills required to be an effective manager in the care industry and assessing the concepts learnt from the professional and personal development module.
This report will then conclude with a summary of all the points listed above, enhancing the essential points made for reflection. 














SWOT ANALYSIS 
SWOT analysis is analysing the strengths, weakness, opportunities and threats of a person/circumstance/event. It is used to make sure all aspects of a situation or all features of a person are observed (Investopedia,2021). 
[image: ]
PERSONAL DEVELOPMENT PLAN:
A personal development plan (PDP) is a plan that intends to develop skills that are essential for working life (Morgan.G, 2017). We use a PDP to help us identify our skills and expand on them to make us the best candidates. 
Using the SMART objective I can summarise that I want to work in the care field as a manager of a care home. I will know once I have reached my goal because I will hold managerial responsibilities. I have the power to accomplish this after my Level 4 CERHE in Health and Social care plus I have a lot of experience in this sector, working closely with managers / social workers / advocates – all of which will allow me to realistically achieve this within the next couple of years. 
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THE SKILLS ANALYSED TO BE AN EFFECTIVE MANAGER: 
In this modern day and age, the ability to hold technological skills is very important, because 90% of tasks are done digitally now, from booking appointments to recording data. (Workplace.T,2021). An example of how digital work has become so important is: In Foster care, record keeping is very important, you must not only record the negative things that occur but the positive events and situations too. They must also be relayed to the social worker as soon as possible but social workers especially during covid period do not make frequent visits therefore technology has made it easier and more effective to communicate vital information and ensure optimal care for the child. By doing so, you are abiding by the Data Protection acts & legislation policies. With technology everything is stored in one place and easily retrievable, this would be good for your managerial roles because it will help you to organise different tasks, events and staff under your care precisely ensuring you do not miss anything vital out. 
I thoroughly believe showing good communication & listening skills at all times is essential for being a good manager (RingCentral, 2021). Perseverance also links in with these 2 skills because you need to persevere in order to become an excellent communicator and listener. As a manager your role is to manage & understand your staff but also feedback information to senior members or specialists for example HR. Being fluent in other languages or having a good understanding of other languages helps you to communicate more effectively, that’s why when you apply for a job, they will ask you if there are any other languages you can speak, because this is how important communication skills are!
Another skill that is very important for managers to obtain: is the ability to empathise with their fellow colleagues. It is vital for colleagues to be able to feel like they can speak with their managers & let them know of any problems they may be facing inside and outside the workplace. Not only will this allow a stronger workforce but a more efficient team too! Because problems will be able to be dealt with quicker & solutions could be accumulated a lot faster, so colleagues can go back to working at optimal effectivity because there will be a mutual understanding between both parties. 
The ability to always abide by laws, regulations and legislations is the most important thing as a manager, as you need to go about every problem by the book. Ensuring your colleagues are safe & the issues that are confronted are dealt with procedurally (SmallBusiness, 2018). Some important laws that need abiding at all times are: The Data Protection Act (2007) & Human Rights Acts. Confidentiality is one of the most crucial factors in becoming a good manager. If there is no confidentiality then colleagues will not be able to confide in you, meaning if there are any issues in the future, they won’t be dealt with effectively. You could also get into serious trouble – potentially leading to getting fired or permanently sacked or involvement with the authorities; depending on how bad the situation is. 
Holding decision making and problem-solving skills is a bonus as a manager, it will also save you a lot of valuable time because there will often be less need to consult senior members for solutions as you will have been able to come up with an effective solution to implement in cases of emergencies or incidences. Decision making is the ability to make a solid and reasonable decision based on the facts & opinions you are provided with. The decision must also be made quickly to prevent any further damage in the workplace. Problem solving on the other hand is the ability to solve an issue that you are faced with or at least come up with an effective solution. For example, if production isn’t occurring as fast as needed or there are tasks in the workplace that are not being completed, you need to be able to solve this problem e.g., call in extra staff, request overtime from staff, manage the workload better by prioritising tasks – all of which would combat the problem profusely. 
As well as being able to work well as a leader managing your team, you also need to be able to work well as part of a team. The ability to listen and communicate fits in well with this because they are qualities required to be a good team worker. Making sure that every member is doing their job at a satisfactory level & everyone is doing their bit. You should also be able to have a back-up plan in cases of any emergencies or sudden changes e.g., staff members get ill or another job needed prioritising or the job is heavier or much busier than usual. Team work is important because with a good support network behind you, daily tasks can be handled quickly and productively with staff feeling confident and calmer in comparison to not being organised which could cause a major decrease in the mental health of staff thus having a detrimental effect on the work efficiency and work ethic of the individuals in the workplace that are affected by the lack of teamwork. 


 CONCEPTS I HAVE LEARNT FROM THIS MODULE
Using the SMART analogy (Clear Review ,2021) I can clearly establish that my goal is to become a manager at a care home - Abbey Rose Care Home. This is achievable with the experience I have in this field. It will take some more work though e.g. Level 4 in CERTHE HSC. It may take a couple of years after I graduate but it is very realistic once I am fully qualified. 
Employment law is the fundamental basis of regulating professional relationship between employers and employees. It states the clear expectations and rights of employers and employees at work (CIPD, 2021). I have learnt that legal standards are set via common laws, primary legislations, secondary legislations, European laws and European conventions on Human Rights (1950). These laws are used when recruiting, when writing contracts, during data protection and even when considering health and safety at work! An example of how employment laws are used is: when working within the workplace you must always abide by the Data Protection Act 2018. Another example is: when dealing with discrimination in a workplace especially as a manager it is vital you consider the Equality Act 2010 – to ensure the situation is dealt with effectively and you do not get into trouble. 
Another thing I learnt during this module is: self-awareness methods. Self-awareness is defined as conscious knowledge one has of their own character, feelings, desires and motivations (Oxford Dictionary, 2018). I interestingly found out that only between 10-15% of people are self-aware! There are 4 levels of consciousness: Unconscious (non-responsive), conscious (attention on the environment), self-aware (attention on self) and meta-self-awareness (awareness that one is self-aware). To get from our real self to our ideal self we need to have some degree of self-awareness. To improve our self-awareness we use the “Johari Window” which is a method that discovers blind spots (Explorance, 1955). It is split into 4 sections: open self, blind self, hidden self and unknown self. The aim of Johari Window is the enlarge the open self and reduce the unknown self. We can do this by: self-disclosure (so disclosing information about oneself) and feedback/criticism.
Learning theories were covered a lot in this module! It was a very interesting topic regarding different learning styles. It proposes that humans can be classified according to their learning style except they differ in how the styles are defined, categorised and assessed. Another way to word this is we see that individuals differ in the way they learn. There are 4 categorised learning styles – Concrete experience, Active experimentation, Reflective observation and abstract conceptualisation (Mcleod.S, 1984). Another key psychologist Honey and Mumford put together another theory differentiating the different learning styles: activist, reflector, pragmatist and theorist. Activists enjoy new activities and challenges. Reflectors prefer to observe things from different perspectives. Pragmatists learn mostly through practical immediate application and finally theorists learn best via models and theories. Finally, another theorist who goes by the name of Neil Floming identified another way to describe different learning styles. There are 4 different learning styles according to Neil: Visual, Aural, Read / Write, Kinesthetics. Visual learners learn best through seeing content. Aural learn best through listening. Read / Writers learn best via reading and writing and Kinesthetic learners learn through trial and error.  

CONCLUSION: 
This reflective report has summarised SWOT analysis with references across the whole report to my personal development plan. This report also reviews all of the key topics within the module for example Employment law, self-awareness and the SMART objective and the importance of them all. I have also enhanced and evidenced my understanding of a good manager and managerial responsibilities and what characteristics are required in order to become an efficient manager. 
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