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Audit your own skills and competencies using the analysis tools learned in the class using Personal development plan.
	


	My specific learning goals? 
	How I will achieve this? 
	How this will be measured?
	When I will achieve this by?
	People who can help me with?

	1
	Quick thinking and learning 

	To learn things I will take notes, take upon courses to develop my learning and get feedback from colleagues and managers to develop and better myself. 
Quick thinking I will practise by make significant decisions faster and practise things I am good at quicker pace. 
	Being reviewed by manager to see if I am on the right track and passing my courses. Quick thinking will get reviewed through my day to day basis while I’m working and through my practise. 
	18/06/21
	Myself, Manager and colleagues.

	2

	Communication
	To communicate facts, data and thoughts. Visibly and fluently both in verbal and written method. Uses suitable linguistic and techniques subject on types of individuals and the aim of communication. Able to carry compound information clearly. 
	This will be reviewed through my practise on daily. 
This will also be measured when I have appraisal and I will get feedback how to improve. Also Employee surveys can be commenced. Managers can also keep an eye by observing behaviours, for instance, work performance, this will help them to observe my communications and they can find different strategies if needed.
 
	Ongoing until March 2022
	Myself, manager, friends and colleagues  

	3
	Self confidence  
	To believe in myself, seek positive support. Identify and avoid frenemies.
	Have confidence to undertake challenging work or put thoughts and views when they may be confronted. Manage challenging requirements. Defeat setbacks. Accept and absorb from criticism.

	Ongoing until March 2022
	Relatives, friends, colleagues, manager and myself.

	4
	Analysis and problem solving
	To be able to recognise and distinct out the important constituents of problems and situations. To operate and understand information from a variety of sources, to identify outlines and styles in information and to reason cause and effect from this. To create a variety of creative explanations, assess them and select the best suitable option.
	
Problem solving skills can be evaluating by questioning for samples of times when I formerly solved a problem. I can also present myself with positive imaginary circumstances and ask how I would reply to them and by seeing how I can relate my problem solving skills to variety tests and exercises.

	18/09/21
	Relatives, friends, colleagues, manager and myself.


















[bookmark: _GoBack]Analyse the skills required for your future employment.
Caister academy (2017) implies having appropriate knowledge of food, food preparation and cooking is huge importance to accomplish and preserve a healthy, balanced diet.  One of my responsibilities for my future employment is handling and preparing food, the skills I need for this responsibility is to have knowledge about different types of foods, ingredient replacement, nutrition’s, allergies and labelling food correctly. I will be accomplishing this by making sure I organize meals by ensuring if I have all the ingredients needed for the meals and verifying dietary requirements before meal times. Food labels are essential as it’s a legal requirement and is very important, this aids me to store and use it safely. I think with these skills I can secure the job that I want due to I have a qualification in level 2 Food and Hygiene and established a certificate for my qualification. Besides this I have got experience in handling and preparing food using these skills on a day to day basis for a year due to working in my previous setting as a care assistant further to this I have always had an enormous interest in cooking and I am very ambitious; I am very intrigued and love to learn more about cooking especially different types of dishes and how they benefit our bodies.
Case-lo (2019) state training is vital in the safe administration of medication. Equipped staff recognises why it’s significant to get medication accurate and will file documentation appropriately and will assist their associates in acquiring the time to administer securely and carefully. Administrating medication is another responsibility for my future employment, the skills I need to assist this responsibility is first aid training, online or face to face training and courses regarding administration of medication. These skills are very significant when individuals who require care and support when administrating their medication. I have an accountability to guarantee the appropriate and secure procedure of medicines. I have undertaken administration of medication training in my previous employment so this demonstrates I am capable and suitable trained as a result with this the skills I have this will secure the job I want however; I would like a refreshment in this training to increase my understanding and knowledge and if any changes I could enhance the changes in my practice.
Kasyap (2020) suggests prioritizing daily tasks is crucial to successful time management. Prioritization benefits you to understand that not everything you do is important. Carrying out daily tasks is a responsibility that my future employment request. The skills I will need to commence this responsibility are prioritizing, organising and time management. When carrying out daily task I will need to prioritize task in specific order for instance important to least important, by prioritizing task in order it’s less stressful and more doable. This will correspondingly lead to being organised and time management. Organisation and time management has several values which are complete tasks on time, you are more efficient and you are less anxious.  I think with these skills I can secure the job I want for my future employment as I am certainly organised I like things to be done in a precise particular way, this helps me complete daily duties as it quicker and easier.  I like to have a routine and be on track with my daily duties so therefore time management is an essential for me. Effective time management skills has a progressive impact on my life in general as it enables me to learn to take control of my time on a daily basis, this develop my capability to get things done, above all, gain vital control of my significant priorities. 
Final responsibility I have with this future job is to help clients manage their daily budget and working with the individual to meet their needs. The skills I need to carry out this responsibility is to be trustworthy, critical thinking, problem solving and clear communication skills. Community care (2015) implies as a carer, you will be assisting clients to allow them to live from day to day basis. You will need to aid and reassure people patiently. Users will gain the time to tell their story, hence; patience is needed.  I also think when meeting others individual needs I need to show love, care, patient and affection towards every situation. When taking control on other daily budget, I need to gain trust as I am taking care of their financial situation; I also have to make sure my communication between me and the client is clear and effective at all times and I am approachable. It is very important to have these skills critical thinking and problem solving as the individual are depending on me for accurate answers and have a lot of trust in my capabilities. Evaluating this, I think I have all these skills above and I can secure the job I want as I have years’ experience working alongside others and working personally with them to meet their targets, daily budgets and achieve their goals.



 	





Assess the concept you have learned from this modules.

PDPS
PDP stands for professional development plan. Bridgewateruk (2016) state the method of PDP can reinforce the ability of individuals to indicate upon their individual knowledge and accomplishment. PDPS is relevant and useful for individuals as this encourages individuals to plan for their own personal, learning and occupation growth. This is an essential learning process which is vital throughout the education system, various employment and ongoing professional development perspectives. PDP is a device operated by great achievers from all over the world. Any individual can have a PDP and there are numerous benefits. 
I have learnt PDP is very significant and it’s crucial to make sure you have precisely outline of your personal goals and why they’re significant to you, and how you design to accomplish them. I think individuals should participate and complex in the formation and development of their PDP from the beginning.  Moreover, I have also learnt PDPs are detailed to each person, the plan will usually point your ultimate future grounded on your short or long-term determinations. Parts of development will be detailed to you and could be based on work, education, or self-improvement. This will confirm that the action plan is appropriately personalised to their needs, it enables you to recognize your strengths and areas for improvement this supports you to accomplish your long-term career goals. PDP should always distinguish the possible problems you might face and how you intend to overcome the problem and if the problem can’t be challenged you need to include an exigence plan to assist your career keep moving forward.
Spruce (2020) suggests the benefits of PDP are develop self-assurance and believability, observe your own development and progression, accomplish your career aims and to manage confidently with alterations by frequently refining and informing your skillset. PDP benefits you as it is a continuous process and you can keep your PDP and tweak your professional development plan in the future if you are taking new direction.
I can apply PDP in real life by reviewing my own skills and capabilities using Personal development plan at work. I can do this by setting targets and prioritising goals that I want to achieve at that work place with a set date I want to review or accomplish my targets, this will also aids me to distinguish threats and opportunities and enhance my knowledge. By doing this it will help me assess my progress.  

Employment Regulation   
An employment regulation is relevant and useful for working class society. Croner (2020) implies it is a legislation that manages employer and employee relationships, involving trade unions. Several of the laws consider defining and defend UK worker’s rights and employee’s rights. Individuals have a responsibility to accept by employment law and it is significant to have an understanding of their commitments. Failing to abide the employee rights appropriately in the UK could results staff to generate claims to an employment tribunal.
Slater and Gorden (2020) imply they are several employment regulations at workplace such as The Equality Act 2010, The Maternity and Parental Leave Regulations 1999 and National Minimum Wage Act 1998 and many more; these are put in place to safeguard workers and make sure everyone feels equal and treated fairly in workplace.
I have learnt employment regulations are vital and the reason why they are placed is to control relationships and communications amongst employers and their employees. Work regulations purpose is to confirm a reasonable process is detained in all parts of the business. If workplace laws did not exist, UK workers could experience poor conduct at the hands of their employer and have no solutions of improving their circumstances. 
I can apply employment Regulation in real life by following all laws, regulation and acts. If I think I am not treated fairly at workplace I know I have rights and I can get advice from citizen advice bureaux and take further action when needed. There are an essential set of acts that represent the main amounts of employment law. I frequently prompting myself of these laws and my responsibilities as a worker, I do this as I am unlikely to break the regulation unintentionally. It is essential I apply employment regulation day to day basis as they are put in place to protect ourselves and others from unfairness, discrimination and inequality.
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