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[bookmark: _Toc33704524]Introduction
The portfolio of evidence is a digital showcase of skills and accomplishment of a person. The portfolio can also be defined as the compilation of several materials that describes the skills, beliefs, qualifications, training, experiences, and education of a person (Bhattacharya & Hartnett, 2007). The portfolio is a very important document as it helps to demonstrate the competency of a person. Different kind of jobs requires different kind of employability skills. So, one should develop the skills as per the area of job. The employability skills can be defined as the skills which are transferrable and such skills are needed by a person to make them employable. The employers will be looking for different kinds of skills in an employee. This portfolio will include such skills and knowledge which is desired by employer to employ a person in healthcare management sector, my learning and abilities to show effectiveness in the job of healthcare management, my analysis, and a personal development plan with my goals and timeframe.
[bookmark: _Toc33704525]Skills and knowledge for Healthcare management
The healthcare sector will look for several aspects to employ a person in the management team. An individual need to have several employability skills to manage the healthcare sector effectively (Sisodia & Agarwal, 2017). The management skills are very important in the health and social care sector as the healthcare organisations and the staffs working there must be managed properly. The healthcare area is the sector which manages the life and death of the patients and the poor management can lead to great issue regarding life of the patient. So, a person in the healthcare management team must have several competencies.
The knowledge of the industry and trend is one of the important knowledges that a person should have to work in a healthcare management area. The person in the management team of healthcare sector should have good understanding on the healthcare industry and the latest trends in the industry so that it helps the healthcare managers to make better decisions, recognise the issues and opportunities earlier, and make focus on such things which can lead the healthcare organisation to gain competitive advantage along with better healthcare service and facilities (Sperry, 2003). The knowledge regarding the industry and latest trends help the healthcare managers to contribute to shaping the strategy and planning of the organisation (Jr & Darr, 2014). In this competitive business age, the healthcare industry always wants managers having better knowledge about the industry. 
The next skill to be competent for the healthcare manager is effective leadership skills. One of the main function of a healthcare manager is to lead a multidisciplinary team. The healthcare manager should lead a team with different professionals such as nurses, doctors, care assistant, psychotherapist, and other healthcare organisational staffs. Therefore, an individual must have effective leadership skills. There are several leadership styles which can be adopted by a person to complete the role of healthcare manager. However, one should know all those leadership styles and leadership skills and should be able to demonstrate and implement their work. The healthcare manager should be able to lead the team based on the situation and the need for the organisation and enhance the productivity and performance of the entire team. Along with switching the leadership role, the healthcare managers must be able to switch their managerial roles. There are several managerial role of a healthcare manager. Williams (2015) identified 10 different roles of a manager. The roles are leader, figurehead, monitor, spokesperson, liaison, disturbance handler, resource allocator, entrepreneur, disseminator, negotiator, and resource allocator. Hence, the healthcare manager should also be able to perform all these roles. Longest and Darr (2008) also claimed that the healthcare manager should be able to change their managerial roles as per the problems, situations, and the need of the organisation.
The next ability that a healthcare organisation seeks in a healthcare manager is the skills of critical thinking. Critical thinking is always one of the crucial skills of an effective leader. The healthcare industry is not constant and there are continuous changes within the industry and healthcare organisation. The healthcare organisation need to make several decisions and need to adopt various changes to provide quality service to the need to take several decisions and need to adopt various changes to provide quality service to the patients as well as remain competitive in the industry (Rivers & Glover, 2010). So, the healthcare manager must have the ability to think critically as well as make wise decision. Critical thinking cannot always serve the best decision. There are several criteria for making better and wise decision. The healthcare industry is facing the changes in economic, ethical, technical, and organisational aspect so the decision taken by a manager has a great impact on the performance of the organisation. The manager needs to make different research study, use critical thinking skills, consult with others and make decisions appropriate for the people and organisation. Hence, the skills of critical thinking and effective decision making are crucial for the role of healthcare manager.
The next skill that should be present in a healthcare manager is strategic planning. The decision made by the healthcare organisation might not provide a suitable outcome if the decisions are not implemented appropriately. The healthcare manager should make strategic plans to implement the decisions and bring out changes in the organisation (Caldwell et al., 2008). If the manager cannot plan effectively then the organisational performance regarding change implementation will be slower which will impact the productivity of the organisation. So, the individual enrolled in the management team in healthcare sector must have the ability for strategic planning. Besides this, the healthcare manager must have the ability to build an effective and productive team. Although there are talented and qualified staffs, the organisation will still suffer if the staffs cannot function together (Einarsen et al., 2007). In a healthcare organisation there are professionals from different criteria and have different roles. However, all those professionals should work in a team to provide quality service to the people. They should function together in a team and the healthcare manager should be able to lead the team with harmony. 
Furthermore, in this modern world, healthcare administrators must have different types of computer skills (Côté et al., 2005). In the healthcare sector, administrators need to analyse different types of data and information to make the service efficient. So, the administrator should have the computer skills which will help them to analyse the data within less time and saves time for other productive works. In this age, computer is used in various sector and the healthcare organisations are also bringing out digital changes. So, to operate the day to day activities the healthcare manager should know about operating the computers. Moreover, healthcare administrators should also know to account. The administrator needs to keep record, classify, report and interpret the financial data of the organisation (Weygandt et al., 2016). Therefore, the healthcare administrator should be able to perform basic accounting task as the financial data of the organisation is very important to the users such as investors, other managers and administrators, and any other interested party (Langabeer II et al., 2010). Besides basic accounting knowledge, healthcare managers should also know statistics. The statistics knowledge is crucial for the healthcare administrators because they need to measure the performance of their team member, as well as the organisation (Santerre & Neun, 2012).
Furthermore, interpersonal skills are one of the crucial skills that a healthcare organisation will seek in its employee. Every health and social care professionals must possess good interpersonal skills. The good interpersonal skills are the ability to listening, communicating, and relating others with personal and professional level (Stefl, 2008). The healthcare manager needs to be a good listener and should communicate with several entities. So, one must have good interpersonal skills to be a manager in healthcare sector. While performing all these roles and responsibilities, the healthcare administrators or managers lack time. So, time management skill is also one of the important skills which will be needed to be an effective healthcare manager.
[bookmark: _Toc33704526]Readiness for employment 
It has been found that there are lots of employability skills which are needed for a person to be a part of the healthcare management team. I need to analyse my readiness for employment. For this, there is need for reflection on own experience and knowledge. To reflect on the existing experience, the Kolb’s learning cycle will be used. Kolb claimed that learning is composed of acquisition of abstract concepts that can be applied flexibly in different kind of situations. The Kolb’s learning cycle is composed of four steps. The first step is the “concrete experience” which demonstrates the existing or any new experience which develops a new opportunity for the person to learn (Konak et al., 2014). As per the Kolb’s learning cycle a person cannot learn through reading or observation. The main aim of the individual should be to take active part in the experience and learn through active participation. The next step of the Kolb’s learning cycle is “reflective observation”. In this stage, an individual should understand the meaning behind the experiences identified in the first stage. The third stage is “abstract conceptualisation” in which the person develops theories and explain the experiences. This is the stage where a person identifies the issues and problems that lies within the new opportunity or the experiences. Finally, the last stage is “active experimentation”. Using this four stage of learning cycle I will analyse my learning to find out the readiness for the employment.
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Figure: Kolb’s learning cycle, source: (Stefl, 2008)
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Currently, I am working as a care assistant at a private care home. However, I have a goal to be a healthcare manager and be a part of healthcare management team. I have found that the healthcare organisation seeks several skills and knowledge on a person to provide them job as a manager in the organisation. I have found several employability skills and knowledge such as industry knowledge, leadership skills, managerial skills, skills to switch leadership style and managerial functions, interpersonal skills, time management skills, effective and timely decision-making skills, critical thinking skills, and so on. Besides this, I have found that the manager in healthcare organisation must have knowledge of ethics and should consider ethics in every work. Along with the academic qualification, an individual should have these skills and legal permit to become a manager in healthcare sector.
[bookmark: _Toc33704528] Reflective observation 
I am working as a care assistant, and I am well aware of the changing environment of the healthcare industry. I am well aware how the way of providing healthcare service and facilities to the patients are changing. Most of the healthcare organisations are using digital technologies in their several aspects. Besides this, the new technological devices are being introduced by the healthcare organisation to make the service better. Moreover, the health and social care organisations are competing with each other to attract more customers and provide better service and facilities to the people. In this competitive situation, it is not abnormal for the healthcare organisations to seek the person with large number of skills and abilities in the managerial position. I am aware that if the managers do not have proper leadership and managerial traits then it can create several negative impacts on the organisation. The managers without employability skills cannot manage the team properly which will reduce the productivity of the team as well as team performance (Boakye, 2015). This will decrease the performance of the organisation which can hamper the competitive position of the organisation.
[bookmark: _Toc33704529]Abstract conceptualisation 
The key thing is that individuals should have the employability skills such as managerial skills and leadership skills with other interpersonal skills to be in the management team of the healthcare organisation. In the healthcare sector, there is a relationship between the workload, irregular and unspecific working situations, and several other workplace factors which increases the professional risks for the hospital staffs (Bakkal, 2016). So, the managers must be able to manage the resource, risks and other factors which will decrease the professional risks to the other staffs in the healthcare organisation. The managers having good employability skills and the ability to implement all the skills in the workplace can lead the organisation toward success. This will help the organisation to attract more customers as well as another skilled workforce which enhances the productivity and performance of the organisation. Besides this, if the managers in the healthcare sector do not have required skills and abilities then the organisation can also face several social as well as legal issues. So, it is very important for any healthcare organisation to employ a skilled and quality workforce in the managerial position.
[bookmark: _Toc33704530]Active experimentation 
As I have understood that the healthcare organisation will choose the eligible person with proper employability skills, I should perform personal analysis to identify my skills and abilities. After performing the personal analysis, I need to create an action plan to improve my weak areas and be competent for the role of manager in the healthcare sector. Along with the skills, I need to have appropriate academic qualification and legal certification.
[bookmark: _Toc33704531]Personal analysis
As I have known that it is important to have employability skills to become a manager in the healthcare sector, I need to identify my skills and abilities as well as my weaknesses so that I can improve in the future. I will be using the Johari Window and Personal SWOT analysis to complete my self-analysis.
[bookmark: _Toc33704532]Johari Window 
The Johari window is a tool which helps people to understand their relationship with themselves as well as others. This tool was developed by psychologist Joseph Luft and Harrington Ingham in 1955. This tool is widely used for self-awareness (Nofriza, 2017). This tool has four quadrants which are open or self-arena, blind spot, hidden area, an unknown area. I will be using this model to identify my relationship with myself and others. 
[image: ]
Figure: Johari Window, source: (Nofriza, 2017)
The first area of this window is open or self-arena. This area comprises the skills and qualities which are known to me as well as another person who is close to me. I have got several skills and abilities in this self-arena. I have got good communication skills, leadership skills, managerial skills, risk takings skills, time management skills, and so on. Besides this, I am a qualified care assistant and I am working as care assistant in a private care home for a year. I am a great team worker and can work efficiently under different situation and pressure. These skills and abilities are inside me which I am aware of and my colleagues, team members, patients, their family members, and other staff in my workplace know that I have these types of skills and abilities.
Although, all these skills can be experienced by onset when they work with me or interact with me, I may deceive that I have all these skills. I may be good at communication with patients, but the family members might not like the way how I communicate. Although my decisions are seemed to be effective for myself, such decisions might not be acceptable for other staffs in my organisation. So, the information of own skills and abilities that are known to others but unknown to oneself are kept in the blind spot area (Pronin & Kugler, 2007). I do not know how other people think about me and my working practices. However, seeking and collecting feedbacks from my friends, colleagues, patients, their family members, team members, health and social care professionals, and other staffs will help me to recognise such traits and improve them. This will help me to reduce the blind spot.
The next area is the hidden area which is known to oneself but not to others. I have got several hidden areas such as my feelings. I feel angry when someone makes an argument on simple decision-making process. However, argument is necessary to make a good decision so I don’t show my anger to them. Besides this, I have got several personal information which is within me and other people do not know about such information. I have my goals and aims which I generally do not share with other people.
The last area is the unknown area which is unknown to the person as well as others. I may have got several feelings, talents, skills, or capabilities which are unknown to me as well as others. These types of skills can help me in future success. But I need to identify the hidden skills or hidden issues. I should grab every opportunity to identify my hidden skills.
[bookmark: _Toc33704533]Personal SWOT Analysis
The personal SWOT analysis is the tool which helps the person to identify personal strength, weakness, threats, and opportunities (Pluchevskaya, 2017). This is one of the popular tools and frequently used tools to make personal analysis. I will also perform the personal analysis using the SWOT analysis.
Strength – I have got several skills, abilities, and qualification which acts as the strengths. I am a certified care assistant with an appropriate academic qualification which is one of my greatest strength which will help me in the role of manager. Besides this, I have working experience of almost 1 year as a care assistant so I have got knowledge of the industrial trends. Besides this, I can communicate effectively with other entities such as patients, family members, and other health and social care professionals. Moreover, I am good at team working and can do my tasks effectively under huge pressure. Several time, I have become leader of my team so I have got good leadership skills as well. Furthermore, I am well known to digital technology and I am capable of using new technological devices and computers. I am a mother and being a mother I am capable of acquiring several skills and abilities. Being a mother I have to handle several tasks which helped me to build by skill of multitasking and time management. Previously, I have worked at retail and business settings so I have also got good knowledge on business management. All of these are the skills and abilities which act as the strength for me and can help me to build my career as a manager in the healthcare sector.
Weakness – As I have found that the healthcare manager should have basic accounting knowledge. However, I don’t have much knowledge on accounting and feel difficulties in understanding the typical accounting terms and words. This is one of the greatest weakness which I should minimise in the beginning. Although I think I have got several strengths, this may not be correct. So, I need to gather feedback from my colleagues, clients, and other health and social care professionals. Although I have experience of working in retail and business sector, my knowledge of business management is not enough. This also acts as the weakness which I should resolve as soon as possible.
Opportunities – Although there are weaknesses and threats, I have got great opportunity to convert my weaknesses into my strengths by working hard. I can be a successful healthcare manager if I take training and different courses and remove all my weaknesses. If I can minimise my weaknesses I can get a job of healthcare manager which can be a great job to develop my career.
Threats – As I have got different types of weakness, I cannot apply for the job immediately. If any organisation hired me in the position of manager, then I can make several mistakes due to lack of knowledge and skills. If I create any mistake then it will create great harm to the performance of the organisation as well as my career. The role of manager in the healthcare sector could be challenging if I entered into it without appropriate competence.
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After performing the self-analysis, one can get information on their skills, knowledge, qualification, strengths, weaknesses, threats, and opportunities. After knowing all these things, an individual should prepare a personal development plan so that it will be easier to create a bright future (Bryson, 2011). A personal development plan is very helpful for the individual as it helps the individual to develop certain goals and plan for different types of actions which should be performed to achieve the goals (Beausaert, 2011). If a person does not prepare a personal development plan, then it will be difficult in the future to manage goals and different actions to be performed. I will be using SMART objectives tool to develop my goals and then I will create an action plan based on the prepared SMART goals.
[bookmark: _Toc33704535]SMART Objectives 
As I have identified my strengths, weaknesses, threats, and opportunities, I need to set different goals to be achieved in my life. The goals should also meet the SMART criteria. A SMART goal tool is one of the popular tools which help to guide the goal setting. SMART is only the acronym form of Specific, Measurable, Achievable, Realistic, and Timely (Ogbeiwi, 2017). The goals which meet all these criteria help an individual to focus on the effort and enhances the possibility of accomplishing the goals. The sets of goals that I have prepared for me are –
· To achieve basic accounting knowledge
· To achieve training in business management
· To receive feedback
· To analyse the feedbacks and plan for future
· To get a job as a manager in healthcare sector
These gaols are further separated as per the SMART tool in the action plan.
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	Goals 
	Required resources 
	Measurement 
	Time 

	To achieve basic accounting knowledge

	Accounting course, tutor, research equipment such as a computer, and different accounting software
	The ability of understanding basic accounting terms and doing general accounting calculations 
	Within 6 months 

	To achieve training in business management

	Business management training and courses, tutor, research equipment such as a computer, internet, books
	Business management examination, skills required for business management
	Within 6 months 

	To receive feedback

	Different professionals, clients, families, and other people who are close to me and their valuable time to provide feedback
	Collection of feedback from all possible people and professionals 
	Within 1 month

	To analyse the feedbacks and plan for future

	Feedback report 
	Certain goals to be achieved after analysing all the feedbacks 
	Within two months 

	To get a job as a manager in healthcare sector

	The appropriate organisation, every employability skills, knowledge, education, and certification 
	The job of a manager in healthcare sector 
	Within 1 year



[bookmark: _Toc33704537]Conclusion 
It has been found that there are different types of employability skills that should be acquired by an individual to get a managerial position in the healthcare sector. The healthcare industry is found to be continuously changing in term of economic, social, ethical, legislation, and technological aspects. So, the healthcare manager should have skills such as leadership skills, managerial skills, interpersonal skills, knowledge on industry and trends, accounting skills, computer operation skills, and other several abilities and knowledge. The healthcare organisation also want to remain in the competition so that they always seek competent employees in the managerial role. I have used Kolb’s learning cycle to identify my readiness for employment. Using this cycle, I came to know that I need to analyse myself to identify my strengths and weaknesses. After completing the personal analysis using Johari window and personal SWOT analysis, I have identified that I have different types of strengths, weaknesses, threats, and opportunities. My major strengths are my academic knowledge, working experience as a care assistant, experience of working in different retail and business sector, effective communication skills, multitasking skills, time management skills, and a good team worker. However, some of my weaknesses are lack of appropriate knowledge on accounting, business management, and unknown to my blind spots. I have a great opportunity to get the role of healthcare manager if I can manage all my weaknesses. However, if I am not able to manage my weaknesses then I have threats to hamper my future career. I have developed some of the objectives using SMART objective tool. I have also developed an action plan which will help me with personal development. I will work hard as per the action plan and I will be able to acquire the position of healthcare manager within one year.
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