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[bookmark: _Toc56614533]Introduction 
The study presents a reflective portfolio that will enable analysis and evaluation of the skills and competencies of the learner using the SWOT analysis and personality test. A PDP will be mapped through careful study of the results with respect to the profession of a babysitter to adopt measures for developing skills. It will also discuss the learning and development training methods that can be employed by an assistant manager to educate and train new employees. Finally, a reflective study will be charted to identify the modification in learning and experience before and after the completion of the course effectively. 


[bookmark: _Toc55922751][bookmark: _Toc56614534]1. Audit your own skills and competencies using the analysis tools learned in the class (PDP). Identify the skills required for a career of your choices. Evaluate your own skills in comparison to your chosen career.
A personal SWOT analysis is a framework employed to assess the skills and competencies of an individual to identify the strengths and weaknesses so that the potential opportunities can be optimized while the hidden threats can be eliminated (Rangkuti, 2015). In the profession of a nurse, it is essential for me to conduct SWOT analysis and personality teste to understand my skills and competencies better and identify the skills that should be acquired and developed further for overall personal and professional development of my personality.
Personal SWOT analysis
	Strengths
	Weaknesses

	· Self-motivated
· Progress driven
· Takes initiatives for tasks and activities
· Adopts innovation and develop strategies according to problems
· Problem solving skills for overcoming difficulties
· Managing tasks
· Can work under pressure effectively
· Open minded to learn new things
· Focused approach
· Proficient in collaborative work
· Team worker
· Empathetic
	· Communication skills
· Lack of awareness about IT skills
· Cannot prioritize tasks and activities
· Improper time management skills
· Cannot develop educational games and activities


	Opportunities
	Threats

	· To polish existing skills and competencies for honing them
· To acquire new skills and competencies to increase efficiency 
· Contribute to growth and development of personality
· To develop understanding and learning about the methods and strategies that can help in personal and professional management of different situations
· To gain experience as a babysitter and develop skills and competencies by applying knowledge and learning in practice life for imbibing skills effectively. 
	· Lack of communication skills will restrict delivering the correct message to people
· Restrict effective interactions with children
· Absence of IT skills will make the management of activities more time consuming
·  The various tasks will not be allotted adequate time due to which they will be accomplished on time. It will lead to many incomplete tasks resulting in delay in accomplishment of operations.
· Inefficiency in developing games and activities for children will make it difficult to keep the children engaged while ensuring their physical, emotional and mental growth and development. 



Table 1: SWOT analysis
(Source: Created by the learner)
Personality Tests 
A personality test was taken to understand the various aspect of my personality that would help in understanding the dominant traits as well as the traits and skills that should be acquire to help in my professional journey (Sjöberg, 2015). Developing strategies as part of my personal and professional development plan will help in developing my skills and competencies. 
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Figure 1: Personality Test
As per the result derived from the personality test, it can be said that I am more observant than intuitive which allows me to observe a range of situations and scenarios for taking a decision. I do not take actions based on intuition which is essential when interacting with children. It also reflects that my nature is introverted which can affect my professional experiences. When interacting with children, an individual should be extroverted so that they can make the children feel comfortable and they bring out the hidden potential and capabilities of the children to the fore. 
Personal and professional development Plan
Basing on the results derived from the personal SWOT analysis and personality tests, a personal and professional development plan has been formulated to develop strategies for working on the weaknesses and threats for enhancing my skills and competencies.
	Specific
	Measurable
	Achievable
	Realistic
	Timely

	Developing communication skills
	Success can be achieved by making effective interaction with individuals, taking active parts in discussions, starting conversation with people.
	It can be achieved by reading about communication models, taking online classes and using the online platform to learn about different communication skills and interact with different people. 
	The resources essential for its realistic achievement will be books, online classes, internet access
	4 months

	Developing time management skills
	Success will be achieved when consistency is maintained in accomplishing tasks within predetermined time frame
	It can be achieved by developing the habit of breaking down tasks and working on them as per priority for accomplishing it within stipulated deadlines. Knowledge and leaning can be gained from online resources and books for developing strategies for time management 
	It can be realistically achieved by using online resources and books for knowledge and understanding and implementing them in everyday life for developing time management skills
	3 months

	Developing IT skills
	Success will be attained when the various IT activities are performed effectively in quick time span
	It can be achieved by taking part in online classes on IT skills, watching videos on different platforms and practicing it in everyday life
	It can be realistically achieved by enrolling in online classes along with taking help on videos on various platforms. 
	3 months

	Developing educational games and activities
	Success can be measures through analysis of the engagement level of children in different activities and games developed
	It can be achieved by understanding various games and activities that are used globally to engage and educate children through online platforms. Books, journal, articles can be read for the same.
	It can be realistically achieved by taking help from books, online platform and internet resources to develop knowledge and understanding to create educational games and activities 
	3 months



Table 2: PDP plan
(Source: Created by the learner)
The career of Choice: Babysitter
Employability can be achieved by acquiring and honing skills that will facilitate getting job in a particular industry. Adequate skills appropriate to a certain job profile will help in accomplishing task operations effectively resulting in professional growth and development (Suleman, 2018). As per the analysis conducted above, it can be concluded that I possess certain skills such as   empathy, team working, focus, task management, problem solving, innovative initiative, collaborative, progressive, self-motivated, open mindedness to learn and the ability to work under pressure that will enable me to work efficiently as a babysitter. On the contrary there are certain skills such as IT, communication, time management and developing games and activities that I need to acquire to prevent any obstacle in my babysitting experience. Developing the required skills will help me in my overall personal and professional development making me a better babysitter so that I can take care of children more efficiently.  
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2) As an Assistant Manager, you have been tasked to assess the learning and development training methods for your new employees who are due to start in your organisation. Explain and evaluate why you have selected these theories and methods
Learning and development have been described as a systematic process that helps in enhancing the skills of an employee (Utley, 2018). Along with this, with the help of learning and development, it also becomes possible to enhance the knowledge and competency of the workforce so that a better outcome could be achieved in terms of performance and productivity. According to the study carried out by Rice (2015) learning is specifically associated with improving the knowledge, skills, and competencies. On the other hand, development helps in broadening as well as deepening the existing knowledge as per the set goals. Along with this, with the help of learning and development, it becomes possible to develop or change the behaviour within an individual or a group for the better sharing of the knowledge along with the development of insights that would help them to work in a better way within a group for a team.
As an assistant manager before accessing the learning and development methods for the new employees, it is vital to analyse the different learning styles possessed by an individual. As per the literary underpinning of Willingham (2015) learning styles can be defined as a range of competing and contested theories which consider the differences in individual learning. This is because all the individuals have different learning patterns which could further help in enhancing their learning process. One of the most widely used learning and development theory is Kolb’s model. According to this learning theory, diverging is one of the learning styles. Individuals with this learning style look at things from different perspectives (Sudria et al., 2018). This people are sensitive and prefer to watch rather than to carry out the actions. 
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Figure 1: Kolb’s learning model
(Source: Willingham, 2015)
The other learning style is assimilating. This learning preference involves a concise, as well as the logical approach and people with this learning style, provide preferences to ideas and concepts. The third learning style is converging. People problems and utilise their learning to find practical solutions to the identified issues. They prefer technical task and I found to be less concerned with people and interpersonal aspects (Li and Armstrong, 2015). The last learning style is referred to as accommodating. People with this learning style rely on intuition rather than logic. Along with this, these people believe and utilise other people's analyses and prefer to take practice as well as the experiential approach to learning. 
The second theory that could be considered for the process of learning and development is Honey and Mumford learning and development theory. According to this model, the different learning styles that could be positive by an individual include that of a reflector who prefers to view things from a different perspective and can recall the details of the actions to analyse the things so that for the improvement could be made (Lee and Sidhu, 2015). In addition to this, the second learning style is of theorist in which people benefit most from learning through models, concepts, and theories along with analysing ideas logically. 
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Figure 1: Honey and Mumford learning model
(Source: Lee and Sidhu, 2015)
The 3rd learning style is that of a pragmatist. In this respect, a pragmatist has the tendency to learn most easily why are an immediate practical application of the activities. In this context, the learner preferred to create a link between the subject matter and real-life application so that a better understanding of the practical application of the learning could be made. Lastly, in the case of activist learning style, people enjoying new and challenging activities and have the tendency to learn from experiences and by working with others (Bhatnagar and Sinha, 2018).
[bookmark: _Toc55922753]The above-mentioned to learning and development model that is Honey and Mumford learning style along with Kolb’s learning model has been considered because with the application of this model is it would be possible for the assistant manager to analyse the learning styles of the new employees. In addition to this, the analysis will help the assistant manager to look forward towards designing the learning and development training plans as per the learning styles preferred by the new employees. As a result of which, it would be possible to maximize the process of learning so that the employees could get the maximum benefit from the training sessions. This in turn will help the organisation to experience better productivity from its workforce.   According to the study led by Ibrahim et al. (2017), the success of an organisation largely depends upon the skills and competencies of its workforce. Therefore, it essential that all the organisations must look forward towards creating a learning environment within the organisation and providing the workforce with an opportunity to participate in the training sessions for developing their skills.    

[bookmark: _Toc56614536]3. Write a reflection on your experience before the start of this course and after
Reflection can be explained as the process that helps an individual to recall their experiences and evaluate them to understand the correctness of their measures and activities as well as identify the alternative measures that could have been adopted for better management and accomplishment of operations and tasks (Reynolds, 2017). The reflection in this section will provide an evaluation of my experiences gained before and after the accomplishment of the study. 
Every job role requires a combination of soft and hard skills so that the task and operations can be completed effectively (Collet, et al., 2015). Before the initiation of the course, I was of the opinion that bookish knowledge of hard skills along with basic theoretical understanding of soft skills will be enough to get employability as a babysitter. However, I was mistaken and the course has helped me understand the aspect better. Theoretical and bookish knowledge of hard skills should be complemented with practical understanding and implementation of soft skills for enhanced understanding of the situations and the understanding to develop strategies and actions for addressing them (Succi and Canovi, 2020). A babysitter has to be active and take carefully thought decisions as it will influence children who are highly impressionable. It would influence the growth and development of their personality so measures should be adopted after careful consideration. 
Before the course I was under the impression that measures should be adopted for ensuring professional development only as it will help in the advancement of career and job profiles. However, in the words of Asonitou (2015), it can be said that professional development alone cannot help in enhancing professional career of an individual. It should be supplemented by personal development so that there is not only advancement of professional knowledge and learning but the person also grows as an individual that will help in differentiating them from others and develop their uniqueness as a person. The course made me understand that a balance between personal and professional development will not help in career advancement but also make me more capable and proficient for fulfilling the duties and responsibilities attached with my job profile of a babysitter. 
The course has also made me understand the significance of analyzing one’s skills and competencies frequently with respect to one’s objectives and goals. The Personal SWOT analysis is a framework that will enable understanding the opportunities and threats for a person after evaluating their strengths and weaknesses (Issayev, et al., 2018). It also made me aware of the personality tests. Personality traits help in understanding the chief traits of an individual through analysis and evaluation of their answer for predetermined set of questions (Bourdage, et al., 2015). Frequent analysis of the skills and competencies will make an individual aware of their strengths and weaknesses so that they can adopt measures for eliminating their weaknesses and polishing their strengths that will bring them closer to their accomplishment of their goals and objectives. I never used these self-auditing tools and frameworks to understand and evaluate my skills that will help me in my personal and professional development. However, the course has inculcated the habit of using these self-auditing frameworks for assessment of my skills and competencies at frequent intervals to check whether the measures and strategies adopted and implemented by me are helping in the acquirement and development of new skills that will help me in my professional workplace. 
Initially I was not fully aware of the skills that will be essential for me as a babysitter. But the course provided me with an understanding of the skills that will be integral for me to work as a babysitter. Interaction with children should be friendly and jovial so that they can are eager to learn new knowledge and inculcate new habits through everyday games and activities for their physical, mental, social and mental development. The decisions and actions that are adopted should be taken after careful consideration as children are always following the elders by whom they are surrounded (Matteson, et al., 2016). Children do not learn quickly when they are told to do some activity. On the contrary they learn faster when they watch others do those activities. So, a babysitter has to ensure that they have adequate skills and habits that can be picked up by children as it will influence the growth and development of their personality. 
The communication style should with children should also be moderate and good as they are very impressionable due to their tender age. A babysitter cannot be always assertive or keep ordering children to do activities. A babysitter has to use language in a manner that will convince them to do activities for their own good. The babysitter should also participate in those activities to make it a team work and sometime allow the children to take lead so that their leadership skills are developed. The course has made me aware of it. A babysitter has to develop the skills of the children for their development and making them a good human being.


[bookmark: _Toc55922754][bookmark: _Toc56614537]Conclusion 
It can be concluded that self-auditing frameworks such as personal SWOT analysis and personality tests are essential for understanding the skills, traits and competencies of an individual so that measures can be adopted for the acquirement of skills that will bring the person a step closer to the accomplishment of their goals and objectives. Personal and professional development is integral for advancing in career and becoming a better skills individual resulting in overall growth and development. 
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