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Introduction

In  time of searching for a job or employment, it is necessary to develop the skills for the specific field so that the candidate is able to get the suitable job. Personal and professional development plan helps the candidates to modify their skills as per the requirement of the present era and thus they can increase their employment opportunity. The aim of the study is to identify various skills and knowledge that are required for serving various job roles such as door supervisor,personal assistent,translator, at the Mental Health Care. Different literatures will be considered in order to analyse the skills, which are mandatory for the specific job roles. After that, personal strengths and weaknesses will be identified from the own work experience by using analytical framework such as SWOT analysis. At the end, according to the goal, personal development plan will be attached so that effective result can be received. Therefore, it can be deduced that continuous development in required skills from the work experience assists the individual to enhance their career in future.  
            
[bookmark: _Toc15660223]Skills and knowledge that is necessary for employment
	Job role
	Skills required
	Contribution of the skills
	Suggestions to enhance the skills

	Security supervisor
	Patrolling and Monitoring

	The skill of providing security is essential for monitoring the organisation and other premises. I have been able to do patrolling of the premises to ensure that that the premises are secure from external threats and dangers.

	The security supervisor should enhance own skills through gaining knowledge regarding the ways through which the security of the premise can be ensured. I can learn how to use the new technologies to monitor the security system of the organisation.

	
	Ability in doing shift work
	A security guard should be comfortable in working during different shifts as per the requirements of the premise. I have been able to observe the sign of intrusion inside the premise and have the swiftness to report the same to the owner of the premise. The security officer should be able to handle the dogs of guard dogs of the premises and look after them. I have the knowledge of conducting duties of the reception.
	

	
	Report writing
	A guard of security of a premise should be able to perform the work in a busy schedule. I have good written skills so that I can be able to manage the report of the visitors.
	

	
	Observing skill and
Checking


	A security officer or guard should have a clear observation so that I would be able to inspect the matters and actions going on in both the inside and outside of the premises (Spradley, 2016). The knowledge that a security officer or guard should have is surveying the surroundings with minute details, and I have this calibre in surveying the premise. The individual in order to become a capable security guard pr officer should observe the visitors who are coming and exiting from the premises. The visitors are putting their signatures in the record file; this is the duty of the security officer or guard. It should have keen observation skills to sort the suspicious materials or packages. It has the responsibility of checking the equipment transferring through the premises. The security guard or officer to assess the behaviour and activities of the people moving through the building should monitor the traffic of the building. It should take necessary actions to the suspicious activity. The security person should have the skill of guarding the valuables of the premise that can be damaged or stolen by the visitors. The security officer should have good communication skill so that he would be able to communicate efficiently with other guards of the premises through walkie-talkies to share information related with suspicious activity in the building (Pinard et al., 2017). The security officer, in order to be effective in the employment should give directions to the visitors and guide the new visitors visiting the premise. A security officer should have the skill of making good relationship with the other guards. This would make the tasks easier to perform. The security officer should be swift in making the decision of writing reports to the police for any suspicious activity. The security guard should have the knowledge of managing the car parking area of the premise.

	

	Team leader

	Leading people
	The skill of leading people has helped me in the Care Home in leading the other members in performing the tasks effectively. Through the leadership skill, I have been able to monitor the activities of the members of the organisation (DuBrin, 2015). I have been capable of performing the work of the firm in appropriate time through the leadership skill.
	Respecting the members of the team is essential to get confident of the people as well as to perform the functions effectively. Moreover, training sessions on how to motivate the team members can be attend by the team leader to enhance the skills of leading the team and managing every team member to achieve team goal.
Therefore, the team leader should respect the members to gain respect from them as well. This would be helpful in leading the team members properly as they would obey the leader who has good morality and behaviour among the team members. I would respect the members of the team to gain respect from them as well.


	
	Delegating duties
	The delegation skill has assisted me in allocating tasks to the other members of the organisation. Through this skill, I have been able to determine the duties of the members as per their talent and experience. This has supported the members in performing the work properly with less effort and in less time. This skill has been helpful for me in the allocation of the duties as per the preference and knowledge of the members. Even the tasks of various departments have been able to perform well due to a proper delegation of work.
	

	
	Negotiating skill
	The negotiation skill that I possess has assisted me in problems related to work of the team members. Through negotiation, I have been capable of identifying the cause of the issues among the members that might have hindered their work. I have put the effort in negotiation to solve the disputes between the members. The team members have been able to discuss their problems when I have negotiated them about the issues that have affected their quality of tasks.
	

	
	Confident

	I have been confident in leading the team members. This personal characteristic has assisted me in dealing with the members and problems confidently. The attribute of confidence has assisted me in facing challenges of the work and ensure that the members of the team believe in me. Through confidence in my ideas and activities, I have been able to lead the team members in performing duties for better productivity (Friedrich et al., 2016).
	

	
	Able to help the members
	I have been capable of helping the members of the team effectively as I have the potential of solving their problems and willingness in serving others. The members have been able to perform the tasks efficiently as they did not face problems because I have been efficient to support them in solving their queries related to work.
I have been resourceful in delivering ideas and solutions to the team members that have been beneficial in resolving their issues.

	

	Door supervisor  
	-Control room management 
	It is necessary for the door supervisor to observe the CCTV footage so that any kind of issue can be avoided (Holthe and Wulff-Jacobsen, 2016). As I have worked in various places such as Ashford Kent, Maidstone Club Gallery and Phoenix Club, I am able to manage the busy control room and this skill helps to prevent any kind of misconduct in the work premises.  

 

	Cooperative work and improve the skills:
In future, I will try to do work in team and it helps to complete the work effectively. Moreover, I will communicate with the seniors so that I can learn from them about this role.   

	
	-Knowledge related public health and safety and checking at the door premises
	These skills help not to allow any burning material in the premises. Moreover, at time of entering the place, proper checking has been conducted. Thus, I maintain the security in the place. 
	Updating knowledge related to public health: 
I will develop my knowledge related to public health in future so that I can safety of the people in the premises.  

	Personal assistant
	-Verbal and Written communication

	Effective communication is necessary in order to provide proper support to the users. Without effective communication, the personal assistant is not able to fulfil the needs of the users (Canbek and Mutlu, 2016). During working in Folkestone Kent
Liberty lodge, I communicate with the user by maintaining dignity and it influences them to share their issue with me. Thus, proper service is provided.   
	Leaning more languages such as French, Braille and sign language:
Though I know Romania, I will learn French so that I can handle foreign users also. Moreover, I will learn Braille and sign language for support different kind of users. 
Setting early deadline from the actual time limit: 
If I need to handle administrative portion of the specific user, I cannot manage time and in this case, I need to set the deadline early. Thus, if I miss the previous deadline, I will be able to submit it within the actual time. Thus, delay related issue could be resolved and support users prefer to receive the service of the Folkestone Kent
Liberty lodge.  
Gaining knowledge on human psychology-
In time of working as a personal assistant, it is necessary to understand the psychology of the user for providing best service (Card, 2018). Though I provide attention to the users, I will try to develop my knowledge related to human psychology in future. It will help me to give accurate service to the candidate, who even does not speak his/her problem or needs. 

	
	- Time management and proper planning of work 

	Time management skill of a personal assistant helps to increase the productivity of the venture. In case of Folkestone Kent
Liberty lodge, personal assistant should focus on the needs of the users and provide support timely so that they recover quickly. However, at time of working, I have tried to manage time by preparing the work plan; however, due to administrative work I could not manage it. Apart from that, if I need to focus on the user only, I am able to manage their requirements timely. Moreover, as per the priority of case history of the users, I develop the plan so that emergency services are attended within time. This assists to uplift the organisational reputation in market.  
	

	
	-Attention to the users
	As per the viewpoint of Kalns et al. (2016), personal assistant should understand the requirement of the users so that effective treatment or support can be provided to the users. In order to serve this job role, attention is the main thing and this helps to satisfy the users in the mental health care. Hence, perception of cognitive psychology is used in time of serving to the users. In time of working as a personal assistant in the FOLKESTONE KENT
LIBERTY LODGE, I constantly observe the requirement of the users and it helps to increase their faith on me. Moreover, I try to hear their words so that they feel free in the lodge.  This skill helps to develop the users’ satisfaction rate in the lodge, which in return, earns reputation from the market. 
 
	

	Translator
	-Cultural intelligence 
	The translator should gain knowledge on the culture of two countries so that he/she can handle two parties properly (Pesch and Bouncken, 2018). As I have worked as translator of English to Romania, I know the English culture properly. Thus, I am able to convince the people of English culture. It helps to conduct business deal with native people efficiently. I know Romanian culture also and express it to the hospital so that they can arrange accordingly for the Romanian clients. Thus, Romanian people feel satisfied.    
	Developing cultural knowledge of Romania-
I will try to gain more knowledge on the culture of Romanian people so that business can be operated successfully. 
Improvement in the Romanian writing: 
I will develop my Romanian writing skill so that I can help the hospital to develop the papers in Romania in time of dealing the clients of that country.  

	
	-Writing, listening  and speaking skill 
	In time of working as a translator, it is necessary to listen the words of two parties so that effective translation can be conducted. During working in the Mental Health Illness hospital, I have carefully heard their words and interpreted it to the other party. Thus, foreign deals are conducted effectively. However, I have faced writing related issue and it affects the business operation.       
	


Table 1: SKILLS DEVELOPMENT 
(Source:  Learner;MIHAI ARDELEAN)
[bookmark: _Toc15660224]Personal strength and weakness 
	Strengths 
· The main strength is that I have shifting work experience. I do not have any problem related to timing and therefore, in time of working in the Mental Health Care, I will be available for any shift, which increases my employment opportunity. 
· As I know Romanian language I have worked as a translator. Therefore, in time of working in the hospital, I am able to support Romanian clients also. Therefore, healthcare ventures who deal with foreign clients, can appoint me as a translator. 
·  I have also worked as a security supervisor and I can manage the busy control room. Moreover, I have knowledge on public health and safety and it assists me to maintain the security of the premises. 
· As a team leader, I am able to work in a cooperative manner and it helps me to complete the work properly. In addition to this, I try to guide my members and negotiate with them so that work can be finished appropriately.    
	Weaknesses 
· Though I am able to manage time during work, I cannot manage it in time of doing multi-tasking work. Therefore, I have faced time management issue when I have worked as a personal assistant. 
· Though I am working as a translator, I am not able to write the Romanian language properly. Hence, during working as a translator, it is necessary to have knowledge on writing of Romanian language. It can leave negative impact on the further employment in this role. 
· Moreover, I know Romanian language; however, I do not have enough knowledge on the culture, which are needed to know for convincing the Romanian client.
· As a team leader, I have faced issue related to decision-making and it leaves negative impact on the operations in the Mental Health Care. 

	Opportunities 
· As I am a very good observant, it is my opportunity for doing job as a security supervisor in the Mental Health Care premises.   
· Various types of work experience are another opportunity for me as I can find job in different fields such as personal assistant, translator, door supervisor and security supervisor. 
· I always try to learn new things related to my job role and my eagerness for continuous learning helps me to update my skills repeatedly.  
· I have sia licence for November 2020 and it is my opportunity that I am able to work at security industry 
	Threats 
· As many people are there, who want to work at Mental Health, huge competition is monitored
·  If the weaknesses such as time management, written skills on Romanian language and decision-making skills are not improved, it can create barrier for my career. In addition, it can be another reason for not receiving promotion at the working place.   


Table 2: SWOT
(Source:  learner:MIHAI ARDELEAN)


Kolb's reflective model for reflecting job experience
At time of analysing my personal experience of work, a reflective model is used. Kolb's reflective model has been considered in order to evaluate my previous job experience in an appropriate manner.    
[image: ]
Figure 1: Kolb's reflective model 
(source:Schiltz,2016) 

 In order to analyse my personal experience at work ,I have used a reflective model,as a Kolb' a reflective model for using that it will be quite useful towards evaluating my overall  job experience while following a subsequent manner.
Experience:
while conducting my work at the Mental health Institute, I found that I have to develop further some of my skills so that I can further increase my viability in terms of hospitality employee
Reflection:
I have been working for a variety of different fields for a numerous number of reasons,I have previous workd in Ashford in Mental -Health where I was in charge as a supervisor,also I have adequate experience in terms of busy control room (schultz et al,2016),In adidition I havd also played the role of Team LEADER at Care Home Allied Care,I had also worked with Folkestone Kent Liberty LODGE when I was a team coordinator as well as team leader.I had also worked as a Supervisor in a Mental health treatment Organisation being located at Kent are.IT,also helped me increasing my overall experience as well in hospitaly industry. 

Conclusion 
Can be deduced that I should develop my skills so that I can work in the above-mentioned roles in future. The weaknesses have been identified and it is necessary to develop quickly for achieving fruitful outcome. 
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Goal: My goal is to improve skills such as time management, decision-making, writing skills for English, language, learning various languages such as French, and  English, monitoring skills and development of cultural intelligence. Thus, I will be able to receive various opportunities for employment in future.  
	Plan/objective 
	Actions 
	Timeframe 
	Resource/support 
	Impact

	-To develop time management skills 
	- Development of accurate plan 
-Setting deadline early from the actual deadline 
	1 months 
	-Planning software
-Computer  
	This leaves positive impact in time of working as a personal assistant and security supervisor. 

	-To improve decision-making skills
	- Communicating with seniors for hearing their experiences 
-Handling critical situations more 
	3 months 
	-support from seniors 
	It can leave positive impact on the career. As a team leader, it is necessary to have decision-making skill and effective decision of workers helps the venture to earn reputation in market. On the contrary, wrong decision of team leaders can leave negative impact on the company. 

	-To enhance knowledge on various languages 
	- To attend French class
-To learn Braille 
-To learn sign language from internet 

	6 months
	-Institution, which provide French course 
-Computer
-Internet 
	Knowledge on various languages ensures that different types of users can be handled. As a result, the services of the healthcare will be increased and it enhances their profit. Therefore, this skill helps to increase the employment opportunity as a translator in future.   

	-To develop knowledge related to cultural intelligence 
	- Reading various books on Romanian culture  and apply this knowledge in the workplace  
	6 months 
	-Various books 
-Online journals on Romanian culture 
	This skill will leave positive impact and being a translator, it will enhance the employment opportunity.  

	-To develop knowledge related to advanced technology for handling security department 
	-Receiving training on the advanced technology, which are used for security purpose  
	3 months 
	-Attending course related to learning advanced technology for security purpose  
	This will leave positive impact on the job role of a security advisor. As I have sia licence, this plan will help me to receive a proper service in future.  

	-To enrich writing skill for Romanian language 
	- Practicing writing on Romanian language 
-Reading books on Romanian language    
	6 months 
	-Books on Romanian language 
-Copies for writing 
	It leaves positive impact for the job role of translator. When I am able to write and speak the Romanian language properly, I will be able to get the job as a translator. 


Table 3: Professional Development Plan
(Source: Created by learner)
The above-mentioned plan helps to understand the required skills, which I need to develop. I will try to implement the plan as early as possible so that I can remove my weaknesses efficiently. Moreover, I will try to update my knowledge constantly so that I can compete for employment in the competitive market. It can be stated that development plan is the fruitful idea for the candidate, who wants to enhance their skills. I try to follow the plan for getting success in my career.   
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In time of drawing the end line of study, it can be deduced that professional development plan assists to improve the skills as per the requirement. Thus, a candidate is able to update own skill for the future employment. I have worked in various roles such as security supervisor, team leader, personal assistant, door supervisor and translator in the Mental Health hospital. Therefore, I have knowledge in various fields and many career options are available for me. SWOT has been conducted in order to identify my strengths and weaknesses for employment in future. 
It is found that negotiation skills, time flexibility, handling busy control room and knowledge on Romanian language are my strengths, whereas, time management and decision-making issues are my weaknesses. After that, by using Kolb’s reflective cycle, previous job experiences have been evaluated. During years, I am able to improve my team management skill in an efficient manner. As per the identified weaknesses, personal and professional development plan has been developed and its impact is analysed thoroughly. Hence, implementation of plan assists me to increase my employment opportunity in future.            
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