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[bookmark: _Toc90034023]In this reflective portfolio, you will find the personal development plan, SWOT analysis, and important skills to become an efficient manager. You can also find information about employment legislation, self-awareness method, learning theories, and smart goals.
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Goal setting, self-reflection and personal development planning are all part of a personal development plan that may be used for professional advancement, education, relationships or self-improvement. This comprises the person's goals, talents, and abilities, as well as a strategy for how that plan will be implemented. Analysis of possibilities and hazards, as well as alternative plans, may be included in the discussion of a person's career or objectives. With a personal development plan, we may improve our chances of finding a job in the future as well as our personal well-being. 
The benefits of a personal development plan for me are:
· I have a clearer idea of ​​the kind of life and job I want
· I have more confidence in the choices I make
· I have more confidence in the qualities, skills, and attributes I bring to my career
· I manage my problems better and easily plan a solution
· I have developed a positive attitude associated with a successful professional life
	Personal target
	How will I achieve this?
	How will this improve my employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	1. Find a better job
2. To know better English

	1. I am doing a university
2. I am taking an English course
	1. I have a diploma, a qualification
2. I will find a job easier
	1. When I find the job I want
2. When I feel ready for any job
	1. When I finish this university
2. As soon as possible
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SWOT analysis is a method of analyzing and identifying internal and external factors to create a development plan.
Although initially created for the corporate world, it is now commonly used by mentors and counsellors to assist individuals examine their situation and create their own personal or professional growth goals. As a result of the SWOT analysis, people are eager to see the larger picture and to be aware of both their strengths and weaknesses.
	Strength
-I have good communication with colleagues but also with superiors
- I cope with pressure and work under stress
- I am a positive person and I always find a solution
- I'm proud to have started this college

	Weaknesses
- I would like to volunteer but I can't find the time
- I'm afraid I won't disappoint my loved ones
- I'm afraid I'm not going to be a good mother because I'm not patient enough


	Opportunities
- after graduation, I will have a wider variety of jobs
- due to my qualities I had the opportunity to advance



	Threats
- the employer can hire people with completed studies and experience in the field
- the level of written and spoken English is intermediate
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Ever since I was a child, I have liked to help and intervene every time another child is in trouble. Once I became an adult, I had the opportunity to volunteer to help children in kindergarten, where parents did not have the material possibilities to send their children to extra activities. I have often faced various children's health problems, which their parents have categorically denied existed. Then I thought it would be appropriate to go to college, to know exactly how to handle a situation, how to help more children in need.
Of course, the job I chose is in the field of social assistance - children with special needs. The team is based in Middlewich and is co-located with the Children’s Disability Team, SEN, and Education Teams to ensure a seamless and consistent service to our most vulnerable children and young people. The Team provides a statutory social work service to children and young people who live across the Cheshire. The work schedule is flexible, either at the company's headquarters or at the addresses of families in need of help.
To be an effective manager in the chosen field, I think I have to have certain skills: a good manager is a good communicator. Communication is the main form of psychosocial interaction. Knowing how to listen, being tolerant, open to the other person's opinion, are important skills that a manager should possess and develop. The way he manages to communicate his intentions, the way he approaches/removes his people through the way he communicates, is very much in the act of leadership. Redundancy and pessimism do as much harm as areas left uncovered, lack of transparency in communication, or ambiguity in the act of communication.
The good manager delegates tasks and monitors their fulfillment. It is obvious that the manager will have to look at all the activities, plan and organize everything, but not do each task himself. Once drawn, however, the manager must monitor the process and finally provide clear feedback on the result and concerning the expectations had and communicated at the beginning. Not all people are skilled and can do an activity with dedication, so delegating the right person to the right place can be a success.
Time management is also an important quality for an efficient manager. Know how to prioritize the tasks that must be performed during a day or the tasks that must be completed in a working week.
In the chosen field, I believe that in addition to all these qualities listed, to be an efficient manager, I must also fulfill the following: dedication, respect for employees, trust, knowing how to listen but last but not least loving unconditional children.
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The best-known way to put plans into strategy is to formulate goals in a SMART manner. Specific - the objective must be explained and precise. Measurable - to always be able to measure progress. Achievable - it is important to realize how achievable the goals are. Once you achieve the goal you are determined to do more. Relevant - it is important that your goals matter, so you will not be tempted to give up when you encounter an obstacle. Limited time - to know the priorities and not to deviate from the important ones you need a time limit.
Setting SMART goals is just the first step toward putting them into practice, but it is an important step that helps us to put our desires into perspective. Ambiguity, generalizations, vague expressions, or goals far removed from the current situation should be avoided and replaced with small, structured, clear steps that provide perspective.
So, the goals for 2022 are to finish my college year with the highest possible grades, to cope with my "mother's" job, to work as a volunteer for at least a few hours a week and why not find a job in the field.

[bookmark: _Toc90034028]EMPLOYMENT LEGISLATION


Employment legislation covers the legal rights, benefits, and duties that employees have towards employers, but also vice versa. All people are hired based on an employment contract. In it, we find exact data such as the annual salary to be received, the work schedule but also the number of hours to be worked but also the number of days off according to the current year, details about disciplinary procedures and pensions.
It is important to read the employment contract carefully before signing to know exactly what duties we have towards the employer. Knowing the law and more precisely the rights and duties of the employee, I feel safe and confident at work, but also in everyday life.
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Self-awareness involves self-knowledge, behavior, traits, feelings. Research shows that when we see each other clearly we are more confident, we build strong relationships, we do our job better, we have better successes professionally and personally. 4 levels of consciousness are identified: unconsciousness - lack of reaction to self and environment; Consciousness- focusing attention on external factors from the external environment; Self-awareness- focusing on the self; Meta-self awareness - awareness of the fact that someone else can also be self-aware.
Self-awareness plays a key role in how we understand ourselves and how we relate to others and the world. Being self-aware allows you to evaluate yourself to others.
Johari Window is a way to help people get to know themselves and others better. This model is based on two ideas: talk to people about you and then gain confidence and the second one by analyzing the feedback received. Open-self- here the information is known both by the person and by the others, the greater the process of knowledge and the more efficient it is. Blind self-information about you that others know, but the person does not know. Hidden self- personal information is known only to the person concerned, not to others. Unknown self-information that the person does not know about himself, but also information that he does not know about others.
Following a questionnaire, I identified myself as a personality type: mediator. I know my weaknesses and strengths, I am flexible to resolve a conflict, a negotiation, I easily adapt to a situation, I know my limits.
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In 1987, Nail Flaming developed the best-known learning model called the Vark model. He identified four main types of learning: visual, auditory, read/write, and kinesthetic. These learning styles can be used outside the classroom to get to know and find out the behavior of friends but also to make the best decisions.
In my second course at university, I completed a quiz to find out which learning style suits me. The answer was that I learn and remember faster if I see, so I'm a visual learner. Meditating on the result, I realized that I remember better if the information is illustrations, graphs, diagrams. I also attach more importance to details regarding colors, body language, graphics, maps.
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This year has been a year of everything for me professionally but also personally. I always wanted more and in January 2021 I said "Why not?" I want to be able to help children with special needs. I told myself that I have to start from scratch, and that is to learn, to know how to proceed in a situation, and along the way I gained experience, working as a volunteer, and at the end of college to find my much-desired job. Also this year, after 7 years of failed attempts, I realized my greatest desire to become a mother. So if you want and persevere, plan in detail, set priorities you will always succeed. This year I learned some interesting things that I will use in the future, or that I already use.
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