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1.0 [bookmark: _Toc89964148]Introduction
This is a synopsis of an essay produced for the employability module in which I have discussed my personal and professional characteristics. The reflective essay style used by Gibbs may be found throughout this portfolio as the central focus. The reflective cycle developed by Gibbs will assist me in analyzing a wide range of reflections in my future professional life. It will go into detail on the abilities required to be an 'effective' manager in my field. In this section, I will describe what a SWOT analysis and Personal Development Plan are, as well as why they are utilized, and then summarize my findings to analyze my personality as a result of my life experiences and observations.
[bookmark: _Toc89964149]Audit your Skills and Competencies
A student skills audit is used to systematically evaluate the research abilities and knowledge of students. An audit should reveal whether or not a company's employees have the necessary skills. When it comes to training or personal development, needs analysis is critical. One coin has two sides: the student's possessions and his or her requirements. It is recommended that students conduct an initial skills audit and needs analysis in the first three months of full-time or part-time study. The skills audit and needs analysis must be updated regularly. As a starting point, it's critical to concentrate on developing the abilities required to make it through probation. This information should be included in university reports every six months.
Using a competency-based skills audit, you may discover which competencies are most important for each job and which ones currently exist throughout your organization as a whole. Measuring your team's level of expertise in this area will help you rapidly pinpoint areas in which they may benefit from additional education or training. Employee engagement, productivity, and retention can all be improved through professional development and skill training. Your staff will be more adaptable and flexible, and your company's culture will be more agile as a result of a competency-based skills audit.
[bookmark: _Toc89964150]SWOT Analysis and Personal Development Plan
[bookmark: _Toc89964151]3.1 SWOT Analysis
Using a SWOT analysis (Strengths, Weaknesses, Opportunities, and Threats) to analyze a company's long-term strategy and competitive position can be done in a variety of methods. If you're conducting a SWOT analysis, make sure to consider both the current and future situations of the firm (Gurel and Tat, 2017). According to the SWOT analysis, a company's strengths and weaknesses are evaluated using facts and figures. For the organization's analysis to be effective, it must place a greater emphasis on actual scenarios rather than preconceptions and grey areas.
	Strengths 
	Weakness
	Opportunities 
	Threats

	· I am not resistant to change, and I can adapt to new situations.
· Before I can solve a problem, I must first analyze it.
· I spend some time learning from my mistakes.
· I am always ready and prepared to lend a hand to my coworkers and subordinates.
· I am able to exert control over my actions.
· I make an effort to solicit feedback from my employees.
· I have a sense of what is going to happen.
	· When it comes to dealing with subordinates, I am impulsive.
· I become irritated by the smallest of errors.
· When I'm bargaining with people, I get butterflies.
· Before having all of the required facts at my disposal, I make decisions.
· I like to do my work since it is more efficient, and I do not particularly appreciate delegating.
· I'm embarrassed that I've been criticized.
	· I have the ability to build new connections.
· There is a reasonable likelihood of earning a high-grade point average.
· I can learn how to improve my international business ties by attending this course.
· Others appreciate and recognize the quality of my work.
· I have the ability to grow and educate myself regularly.
· My endeavors provide me the opportunity to express myself creatively.
	· I'm not going to be able to keep my promises.
· My advanced age is a hindrance to my professional advancement.
· When I am not working, I am unable to relax.
· When it comes to spending time with friends, I work more than I do with them.
· A continual barrage of demands is placed on me.



[bookmark: _Toc89964152]3.2 Personal Development Plan
Personal development or the practice of developing one's abilities is not something that happens by itself. Two methods for improving one's personal development are to be in the right place at the right time and to simply seize chances when they arise. To be effective in a wide range of talents, deliberate and focused effort must be made regularly (Khan et al., 2015). When it comes to reaching your personal and professional objectives, having a well-planned personal development plan is critical.
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	Long Term Goals
	Career Specifics
	Key Skills Required
	Skills needed to improve
	Actions Required
	Time frame (Months)

	
	Become a team supervisor
	· Leadership Skills
· Communication Skills
	Leadership Skills
	· Online CPD Leadership Training Course
· Company Leadership Course
	6

	Promotion to an area manager position
	Become a team manager
	· Leadership Skills
· Project Management Skills
· Presentations Skills
· Management Skills
	· Project Management Skills
· Presentation Skills
· Management Skills
	· Online CPD project management training course
· Ask line manager what higher level responsibilities I can take on at work
· Volunteer to lead company meetings to build presentations skills
	12

	
	Become area manager
	· Management Skills
· Networking Skills
· Strategic thinking skills
· Self-management Skills
· Decision making Skills
	· Networking Skills
· Strategic thinking skills
· Self-management Skills
· Decision making Skills
	· Online CDP strategic-thinking training course
· Volunteer to go on networking sessions with line manager
	24
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[bookmark: _Toc89964153]Skills Required for a Manager
[bookmark: _Toc89964154]4.1 Corporate Industry
The corporate sector consists of both non-financial and financial firms, among others. The non-financial corporate sector includes both private and public firms that manufacture items and/or provide non-financial services to their clients. In some countries, quasi-corporations such as sole proprietorships and unincorporated partnerships are authorized, whilst in others, they are not. This is a problem in terms of international comparability because the sectorial representation may have an impact on the indicators. For this definition, "financial corporations" are defined as businesses that engage in financial intermediation, such as banks, credit unions, and other financial institutions.
[bookmark: _Toc89964155]4.2 Interpersonal skills
Being able to develop strong relationships in management positions is essential. Admiring your coworkers is a must if you want to lead a team (Dzwigol et al., 2020). To do just that, you must be able to handle people efficiently. Making time for social activities or training sessions while keeping professional boundaries will go a long way toward gaining the respect of your coworkers (Buil, Catalán and Martínez, 2016). You must exhibit your managerial abilities and authority while still being able to contribute as a team member (Bode and Singh, 2018).
[bookmark: _Toc89964156]4.3 Communication and motivation
The ability to communicate effectively in writing, verbally, and by active listening is a prerequisite for all top-level executives. Front-line employees and senior management have a direct line of communication through you as a team manager (Buil, Catalán and Martínez, 2016). There is a wide range of people you'll interact with, from entry-level staff to CEOs, in a variety of methods - via email, social media, phone calls, and one-on-ones. When you work with employees, you'll need to build a trusting relationship for them to feel comfortable revealing their secrets to you (Zaitseva et al., 2017). 
To keep the lines of communication open, you'll need to be always readily accessible to your staff to resolve any concerns or issues they may have. An open-door approach or team meetings every week or month should help. The best way to show your employees that they are important is to keep eye contact, smile, and listen intently to what they have to say. Happy and motivated employees are the result of a positive work environment (Bode and Singh, 2018).
[bookmark: _Toc89964157]4.4 Organization and delegation
To succeed as a manager, you'll need to be able to handle numerous tasks at once, which requires strong time management abilities (Zaitseva et al., 2017). Stress is reduced, time is saved, and crucial deadlines are reached when one has good organizational abilities. To reduce their workload, many bosses delegate responsibilities to others. Determine which staff have the capabilities you need, then assign tasks to them based on their abilities (Dzwigol et al., 2020). As a manager, delegating isn't a show of weakness and can raise the quantity of work you can complete - while also empowering your staff.
[bookmark: _Toc89964158]4.5 Forward planning and strategic thinking
In addition to focusing on today's chores and obligations, you'll also have to plan for the future as a manager, which is your job. To do this, you must align your priorities with those of the business, conduct regular system audits, participate in-company training, and oversee the CPD activities of your employees (Bode and Singh, 2018). As a master strategist, you'll help your team and the company as a whole become more productive and lucrative by promoting innovation and change.
[bookmark: _Toc89964159]4.6 Problem solving and decision-making
In a managerial job, you'll be expected to identify and solve troubles. Care and attention and the capacity to remain calm and collected are required for this. To keep your staff busy and the workflow flowing, you'll need to be nimble when issues emerge (Buil, Catalán and Martínez, 2016). Using your imagination, you may come up with creative ideas that have the least negative influence on your coworkers and the company.
[bookmark: _Toc89964160]4.7 Commercial awareness
It's sought-after expertise in the workplace (Zaitseva et al., 2017). Recruiters claim that commercial awareness is a common deficiency among recent grads. An awareness of the environment in which a company operates but what is it that makes a company successful is a must if you choose to rise to the managerial level (Dzwigol et al., 2020).
[bookmark: _Toc89964161]4.8 Mentoring
Managers must also contribute strongly in addition to making business-oriented decisions. Senior-level employees are expected to pass on their knowledge and abilities to the younger members of the workforce (Buil, Catalán and Martínez, 2016). This is their responsibility. An important part of this process is the development of staff confidence and competence. At the top, you'll be responsible for ensuring that everyone on your team grows (Bode and Singh, 2018).
[bookmark: _Toc89964162]Reflective Model
I would analyze my personal experience in the light of the Gibbs study model in my reflection report. You may develop a framework for evaluating experiences with the Gibbs model. As its cyclical form is advantageous for repeated meetings, it enables you to benefit from those who went well and from those who were less successful (Adeani, Febriani, and Syafryadin, 2020). It is broken into six phases: The following are:
1. The experience is detailed
2. Your opinions and feelings on the meeting
3. Evaluation of the experience, both positive and bad aspects included
4. To get control of the issue, it is required to research
5. Describe your judgment based on what you've learned and done differently
6. Plan how you will deal with future instances and any general adjustments that you feel can be useful (Adeani, Febriani, and Syafryadin, 2020)
Since I took on the role of aiding my employees to accomplish our project on time, I noticed I had problems communicating well with others. Some of my employees also had personality confrontations which ultimately led to a loss of confidence, a lack of delegation, and lower productivity among all the team members. To analyze the concerns, I used the Gibbs model. Above all, I documented the events that took place. I tried to determine the root cause of the problems and how the scene originated. In keeping with these principles, I went on to the second phase, which required accepting my thoughts and feelings. Identifying my sentiments was crucial when the problem happened, but I had to understand the feelings of my coworkers as a leader too (Alvinius, 2017). In the following phase, I had to assess my past experiences and current conditions.
It was my task to look at all the aspects which either benefitted or aggravated the problem. My role was to determine if something had produced a problem and how it had led to a problem (Markkanen et al., 2020). I subsequently studied why this distressing scenario emerged among my employees during the next level of analysis. My team and I had bad communication and personality confrontations, which culminate in degeneration, poor performance, and a lack of cohesion amongst the teams. I will not be able to work or finalize the project if this situation persists, and my reputation in the perspective of many others would be badly affected. After I had identified the main cause, I had to find out what had happened and how events could have happened in the future. It allowed me to call attention to everything that went wrong and to specify what may have occurred if these errors had not occurred (Bucăţa and Rizescu, 2017). At the final step, I had to produce an action plan basis on the results I obtained during my work and how I planned to put those findings into my workgroup (Gowda, 2020).
So, as team leader, I scheduled a meeting and contacted everyone. My aim was discussed throughout the meeting, and I invited everyone to report any obstacles they were facing. I helped them with their tasks and gave them helpful feedback to improve their work spirit. I had to deal with personality conflicts in a way that benefited my team's working relationship (Sheng and Xu, 2019). Then I had to master delegation, which increased team performance and allowed me to focus on more strategic problems. It is also a great way to build a team (Bonner et al., 2021). To achieve this, I assessed my employees' essential skills and interests before assigning them to a task. Final goal: develop outstanding teamwork among project team members. Any team that wishes to help each other and generate high-quality solutions must be able to work well together. This not only helped me finish the assignment with my employees but also allowed me to develop my leadership abilities, which would aid me in my career (Alvinius, 2017). It improved my problem-solving and communication skills. These abilities will help me succeed in the future.
The Gibbs reflective model, often known as experiential learning, helped me reach my goals. This includes evaluating previous experiences' approaches and employing reflective observation to fully grasp the project's context and weaknesses. First, I need to rewind and analyze how I got the project offer. I would take notes and pay close attention to the talk. To fully comprehend the assignment, I would feel happy and proud of myself, but if I had any questions, I would feel worried and would ask the teacher or my teammates for clarification. This would make me happy. After learning from prior mistakes, I would assess the issues and knowledge learned from past experiences, relating previous blunders to new knowledge gained and thinking up new ideas. Finally, I make judgments about what I learned and how I may use it in my work to enhance my production and attempt new tactics using the knowledge I gained. This reflective model can help me obtain new notions and experiences (Markkanen et al., 2020).
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[bookmark: _Toc89964164]UK Employment Laws
Even for company owners who have to keep up with UK employment laws while maintaining and expanding their businesses, employment law can seem complicated and varied (Golynker, 2015).
[bookmark: _Toc89964165]6.1 Employment Relations Act 1999
Only a few of the many legal rights guaranteed under the Employment Relations Act 1999, such as the right to be represented by a union representative in disciplinary hearings, the right to maternity leave and leave for dependents, are listed below (Ioannou and Dukes, 2021).
[bookmark: _Toc89964166]6.2 Employment Rights Act 1996
Employment rights, including collective bargaining, unfair dismissal, maternity leave, and redundancy, are all covered by this comprehensive legislation, which was developed in the United Kingdom as an update to current labor regulations.
[bookmark: _Toc89964167]6.3 Maternity and Parental Leave etc. Regulations 1999
New parents have certain legal protections when it comes to taking time off work to care for their children (Golynker, 2015). In the United States, employers are required to provide employees with children under the age of 18 with an 18-week unpaid leave policy.
[bookmark: _Toc89964168]6.4 National Minimum Wage Act 1998
Employers in the United Kingdom are required by law to pay a minimum wage that varies according to age and increases every year. Apprentices, on the other hand, are an exception to this rule. Workers who are over the age of 23 are also required to receive the National Living Wage as a matter of legal obligation.
[bookmark: _Toc89964169]6.5 Part-Time Workers Regulations 2000
This law protects you if you have part-time employees who are treated the same as full-time employees under the same conditions (Ioannou and Dukes, 2021). To comply with the law, employers are obligated to provide "equal treatment" to part-time employees, which includes pro-rata holidays.
[bookmark: _Toc89964170]6.6 Transfer of Undertakings (Protection of Employment) Regulations 2006
The Transfer of Undertakings (Protection of Employment) Regulations (TUPE) protects employees' rights in the event of a merger or acquisition. In the event of a merger or purchase by a larger company, employees should have peace of mind knowing that their employment will be protected from loss (Golynker, 2015).
[bookmark: _Toc89964171]Self-Awareness Methods
[bookmark: _Toc89964172]7.1 SMART Analysis
	Goals
	Specific
	Measurable
	Achievable 
	Realistic
	Time Bound

	Improve my communication skills, emotional intelligence,
	Performing in a teamwork in different projects
	Getting a job as a manager
	Taking different projects in university
	Yes
	Yes

	skills to manage time throughout the professional years
	business skills which will help us in me a professional entrepreneur
	Getting more profit in my business years
	There is a set timetable for everything
	Yes
	Yes


Source (Latham, G., 2020)
[bookmark: _Toc89964173]7.2 Learning Style
[bookmark: _Toc89964174]Description
I used the Gibbs model of learning as a lens to examine my own learning style. I am a visual learner who prefers to read or look at photos. I learn and remember visually (Yang and Lu, 2018). Due to my visual learning style, I prefer methods that largely rely on graphics. I like seeing how much I've learned. Visual learner, I'm neat. You often close your eyes to imagine or recollect anything, and if you're bored, you watch TV.
[bookmark: _Toc89964175]Analysis and Feelings
It's probable I'm easily distracted by noises and can't follow vocal directions. In my work, I'm drawn to color and imagery (Rogowsky, Calhoun and Tallal, 2015). 
[bookmark: _Toc89964176]Evaluation and Action Plan
Visual learners can increase their learning by doing the following:
1. Sit near the class's front.
2. I get my eyes tested regularly.
3. Make new vocabulary cards.
4. Put yourself in my shoes.
5. Make a list of key ideas, words, or directives.
6. Explain new ideas via drawings.
7. Things are better organized with a color code.
8. Avoid distractions while concentrating.
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o Not eaough poie, body lungsgs indicsted lack of intest, some ve
contact made

o Confidence is not convincing

o Specific anwess to some questions, others too genecsl

o Comes off a too inexperienced; vague in salling slls

“Appeass to have some commwsication problems
Sille do ot match job desesiption; lacks preparedness in sesessch
Attempts to be profassionsl when responding:

Masses of spesking i comprshansible, st zometimes 2 bit vacless;
Ecequent use of Slles wosds (s, ub, Hke, ate)

Some matusity i evideat (profesons,arsclte, manner)

DON'T CALL US, WE’'LL CALLYOU...

00 - 39

« Resume was niot preseated
o Showed up late snd oz dressed vaprofassionlly

o No poise, poos body lunguaga sad little to o eye contact

o Lack of considence

o Answers to questions sre sot sufficient, relevaat of convincing
o Inexperience is abviou:

‘Doss ot display sklls sad sbilites that aze slevant to the position
Doss ot sgpess to have done say company sesessch and i ganerally
aprepssad

Commes off a: undependsble sad vaprofessionsl

AMannes of spesking i ecleas, jombled or poody worded

Interviewes sesds mose experience and maturity

ADDITIONAL COMMENTS:
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Your personality type is:

Protagonist
ENFJ-T

Mind

This trait determines how we interact with our
environment.

63% c—— 37%
EXTRAVERTED INTROVERTED
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Energy

This trait shows where we direct our mental

energy.

58% 42%

INTUITIVE OBSERVANT
Nature

This trait determines how we make decisions
and cope with emotions.

32% I (63%
THINKING FEELING

Tactics

This trait reflects our approach to work,
planning and decision-making.

72% CEE— 28%

JUDGING PROSPECTING

Identity

This trait underpins all others, showing how
confident we are in our abilities and decisions.

44% I 56%

ASSERTIVE TURBULENT





