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Introduction
Professional Development is defined as an intentional effort by a person to improve his or her individual effectiveness Winston and Creamer(1998).  
This is a reflective look at my skills and competencies, firstly by doing a Skills audit, in order to make life changing decisions regarding my career route, to audit my skills to formulate a plan of action of how to secure my ‘dream role’ also using the PDP, Swot Analysis tool,  to audit my strengths and weaknesses, assessing the development and what has been learned throughout this process, what will be required, and what measures to put in place to improve and strengthen, and improve on any weaknesses.  The long-term goal is to become a counsellor, I am currently studying for a Certificate in Health & Social Care Skills for the workplace, Diploma, Level 4, course of action, assessing and evaluating the qualifications/skills attained or yet to be attained.  This is an ongoing process to assist and apply to development and growth throughout life.  













Skills Self-Assessment Audit: Question1.
Name: Anne-Marie McDonald                                                          Date: 30th November 2020
 
Reflective Portfolio                                                    

This is a 5 points  scale to assess my skills:

· 1= Very poor
· 2= Poor
· 3= Good/Average
· 4= Very Good
· 5= Excellent

	
	1
	2
	3
	4
	5

	Numerical skills
	
	X
	
	
	

	Information Technology/Digital Skills
	
	
	X
	
	

	Self Management
	
	
	X
	
	

	Communication Skills
	
	
	
	X
	

	Customer Service Skills
	
	
	
	X
	

	Team Working
	
	
	
	
	X

	Managing Others
	
	X
	
	
	

	Literacy Skills
	
	
	
	X
	

	Training/Qualifications
NVQ’s /Certificates
	
	
	X
	
	

	Problem Solving Skills
	
	
	X
	
	

	Negotiation Skills
	
	
	X
	
	

	Personal Development Planning
	
	
	X
	
	

	Listening Skills
	
	
	
	X
	

	Empathy & Understanding
	
	
	
	
	X




Jobs that I would like to have: 
Highlighted is the desired career and main focus:
· Counsellor
· Support Worker
· Care Worker
Skills required to be a counsellor:
· Communication skills
· Interpersonal skills
· Understanding of ethics
· Patience
· Compassion
· Emotional stability
· Knowledge of laws and regulations
· Problem- solving skills
· Computer skills

From the skills audit I have been able to see what skills are already well developed, and what I have excelled at, or had above average as a score, also the areas that require more development.  In order to be a counsellor I will need to continue on to level 5 & 6 which is degree level BSc in Health & Social Care.  On the list of skills that are required to be a counsellor, I have good communication skills (4),  I am Computer literate but this area needs to be developed further (3)  Interpersonal skills, I’ve covered that through team working skills, (5)  relating and interacting with others.  I have empathy for others , an ability to sense other people’s emotions, and an ability to imagine what someone is feeling,(5) this corresponds with having compassion on the list. 






S.W.O.T  Analysis
Specific goal: To become a counsellor

	               S

Communication skills. (4)
Customer service
skills (4)
Team work skills (5)
Listening skills (4)
Literacy skills (4)
Empathy & understanding     (5)
	                                                W

Numerical skills (2)
Managing others (2)
Information Technology (3)
Self- Management (3)
Training/Qualifications NVQ Certificates (3)



	                T
Qualifications & training  
Completing my level 4
I need to complete to move onto level 5, 6 to  reach my desired career as a counsellor.
How long it will take to fully complete the BSc: another 2yrs.  Passing the modules.  Time-Management
Covid-19  means more online studies.
Stress levels
	                                            O
My interpersonal skills could open up new leads as I am able to network very naturally with my peers and the general public.  Networking
Using my creative abilities i.e. through music, this is also another way of being visible to a wide range of people.  Joining the study skills sessions available to improve on my grades.  Also to work on my Self-Management/ PDP this is in my control.  Improve on my weaker skills.  Volunteering for Age Uk: gain experience, opportunities to be headhunted.
Short-term I could complete level 4 and go on to find work within a health & social care setting. (Support worker)








Review and Prioritise

· Using the SWOT analysis tool, it is clear to see the strengths, the key one; having very good communication skills, as this is an essential skill to be able to communicate effectively with Managers ,colleagues and the general public to have work success, but it is a skill that is necessary in life.  It has also highlighted other key strengths but also weaknesses i.e.  Numerical skills are not my strong point, but it has shown where I need to improve, managing others, this is another area where I have had little experience also.  Threat (external factors) to achieving my goal is the time it is going to take to achieve this, it is dependant on passing all modules, the threat of Covid-19  means that it could be a while before we are back on campus: Online lectures, Time-Management has been very challenging too.  The opportunities are there for development and growth, as I can see where I need the training.  I can take the necessary steps to minimise any weaknesses/ threats, Hoffer and Schendel (1978).   I can take study skills, also gaining experience through voluntary work, and through my creative pursuits, these are helpful when networking.   If I complete level 4, I can go on to work within the HSC sector, as a support worker, opportunity to earn whilst gaining experience.  I have identified my personal strengths that will help to achieve this goal, and the weaknesses that could prevent me from succeeding, opportunities that might open up to me as a result of achieving this.  These are the priorities for action  (highlighted): 

· Strengths : Customer service skills
· Weaknesses: Numerical skills
· Threats: Time-Management
· Opportunities:  Networking
It is a strong and positive move to know your weaknesses as one can turn them into opportunities for growth knowing your ‘weakness’ is really a strength.





Question 2
Assistant Manager: Miss Anne-Marie McDonald.  
I have been tasked to devise a training programme for 3 new trainees for Ideal Care Homes.  Firstly when inducting them in, I asked them to participate in a Self Awareness session.  The purpose of the session was to find out how to choose the right training methods for the new recruits, to understand and support them through their development here at Ideal Homes.  This will have positive pay offs’ for all involved.  Using these self awareness tools:
Self Awareness:
· Personality Test= Myers-Briggs scale (1985)
· Learning styles = Fleming (1987) 
Person 1:  Personality test came out as a Consul= Extraordinarily caring people, social and popular, always eager to help.
· Learning style: their learning style came out as being a visual learner, Visual,(spatial) Using pictures, images, and spatial understanding.
Person 2: Personality Test= Advocate or the ‘idealist’ creative, gentle and caring.  Reserved but highly sensitive. (Feeling)
· Learning style: Aural (auditory-musical)  Sound and music.

Person 3:  Personality Test= Consul,  extraordinarily caring people, social and popular.
· Learning style= Physical (Kinesthetic), prefers to use their body, hands sense of touch.
· I found that two of the trainees had the same personality type Consuls  but they had totally different learning styles, aural auditory and physical kinesthetic, sense of touch
            I looked at the different training methods available to accommodate their needs.
           




Training Methods for 3 trainees:
Classroom- based training: This consists of having a qualified facilitator, classroom learning takes place over a period of days, where the employees are taken through presentation slides and activities team building exercises, or through things you need to know about the company.  Plus points a lot of people will be able to take in the advice/information at the same time.  Disadvantages: The cost of hiring out a venue, finding a good location, catering, this could pose an issue.  Induct the trainees in and  this will consist of  incorporating learning styles theories, Personality tests.
· On-The-Job Training:  This is where the employees get to be actively involved in their learning, taking part in the activities attached to their role.  The advantages of this way of learning is that the employee just has to get stuck in, will learn the correct procedure/ way to do things, this is the fastest way of learning.  The downside is that it can feel overwhelming if not used to that kind of environment.
(Job Role: Care worker) 
· Interactive Training: Another effective training method, this involves each person and enables them to be fully engaged in their individual learning journey.  This can be scenario based, games & quizzes, also role play. (Interactive)  Applying these skills in real life situation within the workplace they will be more likely to retain what they have learned. This option could be quite time consuming as the learners might require more feedback/ support than is able to given.
· Social Learning: This is learning from someone through observation, this is not used commonly now. Although it can be very effective, by learning your perspectives and helps with problem solving, but it requires a willingness of the employees to be pushed beyond their boundaries.
· Online Training: This is the most cost effective and it is recognized widely solutions to train people.  This can include e-learning via video’s and webinars.  This makes the process more enjoyable for the participants.
This an important decision to make, as each method will suit one or more of the trainees.
Looking at each individuals personality time and learning skills I have chosen to use is the online method.   This will work at this point in time mainly due to the Covid-19 restrictions.  Although I believe all three trainees will gain from this, Person 1 is very visual, through use of online video’s, PowerPoint, quizzes this will be useful to how they learn.  However according to Butch, K, and Bartley, S. (2002) the most preferred learning style is classroom based especially in adult learning, training and study.
Person 2:  Working in this way would enhance their creativity, I would use a lot of audio, and video’s with music or sounds.
Person 3:  They would have to use their hands to navigate around the online network, although not much movement involved with this, they could be engaged by playing educational video games on healthcare, I feel that it is natural for them to move about spontaneously, naturally, so this might not be such an issue.  

REFLECTION ON MY EXPERIENCE

Before embarking on this ‘journey’ I was an out of work musician, with a deep desire to do something worthwhile for my community, music has been very fulfilling, having exciting experiences, and travelling extensively for one of my greatest passions.  But during my ‘quiet time’  I was unemployed, but I knew at some point either the creative projects would resume, or that I would find some part-time work to sustain myself, however that time stretched on longer than I intended, and I was now faced with the question, what now?  I have always had a social conscience and have always been very willing to lend my support to others, less fortunate or not.  I just thought  where I live and beyond I wanted to share my skills.  I went to my local job centre and they were very supportive, they actually highlighted a skill for listening and my respectful manner, it was then suggested that counselling could be a good direction to go in.  I did not have any previous training in that area,  but when my father passed away in 2008, I had roughly 6 sessions of counselling from a very professional counsellor, I felt an overwhelming sense of gratitude and it was then that the inspiration of wanting to do that role came from.   Through the Job centre, I was encouraged to sign up to a volunteering course, Adult education at Fircroft College, I was also encouraged to find a suitable voluntary role.  Eventually I found Age Uk , I called up to enquire and then I was asked to attend an  interview, and as they found me suitable, I was there every Thursday, I gained a lot of confidence, experience and I found that giving of my time was priceless to them, and by this point I was on that course.  Once completed I felt I wanted to do more and so I set about looking for courses in counselling, I got on to a course after an assessment, but that fell through, as they were low on the numbers.  I continued on, having very similar hit and misses.  This was disheartening, and for a while it got pushed to the back of my mind.  I received a call from a friend that recommended me, I took the assessment and then an interview, I was successful and it brought me on this journey as a mature student to the point of discovering a ‘new’ and improved me.   
 To conclude  I have become more self-aware, the things I already knew about myself have developed into strengths but always with a view to improving on the weaknesses. I have learned that my personality type is a Campaigner (Briggs and Briggs Myers, 2015) and I feel that I embody the strengths and the weaknesses, as on the positive side I have an altruistic spirit, and I am open minded, some of the weaknesses too i.e. overthinking, also  I get stressed out quite easily.  My learning style is auditory, I listen out for the tone of voice and work from how this makes me feel I then I interpret what is meant, I also remember things better in this way.   I have developed resilience throughout this process, with varied results on completion of my assignments.   Even throughout the uncertain, anxious times I have felt a desire to keep going.  I am hoping to reach my desired goal.  Working on my PDP, and adjusting and re-adjusting as and when necessary.
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