


1) Introduction - 
In this reflective portfolio, I will start with developing a Personal Development Plan (PDP), then I will use this approach to analyse my skills and competences, as well as use a SWOT analysis. In the second part of the report, I am going to introduce myself as a manager and evaluate my team using a range of different techniques, including the Johari Window approach and a SWOT analysis. In the portfolio's last part, I am going to review and reflect on my learning in open-book assessment, mock interviews, and UK employment legislation.








2.  Personal SWOT Analysis and Personal Development Plan (PDP)

2.1 SWOT Analysis 

A SWOT analysis is a method for analysing these four aspects of your business. Strengths, Weaknesses, Opportunities, and Threats (SWOT) are acronyms for Strengths, Weaknesses, Opportunities, and Threats. It's an approach that can help you analyse what your company performs effectively now and design a successful future strategy. It might also expose areas of your company that are holding you back or that your competitors could take advantage of if you don't protect yourself. It considers both internal and external concerns, or what's happening within and outside your company. As a result, you will have some influence over some of these components while others will not. In any case, once you've found, documented, and analysed as many variables as possible, the optimum course of action will become clear. SWOT may appear to be a simple technique, but when used correctly and collaboratively, it can be highly insightful. You may be completely aware of some of your employee's capabilities, but you may not be aware of how unreliable those talents are until you document them alongside vulnerabilities and hazards. Similarly, you may be worried about some of your company's weaknesses, but by meticulously going through the research, you may uncover previously undetected possibilities that will more than compensate.

My Strengths: 
To begin with, and most significantly, focus and time management are two of my greatest assets. Practically all I do is planned, and I love it. Another of my strengths is my capacity to think on my feet and work under stress.

My Weaknesses: 
My worst problem is that I have a tendency to take on too many responsibilities. I am continuously striving for perfection in everything I do, and when I take on too much responsibility, I feel useless and wretched when things go wrong.

My Opportunities: 
After finishing Level 4 at the UWTSD, one of the fantastic chances I have is to carry on with my studies and obtain a bachelor's degree at the same university in the next two years.

My Threats:
Brexit, the unpredictable times that we live in, shortage of recruits and the inflation






2.2 Personal Development Plan (PDP)
A personal development plan (or PDP) isn't just something your boss has you do before your yearly review; it's also the rock that keeps your dreams and goals in sight. A strong plan provides direction, assists you in mapping out a path to your version of success, makes better decisions, and prevents you from sliding backwards. If things go wrong, you'll be able to develop strategies and get back on the right track with the support of a solid strategy. A defined approach is also beneficial to your mental health because it gives you a feeling of purpose, which may help you cope with stress and concern. So, whether you haven't considered wherever you need to go or if a five-year plan isn't for you, now is the time to contemplate who you want to be and where you want to go in the future. It's relatively easy to understand to get organised and find out what you want after finishing university or if the jobs market isn't what you expected.

My short-term goals are to graduate my current level 4 course in the UWTSD and to make a good overview of my future opportunities and the skills that I learned during the one year course. My long-term goals are to progress in the next step with my education graduating level 5 and level 6 which will lead to obtaining a bachelor’s degree and once I do that I can start looking for a better job and develop in my future career.



3. My employer has elevated me to manager, and one of my tasks is evaluating my staff' training and education training.

The Johari Window approach will be the first one I utilise.
It's a method for assisting individuals in better understanding their connections with themselves and others. It was created in 1955 by psychologists Joseph Luft (1916–2014) and Harrington Ingham (1916–1995) and is widely utilised in self-help groups and commercial settings as a heuristic exercise. The name "Johari," which is a mix of Luft and Ingham's first names, was given to their model by Luft and Ingham. Participants select a number of traits from a selection that they feel best describe their own personality during the exercise. The subject's classmates are then given the same choice and instructed to pick an equal amount of adjectives to describe the subject. According to philosopher Charles Handy, this principle is known as the Johari House with four rooms. The first room symbolises the way we and others see ourselves. Others may see elements in Room 2, but we do not. Room third is our hidden domain, which we are aware of yet keep concealed from the rest of the world. The fourth indicates that aspect of ourselves and others neither we nor others are aware of. The following are the four quadrants:

Open or arena: Both the subject and the peers picked adjectives for this cell (or quadrant) of the grid. These are qualities that the person and his or her peers notice.
Blind: Here are adjectives that were picked purely by the subjects' peers, rather than by the subjects themselves. These show what other people perceive, not what the person understands.
Façade: The respondent picked the descriptors in this quadrant, but none of their classmates did. These are things that the subject's peers are either ignorant of or would be untrue if the subject's claim were not true.
Unknown: Here are characteristics which neither the person nor the peers picked. They denote the subject's activities or goals that no one else is aware of—either because they don't relate or because these characteristics aren't recognised collectively.

SWOT Analysis is the second method that I will use.
You should review your procedures on a frequent basis in order to ensure they are as effective as possible if you want to run a profitable firm. While there are various methods for analysing your company, conducting a SWOT analysis is one of the most effective. A SWOT (strengths, weaknesses, opportunities, and threats) analysis is a strategic tool that may help your company overcome hurdles and identify new chances. A SWOT analysis' main purpose is to help businesses gain a comprehensive grasp of all the factors that go into choosing a course of action. "It is hard to effectively map out the future of a small firm without first examining it from all perspectives, which includes an extensive look at all internal and external resources and risks," "A SWOT analysis does this in four simple phases that even inexperienced business managers can grasp and accept."

Personal Development plan is the third method I will use.
Learning, according to PDP, is a lifelong and life-wide endeavour. Learners may benefit from the PDP process if they want to increase their capacity to comment on their own educational success, as well as plan for their personal, educational, and professional development. This is a basic learning process that is required in the school system as well as many workplace and continuous professional development settings.


4. Using Gibbs' Reflective Cycle technique, I will analyse and reflect on the mock interview I had this term. It gives you a framework to analyze events, and because it's cyclical, it lends itself to recurrent encounters, helping you to understand and prepare from both great and negative situations.

4.1 Description
We were supposed to split from virtual examinations for a job of our choice in week 7 of this semester. Our instructor, Ms. Sujeewa Herath, was in charge of the interviews. It was done on the internet, and everyone in our group contacted the lecturer, who did the interview for 15 minutes while cameras recorded it. A week before the interview, we also created cover letters, CVs, and job adverts.


4.2 Feelings
Before my interview, I had a huge amount of work to accomplish. I chose an appropriate position to apply for and prepared a cover letter and curriculum vitae. I was quite delighted with this interview since I saw it as a good chance and learning opportunity because I knew our teacher would provide me with advice and I would be able to identify and correct my mistakes. Throughout the interview I was calm and ready and I was able to control nerves because of my previous experience. The most effective way to increase one's self-esteem is to be well-prepared. Many interviews use a series of questions that have been pre-written; I went over a few of them and tried to come up with my own before the interview.


4.3 Evaluation
One element in which I succeeded was that I fulfilled all deadlines. I was also well-dressed and cheerful. I established adequate eye contact, gestured appropriately, and communicated effectively. I displayed a thorough understanding of the job function and the organisation. "Tell me about yourself," I was asked during my interview. I didn't convey my strength effectively enough, which is a very important component of the procedure. My total preparation was outstanding.

4.4 Analysis
One of the most crucial components of the hiring process is the interview. When a potential employer asks you to an interview, it means he or she is considering employing you. Sitting to a job interview is usually regarded as one of life's most stressful situations. There will be less anxiety if we prepared for it, as previously said. Every person has a set of standard inquiries, as well as a set of common replies, that they want you to respond to. I watched a few movies with situations and requested some of my older friends who had more experience than me to tell me about their own scenarios and happenings.


4.5 Conclusion
When I have an interview, I've learned that I should always be prepared, well-dressed, and cheery. I've discovered that I must always be ready, well-dressed, and cheery when I have an interview. Also, I need to apply for a suitable employment opportunity since, depending on our abilities and knowledge, we are best suited to one job vocation than another.




4.6 Action plan
I'll consider my strengths and weaknesses and communicate them as simply as possible. I'll also create a key questions to ask my potential employer and do comprehensive research on the company I'm applying to. When I have another interview in the future, I will use the criticism from the instructor to clarify and remedy my mistakes. One of my errors was failing to communicate my benefits as extensively as I should have. I'll pay attention to the advice and good feedback that I was well-dressed and welcomed people with a smile, which is a vital part of a successful interview.



5.  Using the John Driscoll Model of Reflection, I will examine and reflect on my open book assignment during Week 3 of this semester.

5.1 What did I do during the class?
A week before the project, the lecturer assigned us a case study to read in order for us to become acquainted with it. She gave us two hours to respond to a specific question with 500 words. "What are the vital employability skills that are becoming increasingly important, and why?" is the question I picked.


5.2 So what I did?
As a consequence, I was able to speak about the critical job skills that are in high demand today. I previously argued that the talents required by companies in 2015 are no longer required. Because things have evolved since then, active learning, flexibility, and digital skills are now the most sought-after employment abilities. I went through each ability in detail and highlighted why it is so important in today's world.


5.3. So what I will do? 
Some of us don't have enough time to notice how quickly things change, and I believe this was a chance for me to take a step back and consider what is most important now, particularly in light of the Covid outbreak. We need more technological abilities to handle them efficiently because the bulk of job opportunities, courses, and training are becoming available online. I'll begin improving my existing skills and want to be a competent, experienced, and knowledgeable future job candidate.
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