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Introduction
On this portfolio I am going to reflective what I learned from this module. In the first part, I am going to use SWOT analysis make a personal develop plan table. Then I am going to put my shoes on manager, and defined as a manager what skills I need improve. The last part I am going to introduce how I going to prepare CV and interview, which we learned on this module, for the future, and the employment legislation which was learned on week 8.
Here is my personal develop plan table
	Development need area
	Learning
opportunity
	Formulate an action plan
	Under the development
weakness

	What have you learned?
strength
	How much different has this made to you do your job?

	English Language 

	Education 

	I want to continue the education,
Increase the listening and speaking
And this will take two more years.
	Don’t be shy, try to communicate with classmate or lecture.
Listening carefully through the education or from media.
Reading more English materials.
	Past one year I understand most speaking, and encourage me speak more, and can do the prestation, which is a big step for me.
	Have more confident to communicate with others, and can express my idears fluent.

	Working skills
	1.Training 
2.Support by manager or colleagues


	I am going to improve my communicate skills and problem solve skills.
These will take 6 months
	By training can get the specify skills which is the work need, use the communicate skill and problems solve tools into the working life.
	In the past year, I have learned how to improve the teamworking and the problem solve form the university  
	These skills are very important for both working and life. Good communication can make things easy and make everyone happy, and I need to put all these skills into the real life.


Skills required to be effective manager
Manager takes an important role in the working team. The manager must have the wisdom, can plain or think about future. He must be SMART, Specific, Measurable, Attainable, Relevant, Time Based. A good manager has good management sill, can easily solve the problem, effective working with less stress, so that save the time or energy for other job. Having a good relationship with all stuff, like oil can solve all conflict smoothly. So, what skills do I need improve if I am a manager?
People management skills 
If I am a manager, I must have good vision, I should know every team number’s value, and encourage team numbers contribution the team. I must clear know what team goal is, can find out the right position for different stuffs, let them know their own responsibility, induce the conflict. I should understand as team numbers if their value has been conformed, they will put all their energy into work, and they will clear what is their role in them team, what is their duty, and they will take their responsibility. This will help reduce the conflict and have effective working.
I will give the opportunities to encourage the team numbers to express their opinions and evolve a solution. When I set up the targets or planning, I will ask them to give the ideas, and allows team number set up their own goal for achieving. I try to treat all numbers fairness, polit and consideration. Also, I need notice and thanks for everyone’s contribution and give the reward if possible.

Communication skill
To be improve my management skills, I should have a good communication skill. Through the communication with team number find their value and solve their problem, which will help them working more effective. I understand a good communication skill will help create an open atmosphere. When the people feel relax, they will happily talk with me, share with their ideas, so that put their case into the easy way, will help me control the situation. To improve my communicate skill, I can use body language, like eye contact, touch, smile, which also can let them know you like to listen to them, and you respect them. Using the friendly polit manner, speak nicely. All this will let them trust me, can listen to my plan, and like to give feedback. All this will help we find out which parts need improve, and which part need pay an attention. 
Negotiation skills
Negotiation is normally involving two sides which competing interests. It happens between managers, colleagues, suppliers, and clients. It takes an important role in the management. It happens in my everyday working, like in the health social care I need decide which way will be suitable for different client, if I meet difficult client as a manager how can I dealing. If the stuffs have the conflict how do I solve. I need practice and practice every moment.
As a manager I must clear what is the future goal, and to gain this what is the aim now? Having to find out what is the benefits and image what will be look like, and all this will help me to negotiate strongly. I must think the bottom line: what is the minimum we can accept? This will always below our expect. So, I must know what I want from the situation. As a manager I should always put team’s benefit in the first place. Find the best solution, and clear what our idea outcome. Besides, the negotiation needs me to weigh up many possibilities, which is evaluate the situation, and accept the outcomes.
Problem – solving skill
No matter what job it is or how big the team is, there are many different problems appear every second. As a manager I must find the problem and find the right solution.
I can use SWOT or Fishbone to find out the root of problem and P-M-L to solving the problem.
SWOT analysis is used to define the strengths, weakness, opportunities and treats in the organisation, so that managers can clear understanding the strengths, weakness, and focus managers build the opportunities and notice the threats. It is a tool used for future planning, management can through SWOT analysis build the development of strategic thinking. (SWOT analysis, 2020) Fish bone diagram is also called: cause- and- effect diagram. It is used to identifies many possible causes for the problem. This diagram can help simplifies the problem and easy to use and solving the problem properly by illustrating many possible causes.  This diagram encourages every stuff give the ideas, working as a team which will increase stuffs responsibility5 for the work. ( Startup Guide IONOS,2020)
I can use P-M-L method find the best solution. P-M-L is a decision-making tool.  P-M-l method through consider what’s good about the idea, the bad point about the idea, and the interesting or possible then work out each choice score, finally get the best decision. It is a brainstorm, which is used to investigation of ideas from more than one sides. That will help make the decision quickly.
Mock interview
This was happened in week 6, which help us understand more about the interview, and how to sell ourselves better. I think it was a big help for my future career. 
CV and cover letter
Before the interview we need prepare the CV and cover letter. This is my first time think about what my advantage and disadvantage are, and how to use my disadvantage change into opportunity for the specific work. This is more like SWOT analysis. When I wrote the cover letter, I remember lecture said CV need short/ brief, to the point, quick glance highlighting the quality for the job. The CV need longer, highlighting specific skills/ expertise. The CV needs neat, clearly, and easy to read. It should not show your disadvantage, and need list out all advantage relate to the job. On this part of prepare the CV and the cover letter give me a big help for the future active. In the future if I look for the job, I will know how to write the CV and cover letter effective. 
The interview
Then is interview, we must understand what is interview? Lucky, we learned in week 5, the interview is a face-to-face conversation which is help employer decide whether I  have ability to this job and perform well. As this is a face-to- face conversation, so I must dress formally and light makeup. On the mock interview I got 3 point which meaning good. I think in the future interview I will dresses well as it is other way to show respect, and let the employer know I really care this interview. Another thing need pay attention is always 10 to 20 minutes early than the interview time, don’t be late. If you late employer will think you are an unpunctual people. During the interview we need always keep the right posture like sat up straight, and hand and facial movement naturally.  I got 3 points on this section as I was nervous.  In the future interview I will try my best let me relax through deep breathy and listen to some music. The first impression is very important, we must pay an attention on these. For the STAR/BAR format, I get 1 point which is very poor. SATR model are behaviours questions. They are what will you do in the situation and how you deal this. When we answer these kinds of question, we need use STAR model (Situation, Task, Action, Result). This STAR model really helps me to answer the question about the verbal behaviour. On the future interview, I believe on this part I will gain more point.
Employment Legislation
On week 8 I learned the employment legislation. On this part I first time understand what employment contract is, and what should include in the contract. When I read the contract in future, I should read carefully, and find out what right to be given, and working time, holidays, and hour rate, if it includes illegal dismissal, or on what situation they will give me notice, whether they have loss-of -job indemnity. Another thing I notice is health and safety at work. I have right the report to if I find the working environment is not safe. I can ask them providing safety information and training, or give me the risk assessment. All these concepts will help me find out what is my right as an employee and what need I notice before sign the contract.
Conclusion 
From this module I really learn a lot for my career life, I made the personal development plan which help me easily find out what is my short plan and what is my lone term plan, what is my weakness and strength. Also, I learned as a manager what skills do I need improve. Which will help me develop career. This module also teaches me how to prepare the CV and the cove letter, and what need pay attention for the interview, what is my legislation which mind me read the contract properly. All these are very important for my future career.
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Resume was printed and presented in a professional
manner

Showed up on time and in attire that was mostly
appropriate

Displays some skills and qualities that match the job
description

Asks some thoughtful questions and shows some signs of
having done research on the company and position

* Decent poise, body language and eye contact e Interviewee is usually professional when responding
e Somewhat confident e Clear manner of speaking; used some filler words (um, uh,
* Provides specific answers to questions like, etc.)
e Sells some skills * Noticeable maturity (professional, articulate, manners).
WE MIGHT HAVE HIRED YOU, BUT... 40 - 59
e Resume was not presented or needed work e Appears to have some communication problems
e Showed up late and/or dressed semi-professionally e Skills do not match job description; lacks preparedness in
* Not enough poise, body language indicated lack of interest, research
some eye contact made e Attempts to be professional when responding;
e Confidence is not convincing e Manner of speaking is comprehensible, but sometimes a bit
* Specific answers to some questions, others too general unclear; frequent use of filler words (um, uh, like, etc.)
e Comes off as too inexperienced; vague in selling skills e Some maturity is evident (professional, articulate, manners).
DON’T CALL US, WE’LL CALL YOU... 00 - 39
e Resume was not presented * Does not display skills and abilities that are relevant to the
e Showed up late and/or dressed unprofessionally position
* No poise, poor body language and little to no eye contact e Does not appear to have done any company research and
e Lack of confidence is generally unprepared
« Answers to questions are not sufficient, relevant or ¢ Comes off as undependable and unprofessional

convincing
Inexperience is obvious

Manner of speaking is unclear, jumbled or poorly worded
Interviewee needs more experience and maturity
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Mock Interview Grading Rubric

Date: 01/11/21

STUDENT: LIJUN WU

INTERVIEWER: ADE

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average,

2=Poor, 1= Very Poor

5/4 |3 (2|1 Comments
FIRST IMPRESSION
Showed up on time O x| O/ojg You showed up with a smile and maintained good eye contact
greeted B x|/ B|BB
Haq resume(references and offered ol x|lololo
professional copies
Greeted and maintained eye contact O x| O/ojg
Dressed appropriately oo x|0/0
Posture (sat up straight, etc.)/Hand and facial ololx|olo
movements were natural
You spoke clearly at reasonable volume and demonstrated fair
knowledge of the company, but most of the time you were drifting
from the questions. In subsequent interviews, try to listen more.
You also appeared nervous, you need to improve your confidence
and learn how to use STAR model for behavioral interview
questions.

Likewise, in answering questions on your ‘weaknesses’ try to
identify weakness(es) that still communicates strength(s). This will
show the interviewer you are self-analyzing enough to know your

area of opportunity
Always ask relevant question(s) (such as the future of the
company; plans to invest in its employees’ training & development)
from your interviewer; this will show how much you are interested
in the job, the company and this will also help you to have better
VERBAL BEHAVIORS knowledge of the company
Demonstrated knowledge about the company oo x|0/0
Answered questions completely, yet briefly oo g|x |0
Ut!llzed STAR/BAR format for Behavioral olololal x
Questions
Understood company needs/Emphasized olololx|o

qualifications
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Skmlanderstood position/Pointed out work related ololx|olo

Displayed enthusiasm oo x|0/0

Focused on strengths; avoided weaknesses oo x|0/0

Acted in a polite manner oo x|0/0

Referenced specific items on resume oo ojg)«x

Responded to questions promptly, but not olololx|o
hurriedly

Asked appropriate questions of the interviewer |0 |0 | O | O x

Spoke clearly and at a reasonable volume O x| O/ojg

Avoided use of filler/empty words, slang, etc. oo o= |0

INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO
‘ CONFIRM COMPLETION OF INTERVIEW. L
OVERALL PREPARATION oo|x|0|0
ADE 01/11/21

POINTS AVAILABLE
100
POINTS EARNED 55%

GRADE 7.5/15

HOW YOU DID:

TOTAL SCORE RANGE

YOU’RE HIRED!!!

70 -100

e Resume was printed and presented in a professional
manner

e Showed up on time in appropriate attire

* Demonstrates confidence through voice, body language,
and eye contact.

* Provides detailed and specific answers to questions

e Sells skills and references previous experience

Clearly explains how skills and qualities match the job
description

Asks thoughtful questions and demonstrates preparedness
Maintains a professional attitude and demeanor

Very clear and concise manner of speaking; avoids use of
filler words

Demonstrates above-average maturity (professional, articulate,
manners).

WE’RE CONSIDERING YOU...

60 - 69





