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-Comparison of Job Adverts
This task compares a Care Assistant role at Helping Hands with a Care Assistant role in a residential care home, in order to identify key skills required in the care sector.

Both roles involve supporting individuals with daily needs, including personal care, communication and emotional support. However, Helping Hands focuses on domiciliary care, while residential care takes place in a structured care home environment.

Communication is one of the most important skills, as care assistants must interact clearly with individuals, families and colleagues. Empathy is also essential, as it helps build trust and improves care quality. In addition, teamwork is important in residential settings, while time management ensures tasks are completed efficiently.

From my experience in a managerial role, I have seen how communication and organisation improve teamwork and reduce mistakes. Overall, this shows that these skills are essential across different working environments.
-Self-assessment and Reflective Analysis  (SWOT ANALISYS)
	Weaknesses
- Lack of confidence in interviews
- Need to improve academic writing
- Limited theoretical knowledge
	Strengths
- Strong communication skills
- Good organisation and teamwork
- Able to work under pressure

	Opportunities
- University workshops and training
- Applying theory in work
- Career development support
	Threats
- Competitive job market
- Balancing work and study
- Work pressure


Reflective Analysis (Gibbs Reflective Cycle)
Description
During this module, I developed my understanding of self-awareness, CV writing, interview preparation and employability skills.
Feelings
At the beginning, I felt nervous, especially in interviews. However, over time I became more confident.
Evaluation
The module improved my confidence and helped me understand employability skills. I also identified areas for improvement, such as academic writing.
Analysis
Employability includes skills, knowledge and personal qualities (Yorke, 2006). During this module, I developed my understanding of self-awareness and used tools such as SWOT analysis.

I also explored recruitment processes and improved my understanding of communication and workplace behaviour.

For example, in my job I managed a situation where communication was unclear. I organised the team and improved task allocation, which helped performance.

This reflects Kolb (1984), as I learned through experience. I also identified that I am a practical learner but need to improve my theoretical knowledge.

Conclusion
I developed a better understanding of employability and the skills needed for my future career.

Action Plan
I will continue developing my academic writing and confidence, and apply my learning in my workplace.
-Personal Development Plan (PDP)

	
	Short-Term Time Frame 

What do I want to 
accomplish in the next 
three to six months?

	Mid-Term Time Frame 

What do I want to 
accomplish in the next 
six months to two years? 
	Long-Term Time Frame 

What do I want to 
accomplish in the next 
two to three years? 

	Section 1 - My Goals  
 
What are my overall goals that I want to accomplish in this time period? 

 





Example: become a Student Affairs Officer; learn computer graphics 




	
	Improve my academic writing and Harvard referencing skills
Develop better time management to balance work and study

Increase my confidence in academic work and participation

Attend university workshops and training sessions
	
	



	
Successfully complete my Business Management degree.


Apply business theories in my current managerial role.




Gain more responsibility and develop leadership skills at work.






Build a stronger understanding of business concepts
	
Progress into a senior management position.


Lead larger teams and contribute to organisational decisions.



Develop strategic thinking and leadership skills.






Achieve long-term career growth and stability.

	Section 2 - Skills and Knowledge to be 
Learned 

What specifically do I need to learn? What project do I need to work on? 
 
 

Example: Student advising; 
Banner; Dreamweaver; develop a procedures manual 




	Academic writing and Harvard referencing 




Basic Business Management concepts (e.g. leadership, communication) 


Time management techniques to balance work and study 


Confidence in academic tasks and participation 

	Deeper understanding of business theories (e.g. organisational behaviour, management functions) .


Application of theory to real workplace situations. 



Advanced communication and leadership skills 



Problem-solving and decision-making in a management context 

	Strategic management and leadership skills.
 

Advanced knowledge of business operations and organisational performance. 


Ability to lead teams effectively and make informed decisions. 

Professional development for career progression into senior management

	Section 3 - Next Steps
 
How am I going to acquire the skills and knowledge? How am I going to do this project? 
 
 

Example: take Dreamweaver class; do an 
informational interview; set up a project outline 



	
Look into the website 

Attend university workshops on academic writing and Harvard referencing.



Use a planner or digital tools to organise study time and work responsibilities.



Seek feedback from tutors and apply it to improve assignments.


 Practice communication and confidence through participation in meetings and class discussions.
	
Read academic books, journals, and lecture materials related to Business Management.
Apply business theories learned in class to real situations in my managerial role. 

Take part in workplace training and development opportunities. 

Continue developing leadership and problem-solving skills through work experience. 

	Apply advanced business knowledge in managerial decision-making. 
Take on more responsibility and leadership roles at work. 

Engage in continuous professional development (CPD) 

Build professional experience to support progression into senior management.
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