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INTRODUCTION
As an overview of the entire report, it will include a deep analysis of my own skills and competencies built through specific tools which are SWOT analysis and Personal Development Plan.
Since nowadays have skills and specific competencies have become essential to progress in your career and complete certain goals, we will analyse the chosen industry and highlight the necessary skills to be an effective manager within the sector.
Therefore, we will assess the concepts that we have learned from this module, such as: setting goals and objectives, the UK employment law, learning theories and the self-awareness methods.
[bookmark: _Toc89777359]What is S.W.O.T Analysis?
A SWOT analysis is a planning tool which seeks to identify the Strengths, Weaknesses, Opportunities and Threats involved in a project or organisation. It's a framework for matching an organisation's goals, programmes and capacities to the environment in which it operates. (CIPD, 2020)
This means that the SWOT Analysis is essential and always used when is needed. But we must specify that the SWOT analysis can also be applied to ourselves. So, a SWOT analysis table about the author and his career will be demonstrated below for a better understanding.
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[bookmark: _Toc89777360]What is a Personal Development Plan?
The aim of creating a personal development plan is to document a process of self-analysis, personal reflection and honest appraisal of your strengths and weaknesses. This should enable you to evaluate the value of the leadership and management training you have received, and to consider your future leadership development. (Managers.org, 2014)
Individuals should continuously develop knowledge, abilities, and experience to attain success and satisfaction in their education, profession, and personal life. This is referred to as personal growth, and it is a lifetime process.
As an example, a Personal Development Plan about myself will be shown below.
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As you can see in my PDP, there are six planned goals, and all have a deadline in 2022. To be able to achieve everything, we need seriousness, organization and commitment.
[bookmark: _Toc89777361]Skills required to be an ‘effective’ Manager in the chosen industry
Be a manager is a very important role. This role requires a lot of organization and often becomes challenging especially because of all its responsibilities.
Managers are most often responsible for a particular function or department within the organization. From accounting to marketing, to sales, customer support, engineering, quality, and all other groups, a manager either directly leads his or her team or leads a group of supervisors who oversee the teams of employees. (Reh, 2020)
First of all, to better understand the role as a manager, I would need to present the chosen industry to be then able to analyze the skills required to practice this role. The chosen industry is GXO Logistics.
GXO is a world leader in providing cutting-edge logistics solutions for multinational companies and blue-chip market leaders. (GXO, 2021)
The daily work of a Manager is full of interactions with individual people or interactions with groups of people, all concentrated on their work. Many managers must respond to emails, complete the report, and do much more work during the early morning or late afternoon. So, managers are always active, and there is rarely a boring moment.

Since this industry is one of the worldwide leaders and very serious when it comes to specific essential roles such as those of Managers, it requires experience and particular skills.
Therefore, to be an effective manager within the chosen sector are required some essential skills such as:
Communication: This skill is undoubtedly the most important because a manager has to work with many people, communicate via email and working remotely. Having good communication skills is also essential because you need to make sure that the message you want to send is clearly received when you communicate with other colleagues. Often, if you do not communicate clearly, problems at work could intervene. Moreover, the best managers with experience know that the best part of communication is listening.
Collaboration: Another important aspect concerns keeping the team united and capable of working together to avoid conflicts. These capabilities depend on collaboration skills because, being a manager, you must be able to collaborate. During work, a manager encounters many tasks to perform and is often unable to complete all the work. Therefore, thank to this skill, he could, for example, delegate the less important job to occupy the rest.
Leadership: As you can already imagine, the role of a manager is a leadership role that must set priorities within his team. Creating a team without someone who leads would be difficult because there is a need for someone with a specific capacity to see all the work from another perspective. However, knowing how to manage this skill is not easy because being a leader must also transmit positive energy and confidence.
Problem solving: Another essential skill is the ability to solve problems related to the workplace. Even if the issue is part of the team or not, a Manager must have the knowledge to intervene when needed by finding a solution to the case. This is a significant skill because a manager could find himself in a critical situation during a shift due to some paperwork issues, production issues, team conflicts, and even more.
Good organization: Organizational skills are required because every task and daily work have to be organized to get all the job done at the end of the shift. Furthermore, being organized makes the work of others simpler and reduces work times. Obviously, managing a team in an organized manner is also good for the business of the company you work for. However, to practice this skill, we need knowledge of the company for which you work to plan the working day and prevent any inconvenience.

Motivational skills: Having this skill is essential for a Manager, mainly because his team must be inspired. Knowing how to motivate employees creates a positive atmosphere that transforms into positive results. This means that if people are encouraged, they give their best because they feel good.
Ability to handle changes: When Managers work for a company, they know what they need to do because the whole process becomes automatic by doing the same job every day. However, a crucial aspect to not forget is that in addition of doing the same work every day, they need to be flexible and be prepared for different obstacles and overcome them without stress because it certainly does not help.

What we have just analyzed, are all essential skills needed to become a manager in the chosen industry. These skills can be acquired in different ways, such as education. Therefore, another way to develop these skills is to be involved in the work environment and build them up. In addition to the degree that gives you fundamental skills, it is good to be aware of other sources from which other skills can be obtained.
[bookmark: _Toc89777362]SMART
During the path of this module, we have analyzed many aspects that help at the personal development. One of those covered aspects is the SMART tool.
The SMART acronym is a tool designed to help organisations and individuals set objectives in an effective and productive manner. Specific and measurable objectives define the success of a project or initiative. Achievable and realistic objectives engage and motivate individuals. Time-bound objectives ensure that all stakeholders agree time scales for the achievement of objectives. (CMI, 2014) 
Specific: The goal must be clear, so there also need the result to be realistic and feasible.
Measurable: This is very important because monitoring progress should be possible to understand when it has been accomplished.
Achievable: Who will get the job done? Does he have the necessary skills? It is essential to know if the person dealing with the work can achieve it.
Realistic: It is Important to focus on outcomes and be able to maintain control.
Timely: It is important to set a target date of the achievement.

[bookmark: _Toc89777363]Self-awareness methods
Self-awareness involves being aware of different aspects of the self including traits, behaviors, and feelings. Essentially, it is a psychological state in which oneself becomes the focus of attention. (Cherry,2020)
Even if it is not a topic too much considered, there are four levels of self-awareness.
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[bookmark: _Toc89777364]Johari Window
The Johari Window is a model that provides a way to increase our self-awareness and self-perception, and it can inspire us to be more authentic, more genuine, and more open, which will help individuals form deeper connections.
It is a two by two mode that gives us four squares.
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The windows come in various sizes, depending on the person, and it all depends on how well people know themselves and how well others know you.

Let us start to analyse each window.
1. Open Area: this represents everything we know about ourselves and everything others know about us
2. Hidden Area: to better understand this window, we might say, “I know, but you do not know”. People keep the information here private or under wraps, like your fears or other issues.
3. Blind Area: in this window, individuals may not realize certain things about themselves, but others know this about them. Information in this square could be positive or negative.
4. Unknown Area: this information about ourselves nobody knows, at least not yet. The information is there waiting to be discovered because in the past when we have had new experiences, we have learned more about who we are that we previously did not know.

[bookmark: _Toc89777365]Personality Test
A Personality Test is one of the ways to evaluate the human personality. This is part of one of the self-awareness methods and can determine an individual's behaviour in certain situations. However, to better understand this method, we also need to know that there are different personality tests. Below, it is been demonstrated the MBTI. 
The purpose of the Myers-Briggs Type Indicator personality inventory is to make the theory of psychological types described by C. G. Jung understandable and useful in people's lives. (MyersBriggs, 2021)
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[bookmark: _Toc89777366]Learning Styles
Learning styles refer to a range of theories that aim to account for differences in individuals' learning. (Wikipedia, 2014)
The learning styles are categorized in many styles. The main styles will be analysed below.
[bookmark: _Toc89777367]Kolb
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Kolb Learning Styles describes the unique way you spiral through Kolb’s Experimental Learning Cycle. There is no right or wrong way on how a learner spirals through the experimental learning cycle and each person has their own preferred path. How a learner enters the cycle of learning depends on his/her individual preferences to learning. Research has shown learning styles are influenced by a person’s culture, personality type, educational specialization, career choice, and current job role/tasks. (da13s, 2019)

                                       Source: WordPress
[bookmark: _Toc89777368]Honey & Mumford
The Honey and Mumford learning styles are four distinct styles of learning. The theory states that each one of us will prefer to learn using one, or at most two, of these different learning styles. (EMP, 2020)
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[bookmark: _Toc89777369]Neil Fleming 
Neil Fleming, an educator, has devoted his career to investigating learning styles and determining how individuals learning through modality preferences.  In 1987, Fleming originally developed his theory working with Barbe’s VAK model. (Atkinson, 2017)
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[bookmark: _Toc89777370]The CV and its importance
A curriculum vitae is a document that demonstrates an overview of an individual's skills and work experiences. This document can be used for several reasons, but essentially it is used to help people find a new job by sending it to employers.
The CV is composed of several parts such as a short introduction of yourself, a list of skills, work experience, an overview of the education path, spoken languages, hobbies and interests and eventually, a work reference.
Often, when you send the CV, it is recommended to attach a cover letter to express the interest for the applied role explaining why you as a person would like to work for that specific company and why do you think you are the right candidate.
[bookmark: _Toc89777371]Career Development Process (CDP)
Career Development helps you build your career by combining what you learn in the classroom with real-life experiences - internships, study abroad, expert résumé advice, and what you can do with your major. (WaubonseeCollege, 2020)
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Each element that composes the Career Development process is being explained in the following table.
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[bookmark: _Toc89777372]UK Employment Law
Employment law regulates the relationship between employers and employees. It governs what employers can expect from employees, what employers can ask employees to do, and employees’ rights at work. (CIPD, 2021)
All the legal aspects that take part of the UK employment law are being explained below.
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[bookmark: _Toc89777373]Reflective report
During the Professional Career Development Module, we have analyzed many aspects demonstrated above in this portfolio. First of all, I can say that all that we have learned is essential and very useful in everyday life because they made me realize how important it is, for example, to be aware of the employment law, that there are several learning styles and it also gave me the ability to set my goals and have a clearer vision of the future and what I want to do. As a professional, these concepts have developed me. As a result, I became more organized and much safer on myself, so I hope to continue and reach the best results.
[bookmark: _Toc89777374]Conclusion
In conclusion, after having analyzed each of the above aspects, we can recognize that being aware of setting goals and objectives, UK employment law, different learning theories, and self-awareness methods can be beneficial in everyday life. Moreover, as I mentioned before, these topics can develop an individual from a professional view and personal perspective.
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Unconsciousness It is the state in where the individual is not
aware of himself and the environment that

surrounds him.
Consciousness The state il which the individual is aware of

himself and the surrounding environment.

Self-awareness

It is the experience of one's own personality
or individuality.

Meta-self awareness

Being aware that one is self-aware
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Reflector Reflectors are people who learn best when they
can observe others and think about what they
have just observed.

Activist Activists are people who learn best by doing.

Pragmatist Pragmatists learn best when they can see how
what they are learning can be put into practice
in the real world.

Theorist Theorists are people who learn best by

understanding the theory behind why
something is the way it is.
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Discover Yourself You can use career development to help
you advance in your career. You can take a
psychometric exam to help you map your
natural abilities and talents to the best job
alternatives available to you.

Explore Options The more options you consider and the
more information you have about the
options, the better prepared you'll be to
evaluate them and eventually make
choices.

Make Choice Think about how you have made small and
large decisions in the past and apply these
strategies to your current career choices. If
making the decision feels difficult you may
want to consider whether you have done
enough self-discovery or career research.

Take Actions Students with internship experience are
significantly more likely to get hired after
college than peers lacking internship
experience.
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RECRUITMENT

The key areas of law affecting recruitment
and selection include discrimination, the
right to work in the UK, criminal records
checks and data protection. When recruiting
staff, employers should understand and
keep up to date with their legal obligations,
making sure their recruitment and selection
procedures comply with the law.

EMPLOYMENT CONTRACT

A contract of employment is a legally
binding agreement between an employer
and employee.
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DATA PROTECTION

Data protection is about safeguarding
important information and making sure it is
used properly and legally. In the UK, the
Data Protection Act 2018 implements the
General Data Protection Regulation
(GDPR) which came into force in May 2018.

PAY AND HOLIDAY ENTITLEMENT

In the UK, the minimum statutory
requirement for paid holiday each year for a
full-time employee is 28 days or 5.6 weeks,
including public holidays (part-time workers
are also entitled to a minimum of 5.6 weeks,
calculated on a pro-rata basis). There have
been significant changes to the law
surrounding holiday pay in recent years,
with regulations now stating that regular
overtime and commission payments need
to be included. The resources here look at
case law and common questions relating to
holiday entitlement and pay.

WORKING TIME

Working hours in the UK are governed by
the Working Time Regulations 1998. These
limit the working week to an average of 48
hours (although there is an opt-out), and
the working day to an average of 8 hours.

HEALTY AND SAFETY

Employers face a wide range of duties and
initiatives aimed at protecting the health
and welfare of their employees.

DISCRIMINATION

Under UK law, it is illegal for employers to
discrimination against employees on any of
the follow grounds: age, gender, sexual
orientation, gender reassignment, marriage
and civil partnership, pregnancy and
maternity, disability, race, religion and
belief.

DISCIPLINE AND GRIEVANCE

Employers require effective and transparent
policies and procedures to manage
difficulties in the workplace and
employment relationship.
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Dismissal occurs when a contract is
terminated with or without notice, a
fixed-term contract ends and is not
DISMISSAL renewed, or an employee leaves, with or
without notice, when they are entitled to do
so due to the employer’s conduct.

Redundancy can be one of the most
distressing events an employee can
experience and should be a last resort. It
REDUNDACIES requires sensitive handling by the employer
to ensure fair treatment of redundant
employees as well as the morale of the
remaining workforce.
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STRENGHTS
Fast learner
Good communication skills
Ability to work under pressure
Teamwork
IT Skills
Problem solving

Getting promoted
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Emotional
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