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[bookmark: _Toc67948184][bookmark: _Toc68375262]Answer 1: Assess own skills and competencies and write Self-Development Plan
A personal development plan is a process that helps someone to assess their own skills and set goals on honing these skills enabling them to perform better in all fields of life primarily career. It also seeks the strengths and weaknesses of a person as well as discuss about the activities which is required for personal development (Allen, 2018). My personal development plan is given below:
	Goals
	Activities required
	Support and resources
	Benefits of development from  skills gained
	Time scale

	Improve IT skills
	Utilise knowledge on internet to improve my IT skills such as doing courses, reading and watching videos. Also put these skills to practical use.
	Support from my family friends and colleagues etc. Also via internet, books and training courses.
	Improve my efficiency in the work place and education 
	01-09-2021

	Improve communication skills
	Reading, talking / interacting with people, participating in online social media groups especially with people you don’t know. 
	Managers, colleagues, friends and family. Participating in social games with people, social media. 
	Able to make people understand my point of view in a better way, present my work professionally, increase self-confidence
	01-11-2021

	Improve organisational skills
	Planning my time and making schedules, make lists and store information in easy to assess manner
	Journals, diaries, google calendar, apps for task management.
	Less stress, able to prioritize better, taking on big projects, more efficient. Healthy work environment
	30-12-2021

	Improve time management skills
	Prioritise important tasks and schedule writing a To do list, reduce non-essential tasks.
	Different android devices and time management apps. Using time management tool( 4Ds)
	I will be able to complete all of my works in time and meet deadlines without pressure. 
	31-03-2022

	Improve supervisory skills
	Leadership development programme.
	Shadow management staff. 
	I will be confident with my leadership skills.
	30-06-2022



[bookmark: _Toc68375263]Answer 2: The skills which I require for my future employment:
I have some basic skills which can be needed for me to settle my career in this profession. Before setting my profession, it is important for me to assess my teaching or student care skills and other competencies. I performed SWOT analysis of myself and I conducted Johari’s Window after getting the feedback from others I found more about myself and what skills will help me improve my  future employment and help me  progress in my career.
[bookmark: _Toc68375264]Personal SWOT analysis:
Personal SWOT analysis is the best way to evaluate own skills and competencies. This analysis can help me to know about my skills and competencies required in my career: 
	Strengths
	Weakness

	Good communication skills
Team player
Fast learner 
Organized, confident and persuasive
Good knowledge about safeguarding and child protection
	Time management skills
Supervisory skills
Organisational Skills
Technology  skills. 


	Opportunities
	Threats

	CPD Training Courses 
Feedback from students
Experience 
Observation from Colleagues.
	Increasing competition 
Advancement of technology 
New funded  courses in Childcare  



[bookmark: _Toc68375265]The Johari Window: 
The Johari Window is a model that can help me to relate my perception and others perception about me. This is very simple but a useful model for flourishing self-awareness and mutual agreement (Picardi, R., 2018). 
I think this model can help me evaluate and develop my skills especially as this model allows me an overall understanding of how others perceive me and as a result I can get an opportunity to become a better and improved version of myself. 
[bookmark: _Toc68375266]SKILLS:
Technological Skills: I know that, in teaching profession it is important to have basic knowledge about Microsoft office, Microsoft excel, PowerPoint (Vinot and Roger, 2020). For my future employment I also have to learn about electronic presentations, email management, scanner knowledge, computer security etc. In this world, student instructors use technology for increasing productivity, implementing different types of digital tools by which they can ensure student engagement and enlarge student opportunities.
Communication: As a learning support, interpersonal and communication skills play a vital role in my career. My gesture and posture are appropriate. Good communication skills are so much important for me for helping my students to achieve their academic success. I think I have the ability to build good relationships with my students but I should improve my communication skills more. These skills can help me to communicate properly with my students and their guardians as well (Sen, 2019).
Time management: Time management refers to the activities such as planning, prioritizing etc. that ultimately result in ineffective use of time (Seiwert and Woeltje, 2015). There are several tools and models to learn and implement time management. I would apply the 4Ds of time management using the Eisenhower matrix. The 4Ds represent do, delegate, decide, and delete.
Time management is an essential skill to have because it can help me to prioritize my work and get more task done in less time. If I map out my task and time then I can easily consider how much time I have for completing this task. When I could finish my task in less time, then I can keep a time for other activities in the class. (Allen, 2018) and have less pressure to meet deadlines. 
Supervisory Skills: My supervisory skill is good. I think I have much experience about it because I was in teaching profession for many years. I will be supervising my students and take care of them properly. This task will help me growing (Cottrell, 2017) my career and develop more in future. 
I have to improve my above skill which will help me plan better for future development. I can overcome some of my weaknesses by using my strengths and these strengths can help me to get this opportunity to be an outstanding SEN learning support assistant. 
In future I will try to improve my skills and also try to overcome all weaknesses. I could be more observant to my abilities and consider my threats and opportunities.
Organisational Skills: An organised workplace is very important for any organisation. It reflects the employee’s performance, involvement and his discipline. Workplace environment can affect the individual physically and mentally and this can cause their productivity to decrease. This indicates that it is necessary to create a positive working environment as it will cause the employees to work harder and increase their motivation levels as they like working there. This will result into the organisation gaining more profit (Chandrasekar, 2011). Therefore, I need to have excellent organisational skills and make sure my workplace is organised, well maintained, environmental friendly and safe for my students and colleagues.  








[bookmark: _Toc68375267]Answer 3: Assessment of the concepts learned in my module:
I have learned several concepts in my module Professional and career Development. The main concepts which I have learned and feel would be most beneficial to me are listed below:
1. Johari Window 
2. Personal SWOT Analysis 
3. Personality Tests
4. Learning styles
5. [bookmark: _Toc68345337]Mock Interview / feedback 
[bookmark: _Toc68375268]Johari Window:
This module also helped me through understanding the Johari Window model. There are four quadrants and the first section explains about the open or free area. Though this quadrant, I have known my individual actions, behaviors and skill that is known to all. I also learned my different behaviors, skills and attitudes that were informed through my 360-degree feedback and this was not before this activity and this has become possible only through this module (Tasker, 2019). 
6. [image: ]
7. Figure 1 four quardants of the Johari Window (Cottrell, 2017)
The third quadrant is my hidden area which is only known to me but not others and I also understood through this learning about my hidden area though Johari Window. Then I also learned about my unknown area which was totally hidden and this module helped me to find the different areas of that learnings.

[bookmark: _Toc68375269]Personal SWOT Analysis 
Through personal SWOT analysis I have assessed my strengths, weakness, opportunities that I can get and the threat I may face to get the post of a learning support assistant. The depth analysis of my scopes and challenges are stated below:
Strengths: I believe that I am a hardworking individual and I have a quality to build strong relationship to others. I also have excellent communication skills so that I can communicate well with all of my students and also have the ability to handle difficult situation with positive outcomes. I think I have the ability to work as a learning support assistant because I have worked as teaching assistant for several years.
Weaknesses: I have some problems in communication. My presentation skill or public speaking skill is not so good. I can’t easily express anything with body language. I have an excellent time management skill and I always try to do all of my works on time but sometimes I face ineffectiveness during emergency situation.
Opportunities: There are many opportunities available for me to improve my skills and competencies. One of the opportunity are CPD training  through which  I can develop myself and enhance my knowledge . I have the opportunity to get feedback from my student while working as a student’s instructor and by which I can improve my skills and get the job 
(Marlowe, M. and Maycock, G., 2017). I have enough teaching experience this is why I am confident that I can meet all the demands to get this job. The most important is while working with my colleagues I get the opportunity to learn more and get their support to apply the knowledge learnt into my job role. 

Threats: I may face challenges because of increasing competition and changes of technology. The biggest threat for me is the rapidly increasing competition and demand for teaching assistants by schools and agencies as lots of individuals are showing interest for Teaching assistant and enrolling in Childcare and education which are funded as well. 

[bookmark: _Toc68345335][bookmark: _Toc68375270]Personality Test:
I learned through this module about the personality test and also learned how personality test help for future career development plan. It is very important to have a deep understanding of myself for success. This personality test helped me to find my hidden talent and passion and how to address my weakness. So, this module gave a good direction of my strength and weakness through understanding personality test and also provides skills of technological, communicational and supervisory skills.

[bookmark: _Toc68375271]Learning Styles:
 We had done a quiz about what is our learning style in our module. My Result in the quiz was Auditory Learner. However, personally I feel I am a visual and auditory learner but my learning styles depends on what type of knowledge I want to acquire. For quiz, auditory learning style is effective for me. Generally, I prefer visual and learning styles for my overall learning. By completing this report, I have a visual representation of my own skills and competencies which can help me in my career progression. 

[bookmark: _Toc68375272]The Mock interview and feedback:
An interview is a well-organized and structured process which is conducted by an interviewer. Some interviews are semi structured, some are structured and most of the interviews are structured. During my career development I have been to many interviews and have been successful as well. 
My lecturer conducted Mock interview for a position of SEN learning support assistant which lasted for 10-15 minutes, as a candidate I was prepared for all types of complex question.
The first round was the aptitude round when my appearance, gesture and posture were observed. In the second round he tested my verbal behaviour and asked me some questions about my profession. Some questions were directly from my CV.
Most of my answers were marked as good. However, my lecturer pointed out in his feedback that I spoke too fast and should be at a certain pace for others to understand. He also suggested that I should attempt to discuss steps which have enabled me to overcome my weaknesses and mention my strengths as examples. . I learned through this interview feedback how I can focus on my strength and eliminate my weakness. The points I earned in my feedback interview is a good score (70%) for being selected. However, I would have to take my lecturer’s suggestion more seriously and apply them in my future interviews
[bookmark: _Toc67948186]
[bookmark: _Toc68375273]Conclusion
[bookmark: _Toc67948187][bookmark: _GoBack] Personal skill audit and professional development plan are outlined throughout in my reflective portfolio report. It talked about the importance of these skills in professional career development. By writing this report I learnt about my own abilities and skills that can help me in my future employment sector as well as permit me to create strategic and artistic plans for my personal and professional development. 
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