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This reflective portfolio will include an evaluation of my skills and competencies by using SWOT Analysis and a Personal Development Plan, followed by assessing the learning and development training of my team, concluded by a reflection of my learning.
Professional and career development is a process that involves individuals to evaluate their skills. Continuous learning stimulates people’s mind and the willingness to learn is a necessary skill to deal with the rapidly changing environment we live in to have a successful life. (Goodeve and Howitt, 2021)
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A SWOT Analysis helps the individual evaluate its strengths and weaknesses but also discover the opportunities and threats they may encounter.
SWOT Analysis
	Strengths
	Weaknesses

	
· Strong leadership skills which allow me to efficiently supervise and lead a team

· Strong communication skills which help me better understand people and situations

· Strong analytical and problem-solving abilities as I can keep calm and identify the issue by remaining neutral to the situation
	
· Being able to adjust my speech to the audience

· Minimal experience and knowledge in the desired field

	Opportunities
	Threats

	
· Building a strong and effective team which leads us to success

· Building trust and confidence among staff which motivates them to do better

· Being able to identify risks in advance and work towards to reduce them


	
· Affects the way the audience is receiving the message

· May lead to slower processes

· Increased research time and working hours



Personal Development is usually identified as a continuous process of self-improvement and can be applied to both personal and professional life. A study made by the International Coaching Federation revealed that 4% of the candidates became more self-confident, 5% received a more balanced life and 7% left their vices and bad habits behind. (Rosser, 2022)
Identifying your strengths and weaknesses gives you a head start towards your personal development. A next important step is to think about goals and what needs to be done to reach them by using a Personal Development Plan.


Personal Development Plan

	Objective
	Action
	Resources
	Criteria for Success
	Target date

	1. Being able to identify different types of personalities
	Signing up for different awareness courses and reading books
	Internet, tutors, books
	Audience satisfaction
Appraisals with my line manager
	3 months

	2. Improve the lack of experience
	Spending more time across different departments to have a better understanding of the processes
	Shift managers, other teams
	Better results across all teams in the business
Business development
	5 months

	3. Broaden my knowledge
	IOSH Certification

	Tutors and course materials
	End of course examination
	16 August 2022

	
	NEBOSH Certification
	Tutors and course materials
	End of course examination
End of course project
	October 2022



Learning and development training for staff

Training and developing the staff is a crucial factor towards the success of an organisation. The benefits of trained staff are improved morale, need of less supervision, higher chances of promotion and most important fewer accidents and increased productivity. As a new Health and safety Manager at the company, I need to firstly assess and identify staff’s strengths and weaknesses but also to know with which type of personality I have to deal with and what areas need improving.
Before starting the training, I have decided to use some tools to identify what has been said previously. One of them is WorkPlace Big 5 which helps in understanding personalities and behaviours, and provides a concrete basis for self-development, leadership and interaction. Another interesting tool to be using to assess key management personnel is the Leadership Circle profile which is a 360 assessment that measures leadership competencies. (Council, 2022)
There are four major theories of training and development. Theory of learning types most known as Gagne’s Nine levels of learning provide a step-by-step approach which will help me in structuring the training, so the staff gets the most from the learning opportunities. Each level emphasises a method of communication that facilitates learning. Learners are considerably more likely to be engaged and retain the knowledge or skills they are being taught when each stage is performed in turn. First step is gaining their attention and announce the start of the training. Now we need to inform staff of the objective and explain how their learning will benefit them and the organisation, this is the step where the staff becomes more motivated and more receptive to the training. Third step is stimulating recall of prior learning where the team is being asked to bring into discussion previous similar situations they have experienced and connect them to what they are learning now. The team will be presented the stimulus in the fourth stage and the new information will need to be organised in a logical, easy to understand manner. Level five refers to providing learning guidance and helping the staff learn more efficiently by including examples, graphics or approach storytelling. Reaching the sixth stage, eliciting performance, the team will need to be able to demonstrate their knowledge and what they have learned so far. After carefully listening to everyone’s learning experience I now have to identify gaps and provide feedback. The staff is reviewing the feedback because stage 8 requires assessing their performance by tests or short questionnaires. We have reached the last stage of Gagne’s Nine levels of learning, enhancing retention and transfer and now the team is being asked to prove their learning and transfer it to situations. (Gagne's Nine Levels of Learning: Training Your Team Effectively, 2022)
Skinner’s theory of reinforcement focuses on a person's learning behaviour and contends that the learner will repeat activity that is associated with a favourable consequence or outcome. The training and development activities done previously will be linked to a variety of benefits, like as bonuses, pay increases, promotions, and certificate awards which will undoubtedly have a beneficial impact on both the individual and organisation.
Now that the team has received sufficient training and learning materials to fulfil the daily tasks in a more efficient way in exchange of personal and professional benefits, we can look into how to further develop them. According to Carl Roger’s theory of experiential learning experience gives the learner confidence and maturity and increases the knowledge. Moving staff across different departments will allow them to engage with different people and situations and give them the possibility to exchange ideas and experience.
Our company is looking into developing employees to higher roles based on their motivation and input in their day-to-day work by offering them secondment positions for a three-month period. If they are successful at the end of period, their role will become permanent. The theory of Albert Bandura known as the theory of social learning presents a new view of learning such as observational learning. New recruits are being provided an environment where they can spend time with more qualified staff, observe and learn from them.
Applying all the above-mentioned theories are helping the staff and including myself to learn more about the company’s needs, what do we need as individuals to achieve our goals and work together towards a healthy and successful outcome for the organisation. (2022)

Reflection on learning

Kolb’s Learning Cycle encourages us to reflect on our experiences and rather to focus on why we are doing certain things than on how to do it.
During my teenage years I was always thinking of what I would like to do to earn my existence and have a successful life. Since then, I have continuously been switching the domains I have been working in, starting from being a warehouse operative, working in the construction industry and getting promoted to supervisor and after to assistant manager, to trying to develop a career in the IT field. None of these seemed to be working as I was not receiving the job satisfaction, I have always believed in. One day I have seen a job opening for a supervisor at a logistics company and being aware of my leadership and good communication skills so I thought it would be a good idea to go back into leadership. The mock interview done at university and the feedback I have received were a good practice for the interview that was going to come. At the end of the interview the offer I was made was not for the supervisor position I have applied but for a health and safety manager. This was a totally new path I was going to take, with limited experience and knowledge about this domain but my determination to find something that I really enjoy has pushed me to work harder, do more research and sign up for different courses. I found out that at the end on my first week I was going to have an audit on site for which I had to resolve some past issues to pass. Preparing for the audit made me realise that I have met with similar situations in the past and how much knowledge I actually have. Learning for the IOSH and NEBOSH Certification made me realise how easy is to retain information you are passionate about. I have started learning about employer’s duties and employee’s rights, such as the Management of Health and Safety at Work Regulations (MHSWR) 1999 which requires the employer to put measurements in place to control health and safety risks. I have started engaging with the staff for a better understanding of the work environment and gaining their trust. The good feedback I was receiving from each team and how their perception changed after having toolbox talks had a positive impact on the organisation, the team morale and increased my job satisfaction. 
Following Kolb’s Learning cycle has been very useful for me as I have now touched all four stages. Concrete experience where in order to acquire new knowledge I have been actively engaging in multiple tasks which is the key to learning. Reflective observation as in which task I have been undertaking I was always stepping back to see what I learned and how can I develop. Abstract conceptualization by trying to interpret the experiences and make comparisons. Last stage of Kolb’s learning cycle is active experimentation. Here I have decided to go back into leadership with the goal of applying the experiences I have gathered. (Kurt, 2022)
Undertaking this module at university helped me understand the importance of evaluating, knowing and developing your skills is. I can say that I have a better understanding of the key skills and what a good impact trained staff can have on an organisation and I can say that I will definitely share my learnings and experiences to train and develop the staff.
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To summarise there are many modalities to evaluate individual’s strengths and weaknesses one of the examples mentioned above was SWOT Analysis and many guidance’s and theories on how to conduct efficient and long-lasting training. Employers who conduct and follow these types of training are benefiting of engaged and motivated personnel who are working together for a common goal: healthy working environment and a successful organisation.
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