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[bookmark: _Toc68281107]Reflective portfolio: Personal Development Plan (PDP)
This an Audit report of my skill and competence, to Audit these skills I will be using analytical tools such as SWOT analysis. A personal development plan is the means of setting up aims and objectives or goals that are seen as outermost or unnecessary for working life, these could be in short, medium, or long terms goals. (Morgan,2017) 
	What do I want to learn? 
	What do I have to do?
	What support and resources will I need?
	How will I measure success? 
	The target date for review?

	knowledge of leading as leadership


	Complete leadership training course and development program
	Advice from my Line Manager and team feedback
	Courses Assessment evaluating assess performance and potential 
	Ongoing throughout (2021 -2023

	Build confidence as a leader
 
	Volunteer to lead ad-hoc cross-functional projects to build credibility and experience as a leader


	 I need support from my line manager 
	Feedback from the team that I have work with 
	The end of the project 2023 

	Improve planning/ decision-making skills as leaders

	 Use this in a working environment to speed up and improve complex decision making
	Use training opportunities and revision. 
	Good course report
	Obtain certificate


The following are my skills and competence Communication skills Leadership skills Presentation skills, Time Management Skills, and Problem-Solving skills, these skills are needed in my future career as a manager care home. 
I will be using SWOT analysis to Audit the above skills and competence which will bring out my Strength Weaknesses Opportunities and Threats, that will help me to achieve my targets and help me in acknowledge my strength and opportunities and remove the weaknesses and Threats within me. For example, I believe I have acquired appropriate skills and qualities to become a successful leader, such as communication, I can professionally express myself within group discussions and through public speaking, I can also demonstrate good written communication through presentations, reports, and essays. However, currently, I lack the experience in formulating direction effectively and clearly for the organisation’s employees which is my weaknesses. 



       
[bookmark: _Toc68281108]Employability skills required for your future employment
[bookmark: _Toc68281109]1.1 Leadership skills
 Leadership skills: is the capability to inspire and coordinate other people to attain a shared goal. (Stella Cottrell,2017). I believe that I have acquired appropriate skills and qualities to be a successful leader like empathy, patient, and good listening skills, I can professionally express myself, however currently lack the experience to formulating direction effectively and clearly for the organisation employee in the future, lack of confidence and poor communication is my weaknesses.in other to succeed as a good leader in the future I need to develop the leadership skills that will help me transform my professional and personal life. As I work toward developing my leadership skills, I will become more accustomed to my strength and weaknesses which develop self-awareness and the ability to relate to others.
With a clear idea of my strength and weaknesses, I am ready to take action to make a game plan combine with my leadership style to build my self-confidence this I will do by taking a step of doing additional volunteering duties for example standing in for my manager when he or she is absence also practice some communication technique.

















[bookmark: _Toc68281110]Presentation skills

Presentation Skills is one of the fundamental skills that are needed by an employer, giving presentations in front of the audience can be quite scary for various motives, for example, the fear of the unknown, or what the audience will be thinking. However, the capability to give a good presentation is a fundamental skill which will be useful to me in my future endeavour.  Presentation is therefore a verbal delivery of information to attain a specific purpose. Duarte, N. (2012).
I am presently good at structuring my presentation, voice and visuals contact, and standing in front of the audience to present a speech without not scaring or fear of any kind is my strength, but the ability and the concept of being a successful presenter and the techniques of keeping the audience to pay attention to me are my weaknesses. Therefore, I need to develop my presentation skills to become a good presenter in my future employment such as Hooking, flagging, bridging, and looping these four techniques are used by great presenters in keeping their audience's attention. 
With a clearer understanding of my strength and weaknesses, I need to take an additional step to build on my presentation techniques by attending conferences where there is a great presenter and watching great presenter's video, these will help me to be confident in taking my future employment. 











[bookmark: _Toc68281111]Communication skills
Communication skills are basic skills to succeed in many aspects of life for many jobs need people with good communication skills. Effective communication skills are necessary for the health and social care sector, as a social worker we interact with a diversity of people, the idea of communication skills include a desirous feeling of listener awareness and the presences of personal attributes. (Sen, 2007)  
Effective communication skills are capable of able to communicate an idea to the people who do not necessarily understand a particular concept, and ability to listen to conflicting views and idea are my strength, 
The rate at which I am going without much help to develop my communication skills it is going to be difficult to secure better employment in future, because there is another area that makes up effective communication skills such as written communication, critical software skills, and maintain a positive attitude and smiling, these areas I need to develop, I need to build on my written communication, software skills as an employer are expecting minimum proficiency in Microsoft office from the employee.
















[bookmark: _Toc68281112]Problem-solving skills
Problem-solving is a vital skill in any context, in my future employment I could manage any challenging situation that may arise at the workplace productively and positively. Problem-solving is key then to improve my ability to find solutions to complex problems in planning for my future workplace or employment.
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Now that technology gradually taking over nearly every job require the use of a computer to some extent, many employers need more extensive computer knowledge, so including this qualification of computer, literacy skill is vital to convey to my employer that I am familiar with the basic computer at minimum. Computer literacy skills this include being able to use word processing, spreadsheet these are my strength, but the areas of data visualisations I need to develop on, for my future employment.
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[bookmark: _Toc68281115]2.1 Professional Career Development 
 professional career development offers the structure with skills, awareness, performance, and goals that help people to move in the right part of their career and to achieve their goals. This module has built my confidence and ability also value to provide the workplace of my choice, I have learned in this module the following approach like Personal Development Plan, Self-Awareness, Career development, Exploring Employment trends and opportunities, Writing CV's and Facing Interviews, Employment Regulations and exploring the alternatives available after my graduation. The practicality of these concepts which I have learned would at the same time assess the ways to apply them in real life. 





























[bookmark: _Toc68281116]The personal development plan is the procedure of setting up aims and objectives or goals it is a way of discovering people's capacity, potentials by way of self-examination. This could be in short team, medium, or long team goals of your career. PDP helps people to think about where they are now, where they intended to be, and how they can get there. With the help of PDP, we can build up skills like self-awareness, capacity to learn, adjustability to change, and good time management. Personal development is a continual lifelong activity of nurturing (Routledge and Carmichael,2007).
Based on what I have gained from this module about Personal Development Plan it will enable me to consider where I am now, and where I will be in the future and how to get there and build up transferable skills and my learning capacity, because of vital concepts. And the importance of the personal development plan learned in this module, gives me a clearer understanding of who lam, the skills I possess, and how to improve it the ones that are necessary which I need to possess. PDP motivates me because the things I thought were impossible can be achieved with I careful plan. 
















[bookmark: _Toc68281117]Self-Awareness is having a transparent and practical perception of who you are, self -awareness is not about hidden the deep secret about yourself, but having a better understanding of who you are, what you do, how to do it, and the effect of what you do to others. (Morin, 2011) Self-awareness is closely related to both feelings, intelligence, and success that help us to accomplish goals because it is possible for you to consider your strength and weaknesses when setting goals.
In this module, I have acquired the knowledge of self-awareness and some of the tools of improving self-awareness like the Johari window, Personality tests, and learning style.
Johari window, sometimes we hide what is not good about ourselves, and times people do not tell us what we are because they do not want to upset us. These concepts led Joseph and Harry to develop what is known as the Johari window. (Gaw, 1976) 
      Known to self      Unknown to self
	   ARENA                             

	       BLINSPORT                         

	      FACADE
	UNKNOWN


Known to others


Unknown to others

       
Sources Morgan 2017 

What we know about ourselves and what others know about us is the Arena, Example is people can see what we struggle with and what we excel at what we know about ourselves but what others do not know about us is the Facade. An example is people we work with might see us differently from our family and friend, what we do not know about ourselves, but others believe about us is the Blindspot this consist of the skills which you have but not aware you have them and what we do not know about ourselves and other do not know about us is the Unknown. 
This module has accorded me the opportunity to understand the concepts of learning styles, there are various ways to learn, process, understanding, and keeping information. knowing your learning styles make thing easier in performing your job. (Schmeck, 2013) There are four types of learning styles. Intuitive learners, Tactile learners, Visual learners, and Auditory learners. Through this module, I acquire my learning styles which is Auditory learner this will help to build on my areas of strength.




[bookmark: _Toc68281118]CV’s, Application Form, and Interviews Completing a job application or writing a CV is something that everyone or individual who wants to work for anyone will need to do at the point of our life before I believe that this was quite an easy process, and I have been using "CV wizard" from online I also believe about CV is that it is a simple list of everything that I have done, I believed that once I have done a CV I can use it for every job which I apply for. This module has proof that none of my ideas and belief are true. So, CV is a document propose at convincing an employer of who you are, your qualifications your job experience, and your skills. (Price-Machado,1998).
In this module, I have learned a useful concept that any CV is expected to be followed by a covering letter, and a covering letter gives an employer a formal introduction of what is inside my CV. A covering letter is a formal business letter that provides the employer with an introduction that followed cv (Morgan, 2017).
An application form is a more structured document propose at giving the employer a piece of specific information about you this could be done online it is submitted to help the employer to know more about the people suitability for the job and this will make the employer feel confident to invite you for an interview. (Talabi, 2011) Having been taught in this module how to research the company and refer to company activities is a useful concept I learn in this module about application form.
Interviews, undergoing an interview is always seen as one of the most stressful and challenging experiences that a person is likely to face. (Corfield, 2006) In this module, I have acquired the knowledge of how an employer constructs selection of interview, what goes through the mind of an employer when undertaking an interview, and the module also examine how employer make a judgment after a selection interview.
Performing well at the interviews was another great thing I learned from this module, like the principal communication skills, a good conversation, establishing a sense of good rapport, smiling, speaking clearly, dress appropriately, and consider the question I might be asked these and more I have acquired. Also, the mock interview conducted has built my confidence and how to improve my performance in my future interview.
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