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                                                  Introduction
In this reflective report I will be discussing what I have learned completing this module. I will also be discussing my mock interview and reflecting on the feedback from the interview and CV, what points were good what needed to be addressed. 
I will be showing that I implemented a CDP and PDP to show what skills I have, what gaps needed to move forward where I would source these, how to action it and how long this would take me to progress in my career and life.
I will be discussing how to be an effective manager what skills are required to move forward and utilise education and skills gained being a deputy manager. I will discuss within this module I also used SWOT, Gibbs Cycle, Johari Window Honey and Mumford tools to learn my style of learning and reflection.














The main skills I learned:
Interview Skills:
Interviewing skills are abilities or practices that allow an individual to be competent during the interview, job Applicants can use interview skills to help them prepare for and excel in job interviews. Interview excellence necessitates meticulous preparation as well as the opportunity to articulate your abilities and expertise while feeling at ease and confident (Parnes, 2021).
Within this module I learnt how to look at the process as a whole and not just applying and thinking that’s it until the interview day hoping the company employs me.
I first looked at the job description, I had not taken on board in the past. I looked at the basics of the job specification looked at what I thought was relevant to my experience. Researching the company established whether we have similar principles.
This module taught me to review who I am and what I can bring to any company to gain confidence and empowerment. I practiced my interview, presented myself in a smart manner, looked the interviewer when delivering my answers. This whole experience assisted in my mock interview a feeling that I could accomplish a successful interview.
Interview Feedback.
The feedback I received from my interview was relatively positive, I was confident and prepared for the interview to answer all the questions, I was articulate in my responses. I need to be more attentive referencing my skills in my CV, so the interviewer knows my attributes relevant to the role.









Writing a CV.
A CV is a, important part of your work portfolio, especially with the rise of unemployment and the changing economy. A cv can be the difference of shining above others applying for the vacancy and securing a job CVs are individual accomplishment and experience (Lipton, 2021).
 When writing my CV, I researched guidelines which was to make it relevant, highlighted my achievements.
I learnt to erase information not relevant not to bamboozle an employer by an overload of information, I also used bullet points and paragraphs.
Academically successful careers improve over time, combining academic training and skills, and are commonly linked with more diverse work life. The CV is a representation of information on a people's accomplishments and career positions (Mcgee, 2014).
Interview Feedback CV.
I received valuable feedback, but I need to improve the of presentation of it. I need to make more use of paragraphs and use bullets points to highlight my roles and the responsibilities. 


















What is a SWOT.
SWOT analysis is a strategic planning method developed at Stanford University in the 1970s. SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and it's a systematic planning method. A SWOT analysis is a simple yet effective method for maximising an organization's strengths, addressing its weaknesses, lowering threats, and increasing opportunities (Leigh, 2010). 
I used my SWOT analysis to enable me to look at the attributes I have and be able to evaluate on my strengths, weaknesses, opportunities and threats how to utilise these into positive outcomes.
Figure 1
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What is a personal Development Plan?
The definition of a personal development plan or PDP is a set of actions to use to identify your own goals and what you want to accomplish within work or life goals. By doing a PDP will not only improve your optimism, confidence, and knowledge you will also improve career choices – whether it is for a promotion, job offers, or a career shift (Eisele, Grohnert, Beausaert and Sergers, 2013).
I found the PDP useful to reflect on what skills I already possess. I also used the PDP to think about goals I want to achieve in my future, it is a valuable guide to use as it can assist you to see what you have achieved, or if there is anything I need like training or resources.

Figure 2
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Progression routes in my career
Progression routes in my career could be for me to go on to be a manger consultant with completing my level 5&6. I could then go on to do my master’s degree which could open the doors to other opportunities.
[bookmark: _Hlk90021497]Skills required to be an effective Manager.
As a manager you will have several staff reporting to you, working together to execute a function or achieve a decision. A manager who is involved throughout decision, you will lose sight of the overall perspective. To be a good Manager you need to know when to assign, when to intervene. Staff need to believe in you it is essential to be open when addressing staff concerns.
· Ability to lead: It takes time to develop effective management skills, especially if some of these attributes are not natural to you. However, once you understand certain criteria to be a successful manager, you may concentrate on opportunities for improvement to move (Kanungo and Misra, 1992).
· In my time as a senior and deputy manager I was able to manage a team liaise with full MDT, service users and potential care givers. The gaps I identified is that I need to progress into my career attain my level 5/6 in health & social care to apply and become a registered manager.

· Focus on patients: Although a healthcare company is dependent on patients, it should also grasp current and future standards of care, fulfil their needs, and work hard to achieve their ambitions (Slipicevic and Masic, 2012). 

· The gaps Identified, I need to gain further insight into CQC requirements and learn policies. I will also need to complete my Level 5/6 health & social care degree as this is a legal requirement to become a registered manager, doing this will give me the skills required enabling me to do a competent CV and sharpen techniques.

· CQC are a governing body that regulates all Care Industries. Health and Social Care Act 2008. The aim of this regulation is to ensure that service users have their needs fulfilled so the governed interaction is managed by a competent person. CQC also states that any manager needs to have good written and spoken English to enable them to deliver information clearly. (Care Quality Commission, 2021).
The experience I will gain from becoming a deputy manager and qualifications from completing my degree will fill all the gaps that I have identified in the paragraphs above.


[bookmark: _Hlk90021735][bookmark: _Hlk90022529]Assess the concepts you have learned from this Module
Setting goals and Objectives
Setting goals and objectives are a part of everyday life whether it is our professional or daily lives. Goals provide a sense of balance, confidence, a clear focus. Setting goals, gives a purpose to aim for. SMART is an acronym Specific, Measurable, Achievable, Realistic, and Timely. 
In many Organisations, SMART goals are a preferred management tool. Part of this trend comes from the progression of goal-setting theory, part from the highly competitive need for increased idealism (Macleod, 2012)
In this module I have learnt to set goals and objectives which can be seen in appendix Figure 1 my CDP plan. My CDP I learnt to increase and achieve my goals for present and future by highlighting goals I need to set, time scale identified, what skills I need and which areas to focus on for any gaps and resources to attain these.
I also prepared a PDP so I can focus on plans that I can achieve while not losing focus on my career as without having these plans in place would hinder my personal goals.













[bookmark: _Hlk90022577]Employment Laws
Figure 3
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Employment laws are to safeguard organizations, lay out responsibilities to their employees as well as their rights as employers. They maintain a fair partnership for both sides.
Equality Act 2010.
Employees are protected under the Equality Act 2010, this prohibits employers from discriminating against job applicants or employees based on factors such as gender, colour, or disability from the instant they join. When a new employee is employed, they become subject to the Health and Safety at Work Act 1974, which oversees workplace health and safety. These guarantee that every employee can work in a safe environment (UK Employment Laws Explained Citation, 2021).
The Health and Safety at Work etc act 1974
The Health and Safety at Work etc Act 1974 is the fundamental item of work health & safety regulation in the United Kingdom (Health and Safety at Work etc Act 1974 – legislation explained, 2021).
This act sets out responsibilities that the employers have for their employees and the general public. What responsibilities the employees have for themselves at work and their colleagues. To ascertain guidelines that self-employed need to adhere to for themselves and others.

Data Protection Act 2018
The Data Protection Act 2018 is the UK’s implementation of the General Data Protection Regulation (GDPR) (Data protection, 2021)
Information that is gathered is personal data, which everyone is accountable for protecting. In this act some of the legislations states that all information that is gathered should be accurate and up to date used for only the purpose it is gathered.



Learning Styles. 
Honey and Mumford created a questionnaire to determine an individual’s learning style. Learning is a mixture of intellectual, emotive, and cognitive features that define how we interact and engage in learning. Different styles of learning are an examination on how each individual thinks how they act, and where they learn their knowledge (Duff and Duffy, 2002).
Kolb’s learning style is four stages, experience, reflect, conceptualise and plan. Learning can be structured according to your personality, each of us adapts and requires input of all areas of learning and development, it's just a question of finding the setting and their preferred learning style (Mcleod, 2017) 
In week 2 I completed a questionnaire answering 20 questions about myself and found my learning style is auditory which means hearing and listening is my preferred learning style, taking these styles into my learning has allowed me to adapt and complete my work efficiently by being informed. 
Self-awareness tools.
The Johari window is a concept that was designed to gain better understanding of yourself and others. It was developed in 1955 by Joseph Luft and Harrington Ingham and is largely used to enable someone to discover or learn something for themselves, to become self-aware and how individuals perceive us (Verklan, 2007)
Personality Test
A personality test is mostly completed online questionnaire.  Although this is useful, the individual should have a variety question to determine their type. Personality types can be determined by what you have wrote and answers giving (Pratama and Sarno, 2015). 
 Within this module, I completed a personality test my results were that I am an advocate (INFJ-A) which is confident diplomat assertive to name a few. On reflection I believe these attributes enable me to gain skills to further my career.




Gibbs Reflection Cycle.
Graham Gibbs invented the Gibbs Reflective Cycle in 1988 to give complex to learning from occurrences. It allows you to understand situations, because of its cycles form, it fits well to situations, giving you the ability to learn and develop from situations, successful or need adjusting, and allow you to reflect on these. Gibb's cycle is divided into six stages as shown below (Gibbs' Reflective Cycle, 2020)
In this module I used Gibb’s cycle to in reflective thought through-out to amend certain occurrences.
Figure 4
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(Gibbs' Reflective Cycle, 2020).








Conclusion
In this reflective report I have learnt in this module how to gain insight into how to utilise tools to enhance my knowledge by creating my PDP, CDP, SWOT Johari Window, and Klobe
On reflection I learned using my strengths in an efficient manner, to plan how I want the work to learn from others and to use all options available to me, to make sure I identify what are my strengths weaknesses opportunities and threats, with all these plans in place will give me the drive to forward my career in management.


















APPENDIX
CAREER DEVELOPEMENT PLAN. CURRENT JOB- Mental Health Support  
DESCRIPTION- Community Mental health support. 
GOAL JOB- Registered Manager 
COMPANY- MarisMann Care. 
DESCRIPTION- Running the Domiciliary company, completing assessments, management of staff. 
Figure 5

	GOAL (SMART) 
	SKILLS 
	GAPS 
	RESOURCES 
	ACTION 
	STATUS 

	Short Term (1 Year) 
1.To complete level four in Health and Social Care 
	To use my time wisely and complete assignments in time.  
	To complete last two modules of the year assignment. Research more 
	Attend study sessions and seek sessions with tutors. 
	Use my time effectively. Structure my plans. 
	Completed module one and two complete third module.  

	Mid Term (Within 2 Years) 
1.Enrol into level five and six Health and Social Care 
	Complete assignments Research for the modules. 
 Referencing 
	To have passed level 4 and pass level 5 to enrol for level 6 
Unaware of modules. 
	Make sure I allow time to complete studies. Access the library. Read More literature. 
	Research tasks in time to hand in my assignments 
	Ongoing. 

	Long Term (3 to 5) 
 1.Apply for Voluntary work in health and social care. 
 
	Gain experience in role. Access the Library. 
Ensure referencing. 
	Gain  
knowledge of care in the community. 
Research 
  
	Gain Training skills. 
Assist in building the company. 
Liaise with MDT 
  
	Apply and look for 
appropriate roles. 
  
	Ongoing 

	 2. To Start in my role as Registered Manager. 
 
	Gain qualifications and training to move forward in my career. 
 
	Complete all mandatory training. 
Attend seminars. 
	Complete shadowing of duties and responsibilities prepare for CQC interview  
	Familiarize myself with policies and procedures of the home  
	Ongoing. 

	 
	 
	 
	 
	 
	. 

	3, Move forward within my role as Manager to service Manager. 
	Prepare for interview with CQC, for progression to service Manager. 
Learn Strategies. 
	Need to have staff in place to take over as manager. Train prospective candidate. 
	Provide Training for staff. Utilize time management. 
	Research for expanding company, discuss with CEO. 
	Ongoing. 
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My Career development plan      I   created a  CDP   in appendix figure   5   so  I   could plan  out my  professional   career and  have a plan  on how  I   can progress within  my role   and given myself targets to reach  and a timescale to  complete and the   steps  I   need to  take  to grow  professionally .  
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