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Reflective Portfolio:
Task part - 1


What skills do I need for my chosen job?

[bookmark: _Int_c97MMidV][bookmark: _Int_zoNLntRO]My chosen career is in retail, as a customer service assistant and eventually in a management role. Below is a PDP that outlines an audit of what I need to do to achieve this and target dates to reach this. Following will be a breakdown of the skills required in the customer service role and then an evaluation of my weakness based on my knowledge, qualifications, and motivations to fulfil this role. Below is PDP (the analysis tools) to analyse the skills and competencies required for a retail job I wish to apply for. 

Personal Development Plan:

	What do I want to Learn?
	What do I have to do?
	What support and resources do I need?
	How will I measure success?
	The target date for review.

	I want to improve my communication skills. 
	Review module information on effective Teamwork.
	Module BMSW4002 course information.
	[bookmark: _Int_MtNs9t58]Make new notes on course material summarised in an Excel spreadsheet or an application such as Obsidian, an online tool for organising notes.
	January 31/1/23

	[bookmark: _Hlk119967683]Embed my knowledge. Of course, theories of effective communication and teamwork.

[bookmark: _Int_xwjxr4mq]Improve verbal pronunciation and spoken language skills in English.
	Complete a more extensive reading into Business communication and Team roles. 


Online courses




.
	Reappraise and read more extensive reading for BMSW4002:
Reference List: (https://www.careercliff.com/characteristics-of-effective-team.

(www.udemy.com)
	[bookmark: _Int_gSaIMsCb]Read more extensively reading and contextualise my knowledge by considering how theoretical principles can be applied in practice. 
Online test.
	January 31/1/23





January 31/1/23



Choose a career, e.g., nursing, accounting, social work, business analysis etc.
My chosen career is in the retail food market, working for supermarket outlets such as Tesco. Tesco’s mission statement focuses on service and being a champion for customers. Small actions help make a big difference and further treat people how they want to be treated. Consequently, the skills that would be needed for employment would be focused upon:
https://uk.indeed.com/cmp/Tesco-40b6123a

The skills and knowledge required for that career are:
Customer service:
[bookmark: _Int_vprRFqe9][bookmark: _Int_xs6Wwsza]Being helpful and working to treat people with respect and diligence, seeing their needs as a priority, ensuring that their wishes as far as possible are attended to promptly, and having the necessary knowledge to help in their enquiry. Understanding the store's operation and goods is essential to goods and customer service. If asked a question, we are armed and have the answer or know where to get that answer.
Time management:
[bookmark: _Int_5MklzDxl]Punctuality, observance of shift patterns, and understanding that everyone’s contribution is a necessary cog in the wheel of a smooth operation within the business, a part of good time- management. Utilising time effects such as stocking shelves and being aware of where there are gaps in merchandise is also part of good time- management. Keep a personal to-do list and cross it off daily. Keep a weekly schedule of tasks to complete. Analyse how you spend time. Make notes of how you spend your day and determine what stops you from getting things done.

Interpersonal skills:
[bookmark: _Int_WB9jd1wx][bookmark: _Int_fvRTxVmv]Working with the public and sales calls for high interpersonal skills. According to Gardener’s theory of Multiple Intelligence, Interpersonal intelligence is the ability of a person to work well with people and manage relationships. Therefore, this necessitates being empathic to and understanding the needs and motivations of people around them. This can lead to an overall strengthening of relationships because people feel understood and validated. Https//corporatefinanceinstitute.com

Intrapersonal skills: 
[bookmark: _Int_lC7jmuHZ][bookmark: _Int_78z9DaGw][bookmark: _Int_sIt48GN2][bookmark: _Int_94JyW13H]It could also be argued that working with the public requires a high degree of Intrapersonal skills. This is about knowing about yourself, including your fears, capacities, abilities, strengths, and weaknesses. This information can effectively regulate one’s life understanding of where one needs to develop skills, knowledge, and expertise. This can be invaluable in professional development and, if used in an ongoing fashion, can lead to actualising goals for the future.

Evaluation:
Evaluate your skills in comparison to your chosen career based on your (knowledge, qualifications, strengths, weaknesses, and motivations)
My qualifications for a customer service role are my experience working for Tesco and serving as a waiter and bartender in the food service industry. These roles benefited me by grounding me in all the necessary skills needed within a customer service role, such as engaging with the public and dealing with enquiries. However, according to the PDP audit of my skills, I still need to improve my basic spoken English and my lexicon of English words and written grammar. Consequently, I have committed to enrolling in an online course. Further, my qualification, ‘Scheme for Workplace, Level 4’, will add to my resume and further strengthen my knowledge and understanding of the skills needed within the customer service retail sector.
Time management is a crucial factor in all elements of life. In my chosen role, good time-management skills are critical in securing a position and managing my life. When evaluating my strengths in this area, my qualifications and overlooking a course of study have enabled me to prioritise my time and plan out my assignments effectively. My motivation for completing my course and securing a future role in customer service is his and has made me adhere to professional and personal commitments and planning.

[bookmark: _Int_SoXZb49W][bookmark: _Int_Zwyerky5][bookmark: _Int_aFYunSAN]Interpersonal and Intrapersonal awareness is a highly needed skill within customer service. Using PDP techniques and auditing my skills has helped me to assess and evaluate my strengths and weaknesses and improved my awareness of my key strengths and weaknesses. However, according to the PDP, I need to re-read my lecture material and complete a more extensive reading around interpersonal/intrapersonal skills in business and industry and successful teamwork. This will fully embed my knowledge and motivate me to employ the techniques in my future work.

[bookmark: _Int_Qd2HwWoB][bookmark: _Int_XgrTA89r][bookmark: _Int_aRz5duFZ][bookmark: _Int_5zeLg7KN]In conclusion, the PDP has helped me define a strategic plan to develop my skills and targets to reach them. Returning to more extensive reading would embed my knowledge about team working and skills needed for customer service. Further improving my spoken pronunciation in English would benefit me in a customer service role where communicating clearly and fluidly is necessary.
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Reflective Portfolio:
Task part – 2

Introduction:
[bookmark: _Int_ZA98a57L][bookmark: _Int_N3HheuOh]Reflecting on the module, I will use Gibb’s reflective cycle to analyse my experience and consider my learning and development. The topic that will be explored is Teamwork. I chose this topic because teamwork in the course was challenging for other students and me. I also realise Teamwork is a necessary component of many businesses unless one is working strictly on a single-person venture. Even then, everyone must draw upon elements of cooperation and collaboration to understand and develop good working relationships.

[bookmark: _Int_NQUp52m6][bookmark: _Int_3j4WYtDk]Teamwork: When working in a team, I found especially working with other people, there was a disparity in the workload that different team members would offer to their roles. For example, when completing PowerPoint presentations, there would always be at least one or two members who, through holidays or work commitments, would not fulfil their roles and responsibilities within the team. This left them fulfilling their obligations to other team members.
[bookmark: _Int_jmC5Oq0F][bookmark: _Int_rvQGTvd9][bookmark: _Int_9ukPtcrr]I initially felt frustrated and angry that extra work would have to be done by myself and other team members. I knew I did not want my feelings to spill over to others and spoil the group dynamics with negative emotions. I evaluated how to handle these thoughts and feelings and positively express my concerns without denigrating the absent team members for their lack of work and commitment.

Evaluation:
[bookmark: _Int_g2aIOy6G][bookmark: _Int_ZspWOCEH][bookmark: _Int_Cb7gJN2E]When I weighed up the situation, I could see that I could acknowledge a problem if we had group members missing and that it would mean extra work for everyone. However, I felt there perhaps needed to be a session where group members expressed their concerns without lapsing into a negative frame of mind. I contributed to the group by reminding others that although we were a few members short and needed extra work to cover for them, we could still readjust our plan. We could still produce a good presentation by sharing the workload between us.

Analysis:
[bookmark: _Int_dVqNarm8][bookmark: _Int_pYEAqBOS][bookmark: _Int_qiDfCTT6]When reflecting upon our group dynamics, I realised that Tuckman’s stages of group development, forming, storming and performing were all necessary to develop into a cohesive unit for our group. Even though some group members were missing, it was necessary to come back together, begin the forming stage again, and evaluate our roles in light of the missing group members. Our norming process was started again so that we could readjust and readapt to the changing group dynamics. I realised that all these phases are fluid and can be revisited if there is a change or a challenge to the group. Rather than being negative, facing challenges and acknowledging them gives the group cohesiveness and authenticity.  
[bookmark: _Int_uPkdqQb2][bookmark: _Int_MsWODX0d][bookmark: _Int_WfVdq1t9][bookmark: _Int_CBDE998C][bookmark: _Int_8uNmuFx8][bookmark: _Int_Q6AtTDqX][bookmark: _Int_UOlYEBwJ][bookmark: _Int_emivO1GC][bookmark: _Int_L1w9Q3gZ][bookmark: _Int_cKCJjXuC][bookmark: _Int_8x127xBE]Belbin group roles also point to the strength of different group roles. Music N (2015) considers that although there is some controversy over Belbin’s theory, if functions are configured as group property instead of thinking of them as the sum of individual roles, then this can benefit better group cohesiveness and overall performance of a group. Thinking of groups in this manner and that I belong to the group rather than being an individual contributor, I realised it could benefit a group's overall performance. Consequently, a future approach would be to ask group members how they could contribute and become of service to the group rather than focusing on just team specialism and roles. Roles are good, but if people become stuck in their roles and intransigent, they become defined by that role and unable to pick up another group member’s failure.  In the case of the group teamwork on my course and the group suffering because of other team members not being there, it would have been more productive for the team members to focus on how they could contribute to the group as a whole and help the situation rather than focusing upon people not fulfilling their roles and their specialism.
Conclusion and future Implementation.
[bookmark: _Int_7Ge7wt8e][bookmark: _Int_PKNLMLfZ][bookmark: _Int_BB8Bn4Jj][bookmark: _Int_LTpXI1PE][bookmark: _Int_6NnQAxHd][bookmark: _Int_EPIaJYS0][bookmark: _Int_ZqbdivrO][bookmark: _Int_0vyHqzcb]I have realised how integral group/ teamwork is in a business's successful performance and outcome and is the underpinning of good working practice with others. In the future, I will consider, audit and evaluate my development as an on-growing process and the skills and strengths I require to advance in my working life. I also strongly feel that being ready to feel part of an organisation rather than a cog in the wheel and adopting a fluid approach to my perceived roles, and being prepared to take up other functions is a deciding factor in my favour in gaining advancement in my future career. For example, working in customer service would need me to be ready to adopt a flexible approach because customer service is not just one tightly circumscribed role. I would need to step into separate roles such as till work or shelf stacking and be willing to answer customer enquires if asked in the middle of doing these tasks. I need to consider this as part of a customer service assistant's remit and scope rather than just one role or job. It is a multifaceted role, so I am drawn to it and being part of a group/teamwork in the module has helped me realise its crucialness to all good working practice.
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