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Introduction 

In the presented assignment I would demonstrate and reflect about my work experience as an admin assistant at a GP surgery. I think it is important to conduct self-reflection as it helps to develop insight about my skills and areas of development concerning professional sphere. This in turn is effective for me to comprehend my fields of expertise, shortcomings as well as areas of potential. It is necessary to state that the assignment is helpful to have proper understanding regarding my opportunity in employability market. It would help me to create and plan a PDP, useful for professional development. 

This can be defined as a process that helps the individual and also the organisation to achieve their goals. It involves some processes of self-examination and self-discovers to discover their own skills and talents and look forward to how they can make improvements as to achieve their desired career and future goals. The aim of this assignment is to be able to develop and evaluated personal professional development goals. 

I presently work as an admin assistant at a Gp Surgery and my role is multitasking. I am involved with the day to day administration of the Gp surgery. As an admin assistant, I also work closely with the HR department of the Gp surgery assisting in conducting interviews, recruiting and selection of suitable candidates for any vacancies in the surgery. I need to move up the ladder and for this to be possible I think I need to set goals for the research. I have to show the progress in work in my workplace as well by supporting the development of my team. 

The personal Carer development setting generally involves theories, skills and knowledge that contributes to the attributes and reflections that helps me in taking steps towards the progress in professional field. The professional knowledge and skill is quite important for implementing effective working practices in the organisation. My personal aim is to improve the professional skills. It is important to push me towards success and the professional accomplishments that I am striving for. As was mentioned in my introduction, certain theories need to be followed to evaluate myself if I want to achieve my personal professional development goals. 

Evaluating myself using the following tools and techniques: 
Theories like Gibbs cycle, SMART and SWOT analysis are great tools that will play great roles for me to accomplish my personal professional development goals. 
The Graham Gibbs theory of 1988 of “learning by doing” which encourages people to think systematically about the experiences they had during an event, situation or activity. 
Using Graham Gibbs theory to reflect my character in my personal professional development goals.

[image: ]

The Gibbs Cycle model has six important steps. These steps are associated with showing strengths and weaknesses in a professional skill. The steps 1, 2 and 3 show my experience in the profession during the initial phase. The evaluation phase is quite important in this case. 
On the other hand the steps 4 and 5 deals with the probable improvement in the experience in this case. The project outcome is dependent on how these steps are carried out. 
Step 1 – Description 
This is a brief description of the experience or event that will be carried out to deal with the scene. 

Step 2 – Feelings 

Feeling is typically considering what I was thinking and how I felt before the experience. For me what my feeling during the experience and after the experience are also important. 
Step 3 – Evaluation 
Evaluation looks at both positive and negative aspects of my experience. The main element of evaluation is to determine if my experience is positive or negative. Evaluation helps me to understand if I am improving my work or not. Evaluation helps me to determine my faults in the work as well. 

Step 4 – Analysis 
The analysis is that step that deals with the negative and positive sides of the reflection. All the steps are properly analysed in this step in order to reach a conclusion. The previous experiences are also evaluated for the analysis. The analysis can also be done for consultation with my seniors in order to improve in the same field. I am going to work according to my plan and I am looking forward to detect any errors that I have made so far in the projects. This is my analysis of the whole work I have done so far. Basically, it will answer few questions for me. 
Step 5 – Conclusion 

Conclusion will help me to learn what I have done so far. It will help me to understand my faults and mistakes in the professional development. Apart from that, the conclusion will also tell me what I have learned so far in the modules. The views and reactions of the colleagues will also help me to reach a conclusion about my understanding of the work. My areas of knowledge will be highlighted in this phase

Step 6 – Action Plan 
Action plan is actually associated with the specification of the actions that I will take to improve my knowledge and skills in a particular subject. I can do it my taking formal training or development programs. I can learn from various source of information. 

SMART analysis: 
The SMART analysis is applied to reach a particular goal towards making success. The SMARK analysis helps the business people to analyse how they can improve in a certain specific field or module. SMART analysis is advanced and modern approach in learning and developing as well. Every successful has a clear set of objectives. They also expect some reply from their colleagues and feedbacks from the people they are working with. The main principle of the SMART goal setting is the applying of fast track business rules. SMART goals encourage people to complete their work on time. 
The SMART goals have several criteria, such as; Specific, Measurable, Assignable, Relevant, and Timely (SMART). 
These criteria are dependent on each other at each phase of the learning. So, I will gain knowledge and improve in my modules if I follow the SMART goals. I will follow these criteria in developing my profession. I will explain what I did in these phases. Overall, I am assured that these will simplify my journey of completing the modules. 

Specific: It is very important for me to define my goal. I am focused about what I am going to in the next few schedules. The moment I focus on the goal, my goal becomes a magnet for me. I am attracted towards finishing it one time which will ultimately help me to reach by objectives in a short period of time or the scheduled time. I should be more focussed on energies and power that I have towards finishing this goal. While applying the SMART goal, I realised that I had work specific duties and responsibilities. However, in certain cases, I felt that some of my work activities lacked specification, as its consequence, it was difficult for me to perform those activities in a proper manner. As assistance, I required help from senior co-workers. While ensuring quality health service was one of my key duties. I experienced issue to play my role due to lack of communication. I realised that it was necessary for me to take initiative to communicate and interact to acquire information regarding specific job tasks. 
Measurable: When I am specified my goal and became attracted to it to finish it on time, I am able to measure my success. The measure is not necessary to be traditional. The measurement can be done by statistical calculations or numeric calculations. With this measurement I can track the progress of work and module in my workplace. I can also track my team members. In terms of measuring tasks, I would like to state that I was able to measure the tasks in an effective manner with calculations and graphical data information concerning my work role. 
[bookmark: _GoBack]Assignable: The SMART goals are also associated with the team and the individual team members. I can assign it to someone I can rely on. The duties and responsibilities which I received were certainly assignable and achievable. For instance, it was possible for me to assign tasks to others as per necessity and health providers’ availability. The activities were achievable; hence I found the tasks feasible with realistic goals. For instance, I was in charge of communicating with patients or health users as well as care providers. Maintaining records, scheduling appointments and so on were achievable and assignable. Therefore, during work overload, I would assign some of my work tasks to co-workers and work with distributed work load. Apart from such cases, the assigned tasks were achievable for me to perform on my own. 

Relevant: I can track the progress of the team or an individual team member in this case after assigning the work. The relevant work is only done. I would like to state that the tasks which were assigned were important. The SMART goal technique helped me to keep track of time of initiation and completion of assigned activities. 

Timely: The goal is to finish the work on time or deadline. This can give me success in achieving the objectives. 
S. Provide more growth and learning opportunities to each member of my team 
M. Give feedback to each member at least 4 times per month 
A. Feedback should come from manager 
R. Improves team communication and feedback culture 
T. Provided before the end of the next quarter 
The five SMART goal criteria discussed above are however a great basis and will change the way me and my team create and assign goals and milestones. 
Once I am set up with my new goals, the next step is making sure I commit and learn together as a team. Learn how I can make my goals stick using feedbacks. 
SWOT Analysis 
In SWOT analysis the strength, weakness, opportunities and Threats are discussed for a particular learning module. 
	In this case I’ll explain my views. Strength 
• Quick Learner 
• Ambitious 
• Good Communication Skills 
• Friendly 


	Weakness 
• I get stressed very quickly 
• Lack of adjustment and adaptability in work sphere 
• Inability to tackle work  pressure 




	Opportunities 
• To continue with further education 

	Threat 
• Money 
• Recession 
• Competition from existing and new candidates working in the same field like myself 



SWOT analysis helps me with improving my power of judgement. I can analyse the success and failure of my own work now. 
Presentation skills: This is the way of showing something in a better and attractive way. It helped me in becoming confident. 
Communication skills: by communicating, the staffs in the workplace are connected to each other. It helped me in increasing my confident of presenting something. It is done by written or verbal talk. 
Communication process 
By communication, information about various decisions are given at various levels, such as strategic, tactical and operational. 
Written method: This can be done by writing reports or letters to communicate with the colleagues. 
Verbal method: This can be done by orally giving messages or responses to other. For me, this is a quick method.

Problem solving approach: 
This approach has been considered as highly crucial segment since it has been found to be necessary for almost every individual to become differentiated to a significant way within the organization for overall progression of development. With respect to my professional development, I supposedly think that I can be beneficial to my organization since I think I can become prepared for multi-tasking activities. Setting up of solutions based upon problems and issues related to the organizational perspectives and the organizational and professional outcomes from my end are also appreciable. Through the analysis of my SWOT attributes, I am eligible in managing the increment and progression of my personal development within the organization. Increase in the stress levels and improper time management are the two issues that I have identified so far in my personality from the organizational perspectives. 
In order to address the primary issue, I need to identify the stress level through which I had been going through followed by learning and improvisation of appropriate stress management so that my accomplishments do not get affected. The counselling of this issue can also be considered as a methodological approach in curbing these issues. I would like to say that I realised I had certain issues to adjust and adapt to a new environment. Although I knew that with time I would be able to manage and override the problem, I felt that I required considerable amount of time for the purpose. Another problem which I experienced was, threat of intense competition in the particular employment sector. Many candidates entered into the field with experience and skills that raised a risk of threatening my position. Considering the factor, I realised a strong need for self-improvement and professional development. With time and effort, I assume I would be able to improve myself and excel in the employment sector. 

Appropriate time management can be eventually considered as another success in the organization that is reliant upon time. Time also gets approved as a valuable asset for an organization towards progression. The elimination of this issue altogether can be effectively undertaken through appropriate time management. These training sessions might as well help me to understand the protocols associated of time management and the achievement of the organizational objectives on time. The organizationally approved training regimes might as well become appropriate towards the evaluation and utilization of effective time management strategies. Time management is indeed a tiresome job and requires stringent evaluation of the same with respect to the achievement of strategic goals and objectives The multi-various time management strategies in this case towards the development of personality are use of planning tools, setup of appropriate priorities, organized work schedules, time management, relevant work allocation, avoidance of procrastination, and ignoring multi-tasking activities. 

Skills and Knowledge which contributes towards working effectively and for employability: 
Skills and Knowledge that contributes to Working effectively at the workplace, by using the frame work of Cochran and Ferrari (2009). The following skills will explain better how they contribute to working effectively at the workplace: 

1. Personal Management: I have to be able to manage and the effective use of time to accomplish work and achieve goals. 
2. Leadership and Teamwork: as a leader I should be able to work with others to achieve goals, motivate teammates and leading people to positive outcomes. 
3. Thinking Skills: This is the skill I need to poses if I have to work effectively at my workplace. It’s the ability for me to work with information effectively in solving problems, solutions designing and tasks performing. There are so many types of thinking skills like strategic thinking skills, creative thinking skills, systems thinking skills and critical thinking skills that will benefit me in taking the training. 
4. Analysis skills: This skill will help me in breaking down information into parts to identify root causes of a problem. 
•Problem solving: identifying solutions to complex problems 
•Creativity: This is the use of imagination and knowledge to produce what is needed 
Design: working out how to implement solutions to learning. 
5. Communication skills: To communication effectively I should be able to understand and interpret difficult information’s from different sources through media and in different forms like written, verbal, sign, digital, visual and face to face. 
6. Lifelong Learning skills: Setting my own goals in learning and growth by developing different skills and improving in my education. 
7. Technology skills: the use of different technologies will help me to accomplish task and goals. 
8. Professionalism and Ethics: as I am an ethical person, I must be accountable for my own actions and work. I should be able to interact with others professionally and work with people. 
9. Team Building: As the leader of my team, I must be aware of my leadership style and techniques if they are as effective as I may think? If it’s accepted by the team that I am attempting to lead to achieve our goals, I also need to evaluate myself and where I can improve especially those that I lead and my organisation. 
I may have good intentions, but I have to make sure I hold myself accountable to assure myself that I am leading from a position of respectability and strength. 

Analysis of my findings: 
There are indeed several tools such as SMART objectives and SWOT analysis with the help of which, the personal and professional development plans can be utilized as self-reflective learning sessions. These tools have been actually found to be necessary in widening the approachability of the personal and professional development plans and may also strengthen the weaknesses. These tools may also resurrect the directional approach and opinions of one’s personal understanding within an organization from professional perspectives. SMART objectives are useful in implementing objectives which are more organizationally oriented in nature and furthermore, have the capability of improvising delusional objectives within the speculated time format. The evaluation of the my SWOT analysis is helpful in allowing me to understand and identify my probable opportunities, strengths, weaknesses and threats those are eventually luring around me and might hamper my professional career. The characterization of my projects might help me in identifying the nooks and corners of my professional regimes and also shall be eligible in attaining my strengths and probable weaknesses within the organizational perspectives. 

Weaknesses and measurable outcomes are implicative towards the measurement of the probable consequences of the project with which I had been associated with. The probable opportunities are also factors that are helpful in assuring me about the chances which I might as well receive from the project administration and thus help me in excelling in my career. The probable threats are the factors which need to be identified first on the grassroots level followed by mitigating them one by one in order to eliminate them once and for all so that my personal development in the professional scenario becomes lucrative. 

Areas of Improvement: 
I need to improve on my time management. I should be able to learn how to manage stress and be able to define any realistic threats to upfront projects. Communication is one area I need to improve on. I need to improve on my confidence which I am lacking and expected to gain through Presentation skills which will help me gain my confidence especially during presentations in my organisation. Decision making is one area that I need to improve on and I know that after the completion of this training I should be able to make firm decisions and be accountable to its outcome. 

Reflection on my understanding on the expectations of the world of employment: In the world of employment, employers have specific quality that they want from a candidate 
1. Personal qualities and people skills (soft skills): Soft skills are at the core of what employers want. Employers want employees who: 

• Understand their role in the company; 
• Respect that other employees also play an important role 
• Demonstrate a positive attitude that leads to a better workplace for everyone. I will be improving myself in these areas through career development. 

2. Professional knowledge and skills (academic and knowledge). Employees who are willing to pursue on-going training and education are sensitive to diversity in their workplace. People with personal career goals are the ones employers are looking for and I will be getting these skills because it will help me achieve my goals. 

3. Technology knowledge and skills is another experience employers are also interested in a candidate. This is an area I need to improve on while developing my career 

4. Comfortable working as part of a team; 

• I should be able to follow or lead when appropriate; 
• And be capable of hands-on participation – outside of my typical duties when necessary. 


5. Communication is also at the heart of the employers: Good communication both written and verbal is a necessity for a professional employment at the workplace. 
Creating an action Plan for a PDP comprises of the following: 
I will be considering these four developmental categories: discipline, instructional, career or organisational development. 

1. My Professional activities and roles: 

My discipline at my workplace as admin assistant: As an admin assistant, my roles are efficiently using EMIS web and Adastra systems for registering patients, professionally dealing with patients face to face and telephone enquiries, requesting repeat medications on daily basis, assessing the generic email, scanning and coding patient’s records to their electronic files. Creating/editing users login on EMIS/Adastra, responsible for QMS practice focus and end of shift reports. Performing high security task, send medical reports, making invoices and ordering clinical and non-clinical items, chase-up results from UHL portal. Sending referrals via RSS/fax/email, update smear results and summaries notes on patient records, accept deductions Fp22, call and send letters to Fp69. 

2. Assessing my skills and knowledge: I presently have skills for doing my admin jobs which includes communication skills, arranging shifts for staff at the reception, using computer to register patients on EMIS/ Adastra systems, sending out referrals, making out invoices for clinical items, performing high security tasks, scanning and coding patients results and many more. I am improving in other areas because of myself learning 
3. Setting Goals: I want to be a manager of this organisation that I am working for now. I need to develop professionally to be able to get to managerial level and that would mean me taking courses and training like the one I am doing now. I plan that in the next one year I should have completed my training and career development. 

4. Creating an Action Plan: This course that I am taking will expose me to lots of skills learning. I will be taking trainings on leadership skills, decisions making skills, planning and delivery skills, time management, project planning skills, team building, etc. I am expected to finish this course in a year, so each skill will take approximately 1 week to learn

5. Documentation of my Development: I must document or Track my development through my accomplishments. I will use personal statements like feedback from my lecturer and outcomes from my coursework or research or other samples of my work to measure my progress towards the goals that I have established. I will revisit my goals occasionally to determine whether I need to develop additional skills or knowledge to achieve them. 









Conclusion 
The learning protocol through self-management for the sake of individuals has been considered to be appropriate. This is helpful in allowing one to understand the exact benefits of organizational protocols and objectives. These are helpful in achieving the professional targets and goals of the project and team with which the individual has/had been associated. Self-management and time management are two most intriguing factors which are helpful in stabilizing the unstable scenarios that might prevail within a business environment. i shall also try to encourage myself and my team to remain updated for the associated plans regarding the continuous progression of professional development thereby with the aim of maintenance of the organizational future prospective from every single arrear with stakeholder support.
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