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[bookmark: _Toc89802520]                                                      Introduction

The aim of this report is writing a reflective portfolio on myself and my future career. This report will include the analysis of myself by using different forms of self reflection such as SWOT and PDP. I will also be highlighting key aspects of an effective manager by further discussing the skills needed to be acquired in my chosen industry. In this essay I will also be discussing key theories such as UK employment law and Learning theories by assessing why these are useful. 
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SWOT stands for strengths, weakness, opportunities, and threats. A SWOT analysis is important as it highlights what you need to do in order to succeed in your business by observing your strengths and weakness and how you can take advantage of any opportunities and eliminate any threats that may exist in your business. (Jackson, S. 2003).

A SWOT analysis is used as it allows you to build on what you are doing well, work on what needs improvement, make the most of any opportunities that arise and address any threats such as what you are lacking and what you need to work on to improve both yourself and your business. (Jackson, S. 2003).


	Strengths 
· Communication
· Time management
· Confidence 
	Weakness 
· Deadlines 
· Distractions 
· Commitment 

	Opportunities 
	Threats 



[bookmark: _Toc89802522]Personal Development Plan 
A PDP is a structured action plan that you use to summarise any long term or short term goals you may want to achieve. A PDP will help identify key areas you need to work on what you plan to achieve. Both the SWOT analysis and PDP plan work as a form of self evaluation to help achieve your overall goal. A PDP plan can help you with your goals, areas that you need to work on to achieve said goals and what may hinder your progress along the way. 

	Long term goal 
	Short term goal 
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Communication and motivation – as an effective manager you must acquire and learn all forms of communication, whether it be verbal, nonverbal, or written. Effective communication is important in the workplace as it allows you to clearly state and discuss any matters in an understandable way. To acquire communication skills, you first need to start of by listening. By allowing yourself to listen to your employees, you can pay close attention to what is being said and make theirs feel heard. This is an important skill because motivation allows you to establish trust and build a relationship with your employees. To ensure that employees feel comfortable communicating with you, you need to ensure that you have an open body language, make yourself available and willing to talk, as well as easy to reach in case your employees have any issues or matters, they might want to discuss with you. (Eisele, L., Grohnert, T., Beausaert, S. and Segers, M. 2013).

Organisation and delegation – as an effective manager, you must ensure that you are always ahead of your work by staying organised and delegating your tasks in order of priority. This is important when becoming an exceptional BLANK, as unexpected problems may arise and it is my responsibility to respond in an effective manner. Organisation and delegation is important in the workplace as it will help you keep track of your progress and allow you to become a better manager to others. One way to acquire organisation and delegation skills is by planning ahead. By always having a plan b or a backup plan you can respond to nay problems that may arise. Furthermore, in an organised team, teamwork is of importance. By properly delegating tasks to your employees, it will allow you to finish of the tasks in a short amount of time as well as highlighting individual’s strengths. This is an important skill as staying organised allows you to juggle loads of responsibilities without feeling burned out. Furthermore, managing and staying on top of your workload will cause you less stress and allow you to save time. It is also important to show what kind of message you are sending to your employees. By always leaving this last minute, lack of organisation and work which is not in the best of state will set a bad example to your employees. (Azad et al., 2017)


Problem solving and decision making – as an effective manager, it is your responsibility to make any important decisions in a quick manner in case any problems arise and ensure that your employees are still working, and the work is moving smoothly. Problem solving and decision making in an important skill as you identify the problem and help find a solution for it. One way to acquire this is skill is overcoming any obstacles thrown at you by efficiently and effectively find the solution to issues and determining the course of action to fix them. This links back to decision making as you are planning progress. One way to acquire decision making skill is by setting out tasks which in turn leads to employee motivation. This is an important skill because in order to be an effective manager you have to be able to think on your feet. You need to be focused and determined that in case anything goes wrong you have a plan to solve it. With problem solving there are numerous steps involved such as first defining the problem and then implementing any solutions from both you and your team in a timely manner. This further highlights the importance of teamwork and communication skills as discussed (Lidh, 2013). 


Leadership – in order to be an effective manager, is is your responsibility that you ensure you lead your employees in an efficient manner. Leadership skills are acquired in a number of ways for example active listening. By ensuring that your employees are heard you pay close attention to your employees and maintain a positive relationship in the workplace. Furthermore, as a leader is is important to have empathy towards your employees.  (Madanchian et al., 2017). This allows you to build a healthy relationship and have open communication with your employees and work on any problems that they might need to resolve. This is an important skill because to acquire leadership, you also need good communication, empathy, confidence and organisation skills. Skills which are all needed to become an effective manager. Leadership skills allow you to inspire your employees in a positive manner and allow you to work on your self development.  (Madanchian et al., 2017)
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SMART stands for specific, measurable, achievable, relevant and time bound. SMART goals are used in either business or everyday life. To start of your smart goal, you need to begin with a goal. This goals needs to be specific and your main focus. When trying to achieve this goal you need to look at why you want to achieve, how can you achieve it and who will be involved in the process. Next is measurable. (Day, T. and Tosey, P. 2011). Once you have identified your goal you need to be able to measure your progress so that you can stay on track and keep motivated in case there are any deadlines you need to meet. Moving on to achievable. It is important to keep your goals realistic, so it is easier to achieve. With relevant it is about how important this goal is to you and if it is the correct time in your life to focus on this goal. Finally, there is time bound. It is important that your goal has a target date so that you can prioritise other things you may need to focus on. It is important to keep a plan when you want to achieve your goal by. SMART goals are important as it focus on specific goals and helps to give you a sense of direction on where you want to move in your life or your business. This has helped me as a professional because by allowing myself to use SMART goals I am able to help organise what I want to achieve and when I want to achieve it by. (Day, T. and Tosey, P. 2011).
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UK employment law is in place to maintain and to establish a relationship between the employers and employee. Just like all laws the UK employment law in put in place to protect business and the people of said business. This includes your entitlement to holiday pay, your sick leave or notice periods. Contacts are put in place so that the employers and employees are on the same page when it comes to the business and its guidelines. (Golynker, O. 2015). The UK employment law also includes the Equality Act 2010 which protects employees from discrimination whether it be due to there gender, age, race or disability. Employees are also protected under the Health and Safety Work Act 1974. The UK employment law is important because it protects everyone in the business both the employees and the employer is protected. The UK employment law covers a range of topics such as health and safety, maternity rights, holiday pay and data protection. Things like unfair dismissal, discrimination, and employment contract re also covered under the UK employment law. This has helped me as a professional because when planning to start my own business it is important, I protect both myself and my employees through the UK employment law. (Golynker, O. 2015).

[bookmark: _Toc89802526]Learning Theories 
Learning is being able to process knowledge that you are exposed to everyday. Learning theory explains how your brain works when learning through receiving information to processing the information. There are various learning theories. The first one is constructivism learning theory. This is based on learning through previous experience by taking what you were previously taught and using it with the new and current knowledge you are being taught now. Constructivist theory explains that learning is obtained actively through your environment. The second one is humanism learning theory. This focuses on self actualization which is realizing your potential and strengths. (Mukhalalati, B.A. and Taylor, A. 2019). Its main focus is Maslow’s Hierarchy of Needs which is a hierarchy used to fulfil our full potential.  The third one is connectivism which focuses on personal growth and forming connections. Moving on to behavioural learning theory which is based on psychology and indicates that learning is explained through events in our behaviour and where the learning takes place for example a café of a classroom. Learning theories are important as it explains how different individuals learn and analyses what works for different people. By understanding the different learning theories, it will help you as a professional to cater to your employees and deliver the communication effectively. (Mukhalalati, B.A. and Taylor, A. 2019).

[bookmark: _Toc89802527]Self Awareness Methods 
Self awareness is paying attention you your surroundings and the way you think and behave. Self awareness is useful as it allows you to stay in a calmer mood by constantly thinking about how you feel. This will allow you to build a relationship between yourself and your feelings. You will form better relationship with your employees which is important as a professional because you are allowing yourself to set healthy boundaries. And finally you will have increased productivity by improving your self awareness which is important as a professional. 

[bookmark: _Toc89802528]Conclusion 
To conclude SWOT and PDD are plans which allow me to focus on my goals and stay on top of them by using a grid like method. Communication, leadership and problem solving are just some of the many factors which make an effective manager. 
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