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Introduction
The purpose of this reflective portfolio is to describe my personal development journey. It will include my skills and knowledge such as verbal and written communication, interpersonal skills, time management, critical thinking, research skills, problem solving and decision making. I will reflect how I have used these skillsets throughout my career to date. In my development plan I will highlight skills I will need to improve on to progress on to my future goal and how I will do this. I will evaluate myself using the S.W.O.T. tool and set targets with a tailored specific S.M.A.R.T. technique. We all have different learning levels and abilities and I’ll assess myself by completing assessment test to see which learning technique is suited to me. To date my occupation is one of a supervisor. I have been supervising a team of workers in a small family parcel delivery business for two years and would ideally like to be in the position of Depot Manager within the next twelve maybe eighteen months with this company. I am a very hard-working active reliable person who likes to set targets for myself to achieve my goals and this will be the basis on which I will do this reflective assignment.
My Skills and Knowledge
1. Verbal & Written communication Skill

I have good verbal and written communication skills this is important because in order to work with others you need to be able to communicate with each other verbally or by written communication or in some cases nonverbal. Evidence of verbal communication is of interviews I have had with human resources or recruitment teams throughout my career where a series of questions are asked, to which I need to understand and respond verbally to my interviewer. My written communication skill has been used by myself to employers in the form of a cover letter or filling in an application form for a job or constructing my CV, all of these require understanding and written communication. I use hand gestures from time to time to communicate too, I work in a depot with many vehicles, where I can often be seen gesturing with my hands where vehicles can or can’t go.
Communication, at its simplest, is the act of transferring information from one place to another. It may be vocally (using voice), written (using printed or digital media such as books, magazines, websites or emails), visually (using logos, maps, charts or graphs) or non-verbally (using body language, gestures and the tone and pitch of voice). In practice, it is often a combination of several of these. Being able to communicate effectively is perhaps the most important of all life skills. It is what enables us to pass information to other people (YouNeed, 2017)
2. Interpersonal Skill
Interpersonal Skill helps me work with others within a group environment, also how to network and understand colleagues and their views. Evidence of this is I work in a diverse work environment with people from different countries, cultures and backgrounds and these skills are important at the workplace, 
3. Time Management Skill
I like to ensure I give myself enough time for preparation in whatever I do, it helps me achieve my result, by managing my time effectively. Evidence of this is I am rarely ever late for work, and whilst at work the tasks I undertake require me to be mindful of deadlines so prioritising my time is important. 
There is model based on a theory related to time management which I have used in the past called Pareto’s 80/20 rule. Example of this is,  if I had a list of 10 important things to do and did the most important two things first, the theory is all the other eight things put together is not as important or urgent as first two I have done, yet I have accomplished 80% of my task by only putting in 20% effort, therefore I have managed my time effectively and prioritised what’s urgent and what isn’t (Time Management Success, 2019).
4. Organisational & Leadership Skill

These skills require good judgement and coordination with my workload, my teammates and work colleagues when given a supervisory or team leader role. Currently my organisational skills have allowed me to be responsible for planning with  a team of people at the workplace to complete work-related tasks to specification within a working shift, everyone is treated with respect and authority and comfortable with me in charge and in return they are happy for me to lead.
5. Presentation Skill
Remaining calm. portraying the right body language and posture when presenting is an important skill I have. When I’ve had meetings with my team to explain our scheduling and notifications, I can correspond the message effectively to them.
6. Research Skill
This skill is an important one, requiring you to find relevant information for whatever in particular you’re looking into, for example, whenever I have had the opportunity to try and secure a new employment role, I have always done research on the company I am going to have interview with, giving me some background into the company business , their history and their growth. 
7. Analytical and Critical thinking Skill
I have had occasions in the workplace where I have had to be very analytical and critical with my thinking. Analytical thinking is the breaking down of information. For example, if I were in an office of 10 employees and wished to know how many smoked, if half raised their hands, I would have made an analysis that 50% of them are smokers. Critical thinking is more to do with being open minded and objective. For example if I thought E- cigarettes were just as bad for you as tobacco cigarettes, I would need to give my explanation or view point, why it is just as bad for you and my explanation or point why it is not. This has been helpful and given me a better understanding of being objective and thinking critically.
8. Problem solving & decision-making skill

Having the ability to resolve a problem quickly is another skill I have had to use in my employment. I was able to identify a problem of required tasks not being completed on shift before employees went home, I quickly decided to create a task checklist, so all required jobs were ticked off before employees went home.
Self-Motivation 
Success in the workplace – and in life – hinges on effectively directing the behaviour of oneself and others. As such, understanding which motivational tools to select and how to employ these tools is critical. Indeed, the study of motivation has historically been a cornerstone in psychological, organizational, and economic research. Several prominent theories on motivation emerged pre1990, ranging from goal setting theory (Locke & Latham, 1984) to expectancy theory (Vroom, 1964), to social cognitive theory (Bandura, 1977). Each theory implicated a set of motivational tools for the workplace and beyond (Schroeder, 2015)
My Self-Motivation Quiz 
I completed a self- assessment quiz results are below; this was done to see how motivated I am. I highlighted a couple questions as image may not be clear to read.
Questions such as: I tend to do minimum amount of work necessary to keep my boss and my team satisfied? 
My answer: Not all.
Question: I use rewards (and consequences) to keep myself focused. For example, if I finish my report on time. I allow myself to take a break.
My answer: Often
Someone else may have selected different answers from the multiple-choice answers to mine, but just from the two examples given from answered question one, I like to work that little bit more and go that little further. Same as answered in question two, I would reward myself a break once I’ve completed or done majority of something, my motivation here being, to not stop till I get an amount done, It’s a reminder to  me that there is a purpose in the end of what I am doing, my objectives or goals.
[image: ]
Figure:1
Total points received for quiz: 44 – 60 My total suggest that I like to get things done. I make a conscious effort to keep myself motivated and spend significant time and effort setting goals. I think this is an honest and fair analysis as I have always motivated myself to do better and achieve more.
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Figure:2
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Figure:3
Lower points (28 – 43) according to quiz just suggest one needs to be a bit more motivated
Lower than that (12 – 27) according to quiz suggest you have convinced yourself you are not self- motivated
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Figure:4 (Cameron, 2009)
My Lifeline
My Lifeline reflects my career over the years, stemming from being a labourer on a building site to working airside at H.A.L Only to then find my niche working in the transport distribution industry. I have had good high points within my career such as passing high security checks and qualifying to working air side at one of the World’s busiest airports, London Heathrow, where I got to meet and greet so many high profile dignitaries and celebrities, then there has been low points too, such as not being employed for periods of time due to redundancy or termination of contract. 
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Figure:5

Looking back at my lifeline there has not been foundation in education. My educational studies were something I always wanted to improve upon but did not quite succeed in doing so in my earlier years. At this present time I am currently finishing my 1st year of a possible three at university which I chose to do to further my employment prospects through enrolment  at the University of Wales trinity St David and study a certification in higher education in skills for the workplace course, where I am  educating myself with the knowledge requirements for me to achieve my goal which is to be promoted to a managerial role within the my place of work.

Learning Styles
There are various styles of learning and everyone has their own way of absorbing information or what is being taught to them. One learning style is known as:
V.A.R.K - This style determines whether your preferred style of learning is either Visual – Auditory – Reading/Writing – Kinaesthetic.
· The Visual learner learns best by been shown how to do things. The visual learner will prefer leaflets or documents as a way of absorbing information as opposed to receiving the information verbally.
· The Auditory learner learns best by listening. This type of learner tends to have a good memory and take in verbal information very well.
· The Reading/Writing learner learns best by reading text and writing down information received.
· [bookmark: _Hlk29750988]The Kinaesthetic learner prefers to learn by way of touching and doing, learning by way of activities is preferred by this type of learner.


[image: ]
Figure:6 (space, 2018) You tube video

Another type of learning style is one known as: The Honey and Mumford style of learning created by peter Honey and Alan Mumford it looks at four different approaches people take to learning: Activists – Theorists – Pragmatist – Reflector.

[image: ]

Figure:7 (Mullins, 2005)


· The Activist who learns best by doing
· The Theorists likes to know how new learning fits in with previous theories.
· The pragmatist is not interested in concepts, just how it is done
· The Reflector likes to think and understand before trying things out

Another type of style of learning is the KOLB learning style, this type of learning is done from experience and in a cyclical way:
Kolb’s Cycle
· Concrete experience – something that has already been done by you or a new experience for you
· Reflective observation – to reflect on what has happened
· Abstract conceptualisation – to make changes or come up with new idea
· Active experimentation – test what you have learnt

Kolb’s learning cycle leads to four learning styles which are: Accommodating – Diverging – Assimilating - Converging
· Accommodators – Their styles of learning are to feel and do – get things done in efficient time.
· Diverging – Their style of learning is to feel and watch – takes time to understand and offers new solutions
· Assimilators – Their learning style is to think and watch – reading and research and processing information
· Converging - Their learning style is to think and do – like hands on activities as opposed to assimilators
CONCRETE EXPERIENCE
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REFLECTIVE OBSERVATION
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ACTIVE EXPERIMENTATION
*DOING*
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Figure:8 (BusinessBalls, 2011)
KOLB’S LEARNING CYCLE

S.M.A.R.T. Objectives
The s.m.a.r.t. objective tool is an acronym used to help to get your objectives to assist in achieving a goal if it covers all the required fields. The goal I want to achieve in my development is to become a manager at my current place of employment. My goal or objective is Specific, I want a managerial role. It is a role I would like to fulfil within the next twelve to eighteen months, that is the Measured amount of time I would like to take to accomplish this. I intend to achieve this by continuing studying a course like I am currently doing now which is all about improving my employability skills and progression to leadership or managerial within the workplace, this is both Achievable and Realistic for me. The Timebound is to complete this within eighteen months.
S – Specific
M – Measured
A – Achievable
R – Realistic
T - Timebound
My personal SWOT analysis
My personal SWOT analysis below highlights my strong and weak points, as well as the opportunities and threats that are facing me to make full progression with my career. Now that I have filled the boxes with criteria’s I must now look at how my strengths will combat my opportunities and threats for example: using all my skills from my strengths to get better employment from my opportunities as well as using my communication in my strengths box to communicate with employees and others in my threats box and how my opportunities can combat my weaknesses for example use the training course in my opportunities to help with the lack of skills in the weakness category.
	STRENGTHS

1. Communication (Written & Verbal)
2. Working to deadlines.
3. Organisational skills.
4. Reliable.

	OPPORTUNIITIES

1. Better employment
2. Training / Courses
3. Better work environment
4. More income

	WEAKNESSES

1. Interpersonal skills.
2. Problem solving skills
3. Find it hard to say “no” to people.
4. Patience

	THREATS

1. Lack of confidence
2. Other employees / people



Figure:9
After analysing my SWOT, I can see that there are areas that I can improve on and with the training or courses I have available in my opportunities box, this reflection can be implemented for change.

The Johari windows
This tool is used to improve self-awareness and mutual understanding between individuals in a group. Created in 1955 by joseph Luft and Harrington Ingham. Consisting of four sections, the Johari window can be used to find out behaviours you know you have as well as behaviours you are unaware you have. My example below:
	
JOHARI
WINDOW

	
I Know


	
I don’t know

	
Others
know
	
Works well and very organised

OPEN

	
Can seem unapproachable

BLIND

	

Others
Don’t know

	
Very nervous when having management meeting

HIDDEN

	


UNKNOWN



Figure:10
I am aware as are my fellow work colleagues that I work hard, and have very good organisational skills, this known to both me and them, so it’s a fact that is open for all to see. I can at times without me being aware be unapproachable where staff will seek help from other rather than ask me, this was totally blind to me but not to others. Although I am very organised and work really hard, what others don’t know about me is when I have to present team meetings / briefings the palms of my hands sweat quite a lot, this is known to me, but hidden from others. This is unknown but as it is not clear to myself nor others, I would say it is the best of the unknown of you that hasn’t come out yet.
Analysis of evaluating evidence from assignment
On evaluating myself on this reflective portfolio I can see there are skillsets which I will need to improve upon to progress and achieve my goal, namely my problem-solving skills – where I will need to be more involved and effective in being part of a problem-solving situation. This quality is important if securing a managerial role, as opposed to standing back more often and not being part of the solution to resolve any issue/s. On reflection of evidence of my portfolio another skill in need of improvement is  my interpersonal skills, again a skill very important if wanting to secure a managerial role, being able to have patience, be approachable by others, allowing others to work to their own abilities are qualities of being a good Manager. One of the learning styles most suited for my learning is the VARK technique which upon  completion of assessment shows a total score of 15 indicating my process of taking in information is more auditory where I prefer information to be given to me in spoken form where I listen , hear and remember as opposed to visually where I am shown or Kinaesthetically where I would prefer activities and learning in a more hands on way both these results were very close to each other after I completed my assessment which shows I have a bit of all methods are incorporate in my learning, The Honey and Mumford style assessment I did showed results that I am a pragmatist which is a practical  learning style and looks for the quickest way to get things done and solve problems.
Understanding expectations from employment
[bookmark: _Hlk29769018]Employers require applicants to have employability skills, so they can perform required task at work. Skills such as communication, teamwork, problem solving, I.T skills and work ethics (Doyle, 2019).
· Communication
Job Candidates with strong communication skills can be very appealing towards job employers as they interpret information well. Non-verbal and verbal communication skills are two main key points employers want from the employees. Also, listening and absorbing information is part of being a good and experienced communicator (Doyle, 2019).
· Teamwork
In any variety of work working together is vital. If a group task has been set, he/she needs to be able to co-operate well with each other and be able to put the equal amount of knowledge to any work or idea. Even if a group task has not been set, he/she needs to get along to create a positive working environment (Doyle, 2019).
· Critical thinking / problem solving
Critical thinking/Problem solving shows your ability to perceive, take in and display information and ask questions. Employees must acknowledge the situation and solve the issue. They must use intelligent ideas and make appropriate judgements (Doyle, 2019).
· I.T Skills
Most skills in work are manual skills, IT skills are more of a complicated job in work. In the field of technology positions such as IT specialists or software developers are required to have a more sharp-witted knowledge about programming (Doyle, 2019).
· Work ethics
Moral principles are very important in a working environment. Companies need employees who acknowledge their rules, are responsible and truthful and most importantly reliable and proficient (Doyle, 2019).
Development plan
The below personal development plan is a structure of what has been evaluated from the goal I wish to achieve from the skills lacking in my employability skill and the weaknesses and opportunities to strengthen from my SWOT analysis. This development plan has a short-term target period as I will implement the changes immediately and this will be reviewed within 3 months at which time if needed a medium- or long-term plan will be put in place.
	
	What I want to improve on?
	What will I do to achieve this?
	What support or resources will I need?
	How will I measure the success of criteria
	Targeted date for completion & review

	




Skills


	
Interpersonal skills




Problem solving & decision making

	
Be more interactive with colleagues


Be more involved in major decisions rather than just being told of them

	
Attend more meetings at work & social events. Talk more at work

Speak with senior experienced staff members / receive training


	
There are 4 meetings a month attend all


There is a communication problem during a handover of shift, put a plan in place to resolve problem
	
0-3mths to review




0-3mths to review




Figure:11
My action plan.
For me to achieve my objective to become a Depot manager I will need to develop on the skills I am currently lacking. In my skills and knowledge section I mentioned I had good interpersonal skills, and that I work in a diverse environment and I get on with other employees, but I need to improve on listening more, being more flexible and patient. My action plan for this will be to attend more staff meetings there are 4 monthly attend al, be more interactive with colleagues and occasionally go to staff social events. I will implement this and review within 0-3mths.
My other skill which I will need to improve upon is my problem solving, again I mentioned in my skills and knowledge section that I am good at solving problems, I have in the past found solutions to simpler problems such as creating a task to do list for a shift handover that wasn’t communicating what task had or had not been done on shift. But when it comes to the more problematic issues, I tend to leave them alone. The Honey and Mumford assessment test showed that I like to get things done quick rather than think them through. My action plan for addressing this lack of skill is to have more involvement with the team resolving these issues, speak to experienced members of staff who have dealt with difficult problems and how they resolved it and even look to having outside resources or training applied, I will implement this and review within 0-3mths.
Conclusion
[bookmark: _GoBack]From my reflective personal development portfolio point of view, I have gained good self-assessment results from which I will take lots of positives from. My self-motivation results and SWOT analysis evaluation is a move in the right direction to motivate myself to gaining the acquired improved Interpersonal and Problem-solving skills I need to progress my own development and career. 
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