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Audit of my skills and competencies

In this section of my reflective report, I will be highlighting my strengths and competencies using analysis tools such as swot analysis and personal development plan to help audit my skills demonstrating my strengths and weaknesses. 


Swot analysis
a swot analysis is a highly used analysis and strategy tool nearly anyone can use a swot analysis from students to business owners the acronym swot consists of 4 words/sections
· Strengths 
· Weaknesses 
· Opportunities 
· Threats 
People have been using swot analysis for years with it being nearly the most popular analysis tool being used currently. It is very simple for anyone to do a swot analysis with it being a simple diagram usually in the form of a table that consists of no math’s. as mentioned before a swot analysis can be used by many for example businesses, individuals, teams, and in education. We use swot analysis for purposes such as brainstorming, decision making and personal development helping you identify strengths weaknesses opportunities and threats (SWOT Analysis, 2021) 

Swot analysis table 
	Strengths 
	Weaknesses 
	Opportunities 
	Threats 

	Positive 
	Impatient 
	Further education
	Covid 19

	Good communication
	Easily distracted 
	Apprenticeships 
	low employment rates 

	Focused 
	Lack of education
	Training schemes 
	0-hour contracts 

	punctual
	
	Expanding economy
	

	IT skills 
	
	
	


 










Personal development plan 
A personal development plan is a development tool used to assess, reflect, and document your progression. It is also used to help an individual understand the steps to be taken to further their development (The use of a personal development plan and the undertaking of learning activities, expertise-growth, flexibility, and performance: the role of supporting assessment conditions, 2021) 
A personal development plan is an efficient way of assessing the skills you already have and what you plan to do to develop the skills you need 

Personal development plan table 
	Career objective 
	Steps to be taken 
	resources
	Responsibilities 
	Time frame 

	Obtain a level 5 qualification 
	Apply for the course 
	Internet. laptop
	To be dedicated to completing work
	Jan 2021
Jan 2022

	Find part time security work 
	Obtain security badge 
	Training course
	Obtain a DBS check
	3 months 

	Improve writing skills
	Read more and practice 
	Books and internet 
	Make time for study 
	2 weeks 

	
	
	
	
	



After reviewing my swot analysis and personal development plan I believe I am at an advantage in the job market because I could be easily molded and trained by an employer. I also feel that I am taking the correct steps to achieve my career goals.












Analysis of skills required to be an effective manager in the motor vehicle industry 

The industry I have chosen is the motor vehicle maintenance and repair industry. The British motor industry dates as far back to the year 1885. The motor industry has great importance on the British economy producing around £20.2 billion a year. Creating around 168,000 jobs and exporting around 12.8% of good to the United Kingdom (UK Automotive and the UK Economy - SMMT, 2021)
The British motor industry is made up of many different departments a few of these departments for example are maintenance and repair, vehicle sales and production. To be a manager in the motor vehicle maintenance and repair industry is a very difficult role because not only do you need to have industry knowledge it would be mandatory to also have good customer service skills and most importantly good heath and safety skills as well as other skills like good communication, teamworking skills, the ability to perform under pressure, leaderships skills and good organisation.    
 
Communication skills
 
Communication skills are very important skills that everyone should have for either their professional or personal life. communication can be defined as transferring information to help achieve better understanding. there are many ways in which we communicate for example verbally, using body language or gestures and listening being a few. (Communication, 2021) 
Communication skills are vital for a manager in the motor vehicle industry and contributes towards good health and safety. Communication skills allow people to identify problems more easily and be able to take clear instructions to solve problems. Good communication allows managers to deliver information more quickly and more accurately. it is important that a manager in any professional role be a good communicator. understanding questions and needs of colleges and being well understood by persons he or she is managing is vital in managing a good team and being able to express their self’s effective and professionally all leading to better professional relationships in the workplace   
Acquiring good communication skills can be achieved in many ways. Some team building exercises can help you further develop your communication skills. Simply listening more can help you become an effective communicator. Also, managing your emotions better and practicing public speaking are more great ways to improve your communication skills 
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