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[bookmark: _Toc89201250]Introduction  
The repot going to explain my own personal development plan (PDP). What is my SWOT (strength, weakness, opportunity, and threats)? SWOT analyses help to find weakness and to improve our level and to find a better jobs, when we are doing SWOT analysis, we must highlight our weakness and threats where need. On this report, includes what makes an effective retail manager, the skills required to be an effective manager are communication and motivation, team building, problem solving and decision making and organisation and delegation.
Reflective report covers how was my understanding before, what I have learned and what improvement I gained for my future career by taking this module. Personally, all the topics are very essentials for me, some of them are self-awareness methods, recruitment and selection, mock interview, and UK employment law I have mention and explain deeply step by step by using Gibbs Reflective Cycle Model what is the main core of those skills.














[bookmark: _Toc89201251]How to audit our own skills and competencies by using the analysis tools: 
Audit my own skills it helps me to know what skills and the level of each of the skills I got, knowing my skills and levels it will help me to understand and highlight the gaps. To find new ways to eliminate the gap and to develop or improve the areas of my weakness.

“Undertaking skills audit you will allow you to clearly see where your strengths are which is a huge benefit during the job search process and may also help you identify which companies, or types of companies are the best fit for you”
                                                                                          (CK technical, no date)
[bookmark: _Toc89201252] What is Personal Development Plan 
Personal development it helps us to improve our performance and reach the final stage of our career. By planning our development plan on the table, this helps us to understand were and how will act to be a successful person. By understanding our weakness clearly this will help to know where and how to improve our weakness and taking the right action on the right time to get a better life and achieve our future
	Development
Goals/ Career Objectives
	Resources 
Required 
	Actions Taken
	Timeline
	Responsibility 
	Expected 
outcomes

	IT Training 
	Computer,
Finance 

	Registration / Fill application 
	1 year
	IT Maintainer 
	Level 3 IT Certificate 

	Level 4 Electrical 
	Finance, some materials 
	Completed assessment 
	2 years
	 unapproved electrical 
	Level 4 certificate

	 Electrician 
Apprenticeship
	Protective and tools 
	Searching 
company
	1 year
	Self-employed
Approved electrical
	Fully qualified level 4




[bookmark: _Toc89201253]What is a personal SWOT Analysis?
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	Strengths
	Weaknesses 

	1. Quick learner 
2. Keen to develop further
3. Good time management
4. Hard worker
5. Ability to work with a team
6. Creative
	1. No IT experience 
2. Impatience
3. I can forget things, if I don’t used       regularly 

	Opportunities
	Threats 

	1. unemployment rate might reduce
2. Graduate level 4
3. Networking 
4.New IT related course 
	1. change work processes IT 
2.Personal health 
3. Economic Environment 
4. IT job demand may drop


SWOT is an acronym of Strengths, Weaknesses, Opportunities, and Threats, and a personal SWOT analysis is an exercise in self- introspection to help understand yourself and prepare for growth (SlideModel.com,2021). SWOT analysis is a tool (technique) it helps to assessing our four aspects of personal development. 

[bookmark: _Toc89201254]What makes an effective retail manager? 
Effective retail managers can achieve their targets before the deadline in the good manner by using them experience (skills) and organisation assistance tools. Effective management is the backbone of the company, without good management or lack of management it leads the team lose productivity, motivation, and enthusiasm. The relationship between employee and manager has huge impact on the successful business as well as for good employee morale and success. When manager is preretinal and have a good skill how marge and organized, the employee will be happier, and they will be tried to get better opportunities to develop themselves. Effective team management, need a clear instruction, understand the
team members well mentor and support the teams whenever they seek help struggle rather than acting like a boss. 

“Management is essential in every walk of life. Even what we eat should be managed. You just can’t put anything in your mouth. One needs to be cautious. In the same way, a team must be managed effectively to expect the best from the team members. The team leader plays an essential role in managing his team well.” (Stanley, 2020).
[bookmark: _Toc89201255]What are the skills required to be an effective manager? 
[image: The top 10 management skills and how they help you with professional growth  | CQ Net - Management skills for everyone]
There are many types of skills for an effective management some of are, communication and Motivation, Team building organisation and delegation, interpersonal skills, commercial awareness, and monitoring.
[bookmark: _Toc89201256]1. Communication and Motivation
An effective manager must know all forms of communication including, verbal, written and listening skills. As a team leader you must comminate effectively with senior management and frontline. You will have to a chance to comminate with different people from low level employees to CEOs and head of departments. In different ways, it can be over the phone, via email, in presentations, social media, meetings and one to ones. Those all communication needs to be present in the formal ways and monitors continuously. If the team leaders have not established all the communication skills it will lose the position, will reduced the productivity of the business, and make the employee unsatisfied on the roles.
The manager must communicate well to get done the job with maximum of quality and to minimize the time and the manager has well communicated with the groups, his peers, his superiors, and his subordinates in the prospective ways (Cribbin,1972). The team leaders have to positive attitude, listening attentively and open communication with the employee, to discuss any concerns arise and be able to solve the issues or eliminate. Must recognising
achievements, encouragement the employees and creating good work environment the employees to motivates and   happy on the workplace. 

[bookmark: _Toc89201257]2. Team Building
Good managers must have knowledge how to be building teams and team interact. Effective managers very important to build good team members to speed up the teams and direct into the right direction for any business or company without effective team cannot be successful. The manager must build trust with teams, the team will be happier and feel more committed and much appreciated. A retail store manager must have knowledge to manage both sales floor and office as well as they are responsible for the employee and budgeting to support the retails boost sales (Phibbs,2021).
[bookmark: _Toc89201258]3. Problem solving and Decision -making
An effective manager must have knowledge or ability to decide, make decision and evaluate the crucial things and the success of business/ stores. Solve the problem and finding the right solution in the right time.
[bookmark: _Toc89201259]4. Organisation and Delegation
An effective managers need to have supper organisations skills; these skills are very important or vital in the workplace. Without organisation skills it will hard manage and handle the workload. The managers are many responsibilities the job to be done smoothly and effectively. When the manager we organised, save time, reduce stress to employee as well as for himself and to meet the deadlines in the high standard. 
Delegation skills are the core skills of any business, manager need to analyse the work and identity the employee skills, this helps to assign the job Deeping on their abilities. If the manager does not know the colleagues or the employee skills, it will be harder to accomplish on the deadlines and on the requirement standard of the company. 
“Many managers ease their own busy workload by delegating tasks to colleagues. To do this effectively you need to analyse and identify the skills of your employees and assign duties to each depending on their skillset. Delegation isn't a sign of weakness and can in fact multiply the amount of work that a manager can accomplish - while developing the team's confidence and skills” (Smith, 2021).
[bookmark: _Toc89201260]Reflective report how my understanding and what development I gained on this module
[bookmark: _Hlk89097011]On this module has covered many important points such as Setting goals and Objectives, UK Employment law, Recruitment, Self- awareness methods, Selection and Mock Interviews etc. All the topics are very important for me, to mention and explain deeply step by step by using Gibbs Reflective Cycle Model what is the main core of those skills.
[bookmark: _Toc89201261]UK Employment Law  
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[bookmark: _Toc89201262]The contract of employment
By law every employee must have the employment contract, this contract must provide with a written statement, this statement must contain all the information, terms, and condition of the employment. The details required to include are, details of person, job description, place of work, payment details, hours of work, start date, the name of employer, holiday entitlement, details of sick pay etc. employers can include more term to protect them business, for example trial periods.
[bookmark: _Toc89201263]Statutory Rights
[image: Level 1 Business Studies - ppt download]
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This right is dependent on the length of service, by law there are minimum terms of employment this called “statutory rights”. Some of the statutory rights are national minimum wage, statutory sick pay, holiday, equal pay, working time restrictions. 
[bookmark: _Toc89201264]Family friendly Rights
This rights also statutory rights apply only eligible employees with family, such as Maternity leave, Paternity, Adoption, unpaid parental leave, and shared parental leave. Some other rights are fixed term and part time employment, payroll, pension etc.
Personally, I wasn’t knowing all employment rights after this I know all the UK employment law, this help me to understand my right and responsibility into my work and to get confident on the things I am doing.
[bookmark: _Toc89201265]Self- awareness 
Self-awareness helps to aware the different aspects of our feelings, thoughts, and behaviours. It is very essentially to identify clearly about ourselves, after we found all the details, then we can therapy our weakness and to be thing positive and to learn about your bad habit. Self-awareness means when we think about ourselves, when comes to our mind any positive or negative things by using all those outcomes to build ourselves (Carver, 2012). According to Eurich, 2017 95% of people they believe they are self- aware, but the actual figure shows closer to 10-15%, this shows many of the peoples they are not aware about themselves.
[bookmark: _Hlk88642291]There are four levels of consciousness, unconsciousness, consciousness, self- awareness, and meta-self-awareness. The tools to know or improving our self-awareness those are Johari window, personal SWOT analysis, learning styles and personality tests.
[bookmark: _Toc89201266]Johari window
The team to be functional productively and trust each other the Johari window model will help to understand how to build trust in your team as well as for my own personal development. The Johari window was developed by Joseph Luft and Harry Ingham, they called it Johari after combining their names (Saxena,2015). Johari windows covers four areas they represent all the information about the person, those are Open self, Blind self, Hidden self, and Unknown self.
In general Johari window helps me to answers the following questions, firstly what others know about me and what doesn’t know, secondly to understand what the people known what I don’t know about myself, thirdly how to minimize the hidden area and maximize the open  area. [image: Chart
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[bookmark: _Toc89201267]Recruitment and Selection
Recruitment and selection are process of identifying the need for a job, to understand the job requirements of the job position and to choose the right candidate for the right place (Newell, 2005).
[image: Diagram

Description automatically generated]







Personally, this lesson helps me how to build my personal brand to get better job, for example:
1.How to gathers tips on how to improve my CV by creating good personal brand CV
2. What I must do before applying the job, like what is my interest job, what the organization do, is any better opportunities for future, how they treat the employee, where they located and is any external factors affect the company. Must know All those information is very crucial before you applied one job.
3. After I found the right job how to prepare for the job interview, what I must to do and what don’t.
All the above steps mentioned I have done it, I wrote my CV and Cover letter, I found the job match with my profession then I did the Mock interview with my teacher (Dr Eric). The feedback given to me from the mock interview will help me to improve weakness and to get self-confidence on the real job interview.
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The top 10 management skills you need for success

Management skills are highly transferable, lucrative and beneficial.
They are useful beyond employer-employee relations.
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management
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Examples of Statutory Rights

Rights:
m Have a written employment agreement. Which is either
an individual agreement or a collective agreement.

Be paid at least the national minimum wage

Not to have illegal deductions made from pay

The right to paid holidays — 4 weeks at present

The right to join a union (protection against employers)
The right to maternity leave (one year in NZ)

Not to be discriminated against

Rest and meal breaks

Public holidays off (or get a day in lieu if working)

1
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The Recruitment Process
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