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[bookmark: _Toc89895544]Introduction
Professional and career development refers to the practices to which the individual can easily gain skills and competencies for the professional field and enhance their professional goals. The following report is based on professional and career development and aims to emphasize the job description of packaging assistant as a part of the procurement and quality profession. The report will provide an analysis of the skills and competencies that are to be acquired by the individual and aims to examine the analysis of different skills through which the individual can become an effective manager. Further, the report will also ensure the use of the Gibbs reflective cycle in order to provide a reflective analysis based on the concepts developed and achieved.
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[bookmark: _Toc89895545]Skills and competencies
The precise taught talents required to do a certain profession successfully are referred to as skills. On the other hand, competencies are the knowledge and behaviours that enable a person to succeed in their work. SWOT analysis and Personal Development Plan are used to analyze skills and competencies.

[bookmark: _Toc89895546]SWOT analysis
SWOT analysis is one of the approaches used when defining new objectives, examining various circumstances in which we wish to carry out our activity, or highlighting personal traits and external variables that benefit or disadvantage us(Gurel, 2017). SWOT analysis and planning refers to the assessment and planning of strengths, weaknesses, opportunities, and threats. By identifying these characteristics, we can evaluate what needs to be addressed and what should be prioritised while looking for new challenges or combating external threats. Strengths are abilities, competencies, knowledge in a certain sector, or professional experience that distinguishes us from others and can help us achieve a goal. Weaknesses are also personal difficulties, but they may be obstructions when we offer anything, therefore it is useful to keep them in mind in order to steer them in the future. Opportunities are those external elements that help us achieve the stated objective, such as new technology, living in a city with many options, and so on. Threats are external situations that cannot always be avoided, but their impact can be reduced







	Strengths
· Can easily define the goals and fulfil the firm’s achievement
· Have the ability to ensure the leadership activities and development
· Communication and academic skills development
· Flexible and dedicated
	Weakness
· Not able to deliver an effective presentation
· Lack of time management
· Cannot relate with the demands of the customers
· Not enough experience

	Opportunities 
· Personal development by participating in various training courses
· Increasing sales
· Different forms of collaboration
· Flexible working
· The possibility of promotion at work
	Threats
· Changing demands of the customer with change in the social climate
· Risk-free attitude
· Lack of delivery in terms of quality assurance












[bookmark: _Toc89895547]Personal Development Plan
What exactly is personal development? It is the process through which we learn to accomplish things we have never done before, or to perform things differently than we have always done, resulting in better outcomes and more enjoyment.
	Identified professional/  personal needs
	Objectives
	Strategies and resources of realization
	Timeline
	Expected outcomes

	Perfecting knowledge in the field of business and management
	Maximizing on career development opportunities
	Finishing level 5 & 6 Leadership and Management
Time 
Finance 

	2 years
	Obtaining the graduation diploma

	Obtaining a certificate in the IT field
	Recognition of IT skills
	Participation in an IT training course
Finance 
Time 
	3 months
	Obtaining a certificate in IT field

	Developing personal skills
	Developing self-confidence and motivation
	To review my achievements
To be more organized
To do sports
	12 months
	To be self-confident and motivated in what I do

	Developing communication skills
	Developing public communication skills and presentation skills
	To participate in presentation skills workshops
To practice more 
To communicate with several people only in English
	6 months
	Developed communication skill



[bookmark: _Toc89895548]Skills required being an effective manager
The collection of talents required for managers to be effective varies according to their managerial position. Katz established a model of managing skills mix by viewing managerial skills as a combination of interpersonal, cognitive, and technical skills( Peterson and Van Fleet, 2004).

                                  Fig 1. The mix of skills of a effective manager
Given the diminishing role of cognitive skills, the skills on the right of the diagonal represent the mix of skills of a top level manager or supervisor: the orientation toward technical aspects of the job and the emphasis on interpersonal skills should be noted (which include solving administrative issues such as be determining the mission of the organization, establishing the relationship with the economic environment and planning markets, finances and other resources and services).
In common, an person who enters the administrative field is found to the correct of the inclining from the point of see of the blend of abilities, being ordinarily dependable for carrying out a specialized action (administering a generation or deals group, creating a arrange promoting or budgeting).
Interpersonal aptitudes are included, due to the reality that the director comes into contact with his subordinates, either they are seen as people or as a working group. Cognitive abilities are not required, and they gotten to be vital as the supervisor rises within the progression.
Managers at higher hierarchical levels require a combination of management abilities, as seen on the left side of the image, with a shift from technical duties to those requiring planning, coordinating, and establishing links with the external world. administration (customers, government, unions, market and foreign influences).
Managers now have a very difficult job that demands them to be effective in a wide range of tasks. The specialists categorise managing abilities as follows:
· Strategic skills - aids in the creation of economic value for the organisation through superior adaptability to the environment: 
· corporate vision, 
· customer orientation, 
· decision making, and 
· resource management.

· Organizational skills - aids in the development of employees' ability and mutual understanding: 
· communication 
· teamwork and leadership 
· coaching 
· negotiation
· organisation networking

· Personal effectiveness abilities - allows for effective self-management::
· time management
· creativity
· self-knowledge
· self control
· motivations etc.(Indeed, 2021)
Competencies or skills are defined as observable and frequent behaviours that have the character of skills. An longstanding debate among professionals concerns the educability of managerial talents. In other words, do managers come naturally or can they be developed via education? Unquestionably, talent and natural tendencies play a significant impact.
According to experts, no one can become a manager after taking a management course. According to experts, being a manager is the culmination of a personal change process. Broadening one's perspective and conception of the world and life, raising one's level of consciousness, working with oneself, and discovering the right motivations and principles all lay the groundwork for becoming a person capable of leading others, that is, a person worthy of being followed by others. and to look after them rather than subjugate them(O’Reilly et al, 2020).
Optimistic individuals who relate well to others, are organised, communicate well(Zorina et al,2018), have intuition and empathy, demonstrate character strength, have a developed sense of social communion, and gain the essential technical abilities are obviously advantaged. in the successful employment and performance of managerial tasks.

[bookmark: _Toc89895549]Reflective model to assess the concepts
For the analysis of the learning developed from the module, there are different types of reflective models and approaches available through which the individual can easily focus on the reflective activities to gain access from the module. Gibbs reflective cycle is one of the famous models that help to provide an effective index on the analysis of the different factors and methodologies through which the individual can gain reflective learning towards the module. This model is based on six different steps that are description, feelings, evaluation, analysis, conclusion, and action plan (Adeani et al., 2020). Based on the analysis of the six steps, the following is the reflective index of the current module that is based on the professional and career development in the field of packaging assistant for the retail industry.
[bookmark: _Toc89895550]Gibbs reflective cycle
[bookmark: _Toc89895551]Description
The current description is based on the analysis of the development of personal and professional career development in the field of packaging assistant. It aims to determine the goals and objectives that are based on the use of the SMART approach. Further, there are different self-awareness models such as learning style, psychometric test and many other activities that are considered in the current module to derive the recruitment and selection process. Mock interviews are conducted to focus on the recruitment and selection for the particular job role in the retail industry. In addition to this, skills and competencies and analyzed with the help of different analytical tools in order to provide personal and professional strength of the individuals applying for this job role.
[bookmark: _Toc89895552]Feelings
My initial feelings towards the starting of this project for this module were not confident because of the high level of competition and new experience in this field (Heffernan, 2018). I was not able to gather knowledge about acknowledgement regarding the activities that are to be concluded and implemented in the current module with the help of different tools. Honestly, I was not sure enough to apply for this job role because of changing circumstances and demands of the people.
[bookmark: _Toc89895553]Evaluation
During the time of this job, there were certain difficulties that I had to face for this particular job role. One of the major problems of guarding settlement of this job role is the lack of attributes and resources available to me. Furthermore, in order to achieve success in any activity, the person must possess a strong sense of passionate understanding, which necessitates the use of my talents. Self-management, concentration, social awareness, and social competencies are all essential qualities for successful performance in every situation (Markkanen et al., 2020).
[bookmark: _Toc89895554]Analysis
After getting engaged in this job role, I had analyzed that there is a high level of opportunities available in this particular individual industry because it provides high growth in professional and career development. I had started to work on my skills and enhance them with the help of new opportunities available to me within the workplace. Apart from this, I was able to withstand the changing demands of the customers and provide the necessary services as per the requirements. With the consideration of this, I had also determined my growth towards packaging assistant.
[bookmark: _Toc89895555]Conclusion 
With the help of this job role, I had gained more benefits because it had helped me to enlarge my scope for professional and career development. Further, I had gained different academic skills that are important for this topic and very important for my future analysis in order to sustain or achieve a higher job role (Dhaliwal et al., 2018). 
[bookmark: _Toc89895556]Action plan 
As per the analysis of the above considerations, I will discuss the findings with my seniors in order to provide future suggestions to apply for the higher job post or role. The action plan will consist of clear goals and objectives that are precised and concise for the particular job role in the retail industry. Further, I will deliver effective growth and knowledge in terms of different fields and factors through which I can achieve the goals on time. The action plan is based on SMART and CLEAR goals for my particular professional and career development.


[bookmark: _Toc89895557]Conclusion
The above report is based on professional and career development, and it is placed on the job role of packaging assistant in the retail industry. The report has provided an analysis of the different factors that are to be included for the personal skills and competencies with the help of SWOT analysis and a personal development plan. Further, the report had also discussed certain skills that are to be required for an effective manager. Further, the report had also provided an analysis of the Gibbs reflective cycle in order to gain an understanding of the module.
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[bookmark: _Toc89895559]Appendix 
Mock Interview Grading Rubric
Date:  1/11/2021   
STUDENT:    Mariana Grigorita 	INTERVIEWER:    Dr Eric Osei

SCORE:    5= Excellent,    4=Very Good,    3= Good/Average,    2=Poor,    1= Very Poor

	
	5
	4
	3
	2
	1
	Comments

	FIRST IMPRESSION
	
	
	
	
	
	

	      Showed up on time
	
	
	
	
	
	Dressed appropriately and kept eye contact throughout the interview which was good. But could have shown more confidence in the interview. 

	      Firmly shook hands of interviewer, smiled and greeted
	
	
	
	
	
	

	      Had resume/references and offered professional copies
	
	
	
	
	
	

	      Greeted and maintained eye contact 
	
	
	
	
	
	

	      Dressed appropriately
	
	
	
	
	
	

	Posture (sat up straight, etc.)/Hand and facial                            movements were natural
	
	
	
	
	
	

	
	
	
	
	
	
	

	VERBAL BEHAVIORS
	
	
	
	
	
	

	      Demonstrated knowledge about the company
	
	
	
	
	
	

	      Answered questions completely, yet briefly
	
	
	
	
	
	 

	      Utilized STAR/BAR format for Behavioral Questions
	
	
	
	
	
	 
Demonstrated ambition and indicated you were looking for new challenges which was good. You highlighted your personality clearly. 
You provided sufficient highlights of your 10 years’ experience and used the STAR to answer the behavioral questions.  However, you could have focused a bit more the company and do a research before interviews.
You also highlighted a weakness as being too ideal and honest in everything. I wanted you to show how you overcome these weaknesses.  


	      Understood company needs/Emphasized qualifications
	
	
	
	
	
	

	      Understood position/Pointed out work related skills
	
	
	
	
	
	

	      Displayed enthusiasm
	
	
	
	
	
	

	      Focused on strengths; avoided weaknesses
	
	
	
	
	
	

	      Acted in a polite manner
	
	
	
	
	
	

	      Referenced specific items on resume
	
	
	
	
	
	

	      Responded to questions promptly, but not hurriedly
	
	
	
	
	
	

	      Asked appropriate questions of the interviewer
	
	
	
	
	
	

	      Spoke clearly and at a reasonable volume
	
	
	
	
	
	

	      Avoided use of filler/empty words, slang, etc.
	
	
	
	
	
	

	
	
	
	
	
	
	

	OVERALL PREPARATION
	
	
	
	
	
	INTERVIEWER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM COMPLETION OF INTERVIEW. 

	
Dr Eric Osei

	
	
	
	
	
	
	

	                                     POINTS AVAILABLE  100
	
	
	
	
	
	

	                                     POINTS EARNED     78 %
	
	
	
	
	
	

	                              GRADE  _12/15
	
	
	
	
	
	





 



Cognitive skills


Interpersonal skills


Technical skills


The mix of skills of a top manager


The mix of skills of a manager from the first hierarchical levels


