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[bookmark: _Toc99974993]1. Introduction 
Reflecting on one's skills is highly significant to understand their progress and abilities for the perfect process of performing different activities. The weak and strong abilities and skills of an individual can appropriately be analysed and developed by using different analytical tools. This portfolio is aimed to throw light on the analysation of one's skills and abilities along with stating the actions to enhance the performances of employees as a manager. The last part of the portfolio will reflect the development of various skills with the help of Kolb’s reflective learning model. 
[bookmark: _y1f1rnf96eta][bookmark: _Toc99974994]2. Evaluating self-competencies and skills by using the analytical tools 
SWOT Analysis
	Strengths 
	Weaknesses 

	· I possess good and effective communication skills. 
· My critical thinking skills are well built. 
· The skills of motivating self and others are also well-built. 
	· The time-management skills are my weaker areas. 
· My multitasking abilities are not well developed. 
· The skill of planning tasks is weaker in me. 

	Opportunities 
	Threats 

	· Critical thinking, as well as communication skills, will appropriately allow me to efficiently give interviews. 
· Good communication skills provide good opportunities to efficiently communicate with staff in the working organisation (Timalsina, 2020).
	· The weaker time management abilities will make me face difficulties in the submission of various tasks within a stipulated time. 
· The issues in multi-tasking can refrain me from efficiently performing my organisational tasks as a manager. 


Table 1: Personal SWOT Analysis
(Source: Author) 
Personal Development Plan (PDP)
	Skills required to be developed 
	Actions to be taken for these skills’ development 
	Estimated time 

	Time management skills 
	· Preparing timetables for daily tasks.
· Scheduling every task according to their priorities.  
· Taking every action according to the timetable. 
	6 months 

	Multi-tasking skills 
	· Through proper prioritisation of work and time management, I can efficiently improve my multitasking skills. 
· Performing group tasks will help me with inefficient multitasking. 
	5 months 

	Planning skills 
	· Learning proper management of a task will allow me to develop my planning skills. 
· Taking suggestions and guidance from others for their opinions and ideas will allow me to perfectly develop my skills in planning tasks. 
	4 months 


Table 2: Personal Development Plan 
(Source: Author) 
[bookmark: _qwddrhh8excj][bookmark: _Toc99974995]3. Explaining and evaluating the development of existing and new employees by using some methods and theories 
Employees are the chief part of any organisation whose efficient performance determines the growth of the businesses they are working with. That is why, the proper acquaintance of knowledge and its development are highly beneficial for the efficient performance of both the new employees along with the existing employees of an organisation (MSG, 2022). Being a manager of a reputed organisation, I need to develop the work process of my staff and expand their learning range by accurate utilisation of some techniques and theories. These theories and models are discussed in detail below. 
360-degree Feedback: This feedback offering model helps the managers of an organisation to accurately evaluate the overall performance of their staff. Thereafter, feedback is offered to them based on their performance and the impression they made on other staff, colleagues and managers (Fleenor, 2019). This type of feedback providing approach can be perfectly utilised by me to bring successful development among the employees of my organisation depending on their performances and feedback with the implementation of proper training programmes. 
Key Performance Indicators (KPI): The metrics of KPI also help an organisation to evaluate the performance of its staff and business operations in comparison to its objectives and goals of businesses (LUBNINA et al., 2018). Being a manager, I can use such a technique of performance measurement that provides my organisation with the scopes to accurately modify the strategic management and processes of decision-making for the successful completion of organisational tasks or operations. This well-structured KPI can be said to be a good navigational tool that will provide clarity on current organisational status depending on their performances and plan training for the learning and development of every employee, new and existing, to enhance their performance.  
Six Sigma: This is a significant tool that I can appropriately utilise as a manager of an organisation to evaluate the outcomes of organisational operations or tasks and develop strategies accordingly. According to Paulise (2021), at the end of 1980, this Six Sigma tool was first developed to help the managers properly develop training programmes for their new as well as existing staff for their efficient work process in organisational projects. Therefore, this tool will be helpful for me to first evaluate the results of the business's operations and then make strategic planning for the employee’s performance development accordingly.
McClelland Theory: This theory is also referred to as the Human Motivation theory which was first coined by McClelland stating that every human being gets driven by any of the three motivating factors- power, affiliation or achievements (Mind Tools, 2022). By having democratic leadership approach, I can offer opinion sharing and decision-making power to my employees along with offering a positive work culture to make them feel affiliated in the workplace. Besides these, the proper giving of recognitions and incentives as per the performances of the employees in the form of their achievements, all these will work as motivating factors for my employees. Thus, by executing these actions by adaptation of the McClelland theory I can bring development in the performance of my employees in the workplace. 
Social Learning Theory: This theory of social learning states that every individual learns and acquires behaviours and attitudes by looking at the people in their surroundings. As per the theorist Albert Bandura, the learning of an individual takes place through observations, giving attention, retaining, reproducing and motivation (EdTick, 2022). By the proper implementation of these five factors, as a manager, I can efficiently modify the learning and development process of the employees according to their individual needs. This will enable them to appropriately perform their tasks in the organisation offering justice to my role as a manager of the organisation.   
[bookmark: _gnf10f5eccz9][bookmark: _Toc99974996]4. Assessing and reflecting on own learning with a suitable reflective model 
The year 1984 has seen a development of a significant reflective learning cycle known as Kolb’s learning model which involves four stages of learning- concrete experience, reflective observation, abstract conceptualization and active experimentation (UF, 2022). The development of my skills while performing different tasks has been perfectly analysed in this part with their reflection on Kolb’s reflective model. 
Open Book Assessment 
The process of open-book assessment for a case study in my academic study course has shown me how my reading skills along with cognitive skills and critical thinking skills have developed. However, my time management skills came as my weaker reflection as got reflected through the process of completing my 500 words assessment task within only 2 hours which seemed somewhat difficult for me. 
Engagement with literature skills: The performance of this task shows that I have good reading skills as I can efficiently do the open-book assessment. This reflects that my proper reading of literature takes place through the stage of reflective observation as I can accurately think about the concept and ideas of the open book topic by reading them. The concrete experience indicates the adaptation of new learning experiences by associating them with the current one (McPheta, 2019). Therefore, this activity of assessment can also be related to the concrete experiencing stage as I have done this process of reading as a new task which provided me with new learning experiences. 
Cognitive skills: Similarly, the reading and assimilation of the thoughts regarding the read topic of the book show the stage of abstract conceptualisation as I am perfectly able to understand the abstract concept of the book. This process of understanding the abstract concept has been enhanced by cognitive thinking skills making the open book assessment an easy task for me. 
Time-management skills: Besides all these, the time-management skills prominently came to be my weaker ability, which I need to develop by executing the actions as stated in the above PDP. This again reflects on the poor implementation of the abstract conceptualisation as I was unable to properly understand and evaluate the required time for answering each question to complete my open book assignment. 
Application skills: The skill of writing has also been properly learnt by me through this assignment. I have perfectly written down the answers by reading the subject from the open book. This learning process reflects the active experimentation stage as I have perfectly utilised my critical thinking required to understand and applied them to write answers to the assessment. 

Mock Interview 
The approach of mock interview giving involves the creation of a good CV and job advertisement with proper mentioning of job roles, job titles and person specifications. The appropriate completion of the mock interview was efficiently done by me through the acquisition and development of certain abilities and skills which are discussed here.  
Communication skills: The most essential skill that is needed and becomes further developed during a mock interview is the skill of effective communication. The giving of mock interviews through proper interaction with the interviewees reflects Kolb’s concrete experimentation stage of gaining a new learning experience of how to perfectly approach and interact with the interviewers. 
Critical thinking skills: During the interview, I had developed my instant critical thinking ability as I had to give instant answers to the impromptu questions of the mock interviewers. This learning process comprises both Kolb’s abstract conceptualisation and active experimentation stages. The thought of my previous experiences and knowledge for giving answers shows the abstract conceptualisation whereas the delivery of answers after thinking shows the taking of action as active experimentation. 
Job marketing knowledge: The task of the mock interview has developed my learning of job marketing through various research works on the market trends and market demands. This process of learning reflects the active experimentation stage of Kolb's learning model as I was perfectly able to use my research work to perform my action of modifying my CV. 

The UK employment legislation 
The UK’s employment legislation involves the Employment Rights Act of 1996 and the Equality law of 2010 which helps organisations to have a positive work culture and environment (Guerrina and Masselot, 2018). These legislations are needed to be perfectly understood by me for accurate work processes while working in an organisation in my desired job title as a manager of an organisation. The following will be my learned skills and abilities while appropriately performing my job role as a manager by obeying the employment legislation in my workplace. 
Planning skills: The perfect performance of the duties as a manager can be achieved by proper planning skills for different operations and distribution of tasks to the employees. My ability to plan tasks is a bit weak, which I need to develop to properly distribute the tasks among the employees according to their abilities. This will help to avoid employee conflicts and provide a good workplace environment as per the UK’s Employment Rights Act. This reflects the active experimentation of Kolb’s stages as the learning of proper planning will enable me to appropriately take auctions for offering a positive work environment to my employees. 
Collaborative working: Similarly, collaborative working is also important to maintain the Equality law in the workplace. The learning of the collaborative approach has also taken place in me after learning about the UK employment legislation in detail. The understanding of the Equality law for the prevalence of good work culture reflects the abstract conceptualisation while eradicating the biases in the organisational works shows the active experimentation of the Equality law in the work environment. 
[bookmark: _4hc7s44jru0h][bookmark: _Toc99974997]5. Conclusion
[bookmark: _7k0alv8dijly][bookmark: _izlo069xeuf5]The whole portfolio has perfectly portrayed reflection on the development of personal skills and their utilisations in the performance of various activities. The above analytical tools of SWOT analysis and PDP have perfectly shown strengths, weaknesses, opportunities and threat areas alongside a proper set of activities for the development of the weaker skills in the PDP. The next part has discussed the analysis of different models and theories used to enhance the learning process and performance development of both the existing and new employees by staying at the post of a manager in an organisation.  The last part of the portfolio has thrown light on a reflection of various skills by the use of Kolb’s reflective model. 
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