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A reflective portfolio will enable me to learn and grow as an individual. Below is my Personal development plan which lists the skills I need to develop in the line of work I want to do. There are skills which I need to learn and develop to be able to reach my goals and move onto achieving higher goals. As individuals we are always learning and growing and through a development plan you have that time to look and reflect and work on the opportunities that will enable you to be successful (Oliveti, 2015). 

	Target 
	How?
	Support and resources 
	How will I measure success?
	Target date 

	Improve leadership skills
	Undertaking a BA in management and leadership course
Through research and reading
Getting experience in a leadership role
	Reading books/ journal articles about ways to improve leadership skills
From managers and leaders in a workplace
	Get my BA in leadership and management after the completion of the course
	June 2023

	Improve teamworking skills
	Take part in teambuilding activities
Work with others confidently
Take on a role within a team
	A group of people to work with
Use of zoom and Microsoft teams to work with others due to Covid 

	Through feedback from others
If objectives within teambuilding exercises have been met
	Ongoing 


	Improve organisational skills
	Set personal deadlines
Being proactive
Limit distractions
	Use a diary/ calendar
Support from family 
	When deadlines are met

	May, 2021

	Improve communication skills
	Actively Listening and taking an interest in what others say
Thinking about my body language
Taking notes during meetings and not always relying on memory
	Other people to talk to
Reading books to improve vocabulary
Seek advice from friends and family

	Through feedback from others
Being approachable
	May, 2021
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For my future employment there are various skills which I have identified that requires improvement.  Through self-reflection, using tools such as Johari’s window (1955) and a personal SWOT analysis, I have been able to look back at my experiences to see what I need to improve on as well as recognise my achievements. My future goal is to own my own business and in order for me to achieve this goal, I have listed four specific targets which will enable me to address the skills which require improvement.
[bookmark: _Toc68188227]Leadership skills and why are the important in the workplace

The first of these skills is leadership. Leadership can be defined as a set of instructions directed towards a group of people to achieve a common goal. Within communities of practice (Wenger et al, 2002) the shared goal is achievable if all those within the sector work together. In a business environment, instructing colleagues will help meet the business’s needs as well as inspire others to do better (Ward, 2020), However, how this is done requires good communication skills.
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Being able to communicate and pass information effectively requires good communication skills which can take many years to master,  there are many ways in which we communicate such as verbally, body language and vocally, being able to communicate effectively will help both professionally and in social gatherings, in a workplace environment it is a vital skill to be able to maintain good eye contact and express your ideas through speaking clearly with your colleagues, having these skills are essential in a work environment as without this vital skill you will not be able to communicate effectively, having good communication skills includes being able to speak, write and listen as well as be able to ask questions and to write clearly and concisely, the use of good body language is also a way of communicating and being able to have a good body language to give and understand gestures, signs tone of voice is also vital in understanding the message clearly (Doyle, 2021).
Having good communication skills will help with better understanding individuals from different backgrounds and cultures and enable us to be good public speakers (Essays, 2018). Organisational skills are just as important, having this essential skill helps you to manage your duties as well as planning each task accordingly so you are better able to meet the given deadlines, time management is one of the elements to this skill, so all talks and projects are completed in a timely manner (Kokemuller, 2019).
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Having strong organisational skills are especially important for a manager or leader of a business as your staff will look up to you so lacking in good organisational skills will have detrimental effects on your business, poor planning in the organisational will cause projects not to be completed on time and cause more stress on yourself as well as the business and staff (Porteous, 2020). 
Time management skills, communication skills working to deadlines, being able to effectively delegate tasks to staff and meeting goals all come under the organisational skills umbrella as well as good decision making and having good team management, having a strong mental focus with a good clear memory also helps you to remain organised, being alert and note taking and making a good use of the calendar will enable you to remain on track and plan well head (MacIntosh, 2021).
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A team is when a group of individuals work together on a given task or project, they work towards a common goal, having good teamworking skills will enable you to collaborate with your team members and achieve your goals, a team would be much more productive if they are empowered, given direction and motivated to do better (Haas and Mortensen, 2016). Having good teamworking skills is essential in a work environment as it will help you and your team to perform better and at high standards these skills will give an individual abilities to work effectively in a group by using their skills to achieve goals, having good problem solving and decision making skills are also essential in a good team as a good team player will always do what is best for their team to achieve their common goal and always have the ability to solve problems, a team player is also a good mediator to drive their team to success and better perform at their tasks/projects (Duszynski, 2021). The skills I have addressed here are important for me as an individual who wants to develop and do better in my future employment, these skills are very important to have to be able to be a mature individual who can manage well as well as work well in a team. 
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Through this module I was able to learn about the importance of a PDP both personal and professional one, a personal development plan enables you to improve and develop as an individual both in your personal life as well as your professional life (Rolfe, 2018). 
In the plan you can set yourself goals and how and what you will do to achieve them. I have been able to identify weaknesses in certain skills and what I need to do to improve those skills to be able to grow and feel more confident in that field, PDP helped me be more self-aware. 
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Joharis window was developed by Joseph Luft and Harrington (1955) the point of using the Johari window is that it can help improve relationships with people around you by using open communication, open communication is when you are sharing information about yourself openly and getting feedback, sharing information about yourself can build trust with others and accepting feedback will help us to do better and improve on areas that need addressing that may be effecting our relationship with others, the Johari’s window is used both personally and professionally to improve our communication and leadership skills as well as teamworking skills it can also be used by us for personal development (Harris, 2017). 
[image: See the source image] 
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Joharis window is divided in four parts, the open part is known to you and others, one part is where it is known to you but not others (hidden part), one part is the blind spot which is when it is unknown to you but known by others and the final part is the unknown which is unknown to you as well as others. The bottom left quadrant is the hidden pane in this pane there are things which you are aware of about yourself but not comfortable with sharing with others. The open pane is for things that you do not mind sharing with others it could be your name address and number as well as your interests and hobbies and if you are comfortable, you can share some feelings in this pane too. The bottom right quadrant is the unknown pane, this is a pane where things are unknown to you as well as others it could be a skill you have but do not know about and neither to others know about it. The upper right quadrant is the blind pane here it is  where you may not be aware of certain things about yourself but your peers may notice and know about you for example you could be twitching your eye whilst talking but do not realise this until your friends point it out to you. The benefit I found in using the Johari’s window is when feedback was received  from others it helped me to solve problems and improve myself  to do better and build better relationships with others, the joharis window is a great tool to better get to know yourself and what others know about you that you are not aware of, by receiving feedback I made changes to improve myself that may enable me to reach my goals in both my personal life and professional. 
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David Kolb introduced his learning styles model in 1984 (Mcleod, 2017) the model is widely used to this date, Kolb’s cycle is a four stage cycle. 
[image: Kolb's Learning Styles Cycle]David Kolb (Psychologist Biography) - Practical Psychology (practicalpie.com)
Each of the stages in the cycle have a intersecting axes, the vertical axis ‘perception continuum’ relates to how individuals approach a task and how they understand information for example through feeling or thinking the other horizontal axis is processing continuum this is how we as individuals make information meaningful to us for example through watching( reflective observation) or doing (active experimentation), Kolb’s view is that each learning mode of the axis are very conflicting and that we cannot experience more than one at the same time for example ‘thinking and feeling’ as that would cause a internal conflict which therefore is only resolved through an unconscious choice, as we as individuals simultaneously and subconsciously choose whether ‘to do’ whether to ‘think or feel’ or ‘watch’. 
The choices determine our learning style, according to Kolb’s cycle my learning style is ‘Accommodating’ which is ‘feeling and doing’ I like to be more practical in my learning and enjoy new challenges I always think well ahead and hope for the best so there is many trials and errors in my hands on learning experiences, I also prefer to work in teams as like to get work done quicker and meet targets and goals. 
During this module we did many quiz’s too which enabled me to understand myself better as an individual.

[bookmark: _Toc68188235]My mock interview feedback 	

We did a mock interview in class where feedback was received, the feedback has enabled me to understand where I should do better, I did maintain good eye contact to an extent and had basic knowledge of the company , however I did not ask any questions at the end of the interview, in future I shall make note of this and ask questions as well as employ the STAR approach in answering the questions. 
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