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INTRODUCTION 
This reflective portfolio will be based on the analytical tools taught during this module of Professional and Career Development, evaluating my personal skills using a Personal Development Plan and a Personality Test. 
I will also emphasise on theories that can be used to develop learning and training of staff as a responsible manager. The theories I will be discussing include SWOT analysis and Learning Styles that link to development of training. 
In regards to the previous assignments undertaken such as the open book assessment, mock interview as well as information taught in relation to the UK employment legislation, I will use the appropriate reflective models such as Gibbs Reflective Cycle to assess and reflect on my style of learning.

EVALUATING MY PERSONAL SKILLS AND COMPETENCIES
To evaluate my skills and competencies I created a Personal Development Plan (PDP), this analysis and takes into consideration what I personally would like to develop and further what consistencies would help me achieve my goal. A PDP is a form of self-evaluation and self-reflection (Putter, 2021).
From my PDP I would have to follow each action/deadline to achieve my goal also the support that I will need from certain people to develop my skills to reach my targets. Below you will find my PDP Appendix 1, which sets out the goals I strive to achieve and the support that will help me improve myself.

PERSONALITY TEST 
According to the 16 Personalities Quiz, I am a Turbulent Defender, Turbulent individuals are success-driven, perfectionistic, and eager to improve. It is quite common to come across people with this personality type, these are people who push themselves to do the best they can for themselves as well as others. When looking into the description of a turbulent defender you would find the personality type to have similar traits of an extrovert. 
‘Extroverts tend to be gregarious, assertive, warm, active, excitement-seeking, and positive’ (Cherry, 2022). Most extroverts are visual learners who enjoy the company of others and learn better alongside others. I totally agree with the result of this quiz, as I would describe myself to be a friendly, outgoing, and social person all in which fall in the traits of an extrovert in a defender. I like the company of others and find it easy to speak to new people whatever the situation I am always up for a chat. You can find my results below in Appendix 2. 
[bookmark: _Hlk100305333]
ASSESSING THE LEARNING AND DEVELOPMENT OF EXISTING STAFF MEMBERS AS WELL AS NEW STAFF MEMBERS AS A MANAGER
As a manager it is a necessity for you to assess the development of staff members for the growth of the organisation. A manger must cater for everyone is needs and it is one of their duties to provide the professional training for their staff to conduct their work in the appropriate manner. ‘When managers are closely involved in training, employees are more likely to be engaged too’ (Andriotis, 2018). This statement reflects on how an organisation can be affected when trained staff have the right qualities, they are much better at their jobs. There are many ways that a manger can perform the training and development for their staff some of which include, SWOT Analysis, PDP, Learning Styles, and Personality Tests.
From the theories learned during this module, I will discuss which I think are more useful in assessing the learning and development of staff also, which theories/methods would work out in the best interest of the staff and organisation. 

SWOT ANALYSIS 
[image: Knowledge Management SWOT Analysis Tool]SWOT is an abbreviation for the terms, Strengths, Weaknesses, Opportunities and Threats. When utilised correctly, a SWOT analysis is a planning technique that provides an overall perspective of the most critical aspects determining each individual’s potential. This method is a framework for a reflective self-evaluation of how well you can carry put an objective. There are four main tools to this method which identify the individual’s strengths and weaknesses as well as threats and opportunities. I would personally choose this method to assess the learning and development of my staff as this is an effective way of recognising my staff’s capability. (Trees, 2020)


This method would encourage any members of staff whether they are new or existing, to evaluate their personal abilities and make any changes if needed to progress and do the best for the organisation. As a manger it is crucial to take on board the pros and cons of staff members as everyone is not the same. In order for all staff to be working right and progressing it is especially important for a manger to have the right training in place and more importantly to know your staff well. I believe this method would make it easier for a manager to delegate tasks and job roles as the analysis conducted by the staff will also highlight the threats and opportunities that are available to them, which should also be taken into consideration by the manager. It is only right to do what is best for your staff to have a health working environment as maintain a healthy work relationship. By doing what’s right will only help progress the organisation. ‘The primary objective of a SWOT analysis is to help organizations develop a full awareness of all the factors involved in making a business decision ‘(Schooley, 2021). One of the main assets to an organisation is the staff, and if the staff are not taught and given any training of the job roles, this can then cause problems and even result in a breakdown. 

LEARNING STYLE
Another method that would be particularly useful when assessing the learning and development of staff would be to get all staff new or old to conduct a Learning Style quiz. The learning style quiz is beneficial to outline the several types of learning styles adapted to the staff at the workplace and the roles that would suite them best. ‘Having an innate understanding of how your employees learn and communicate, along with their personality types, equips you with the knowledge to facilitate better collaboration and growth at work’ (Glover, 2021). To know about the learning style of your staff will make it easier for you to organise the work that would fit their department which will enable them to develop and progress at work. This will also make the working environment efficient, inclusive, diverse, and productive which will only help in the growth of the organisation’s reputation. As already mentioned as a manager it is only right to do what you think is best for your staff and working environment. 
I am a visual learner, so I learn better by reading or looking at images. My career goal is to become a Solicitor/Barrister. For this particular profession, my learning style would be a good way to develop my understanding when reading and preparing cases. For example, looking through the evidence pictures and statements my style of learning would be very useful as visual learners like to see what they are learning. Also, as a Solicitor when speaking to clients it is always useful to jot down points that are relevant too them on which we then can later expand. So, the impact of my learning style would be very good to the profession I wish to progress in. I agree with this style of learning as being the right one for me, as looking at everyday life and working in a criminal law firm we look at a lot of evidence which consists of videos and images. I accept this way of learning as when I do look into images and videos at work i enjoy reverting back when typing any proof of evidence and perusals. Sometimes when I do not understand what someone is trying to explain I would write down the keywords or draw diagrams which may help my understanding and make it clear for me. This is one main trait of a visual learner. The result of my learning style quiz can be seen in Appendix 3. 

USING ONE REFLECTIVE CYCLE ASSESS AND REFLECT ON YOUR LEARNING

The cycle that I used to assess and reflect my learning was Gibbs Reflective Cycle. 
[image: Reflect, Learn, Act](Gibbs reflective cycle - Google Search, 2022)










Description - The first task that was set for this module was an Open Book Assessment, where we were given a case study a week before the actual assessment date to be studied and researched in order that we have the right information to answer the question that would be given to us on the day of the assessment. 
The second task was to have a Mock Interview based on a job vacancy that I would like to apply for submitting my CV and Cover Letter. 
Feelings – I was not confident as to how I would approach this task as it had been an exceedingly long time since I done a similar assessment and I could not recall anything that would have benefited me. However, on the day of the assessment I was a lot calmer and relaxed having done some research and answering the question from my point of view not having to reference was a great advantage. 
For the mock interview I was nervous as it has been a very long time since I attended an interview. However, as I was doing it from the comfort of my own home, I felt a little at ease and better in the sense that I did not have to travel preventing me from getting late etc. 
Evaluation - The fact that I made some time to research information in relation to the case study made it better for me to understand. Although I prefer working with others and discussing ideas, I was not able to do this on this occasion. I only had a week to prepare for this assessment which I was not too sure of how I would go about this nevertheless I managed to give my best try. 
I had rearranged this interview as I was not able to conduct it on the said date, due to this all other classmates had their feedback and I had to wait for mine as I was delayed in the interview proceedings. 
Analysis – I believe at that time I was a little anxious and just did not want to fail as I had been working so hard to keep on top. However once getting into the task I felt as though I was doing well and understood the concept of what had to be done. I realised that the nerves do get the better of me.
As I was sitting in my own home, I did not actually feel the pressure as much. The interview went well, and I answered all questions as best as I could to my knowledge. I was comfortable and was not as nervous as I genuinely thought I would be. I kept the nerves under control.
Conclusion – I could have done better if I had organised and jotted down some notes in relation to the question before I started answering it, as well as used the time efficiently as I had finished well before the time given and submitted my answer. 
After conducting my interview, I was given feedback which was extremely helpful in terms of understanding what is expected off me if was to attend a real interview. I learnt that I could follow the procedure and keep it professional. The only downfall was the fact that I should have asked questions which I did not, so for future I need to remember to do this as this is what an employer seeks.
Action Plan – if I come across such a situation where I would have to sit an Open Book Assessment, I would most definitely read the Case Study thoroughly and make any notes that can help during the assignment. During the assessment I would then use these notes to elaborate on my point of view. I would try and use maximum time to see if there is any way I can add to my answer. 
Whenever I have an opportunity to attend an interview, I shall keep the feedback which you can see below in Appendix 4, in mind so that my interview has nothing lacking and for me to get the post that had been applied for. To make sure I ask questions in relation to the job.

CONCLUSION 
This module has been very interesting, I have enjoyed learning about the importance of the models and theories that have been taught throughout. During the course of this module, we learnt the importance of PDP, SWOT Analysis, Personality Test and Learning Style in relation to evaluating your own skills that are crucial in the workplace for the staff and organisation, as these methods organise the development process and what needs to be done. We also discussed how I as a manager would assess the learning and development of my staff using the learning style quiz and SWOT analysis even though other methods and theories can be used, I would prefer these as they are simple but efficient. By using Gibbs Reflective Cycle, I reflected on my personal learning/experiences and realised what changes can be made for the future to develop and progress, this theory is a very well-organized way to reflect on my learning. 















APPENDICES 

Appendix 1 
	


	My specific learning goals? 
	How I will achieve this? 
	How this will be measured?
	When I will achieve this by?
	People who can help me with?

	1
	To complete my Level 4 qualification – Skills for the Workplace in Health & Social Care 

	To make sure all assessments and coursework are completed and submitted on time. 
To show good understanding of the modules that are being taught 
	By submitting draft assessments so that my tutor can check over and give feedback.
To keep good time and make sure the assessments are submitted before the deadline. 
	May 2022 
	Myself, Lecturer 

	2

	To Become a professional in the Law Sector. 
To become a Paralegal, Solicitor or Barrister 
	To get all the qualifications I need. 
To get a degree in this subject. 
To do any further training/courses that I need for the job role
	By trying to keep on top of all the coursework so I pass through the years of study. 
To ask for help whenever I need.
To keep on top of any further training or qualifications that might help me accomplish my goal 
	May 2025
	Myself, Lecturers and my manager and colleagues at work   



Appendix 2 
[image: ]

Appendix 3 
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Appendix 4 
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