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This is the third task of the module which is on the reflective portfolio. The portfolio shall be covered in three parts. The first shall be an evaluation of my skills where a SWOT analysis shall be used to analyse my strengths, my weaknesses, the opportunities I have and the threats which I can face in my professional and personal development. A Johari window and a personal development plan will also be used in my skills evaluation. The second part was an assessment as a manager for training and development of the staff and the last part of the portfolio made use of Gibbs model of reflection to reflect on my learning on the module. 
[bookmark: _Toc100440707]Skills Evaluation
[bookmark: _Toc100440708]SWOT analysis
Self-awareness is a very important aspect of personal and professional and career development which enables one to have a clear perception over oneself which include one’s personality such as the strengths, the weaknesses, the motivations, the emotions and one’s beliefs (Ackerman, 2021). One of the tools used for enhancing self-awareness is through SWOT analysis and the Johari Window. The SWOT analysis is a framework which allows one to analyse his or her strengths, weaknesses, threats and opportunities (Kenton, 2021). My SWOT analysis is as follows:
	Strengths
	Weaknesses

	· Strong verbal communication skills
· Great team worker
· I am passionate in everything I do
· I offer my care services with empathy
· I am a good public speaker
	· I have little professional experience 
· I have poor written communication skills
· I am poor in managing stress
· My technical skills are also poor

	Opportunities
	Threat

	· The school is offering part time technical skills training
· There are various volunteer opportunities in healthcare
· I can advance my education
· Presence of stress management tools 
	· Finances
· Time constraints
· Tough economy
· People with better experience
· Competition in the job market
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Morgan (2002) defines personal development plan as plan that is developed with an intention of developing skills that are important for work. It is an inevitability that in workplaces some unique skills are required, similar to my workplace. That in respect, there are some skills which I am not currently competent enough in, and I have plan of improving on them. Below is my personal development plan.
	Skill to develop
	Time 
	Activities
	Success criteria
	Resources

	Written communication skills
	I will require at least three months
	Doing exercise on various grammatical spellings, which I normally mistake on.
Learn how to structure sentences 
	I would have achieved success once, I am able to write various spellings correctly and being able to structure sentences grammatically right.
	Internet, laptop, and online tutorials

	Information technology
	At least 6 months
	Improve my knowledge on Microsoft Office usage
To now to use the relevant software important to my career field 
	When I can use the various Microsoft Office tools effectively.
Being efficient in use of various software.
	Internet, laptop, and online tutorials

	Stress management
	At least 6 months
	Learn to be emotional intelligent and resolve issues causing stress
	I would become competent in handling stress effectively
	Coaching by a therapist.
Talk with a counsellor
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For the employees, it is important for them to understand that learning is a continuous process, and that happens even at their workplaces. At workplaces learning and development happens in a variety of ways, however, the key element is that learning should happen so that the employees acquire the skill sets they require to adapt to their working environment, which ideally is ever-changing. 
[bookmark: _Toc100440712]Why we should understand how people learn
To the employers, they need to understand that their employees have varying learning styles, and considering that continuous development is important for overall employees, which is consequentially important for the organisation (Hameed and Waheed, 2011), then this makes it imperative for the organisation to know the various learning styles for its employees so that they can tailor their learning environment or development programs effectively (London and Smither, 1999). In today’s business environment, organisations have in place various strategies which they are implementing with an of enhancing the knowledge, the skills, the experience and the motivation of the members of staff which brings about a better performance among the employees. Training programs can take many forms such as new employees training, new role training, training and development on new updates, mentorship programmes for the employees, leadership and management training among other forms of training in the organization (Aguinis, 2013).  
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Various theories and models have been able to explain the differential learning styles for various people in the society.
[bookmark: _Toc100440714]Transformative theory
Transformative argues that people, especially adults are able to learn effectively when they access new information. This learning theory, basically points out that the learning environment with new information regularly will see their employees learn more. It is also possible to argue based on the theory that the most skilled employees in an organisation are those have stayed longer in that particular organisation, simply because over that prolonged period, they have been able to access lots of new information about the company and thus have learnt a lot (Western Governors University, 2020). 
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VARK model explain that people are able to learn uniquely through the various models that include visual (through depictions), auditory (listening), kinesthetics (actively taking actions) and reading and writing (Team, 2020). Kinesthetics learning style as described by VARK model specifically describes my learning style, simply because I am good at retaining information once I have experimented on something that I wanted to learn.
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I chose to evaluate the transformation theory, simply because I was interested in the learning process of adults, or the individuals who are no longer going through a schooling system, yet they are expected to learn and develop professionally. Transformative theory, therefore, explains simply on how adults especially in practice are able to learn.
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Reflection is a key aspect of learning and learning can never be complete without reflection on the learning experience. Reflection in learning involves taking time to step out of the learning process and critically assessing your experiences to understand the areas which you did well and the areas which needs improvement. There are various models which are used for reflection in learning such as the Kolb’s model, John’s model, Gibbs’ model of reflection, Schon’s model and other models used for reflection. This part of the portfolio shall make use of Gibbs’ model to reflect upon my learning in the module (TKI, 2021). 
The Gibbs’ model of reflection is a cyclic model which offers structure under which one can use to reflect on the learning experience and to learn from this through identifying the aspects of the experience which went well and those which didn’t go well. The model is made up of six stages which include the process of description, the feelings stage, the evaluation stage, the analysis stage, the conclusion step and action planning. Every stage here lends the learner with an opportunity to explore varying aspects of the learning experience towards getting to learn effectively out of the learning experience (Gibbs, 1988). 
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The module professional and career development covered on various aspects towards personal as well as professional development. Some of the aspects of personal and professional development which were covered in the module include on UK employment legislations and other aspects. The module also covered on an assignment which covered on three parts which included an open book assessment which made use of a case study and a mock interview where I was applying for a position of a healthcare assistant making use of a CV and a cover letter. All these were covered with an aim of enabling use to become employment ready. 
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Learning through the UK employment legislation, the open book assessment and the mock interview under the module of professional and career development have been made up of mixed feelings in the different stages of learning. Before learning on UK employment legislation, the open book assessment and the mock interview I was feeling that I was not ready for the world of employment and I still had a lot of work to do in my personal and professional development. I was therefore very eager to learn more on these aspects of professional and personal development. As I learnt through UK employment legislation, the open book assessment and the mock interview, I gradually gained the much-needed confidence on my personal and professional skills especially towards being employment ready. However, looking back, after learning on UK employment legislation, the open book assessment and the mock interview in this module, I feel very happy and confident that I have been able to obtain maximum learning from the mock interview as well as the UK employment legislation and the open book assessment and I feel very ready for the world of employment. I now feel very confident over the skills which I need to work effectively, in terms of employment readiness and learning from case studies. 
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Learning on mock interview as well as the UK employment legislation and the open book assessment under this module have generally been a very exciting experience which I have really enjoyed learning through it. However, some of the aspects of learning through this module went well as compared to others. The part of the module which went so well was learning on Uk employment legislation since I had read ahead of the lecturer in this lesson. According to Kuther (2019) reading ahead of the lesson allows one to make the most out of the learning process as it allows one to not only understand how the lesson is organized but also allows one to be actively engaged in the learning thus enhancing the learning experience. The experience through the open book assessment on the first task of the module was also an amazing experience which also went so well. However, carrying out the mock interview didn’t go well with me as I have a negative attitude towards interviews. Addisu and Maria (2020) provides that attitude have a great impact on every aspect of our lives. Having a negative attitude towards a teacher, a lesson, or a topic can affect the learning process negatively and lead to negative outcomes of learning. Positive attitude on the other hand enhances the learning experience among the learners (Marzieh and Maryam, 2022). 
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Learning on UK employment legislation, the open book assessment and the mock interview under this module have allowed me to learn on very important aspects of personal, professional and career development. Through the mock interview I have learnt on various aspects of an interview through the mock interview such as the importance of a CV in an interview. According to Smith (2019), a CV is a very important job seeking document which helps one to get the foot into the door of employment. A good CV is essential for getting one into an interview as it acts as an introductory letter to the cover letter. The open book assignment also allowed me to learn on how to effectively make use of case studies to answer relevant questions and to depict learning from the case studies. This module also allowed me to learn on various aspects of the UK employment legislation. Under this, I learnt on what UK employment law is, what is covered under the UK employment law, the laws covering on contracts of employment, unfair dismissal, equality and a list of the employment laws. According to Citation (2020), the UK employment law works to ensure that not only the employees are protected but also the employers. The law such as the Minimum wage law of 1998 ensures that employees are paid as per the set standards. The Equality Act of 2010 works to ensure that there is no discrimination in the place of work. The law such as the Health & Safety at Work Act 1974 ensures that there is safety in the place of work (GOV. UK, 2020). 
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In summary, learning on UK employment legislation, the open book assessment and the mock interview under the professional and career development module has been very interesting the learn through it and it has allowed me to gain important insights on employment readiness from a range of skills to important knowledge which are important for my employment readiness. Under the mock interview, I learnt on CV and cover letter writing as well as how to carry and how to behave during an interview. I also got to learn on important aspects of UK employment legislation towards being an effective employee in the place of work by adhering to the law. I got an opportunity to make use of a case study to answer questions in the open book assessment. However, there are some areas which I need to still work on as from this learning towards being employment ready. 
[bookmark: _Toc100440724]Action planning
Learning on has given me great confidence in relation to employment readiness. However, there are some areas which I need to still work on as from this learning towards being employment ready. One of the areas which I need to work in is on the work experience where I need to work on gaining confidence during an interview, I was somehow shaky during the mock interview. This can be achieved through reading, learning and practice. I further need to read more on UK employment legislation since I didn’t get adequate knowledge on the topic. I also need to work on my technical skills by enrolling into a part-time course in digital skills which are essential in-service delivery. 
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