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The reflective portfolio I will discuss the skills that have been developed from the previous job experience over the years. It will discuss what the skills are, what are the attributes that have been gained and how these skills can be applied in the later years of career. With this, a personal SWOT analysis will be presented along with a Personal development plan. The reflective portfolio will thereafter discuss the skills that are required to become an effective manager. Here, the career development plan will be discussed along with the progression routes of the chosen career. The skills of an effective manager will thereafter form the focus of the discussion in this section. This will be followed by a discussion on the concepts learned from the module. This will include smart goals, discussion on the UK employment law.
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Skill 1: Team management 
Team management skill is essential skill that will be required for the job role of Care Home Manager. Previously, I have worked at a store and from that, I have learnt to share the work and complete it easily with proper teamwork.

Skill 2: Communication skill	
Communication skill is one of the key skills that will be required for the job role I have applied it as I must communicate properly with the patients to understand what services do, they need and recommend accordingly. From my precious working areas, I had to communicate with the patients which have really helped me to understand when to strike a communication and how to understand the needs of the patients.

Skill 3: Adaptive skill 
Adaptive skill is one of the desirable skills for the job role that I have chosen. The reason behind this is that, in order to work in the doctor's chamber, I need to be flexible as well as adaptive with the time schedules and flow of patients. At some point, there may be lesser patients and on some other days, there may be more patients. Therefore, I must be flexible with time. From my previous experience, I have learnt to be patient and remain calm while handling people of various characteristics all day. That has helped me to deal with people patiently which saves time as well.
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Team management skills, adaptive skill as well as communication skills are three of the most important skills that need to be enhanced in order to set a career in the field of treatment consultant. The most important thing to mention here is that three of the aforementioned skills if enhanced properly help an individual to enhance other skills as well. I will present a SWOT analysis of my skills that will help me to understand my weakness and strengths and where to focus on.

Analysis
	Strengths
· Communication skills
· Adaptive skills
· Attention to detail
· Team management
· Organization skills

	Weaknesses
· Self-Doubt
· Forgetful memory
· Nervousness about public speaking
· I have trouble saying no 

	Opportunities
· Have a good critical analysis skill 
· Keep my focus on the changing demands and needs of the people which can help me to provide satisfactory services to the patients
·  Keep myself updated according to the requirements of the professional world
	Threats
· Unable to work under pressure 
· If there is a lot of chaos, I fail to talk and concentrate on the topic
· If I am overworking, that leads to degradation of my work as well as creativity.
· I may have strong competitors who can beat me in this job.
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PDP 
The personal development plan can help me to enhance the skills that are most required within a particular timeframe.

	Learning and Development Need
	   Type of development 
	 Timescales
	    Who is responsible?
	Further comments

	To complete level 4 module
	Complete health social care year one attend academic classes to help achieve this
	3 months
	Myself
	Do research and time management

	To complete level 5 and apply for some voluntary work
	Hopefully can continue with degree year 2 and gain further experience from voluntary work
	1 year
	Myself
	Research voluntary option available 

	To complete level 6 and achieve degree
	To start assignment in enough time to be able to send drafts into lecturer
	2 years
	Myself
	Prepare for dissertation manage time and research

	Find a job as a children care manager
	Look for job in local area hopefully have a voluntary work
	3 years
	Myself
	Network with individual in the field 

	Buy my house
	Save my money get a good paid job
	3 years
	Myself
	Save for the next 2-3 years



















CDP
CURRENT JOB: SUPPORT WORKER
DESCRIPTION: Assisting individuals care and supporting personal care
GOAL JOB: Care Home Manager
COMPANY: Private Care/NHS
DESCRIPTION: Registered Manager


	Goals 
	Skills
	Gaps
	Resources
	Action
	Status

	Short Term

(1 year)
1.Complete Health and Social Care degree, level 4
	Complete assignment at correct time

	To complete
3rd term and pass assignments
	Multitasking

	Do the right research to deliver the task on time 
	Completed 1st and 2nd terms awaiting to complete final 3rd term.

	2.Starting a new NCA job

	 Care 
certificate

	 Must complete the training on the job
	Training
	Complete all required training
	Awaiting

	Mid Term

(Within 2 years)
1.Complete 2nd year of level 5 and 6 in Health and Social Care 


	 
Complete the 3 terms in both years

	
Take lectures and participate in study skill
	
Study and research passing level 5 and 6
	
Complete and promote all module topics
	
On going

	2. Apply for progression in work
	Complete on the job training and gain experience
	Gain experience
	Apply for the training 
	Complete all training required
	Awaiting

	Long Term

(3 to 5 years)

1.Voluntary 
	Look at the skills needed to become a care home manager
	Identify what training needs to be done to accomplish this
	Need time to complete this application to create job networks with people who are in the field 
	Look for suitable volunteer roles online
	Ongoing

	2.Apply for Care Home manager roles
	Look for positions online
	Identify what training needs to be done achieve this
	Time to find position and complete the workout
	Networking with individuals in the industry for vacances
	Ongoing
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Effective management skills require effective leadership skills to be able to manage various areas of the household, the care manager sets an example when problems or obstacles arise within the team. Leaders must lead their team to victory ( Goppe and Galloway,2017,p.4-5).
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The career development plan will require me to set some personal objectives to enhance the aforementioned skills. As I have mentioned I have prior experience of handling patients and I have good at it. However, I have felt the need to work more on some fronts. For instance, since I have handled the customers well, I can therefore handle the patients well and communicate with them properly. However, I need to learn the medical terms and terminologies as I am not used to them. This job will require me to prepare papers and write the description of diseases for that I need to know the meanings of each and all terms and terminologies. With that, there can be progress in this field as the people of this field are never off duty.


ASSESSMENT OF THE CONCEPTS LEARNED FROM THE MODULE
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There are employment laws in the UK that I need to know to provide a fair service. This is to ensure that I and my employer are protected.
1. With the national minimum wage, I can get the justified payment for my work (gov.uk, 2019).
2. With the Equality Act, 2010, I can protect myself from any discrimination taking place in my workplace as well as be aware of others on the same. 
Thus, from this module, I have learnt that an employee needs to know about the employment laws otherwise he might not get fair pay and treatment in some cases.
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With the help of Kolb's learning style, it will be appropriate to set my understanding about the module and what I have learnt so far.
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With the concrete experience, I have experienced the right way to present my skills and attributes while applying for a job. In the module, I have learnt how to properly present my strengths while I am applying for the desired job. With Reflective observation, I can state that apart from the correct way to present the cover letter, I have learnt about the skills that are required for the job I am applying. Treatment consultants in the NHS professional at Doctors Direct, UK will require the candidate to have some specific skill set from day one otherwise, it will be difficult to provide quality services at the clinic. With abstract conceptualisation, I have learnt what are the other silks that I need to develop while on the job. I have prepared one personal development plan and has set smart goals for active experimentation. This will help me to practice the essential skills that will be required from day one. For example, communication skill is one such skill that will be required from day one and there is no space for later development (Chapman, 2019). Although, it will enhance from time to time, however, a person applying for the post of a manager needs to have good communication skills.
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With the Neil Fleming learning style, it will be easy to take note of what are the things I need to focus on. For the visual part, as per my understanding, I am a good observer. I have a good history of observing the shopping pattern of the customers and thus understand their needs and wants. From the module, I have learnt about observing the key skills and knowledge before writing down about myself while applying for the job. For the aural section, the module has taught me to take notes while the doctor or any senior is talking about any topic. From the reading part, I have read about the job role before applying for the post and matched it with my skills. With the kinesthetic part, I will learn more while on the job as this part indicated to get practical and hands-on knowledge. The module has helped me to take keynotes of my skills and match them with the job role before applying there. 
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I took the Insight test to learn more about my level of self-awareness, which is how well I understand who I am, how others see me, and how I fit into the world. I do this because of all the evidence that self-conscious people make better decisions, build stronger relationships, and are more successful and fulfilled.

These are the results from this Quiz which will help me to gain a much deeper understanding of who I am so that I can put my gifts to work instead of confronting them:
Personality type: Consul (ESFJ-A)
Traits: Extraverted-63%, Observant- 54%, Feelings -67%, Judging-61%, Assertive -51%.
Role: Sentinel
Strategy: People Mastery

The second tool that I will include in my self-awareness method is observing others. As per my understanding, if I observe other consultants and take the good part, I can initially learn more and enhance my skills. With that, I will get more opportunities to grow as a treatment consultant.
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Conclusion


The reflective portfolio has discussed the skills that have been developed from the previous job experience over the years. It has thereafter discussed the skills, the attributes that have been gained and how these skills can be applied in the later years of career. With this, a personal SWOT analysis has been presented along with a Personal development plan. The reflective portfolio has thereafter discussed the skills that are required to become an effective manager. The career development plan has been discussed thereafter along with the progression routes of the chosen career. The skills of an effective manager have thereafter been discussed. This has been followed by a discussion on the concepts learned from the module. The report has included smart goals and a discussion on the UK employment law. 


[bookmark: _Toc88726006]References
Atkinson, T.H. (2021). Kolb Learning Style - Paving the Way. tracyharringtonatkinson.com. Available at: https://tracyharringtonatkinson.com/kolb-learning-style/ [Accessed 25 Nov. 2021].
Chapman, A. (2019). Kolb’s Learning Styles: experiential learning theory - BusinessBalls.com. [online] Businessballs.com. Available at: https://www.businessballs.com/self-awareness/kolbs-learning-styles/ [Accessed 25 Nov. 2021].
Cherry, K. (2016). Overview of VARK Learning Styles. [online] Verywell Mind. Available at: https://www.verywellmind.com/vark-learning-styles-2795156 [Accessed 25 Nov. 2021].
citation.co.uk (2021). UK Employment Laws Explained. [online] Citation. Available at: https://www.citation.co.uk/news/hr-and-employment-law/uk-employment-laws-explained/ [Accessed 25 Nov. 2021].
Gaid, A. (2021). 20 Ways to Improve Your Communication Skills. [online] www.oberlo.in. Available at: https://www.oberlo.in/blog/communication-skills [Accessed 25 Nov. 2021].
gov.uk (2019). Contracts of employment and working hours - GOV.UK. [online] Www.gov.uk. Available at: https://www.gov.uk/browse/employing-people/contracts [Accessed 25 Nov. 2021].
Lantz, G. (2021). Team Building: Leadership Strategies To Address Today’s Most Common Team Building Problems | ZenBusiness Inc. [online] ZenBusiness Inc. Available at: https://www.zenbusiness.com/blog/team-building/ [Accessed 25 Nov. 2021].
Mcleod, S. (2017). Kolb’s Learning Styles and Experiential Learning Cycle. [online] simplypsychology.org. Available at: https://www.simplypsychology.org/learning-kolb.html [Accessed 25 Nov. 2021].
Miller, K. (2020). Building Self-Awareness: 16 Activities and Tools for Meaningful Change. [online] PositivePsychology.com. Available at: https://positivepsychology.com/building-self-awareness-activities/ [Accessed 25 Nov. 2021].
Moss, D. (2018). The Top 10 Management Skills You Need. [online] SHRM. Available at: https://www.shrm.org/hr-today/news/hr-magazine/book-blog/pages/the-top-10-management-skills-you-need.aspx [Accessed 25 Nov. 2021].
Tay, H. (2017). (PDF) Styles of Learning VAK. [online] ResearchGate. Available at: https://www.researchgate.net/publication/317305325_Styles_of_Learning_VAK [Accessed 25 Nov. 2021].
Tjan, A.K. (2016). 5 Ways to Become More Self-Aware. [online] Harvard Business Review. Available at: https://hbr.org/2015/02/5-ways-to-become-more-self-aware [Accessed 25 Nov. 2021].

2

image1.png
Concrete
Experience
(oiog haviog an ‘
eeronc)
Active Reflective
Experimentation _ Obsorvation

olanning/ ying out (1eviewng ! rotecing
what you have leamed) onhe experence)

| Qe |

Conceptualisation
(concluing leaming
rom tho oxperence)




image2.png




