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Introduction
The professional development plan and programs are interacted by the individual depending on different factors which are described with the professional development plan (Allen, Johnson, Kiburz and Shockley, 2012). The world is now facing a pandemic situation caused by COVID19. In this situation, everything has come to a standstill where the economy has been slowed down for maintaining a locked-down situation to stop the virus. To respond to the economic fall down, the work from the home situation has been raised. In this situation, the workers are mostly working with more flexibility. This report is about the portfolio of work where flexible working has been focused on. In this report, the flexible working process and different factors related to the flexibility of working and its requirements have been explained. A reflection as a professional has also been provided in this report. 
Own skills and competencies learned from class
I have chosen my career to be in the managerial field. I have been working as an assistant manager in a local financial service organization where I have to monitor and control different activities and assist the manager to report about the activities within the organization. From my position in the profession, I have evaluated some skills and competencies that I have earned as follows: 
Communication skills: As an assistant of the manager I need to communicate with different employees of the organization for which I need to have proper verbal communication skills. In the class, there have been different sessions where I needed to communicate with other students and lecturers and I have learned about the formal communication process in professional life. 
Presentation skills: To present different factors and command about the process of working, I need to present the commanding factors to the employees for which I need presentation skills. By taking part in different presentation programs in my class, I have developed my presentation skills. 
Knowledge of management: I have learned about the management process and its responsibilities from the class and session. The management knowledge allows me to monitor the service requirements and control the service which I have learned from different theoretical books and sessions. 
Researching and reporting: The research and reporting skills are required for making reports about the managerial activities and control (Gleeson, 2017). I have developed the researching and reporting skills in the contribution of the class session with different assignments and assessments. 
IT skills: In the managerial position some skills are also required to report, interact with technological activities. In the class, I have interacted with some information searching processes from where I have developed the IT skills required in the managerial process. 
Decision-making skills: With different assessments and research work, I have also developed the decision-making process (Nicholls, 2001). Since I had to decide on the evaluation of the research process. 
Problem-solving skills: While operating with the managerial activities there might be different problems that might arise for which managers need to have problem-solving skills. I have also faced different problems. 

Required skills for a manager
I have chosen the managerial sector. Complying with my existing skills, some other skills are also required to conduct the journey of the profession of management. Here are some required skills for the managerial position. 
Good verbal and written communication: The manager in any organization needs to manage the activities and operations of an organization for which the manager needs to communicate with different people formally and informally (Amabile and Kramer, 2015). As a manager, reporting to the authority and commanding the subordinate employees, requires good verbal and written communication skills. 
Team building skills: The organizational activities interact with the team which is built by the manager of an organization. To comply with the team building activities, the manager should have proper team-building skills. The manager builds an organizational team by influencing all other employees and workers to join the team and work collaboratively. 
Leadership: The manager of an organization is the leader to lead the other employees and workers to the achievement of the organizational goals (Carlopio and Andrewartha, 2012). The leadership for the manager of an organization is a compulsory quality with which the manager leads others and the whole organization. 
Understanding of the operations: The operational activities are suggested and guided by the manager of an organization. To guide and command the employees and workers of an organization, the manager requires an understanding of the production or service process. The manager needs to be efficient in theoretical knowledge and should have practical skills to handle the production and service. 
Technological skills: To interact with the updated activities, the manager should also have technological skills. The technological skills allow the manager to handle the production, manufacturing, and service process with technologies 
Efficient in solving problems: While monitoring and controlling the activities and operations in the organization, the manager of an organization might face different problems and issues. To respond to the issues and solve them, the manager has to be efficient in providing solutions instantly. The instant solution to the manager allows the manager to be efficient in handling problems. 
Motivation and inspiration: A manager is employed to make other employees work. With proper motivation and inspiration, the manager can influence others to work. The ability to motivate others and inspire other people allows the manager to control and make the employees work for the organizational motive (Humphrey, Nahrgang, and Morgeson, 2007). Thus the organizational goals are achieved. 







Evaluation of own skills
I have learned different skills and abilities from my class and learning sessions. In the class, I have developed most of the soft skills required for my future career and profession. Having a target of the management profession I have interacted with my learning styles to prepare for managerial posts. In class, I have developed communication skills, presentation skills, and team working skills. These are the basic skills for a managerial position. As an assistant manager in a local organization I need to interact with different people for commanding them about operations, report about the activities to higher management, and collaborate with other employees and workers. Along with these skills, decision making, problem-solving, and IT skills would help me to achieve the platform of management easily. Practicing these skills in the profession would help to improve my performance and develop a career. 
Assessing the learning and development training methods
I have been appointed as an assistant manager of a local financial organization. In this organization, some new employees have been recruited who need training for employing them with their tasks and operations. As an assistant manager, I have been assigned to train them. I have formulated the following learning and training development programs for new employees. There are different methods for training and development programs such as technology-based training, on-the-job training, instructor-led training, case studies, mentoring or coaching, and simulations. Mixed this process with the requirements of the employees is the best process for training the employees. I have chosen technology-based training interacted with online media to train the employees with proper suggestions and mentoring processes. I have also planned a flexible learning session for the newly appointed employees. 
The world is now facing a pandemic situation created by the COVID 19. To comply with the pandemic situation and respond to economic activities, most of the organizations are maintaining work from home. The flexible working from home allowed to maintain a social distance. To respond to the situation created by the Noble Corona Virus, I have selected this process to train the employees. 
Process of training
The process of training for providing training would interact via online media. The zoom app meeting and communication online have been planned for the training and learning session. In this process, the new employees would gather themselves in a regular session to collaborate with me about the learning. In the learning session, I will teach them some process of complying with the duties and responsibilities. Among the responsibilities, the handling of financial operations, reporting, and maintaining the financial transactions come. I will teach the new employees how to interact with the recording of the transactions, process them to derive results and make the right use of their duties and responsibilities for developing career and organizational goals. 
The process of providing a flexible working schedule from home allows the new employees to feel comfortable and select the schedule when they are comfortable to work. Since the working process in this organization are physical so the new employees can work from home. They have been assigned as the junior analysts in the organization where they need to analyse the transactions and make reports about them (Chatzimouratidis, Theotokas, and Lagoudis, 2012). So I need to deliver them with the learning of the types of transactions and operations in the organization. 

In the online training and development session, I will follow the behavioural learning theory and cognitive learning theory for the new employees. I will observe the employee response with communication and imply different behavioural strategies like person-centred approach, motivation, inspiration, and mentorship for the new employees depending on their response. I will also explain the internal factors and external factors to the new employees which would help them to understand the phenomena of operations and organizational goals. This is the process of cognitive learning through which they will understand their position and evaluate the process of efficient learning style for their career.  
In the online learning session, I will also refer them to different videos and websites where they can find their learning methods and develop their career. Although it is tough to maintain proper motivation and inspiration for the employees via online communication. But online learning and training activities with employees would help them be efficient in communication and technological maintenance. 
The following advantages can be achieved with the process of training along with the flexible working schedule for the new employees: 
The employees would be attracted to organizational operations. 
Technological maintenance is easier than the physical maintenance of employee activities. 
The online training system would be helpful to make the employees expert in online communication (Envick, Langford, and Martinez, 2002). 
The employee would also be comfortable with the flexible working schedule. 
The flexible schedule helps to motivate the employees and enhance the job satisfaction rate more. Thus, the job switch process does not interact with this. 
Overall, the selection of the training and learning method along with the flexible work schedule allows the organizational activities to get a boost by the employees. The employees and workers are bound within a network which creates a virtual organizational team for service (Envick, Langford, and Martinez, 2002). Like other organizations, the local organization would also have the potentiality to serve in the online media which is interacted by the online training system. 
Reason for choosing this process for training with a flexible work schedule
The reason behind choosing this process for training is the pandemic situation the world is now facing. The work from home is the best solution to respond to the economy as well as to the pandemic situation. Maintaining a social distance at the workplace has become a compulsory undertaking for every person. Another reason is to provide the new employee's flexibility of working so that they can work without pressure and learn better skills for complying with the activities and works. The flexible work schedule with the training facilities helps the employees to be comfortable with the process and environment of the organization and make them potential employees for the organization. I have mentioned this on the selection of the employees where I have also observed that the new employees are interested in learning and interacting with technological learning sessions and development. I have selected the behavioural theory and cognitive theory for training new employees because the behavioural theory allows us to observe the employees first and then imply the best strategies for learning style. The cognitive theory allows us to explain everything to the employees and make them understand their roles. 


Reflection on experience
This part of the report is about the reflection of the learning from this course. In this reflection, I will provide the experience before starting this course and after learning different skills from this course. To explain the detailed aspects of the reflection I will use the Gibbs reflection model. 
Description
The reflection is about the professional journey and its observation in a local organization as an assistant manager. In this course, I have learned different things from the class and learning session about my future career in the managerial profession. I have also developed some soft skills for my future career. In this course, I have played the role of an assistant manager based on which I have also learned the way of thinking of a manager and prepare myself for my future. Another important thing that I have learned in this model is the implication of a flexible work schedule. The importance of a flexible working schedule, its impact on the employees, and different forms of flexible work schedule have been explained in this course (Erasmus, Loedolff, Mda and Nel, 2006).  
Feeling
The course about managerial skills and requirements have been so helpful for me to prepare for my future career. I have planned my career to be in the managerial field. So, interacting in this course about workplace and flexibility at the workplace with different forms have helped me with the learning of different management styles. Complying with the learning and development session, I think that this course is most helpful for me to prepare myself with the learning for my future profession. I did not have proper knowledge of the scenario of managerial activities before completing this course. The learning of soft skills with this course like communication, presentation, and decision-making skills will add value to my professional journey. 
Evaluation
Before assessing this course, I had little knowledge about the managerial fields, and now I have proper knowledge about the field of the managerial profession. I have developed some soft skills which would help me to get the platform for my career. The skills that I have attained in this course are communication, problem-solving, time management, and decision-making skills which are the most common skills for every profession. With these skills, I will be able to capture professional activities easily. I think these skills and learning would be more helpful for my career. Learning about the flexible working schedule has helped me to interact with the workplace scenario and observing the working requirements for different employees and workers. 
Analysis
From the observation of the professional portfolio, I have developed some process of learning where I have been assigned as an assistant manager of a local manufacturing organization. In this organization, I have been playing the role of trainer to new employees and workers. I have selected behavioural and cognitive strategies to imply in training new employees and workers. I have learned that the behavioural strategies are implied after observing the behavioural aspects and responses from the employees which help to control the employees easily and motivate them. The cognitive strategies help to make the employees understand the organizational goals and objectives depending on which the employees can attain their career goals (Fischhoff, 2012). The flexible working process has also given me the idea of the workplace depending on which I can prepare myself for my future career and profession. 

Conclusion
From the overall observation of the course, it can be said that the working process in the managerial field requires different skills and abilities. With this course, I have learned about the skills and knowledge required for the profession of management. Conducting the course activities and learning session, I have developed some soft skills which would add value to my future career. The practical learning session with a flexible workplace scenario has helped me to understand the workplace scenario. 
Action plan
Depending on the learning of the skill and requirements of the profession in the managerial field, I have planned for taking a course about management skills like leadership skills, team-building skills, IT skills, and collaboration skills. I will also develop the existing skills with proper practice like presentation skills, attaining different research to develop reporting skills, and assign to different activities for improving time management skills and decision-making skills. 
Conclusion
This part of the report is the reflective portfolio where the detailed aspects of the reflective factors as an assistant manager in this course have been formulated. The explanation shows that different managerial skills need to be attained by a professional in the management field. The requirements for the managerial professional have also been shown, the process of working with flexibility has also been presented in this portfolio. The whole portfolio has been explained based on my observation. 
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