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 INTRODUCTION 

Professional Career Development, known as PCD, is intended to get us started on the path of career preparation and development very quickly. The procedure entails a thorough self-evaluation, career exploration, preparation and implementation of preliminary work strategies. 
Career advancement is a work in progress that you work on through out your working life, with no one-size-fits-all solution. Being promoted, earning a pay rise, or excelling at performance appraisal time are all traditional markers of success when it comes to developing your career. It also entails devising tactics to help you deal with your career’s more challenging or demanding moments.
Even if we want to switch industries but we are not sure if it needs to be now, or just need to boost our work satisfaction immediately, when faced with a career setback, our guidance recognises the importance of maintaining hope and excitement as well as the ability to celebrate hard-won achievements and progress.
It we are planning a vacation, we might think about where we want to go, how we will get there and how much money we will need. If we were constructing a house, we would make certain that all of the supplies were on hand, that the process was smooth and we had a place to stay while the work was being done. 
Career planning is a significant aspect of professional life that is many times ignored. It is a method for determining not just our objectives, but also the steps, abilities and people that will assist us in achieving them. It does not matter what sector we work in, or how senior our role is, career preparation should take place at every level. Our career strategy is also just that, so we have to make sure it reflects our professional goals.  
     A five-year plan is ideal because it is long enough to achieve long-term goals while not being unimaginable or difficult to follow. Needs to include the following items in our five-year career plan: the goals, the strategy and last, write it down. 
It is important to begin with a clear and challenging goal in mind. Don’t need to be afraid to aim for the stars, we just need to make sure that we know what we are aiming for, taking into account our skillset, network, personality type and learning style. It is also worth thinking about what we won’t do. If we have a family, for example, we might not be the right candidate for the long hours and high stress that a CEO’s job entails. 
    The strategy is the method of breaking down larger, more long-term objectives into smaller, more manageable tasks, find out where we can get training, instruction, how much it costs, how to enrol if we need to improve our skills. Perhaps a mentor might be of assistance . Then need to specify what we will need to do to find the right mentor and work with them most effectively. 
To write it down, we can save it in our screen, pin it to a bulletin board, or keep it in a drawer. Refer to it frequently to remind our selves of how concrete this strategy is and how determined we are to get there, whatever, it is written on: “The more places, the better!”. When new ideas emerge, plans are in place and working well, or you accomplish something, make notes and annotations.
     Over all, career preparation should be a continuous learning process, that allows you to seize opportunities as they occur in your career. Career preparation should be a method that allows you to see the full potential of circumstances, rather than limiting it.


Increase productivity at the workplace

Employees are the most critical aspect of a small Company. Their happiness leads to increase defficiency, which is just what you need to help your Company expand. 
Small improvements in habits can have a significant impact on the company’s success and office quality. This will help to complete more high-quality work, in less time while also reducing the amount of time spent on non-essential tasks.
I will mention forward the most important ways to increase productivity at the work place .
 Be efficient considering how the Company in actually run and be open to the possibility of changing it up.  Take in consideration that, particularly in a small business, making short-term and long-term lists, is just as important as prioritising tasks. Also, provide each employee with a schedule and motivate them to make a list to ensure that they complete their assigned tasks on time and remain on track through out the day, resulting in productive work.
Responsability to be increased is vital for improving staff job satisfaction, but delegation comes with some risk. Assign duties to eligible workers who have a track record of performance in a specific sector, trust them to complete the task successfully.
Reducing distractions can be a good point sometimes . While social media can be a massive productivity drain, a no-phone rule is not feasible. Instead, strive to keep workers focused and motivated while also giving them space to breathe. 
     It is important to provide workers with the proper resources and equipment so that they can complete their tasks effectively and on time.There is nothing more inefficient than wasting time waiting for paperwork to print because you don’t have a quick printing system. 
Another point is that between 68 and 70 degrees F is a confortable working temperature (20-21 C). Employees may spend more time wandering around to find their jackets or an electric fan if the room is too cold or too hot. This will detract from focus. Must ascertain that both the air-conditioning systems and the heating are operational for the up coming season. 
Should set attainable targets for employees. Provide managers and staff with specific instructions to help them understand what is expected of them. This also will help them be more productive because they will have a strong emphasis and set of objectives. 
Encouragement, motivation, remuneration, are all good things to have. Employees should be complimented on their work and constructive criticism should be given. 
Most importantly, have personal rewards for doing a good job. They could get a free vacation or a free cup of coffee if they go above and beyond their responsabilities. Results will not be generated in a stressful work environment. Workers who are regularly exposed to high levels of stress are found to be less active, disengaged and absent.
Gibbs Reflective Cycle helps us to think about our experiences in a particular case, circumstance, or behaviour in a structured way. Reflection on certain events can be organised in phases using a circle. 
     This causes people to reflect more deeply on an occurence or event, making them more conscious of their own behaviours and allowing them to adapt. People will benefit from the incident by examining both the good and bad consequences. 

[image: ]


Recruitment and selection

The action of recognising the necesity to get a job, defining the requirements of the position and the employee, advertising the position and selecting the best candidate for it, is known as “Recruitment and selection”. 
Even if I was studying to be a teacher , my first job was cleaning supervisor . I started to love my job and didn’t want to try anything else . Working as a cleaning supervisor for over five years, started to be frustrating and made me want to go higher . But in my hotel this is very hard because managers are changing and are choose by the hotel CEO. 
 I was also trying to do the best in everything. As a supervisor, I find that the best way to relax when I’m not working is to relax outdoors and spending time with family. I like spend time with people and also working with them, to give oppinions and good advices about different things when I’m asked for it. 
     I think that my biggest weaknesses is that, when I have a difficult problem to solve, sometimes I get panic and for the moment I think It can’t be done . Sometimes I’m asking for help, sometimes I do It by myself, It depends of how difficult It is . 
To me, one of the most important thing for a leader is to have strong organizational skills and also taking care of the feelings of the others. My hotel used to have an annual Christmas party and my colleague who used to organise the event every year, has left the Company. So I asked to run it. I gave surveys to understand more how he used to organise it and how my colleagues would like it to be . 
    In my oppinion, success is more and also less of what is expected. In the future, I will be where I need to be after the experience I will achieve and the things I will learn. 
    By using my skills and knowledge, I will play an important role at  any job I will get hired . I am a good learner and honest person.
As a cleaning supervisor, there are more skills that I already had and some of them I had to achieve. Communication, critical thinking, conflict resolution, problem solving are just a few skills that a supervisor must have .
Supervisors with strong communication skills can deliver powerfull messages to their teams, whether it is in the form of unprepared brief updates. It is important to keep my thoughts focused and coordinated. 
Another field where established communication skills can help is giving and getting input. Feedback may be used to strengthen or alter actions when the appropiate strategies are used.
Critical thinking skills help me to devise  a step-by-step procedure for identifying the problem and creating a solution. In plus, critical thinking is useful in cases where people have different thinking styles and need to construct a constructive environment in order to solve problems. 
     Conflict resolution is the ability of a supervisor to recognise dispute types, triggers and resolution strategies will boost the department’s or Company’s efficiency. 
     A good supervisor does not only understands how to investigate a problem and identify its source, but also has a method for resolving the issue in a systematic manner. Supervisors who are good and solving problems and take good decisions can be extremely beneficial to any business .

CONCLUSION

After spending more than five years working as a cleaning supervisor, for a while I started to wish to go up and become a manager in my department. My personal development plan is to learn more about my job and increase the productivity at my workplace.
Also, my personal action plan includes set all my goals that needs to be achieved, prioritise them, set deadlines to myself, I must recognise all the opportunities but also the threats, increase my knowledge as I was writing before and measure my progress, whether itis small or big.
Recognizing good things that happened can help me stay motivated and committed. After a loss, could be a good idea to take stock. Wallowing, for a short period of time, is a safe way to experience what I need to feel without keeping it back. Holding on to indignation or annoyance would only discourage me. 
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