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Introduction
Those who want to have a career in a certain field and think that this is achievable only by going through several stages in a longer period of time and strive to achieve them, manage to have much better results than those who do not have a vision of their career and want only immediate benefits. The one who is proactive and knows his interests, weaknesses and strengths, realistically analyses the options he has and makes realistic plans has much greater chances of success in his career than the one who is only reactive. 

TASK 1
In the desire to start a career as an Administrative Manager to better understand how it works and what the requirements are, I used the professional development plan which is defined as by The Quality Assurance Agency, (February 2009) as "PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect their own learning and achievement and to plan for their own personal, educational and care development. This is a core learning process, required through the education system and in many employments and continuing professional development contexts."  I discovered that Administrative Managers oversee administrative team members and ensure that daily office operations are performed in a seamless and efficient manner. Administrative Manager will hire, train, and evaluated administrative team members, development, review, and improve policies, systems, and procedures, and generally ensuring the office operated smoothly and efficiently. You will also assist in developing and enforcing budgets, delegating tasks and tracking progress on projects, and planning and organizing a calendar of events, which may include training, interviews, new hire orientations, and policy or procedure updates. To succeed as an Administrative Manager, you must be focused on ensuring attracting and retaining top talent and streamlining office operations to maximize quality and efficiency while reducing costs. You should be analytical, knowledgeable, and organized with a proactive attitude and strong leadership skills.
To implement this PDP process that contains five essential steps I started with identify strengths and goals, to better know the position I am in now. In terms of strengths I discovered the desire for continuous learning, creativity, flexibility, self-control and taking initiative as well as problem solving, critical thinking and verbal communication skills which is a very important skill in this process because in the desire to be as well informed and to manage to convey ideas among the people working in the office, this must be carried out frequently and friendly in discussions with people and is in close contact with the process delegation of work duties to subordinates. On this level my communication with those around me has been greatly improved in recent times by understanding the two channels of communication: written and spoken. Of these two a greater impact is the face-to-face communication that allows everyone participating in the discussion to receive immediate feedback and a better understanding of messages by using body and face language. Time management is another strength discovered that I can use from the position of Manager that is tightly related to punctuality, to the achievement of the objectives at the proposed deadlines without delays, to prioritisation of actions according to their importance even if unforeseen problems may arise. In the desire to have the best evidence of projects and deadlines for completion an electronic calendar can be an idea that a Manager can successfully use in his work. An accompanying working time could see on my activities in the last period after learning and the consistency of the term of time management.
In terms of goals I can say that Technology Skills is one of them because being in the Administrative Manager position requires these skills because, as they work with office software programs, databases and graphic presentation software such as Microsoft Office Word, Excel, PowerPoint. 
Moreover, a plan is needed that will allow me to apply for the position of Administrative Manager and for this, I plan to start a course in the IT field and aim to develop skills and knowledge in the use of Microsoft Office systems, in parallel with obtaining a diploma in Business Administration Management and Financial Management. All this new knowledge will require an approximate period of 2-3 years, during which the cumulative experience in a job as an Assistant Manager will be beneficial in understanding even better the entire working process in the field of administration.
During this period, a record of all the steps taken to discover the progress made in achieving the proposed objective, the period during which the need for new developments on a professional and personal level may arise. In the end it is good to have an overview of what has been achieved and learned, a goal that have been achieved as well as the possibility to identify the following skills necessary for professional development.
In a synthesis of what is a PDP (Personal Development Plan) we can say that it is a vision of the professional and personal future consisting of several essential steps:
• identifying your development needs
• how you are going to develop (learning strategies), 
• When (your time-table), 
• The resources you need (for example, protected time), 
• Your educational objectives (what you are going to do).
 At this point, your PDP could be accredited towards your CPD (continuing professional development)
• Measures of success 
• Reflection-evaluation of your plan.
Always in order to build a professional and personal career, consider establishing a strategy to achieve the intended goal starting from identifying the skills necessary for that career, how you will develop the lack of some of them, when you want to start this, what are the educational objectives followed by measuring success based on what you have learned and a self-assessment in the idea of discovering future needs in future professional development.







TASK 2
Learning and development training methods:
Nowadays it’s more important than ever to understand, assess and support employees’ learning and development needs. Throughout the years, different learning methods have been developed to ensure greater agility and enhance employees’ capabilities to perform at their best in more complex business environments.
With the ever-changing technological advances of our time and the continual development of learning theories, there are now more options than ever before in how we train people. There are multiple training methods available, however trainers continue to search for the best method to present targeted information to trainees.
As an Assistant Manager, assessing your team’s skills, capabilities and identify any learning needs to enhance the overall individual and team performance should be a priority. People have different learning styles; therefore, one size fits all approach would not be recommended. Social environment, education and other personal factors influence a person’s preferred learning style. Moreover, several learning style theories will be discussed, and conclusions will be drawn.
David Kolb’s LSI theory
[image: ]David Kolb’s theory about experiential learning and the Learning Style Inventory (LSI), developed in the early ‘70s is one of the most influential models of learning styles. Kolb proposed that learning is a combination of both how we approach a task and how we respond to assimilate the experience. In approaching a task (processing) we prefer either doing or watching, and from responding to the experience we prefer either feeling or thinking. A combination of these creates four learning styles: Activist, Reflector, Theorist, Pragmatist.Fig. 1 Kolb’s Learning Styles

He believed that a learning style is not a fix trait, but a differential preference for learning, which changes slightly from situation to situation. Kolb argues that learning styles also have a long-term stability element in them, where the learning style of a 50 years old would be a close resemblance of the individual’s learning style from three decades ago.
Kolb’s experiential learning style theory has had a great influence in management training, therefore as an Assistant Manager, understanding and applying this theory within its team can help define roles, skills and team structure by investing time in identifying its people learning skills, creating a more efficient team. 
Kolb sees this model as an integrated process; however, he believes that effective learning only occurs when a learner can execute all four stages of the model. Rotating team members through actioning various tasks, learning from each other can build team knowledge, confidence and ultimately, according to Kolb’s theory, achieve effective learning by completing the 4-stage learning cycle.
Honey and Mumford’s LSQ theory
[image: ]Following Kolb’s theory, in the new millennium, Honey and Mumford (2000) developed the Learning Styles Questionnaire (LSQ). Opposite to Kolb’s strategy of asking people directly how they learn, Honey and Mumford have given them a questionnaire which helped the investigate general behaviour tendencies rather than learning. Adding to Kolb’s theory, Honey and Mumford have introduced the learning cycle, described as an ideal structure for reviewing experience, learning lessons and planning improvements. 
According to Honey and Mumford (1992) Fig.2, a learning style is defined as ‘a description of the attitudes and behaviour which determine an individual’s preferred way of learning’. They have developed four learning styles which fall under the following dimensions: activists, reflectors, theorists and pragmatists. However, the links between their theory and Kolb’s work remain strong, as activists are said to have a predilection for experiencing; reflectors for reviewing experiences or mulling over data; theorists for drawing conclusions; and pragmatists for planning the next steps. Honey and Mumford’s intention is that learners should become proficient in all four stages of the learning cycle.Fig. 2 Honey and Mumford Learning Styles

Neil Fleming’s VARK theory
[image: ]VARK is an acronym for Visual, Aural, Read/write and Kinesthetic. Fleming has developed this theory whilst observing that some of his students preferred written words, whilst others preferred symbolic information and finding the two options in the same person was not always the case. Each person taking the VARK test completes a questionnaire with multiple answers that will get them a profile based on four scores – one for each modality. modality. The results demonstrate a set preference of learning for each individual, which can then be used by the Assistant Manager to adapt the way he/she is communicating the message/tasks in a more visual or written way for example, tailored for its teams’ learning styles.Fig. 3 Fleming’s Learning Styles

Discussion and conclusions
This report has identified 3 different learning styles that could be applied in the workplace by an Assistant Manager, each with its own added benefits. As an employer or team leader it is crucial to understand your team’s capabilities, identify any gaps so you can invest in upskilling your team if needed as well as having a clear differentiation between everyone’s preferred learning style.
By applying Fleming’s VARK theory, the Assistant Manager could easily start identifying if there are any learning styles patterns in the team and adjust its managing skills accordingly. Being able to communicate messages and assign tasks in a way that it is easy to understand for the receiver based on their preferred learning style, will eventually contribute towards increasing team efficiency. Some team members may prefer visual representation of certain tasks that have been assigned to them, therefore being able to understand and fulfil this need as an Assistant Manager is a skill that any leader should possess.
Evaluating team members’ attitudes and behaviours which according to Honey and Mumford theory can result in identifying individuals’ preferred way of learning is another method that could be applied. Of course, this could involve a more in-depth understanding and observation of each team member attitudes and behaviour and this could vary based on external factors and even personal backgrounds. Although it requires more analysis, can return more concluding results than Fleming’s VARK theory which can be the first step in identifying team’s learning styles.
All in all, a great Assistant Manager should have sight of all the learning skills available and apply the ones that are relevant for each individual. One size fits all approach won’t be successful in these circumstances and understanding his/her team’s capabilities and needs, would also bring improvements in the manager-team member communication skills and help planning future development strategies for each individual, based on their learning and development style. 


TASK 3
At the beginning of this module my vision on building a career in a field of activity was one at the basic level in which for me the completion of a course gave me the opportunity to apply to a position in a company related to that qualification without asking me questions such as: what I learned is enough for my future career? How will I manage to get the job I want?
After going through this module, the vision related to my future career has changed through a different approach to the situation as well as through the creation and development of the strategy to achieve the goals proposed in professional and personal life. In this module I learned several ways of self-knowledge such as: personal SWOT analysis, personality test or Johari Window.
At this point, getting to know myself better I can say that the creation of a professional and personal development plan based on the needs of my future professional career is achievable knowing the qualities that certify me for the future profession but also the areas that I need to work on and improve and that must be covered by a further necessary study. PDP can be described as an assessment tool embedded in a larger assessment cycle of development and appraisal interviews, used to gather and document information about the competences the employees worked on and is planning to further develop (Beausaert et al., 2013; van de Wiel et al., 2004; London, 1997). A major importance of this plan is the identification of shortcomings in education, the creation of a plan to help cover them, the implementation of the plan at the appropriate time, the recording of all the progress made during this plan and the revision of the plan at the end of it in order to draw the necessary conclusions related to the achievement of the proposed objectives and possible goals that may have occurred during the plan.
Another addition that was brought to me by this module is the way I manage to present my qualities in a CV, this being the first impression that an employer can have about me. A CV is the first way an employer can find out about who I am, about my qualifications in the field and not only, about experience and skills acquired to convince the employer that I can be valuable to him and I can go further in the hiring process. The CV should be easy for the employer to read and contain only the information that I consider to be essential for the job description to which I apply for. One advantage gained from this module is how I can get to the second step of the hiring process: the interview. The mock interview that I had in this module was an experience that has given me valuable feedback which I can apply in a real job interview. A big plus behind the mock interview is to be more confident in my qualities when applying to a job.
As I said at the beginning, I thought that with the completion of a course ends the professional development process by getting a desired job but this module showed me the opposite by explaining that the career is a continuous process of development from self-discovery and finding options to making decisions and moving to action. When I thought it was over, I discovered that this can actually turn into CPD which means continuous professional development which is a continuous cycle of identification and planning, action and reflection, application and action followed by impact and conclusions that in turn will open a new CYCLE CPD.
In the last part of the module I was able to better understand what it is like and on what is based the relationship between employer and employee, what are the rights and obligations of each party. All of this is well clarified in the Employment rights act 1996, which determines how the relationship between the two parties is conducted within the legal framework. Important aspects discovered in this law are: the minimum of 28 paid vacation days, the working hours of 8 hours a day or 48 hours a week with the possibility on the part of the employee to opt out if he wants. Health and Safety at Work Act 1974 (HSWA) providing a safe working environment for employees.
The conclusions drawn from this module in peace could be: if you want to have a well-built professional and personal career start by discovering where you are, where you would like to go, what you need to get there and how you get there.
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APPENDICES:
Appendix 1 – Honey and Mumford Learning Styles – Strengths and Weaknesses (2000)
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