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Executive Summary
The purpose of this assignment is to highlight which learning strategies I have learnt so far in my course and how I will apply those methods to improve my development plan. Second part of the assignment was to understand recruitment process and identify what techniques can be used to assess someone in a interview.
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Terms of Reference


Shehla khan has requested me to do this assignment on 1st March 2018 and to be submitted on 29th March 2018



























Procedure


I have conducted my findings and results from using strategies and theories to evaluate my current skills and what skills I may be lacking. I have been reading various books and articles to gather my research on these topics. This has allowed me to understand better the methods we used in class and how to apply them to myself. 
For the second part of the assignment I used a lot research from a previous presentation that we performed in class. More detailed research had to be conducted in order to better understand what is required in an interview process.






















Introduction

Personal development plans are designed to establish aims, objectives and self-awareness whether it may be for the short term or long term future. I hope that I can identify what benefits they bring and how they can identify which skills are needed. Essentially a development plan is a process of defining what is important to you, what you want to achieve and what strengths you may already have to achieve your goals. Through the assignment I will explain the types of different strategy and methods there are.
Also in part two of the assignment I shall look to explain what happens in an interview process and how to look out for positives in applicants. Also I will discuss what assessments methods that an interviewer may use.



















Findings


PART 1

Since attending the skills for the workplace course I have learnt a lot about myself and what I skills I possess. I have learnt various methods to improve my skills and learnt how to apply them in my career development plan. I have found out that there many new skills needed for the workplace and what I must to do to successfully adopt them in my path to a new career.  I will try to explain what methods we have in learnt class and how I can apply them to my personal career development. 

Personal Career Development
Career development is the process that forms a person’s work identity. It is an important part of human development that spans over the person’s lifetime. The development starts at a young age, through schools and children observing all the different jobs their parents do. Then as young adults experiencing new professions, a decision can be made to which career path they may choose to go. After a career is chosen then the required education and training will be needed.  Then applying for jobs and going through recruitment processes until employment is found. Most people will want to advance in their career through promotion or changing employers but in some cases people may even totally change career for their personal development. (Mckay 2018)
To achieve successful career development there are many methods and theories which we have learnt in class. There are experts who have developed theories which have been used for decades to analyse people’s skills, learning styles and personal attributes. These theories also provide accurate assessment into people’s behaviour, attitudes and mainly their character. The theories can highlight where someone may be lacking or needing to improve on a certain skill, they can also show what barriers the individual may come across and how to overcome them.
For my personal development plan I have identified that business management is where I want to eventually be. To achieve this I will improve my time management skills which I found to be lacking by using SWOT methods. I will use my SMART analysis and Johari window’s results to improve and track my progress to gain my profession. 
Firstly I will complete my skills for the workplace course and then start a 3 year course in Business Studies and Finance Bsc (hons). Once I have achieved that then I will need to look for employment in my chosen sector. I will use new SMART methods for my interview techniques and use conversion strategies to apply my current abilities to new ones that I may need for future interviews. 





Skills Audit
A skills audit was one the first tasks that was given to us, this was to identify what existing skills we had and what skills we would require in our chosen profession. The audit helps you plan, develop and improve the skills and knowledge needed for the future. 
The skills audit is a five stage process. First we had to write down as a bullet point list what skills and knowledge we use in our current job. For stage two we had name the skills we thought we needed for our future profession. Stage three required us to mark each of those skills by giving them number between one and five. One being very weak and five at an expert level on that named skill. For stage four of the audit we had to pass our skills ratings to our tutor for a review of the list. The reason for this stage was to get honest feedback on the list so that they can tell you if you are not as good as you think you are. The final stage was simply using the information to concentrate on developing the skills and knowledge areas where I had a low score.

Knowledge and skills that I have	Ability ratings ( 1-5)
Communication skills	4
Reading complex text	4
I.T skills	2
Mathematics	3
English 	4
Organisational skills	3


Knowledge and skills that I need 	Ability ratings (1-5)
Organisational skills 	3
Problem solving 	2
Time management	2
Self-management	2
Interview skills	1
Using initiative 	3
Team working skills	3


Above is my skills audit from which you will find a lot of low marks in the skills that I believe are needed in my career development.  To improve the low marks I will do research in those skills and try to apply them in my everyday life. Certain skills, practice can make them better for example, Time Management will have to be planned to everyday and also by making the most of every hour will become natural after constant and correct application. Other skills like Interview skills will require a lot research into which methods and techniques employers use. I believe that as the course has progressed I have already improved on some the skills mentioned above and I am finding it easier to understand what employers look for in an employee. 




Myers Briggs personality test 
We had to take this test to find what type of person we are and what attitudes we have. It is self-report questionnaire with the purpose of identifying different physiological views on how people view the world and the decisions they make from them. (Myers1980) 
After taking the test my results were as follows; Extrovert, Sensing, Thinking and Judging. 
If someone had described me with those adjectives before I took the Myers Briggs test then I would mostly agree with them apart from the last finding. I didn’t think I was a judging person until I took the test and thought of it as negative sense but after researching on what judging could mean in different circumstances made think it is good attribute to have. Having the ability to decide or form an opinion will help me in my career development along with other personality traits that have been found from taking the Myers Briggs test.


















			SWOT Analysis         		
						
NAME: Halal Miah	 	 	 	 	 
 						 
DATE 29th March 2018	 	 	 	 	 
						
						
PDP STRATEGIES					
 	 	 	 	 	 	 
 	Strength	 	PDP Opportunity	 	Strategy Required	 
 	 	 	 	 	 	 
 	 	 		 	 	 
 	Analytical skills	 	Useful for most jobs	 	 Read more books	 
 	English	 	Obligatory skill 	 	 Write more	 
 	Social competence	 	Social media platforms	 	 Avoid all the nonsense	 
 	Writing skills 	 	Emails and letters	 	 Improve grammar	 
 	Leadership	 	Taking command 	 	 Be more patient 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 	 	 	 	 
						
						
CONVERSION STRATEGIES				
 	 	 	 	 	Strength or opportunity	 
 	Weakness - Threats	 	Conversion strategy	 	created or Weakness or	 
 	 	 	 	 	Threat neutralised	 
 	 	 		 	 	 
 	 Advanced I.T skills 	 	Practise more on computer and use new software	 	 Use of computer during course is neutralising threat	 
 	 Time management	 		Plan and work out how best to use your time	 	 Preparing essays and presentations have improved this threat	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 Presentation skills	 	Making more eye contact and clearer speech 	 	 For our John Lewis presentation got 17 out of 20 marks. Threat neutralised.	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 		 	 	 
 	 	 	 	 	 	 
						
						
CREATIVE STRATEGY IDEAS			
 		 	 	 	 	 
 	Instagram can be used for personal branding	Podcasts can show dedication to your knowledge area	Meddle.it allows you to write what your thoughts are on articles you read						 
 						 
 						 
 						 
 						 
 					(Forbes2018)	 
 	 	 	 	 	 	 


From the SWOT analysis I have learnt which skills I am more competent in and which I may find to be threats or weaknesses. Time management was highlighted as a weakness from the analysis, to eliminate the weakness I will practice by using SMART methods and use time more productively to make bigger gains for future.
 Presentation skills were also a threat as I get very nervous speaking in front of crowds and maintaining eye contact with the crowd. As a group we had to present a recruitment strategy looking to employ a manager for a John Lewis store.  Like myself, my fellow colleagues never had to do a presentation before but through regularly meetings and practise sessions we successfully delivered. I recorded the whole practise session so that I could make a slideshow that goes in sync but also to recognise where improvements could have been made. This I believe shows the leadership skills and analytical skills I possess, which we needed to overcome our threat in presentation skills. I was successfully able to convert my strengths to an opportunity which then helped me neutralise a threat. 

SMART Analysis
Planning is essential to setting goals in our busy working lives. Short term goals are set by using a SMART plan, so learning how to plan better gives us a greater sense of control over what we do.  As a student using a SMART plan will improve my coursework, will cause less stress as I will be better prepared and will help me practice my time management skills better. (Morgan2017)
S- SPECFIC
M- Measurable
A- Achievable
R- Realistic
T- Time


My initial SMART plan
“My goal is to be in business finance and management”
We asked to write down our goals and which profession we would like to work in at the beginning of our course and apply a SMART plan to how to achieve it. Below is my plan..
S- Finance and management
M- Employment
A- Work and study hard to finish my course
R- Previous Experience in management	
T- 4 years’ time in want be employed
SMART can also be used for short term plans or even on a daily basis. For example if I had three hours free before my class but I needed to needed to prepare my homework then a smart plan can be used. 
S- 200 words report on communication skills	
M- When I have written report
A- I have allowed sufficient time for completion
R- Plenty of resources	
T- 3 hours 

Johari window
We undertook Johari windows method to try and find out more about ourselves. The Johari window is a technique that helps you understand more about yourself and what others may know about you that you may not know yourself. It is a simple tool for understanding personal development, improving communications and self-awareness. 

The Go-M.A.D framework
We were requested to complete a Go-M.A.D results framework identifying our targets and how we would achieve them. My understanding the reason behind this task is to realise what barriers and difficulties we may come across while proceeding with our career development plan. Also to get a better thinking process of how the plan will be carried out.
The Go M.A.D Results Framework and solution focused thinking methodology enables people to accelerate results and improve productivity. The Go M.A.D results framework can increase sales, reduce costs, improve performance and help you develop as a leader to engage others in contributing to business success. (GoMAD2018)
































PART 2

Recruiting a Retail Manager

Recruitment Strategy 
A recruitment strategy is a physical document that outlines what your recruitment needs are, what goals the candidate must meet and how they can be achieved. (Frontline2014)
A manager’s position has opened up in our large retail store. We require a talented individual who accurately fits our recruitment strategy and has the typical requirements that a top retail manager must possess.
 After the vacancy has been advertised we shall look through the covering letter and CV to highlight what meets our requirements. We shall look for the quality of presentation and uniqueness in the candidate’s application as this will give us a better understanding into the character of the applicant. Examples of research into our company and the job requirements in the covering letter should regarded as a merit towards the applicant. Note if the application was addressed to the head of recruitment, Mr Paul Jones, this will show the candidate is very eager and is willing to go the extra mile to stand out from the rest.

 Job Requirements

BA (hons) in retail management
Minimum six years’ experience in management  
Have the skills to supervise, train and recruit other members of staff
Be able to manage budgets, keep statistical and financial records 
Candidate must be highly experienced in customer service as they will dealing with queries and complaints
The manager must have the skills to oversee pricing and will be in charge of controlling stock
The candidate must know how to maximise profitability and sales
They must show skills in setting tasks and deadlines for staff to meet and monitor if or why they were not met
They must show abilities to keep staff refreshed and motivated by changing methods and rewards schemes
Applicants must be competent in health and safety 
 Must be able prepare promotional material and have knowledge of setting up store displays
Maintain communication with head office and employers





Interview Process

Telephone Interview
After thorough analysis of candidates and their applications, we shall determine if they meet our requirements. Then a telephone interview shall take place. Telephone interviews are used to narrow down the pool of applicants who will be invited to in-person interviews. Phone interviews are a unique way of finding out more about the applicant.
It will be the first time that they will speak to a representative from the company, so we shall be looking to see if the candidate has prepared for the questions they may be asked and also if they have any insightful questions about working within the company. This will show which candidates are more determined to get the post by enquiring how the organization operates.
Observation of candidate’s phone interview etiquette is very important as this will show that they have practised the phone call beforehand and are confident in their responses. (Dolye2018)

In-person Interview
The successful applicants who are called to in-person interviews have gone through stages of our recruitment strategy, they will now have to convince the recruitment team that they are able go through another difficult task. The face to face interview will give a more personal examination into the candidate. The candidate will need to leave a lasting impression on the recruitment team before they go any further in the process. The candidate will essentially need to meet certain overall criteria like, being able to handle basic job requirements, show passion for the job and show the ability to adapt to the culture of the business. (Half2017)
The interview shall be structured with different questioning styles. To start we shall ask some warming up questions, then variety of questions to determine different attributes the candidate may have. When our questions have been answered, give the applicant an opportunity to ask questions of their own regarding the job vacancy. 



The questions asked to the candidates should focus on…
Knowledge
Skills
Motivations
Behaviour
Social competence
Career aspirations
Previous experiences 



Types of Questions 

Open questions should start with who, what, when and how? They require more than a one word answer. The answers could come in a form of a list, few sentences or even a paragraph but they must explain the main nature of the question. (Yourdictionary2018)
Probing questions need to be asked in an in-person interview. Probing questions will make the candidate give more detailed responses.

 They can be used to clarify vague statements made by the applicant and help give better understanding of a situation.
“What did you exactly mean by ‘xxx’?”

 These style questions can also help you understand the purpose of a statement that the applicant made and get a better understanding of what they meant.
“Why did you say that?”

 If the candidate is going off topic then a probing question can help get them back on track.
“Is that relevant to the question?”

Probing questions may also help in finding out how accurate and true the information is by asking for more detail and checking against other information. Other information can be gathered on the candidate through social media platforms and previous employers. (Changingminds2018)

Closed questions shall be asked to the candidate. This will usually consist of yes or no answers but will provide valuable information.
“Did you and were you able to manage a budget in your last job?”

Hypothetical questions will give you an insight in to the candidates thought process, ability to cope with unseen situations and quality of their judgements. 
“Name five items you would take, if you going to a desert island?”

Candidates should be asked difficult questions to see how they cope under pressure; they can differ depending on each individual.
“The job requires a professional diploma, how are you going to make up for the shortfall in your qualifications?”






Other Assessment Methods

Body language can be assessed in an in-person interview; this can show creativeness and passion in the candidate. Assess whether the applicant can show emotion through gestures and facial expressions, doing this will keep both interviewer and interviewee engaged. (Mayhew2018)
 A presentation when applying for a job in the retail sector is beneficial, as you can clearly demonstrate your qualifications and abilities. Through a presentation the candidate can give a better account of themselves and their also their characteristics. It is not required for applicants to do a presentation but if they have come prepared then allow them to perform; this highlights initiative and preparation abilities. (Mayhew2018)
Look for attentiveness in the candidate while in the interview. Focus on the applicant whether they have addressed each interviewer with same level of attention, respect and concentration. See if they recalled each interviewer’s names from when they were first introduced and see if they address you with your names as they answer your questions. This shows the candidate was listening and that they are a detailed oriented person. (Mayhew2018)







Conclusion 


The first part of the assignment explains my learning journey since starting my course. This section demonstrates what methods and learning styles I have explored. I have shown knowledge and an understanding of the process by identifying my strengths, weakness and ways of how to overcome them. Preparing and applying theories to improve my personal development plan, also recognising how these methods work and how to continually use them to better plan my career.
Part two of the assignment required us to focus on how to recruit and select a candidate for a specific job role. My job role was a retail manager who could excel in that position by meeting all of the job requirements. After producing recruitment strategy for this position I have understood the needs of the employer and what the interview process requires. By extensive research I believe I have improved vastly on my interview abilities.















Recommendations

It is recommended;
That the retail manager has very good customers service skills if they wish to have a long  and successful career in the company
That staff are correctly guided and testing to achieve better results
Continually keep staff motivated and enthusiastic about their job 
Be able to manage store budgets and produce profits
Keep customers up to date with promotions and newsletters
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