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Business has become very complex from earlier time because of much competition in 21st century. With the development of skilled and innovation, the company prove their strength of manpower. For this employees play a vital role. To capture the market employees always try to find out new innovative plan and policy. In this case, they bring new products and services for getting more customers which help to get the company’s desired success. So companies are always try to look for the most competent and skillful employees for their firm. In this regard every individual also prove them with skilled quality. Employees are now developed professionally which is related with professional career development. It is such type of system by which an employ can learn about how to complete his task properly. For this, the employees can develop themselves by training programs, academic learning session, workshop, practical experience and so on. The educational institutions of an employee can teach them about theoretical knowledge but organizations where they work give them practical experience. There employees can find his weakness and then take steps against it. In this assignment I have been assigned as a manager of Oliver and Oliver which is one of the best departmental shops in UK. This report shows about the skills and knowledge of an employee like me for a departmental shop like Oliver and Oliver and what the weakness and steps against these weakness I should take. 
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[image: ]Learning is a continuous and combined process where one learns from another. It is quite impossible for a person to be expert in everything. A company for instance, demands different types of skills and experiences from the people (Koper, 2009). For example: an IT officer needs technological knowledge where an accountant needs calculating and accounting knowledge with data storing capability. If the company ensures best qualified employees for their company, then company will be able to make best output. Besides which knowledge and skills must have available in an employee given below:
· IT skills: IT is another key skill for employees. As they are working in an industry, so it is very obvious that they have to work with technological instrument. Without good knowledge and skills about technology it is very tough to handle those works. The employees must have skilled about machinery, different parts of machinery and modern technology.
· Making strategic plan and problem handling skills: For operating company, there are available many competitors for the products. Every competitor tries to prove their product best. In this situation, company need to take a strategic plan to capture the market. On the other hand, sometimes company faces many problems relating with management. So company need the employees who have the skills of solving problems with confident and who are skilled about plan making (Sung & Ashton, 2016).
· Skill of adaptability and flexibly: Company is a place where employees will have to operate lots of task at a time. In this regard employees need to be flexible that they will do multiple works at a time. On the contrary, employees do not work at the same post or same working environment. They have to work on different post or position and different working environment. So employees have to flexible and adaptable about their job
· Computer and Internet skills: Computer is a part of any work now a day. Every works need computer assistance. Without computer it is quite difficult to think about industrial work. So employees must have knowledge about operating computer with internet use. Because, now a days it is almost common to use computer to operate machinery, data storing of company and so on. Computer also uses for sending and receiving mail, advertising and feedback giving in social media and storing the data.
· Managerial working skills: Management is related with whole activities of company. The activities are planning, organizing, budgeting, monitoring. These activities must be followed by a manager. So a manager must bear these skills...

· Skills of creativity: company needs successful turn for their goal achievement. Such type of turn can be ensured by a creative employee. So company always tries to find out creative workers. Creative employees play very crucial part for making the strategic plans. The sectors like marking and production need to be creative. Such as: Oliver and Oliver will go to offer fashionable products to their customers.
· [image: ]Leadership skills: Leadership is such kind of quality which encourages every individuals of the organization to achieve company’s goals. But it is quite hard to get such type of qualified leader. So company need to find out the leadership quality that holds the company very strongly. But sometimes leadership is going towards the way of autocratic. There are types of leaders. It will be autocratic or democratic style. In this case, manager will decide that what type of leadership strategy is needed for the organization. All the time leader ensure proper encouragement rather to fulfill goals it with creating pressure on employees 

· Communication skill: A good communication skill is very important for operating company actions. It is the key matter for organizing the whole organization system. By maintain communication within the company, every employee is very aware of their duty and know about what they do or not very easily. Then they also give report to their superiors and easily get any sorts of help from them. So it is a very useful skill by which organization can operate fruitfully. 

· Ensure attention in dealing: Every deal is regarded as very important for company. There is no ‘Tiny’ word in the company. Each deal is estimated here carefully. So attention to deal is very important to make ultimate best result
· Self-confidence: Any work can be easy with the thought of “I can”. This is the spirit of doing something confidently. Company need to find out the employees who are self-confident that he will convenient the company by his works and by his confident plans. From these skills, company ultimately gets succeed. 

· Knowledge about programing and mathematics: To know the working procedure how to do the work it is very important to know about programming. Without knowing about the procedure the employees cannot understand the work and cannot do that. For example: sales of the month will be stored by own program of manager. On the other hand, knowledge of mathematics can be needed for managing financial actions...
· Ethics: Employees work in different situation. They are highly appreciated in somewhere. But employees must have to be ethical and integral to their works. Only this will ensure them better position in the future. This skill also helps to earn customers goodwill for the company.
Knowledge for employees: 
· Knowledge about market: The taste of customer can always be changeable. They never choice same types of product. So the employees must be aware about the demand of the customers what products they most preferred. So the market knowledge like taste of customers and demands must be thought by the employees.
· Research knowledge: Every phase of the organization research is very important because it is possible to know about demands, market conditions and everything about market by conducting operating a research. For conducting research, employees need to have broad knowledge about research how to conduct a research. The research subjects are like objectives of research, questionnaire, collection of data, presentation and analysis of data and then finding out the solution or outcomes from the research.
· Knowledge about customer: Customers are different qualities. They are different by their ages, choices, classes and so on. So it is essential to know that which class people need which types of products. For example: If young people need fashionable classy dress then aged people need simple dress. As customers are the main party for the company, so employees must have to focus on customers demand and choices (Leach, 2012).
· Knowledge about employees and others parties: As employees are the key part of the company, they do all the activities for the organizations. So manager need to give attention about their condition. Manager has to know about the working environment and problems of employees. They have to solve their problems, ensure their good working environment and fulfill their demands. Every employees need to have same attention and same opportunities.
· Knowledge of theory: Theoretical knowledge can make employees more confident to solve complex problems. It can be achieved from their educational institutions (Mavi, & Standing, 2018).
· External business environment knowledge: External business environment is outer condition of business like political instability, social matters, economics and technological factors. Managers should handle these matters very carefully. Employees should have knowledge about these conditions and national laws also.
By these skills and knowledge employees can be achieved success for their organization. An organization must judge the employees by these skills and knowledge because only capable employee can bring success for their company.
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It is very often to see that people are very aware about skills of career readiness and employability now days. So it should be added to our education system. One person knows his own skills and strength only when he works in company. As I work in Oliver and Oliver, I have experienced some of the strength which related with NACE published skills. These matters are explained below:
· Ability to take pressure: This is a very crucial skill for an employee. Employees often take pressure for doing lots of works. But in this situation many employees leave the workplace. But I am not those kind of, I am confident and I am responsible to my work. I have the ability to take pressure under any circumstances as a manager. I believe that taking such kind of pressure will help to capture the eye of the superior. This also helps me to get rewards and promotion.
· [image: Image result for • Learning from mistakes]Earn communication skill: If I tell about my communication skills in Oliver and Oliver, it is totally incredible that I am good at both formal and informal communication process. I also report writing expert. I often sending and receiving mail to the client and documentary making for Oliver and Oliver. In Oliver and Oliver there is both upward and downward communication system. I prefer the flat communication system which is very easy to communicate. As a manager of Oliver and Oliver, I have to maintain good communication with my clients, suppliers and whole parties who are involved with my company.
· Learning from mistakes and criticism: The entire people are not fulfilled with the required knowledge. Everyone do mistakes and face on criticisms. But it is not right to hold back him from these criticisms or mistakes. I believe in learning from those mistakes. As human beings I have not capable to make right thing for the company every time. However, when I make mistake then I evaluate all my incidents and operations and find problems and make solutions from it. This is learning for me. Often my colleagues and other person make fun with my mistakes but I take it easy and take it as blessing. 
· Punctuality: Punctuality is a very important skill for an employee. It enhances the performances of his works. I personally try to follow this very carefully by presenting in the office on time. I never left behind my work for the next days. I give feedback, making report and other task I have done without any delay. As a manager of Oliver and Oliver I have to be very careful about my job because timely work more acceptable for clients than delay. Sometimes may be eradicated goodwill of the company (Borg & Ohlsson, 2010).
· Flexibility: Employees of the company must be flexible in their work. Because they are not working in the same position or same sorts of work always. In summer seasons, customers demand of products increases with huge numbers then I have to work extra hours for the company. There are many other managers who are very irritated. But I am on duty and I enjoyed it very much. Because I love my jobs. So I think employees should be committed to their company and works.
· [image: ]Self-confidence: I always believe in self-confidence. So, I take new challenges and new policy plans for my company. By evaluating all the environment and conditions of my company I implement my plans confidently.
· Team experience: Team working make me relaxed. When I work in a team, the team member supports me most and then the complicated work will be very easy. In Oliver and Oliver I worked lots of team work which make the team work for me interesting.
· Work based on ethics: I always try to do my duties with ethics. I didn’t escape form any of my works. I am very responsible and ethical for my duty.
· [image: ]Working in Team: When I work in a team I feel so much comfort. I am very much ardent to sharing my ideas and views with my partners. I always believe that Unity is strength. From the all works I can tell that I have a good team worker. I do lots of team work with different team in Oliver and Oliver (Martin, 2016).
· Diversity in works: I believe in diversity of works. Sometimes same types of work make me boring then I will try to work on the other fields. Only not for the boring, I do it because of my duty also. I work in production department, sales department as well as marketing department. I love to work in different sectors.it makes me more skillful. 
These are my strengths which I mainly earned from working experienced in Oliver and Oliver. I personally believe that these skills can ensure my employability and advancement which help me to get a best job.
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Earlier part I have just explained about my personal employability and skills but still I have lots of areas to improve myself. When I worked in Oliver and Oliver I face lots of problems and lacking. Now I am going to discuss about the matters that I should have developed:
Soft skills development: Employees are as a person possesses some sorts of skills like emotional intelligence, communication skills, handle social matters, experience of working with people, solving problems skills (Leach, 2012). In generally it is all about professional or transferable skills... Through my working experience, I must developed those skills-
a) Courtesy: I am not well enough in courtesy. Even I didn’t give my colleagues thank you when they help me. I never apologize in my mistakes. I am quite deference in giving complement. So I think I need to improve my courtesy. 
b) Professionalism: I personally feel that I have lacking of professionalism. I often wear simple dress to my office. In my behavior, there lack of professionalism. So it is the high time I should improve my professionalism.
c) Emotional intelligence: I am very much emotional person. It creates obstacles for me to face hard works. In this case I often fail to take any hard decision as a manager against the employees. So I think i should remove this by training or other ways.
d) Social intelligence: In Oliver and Oliver, I have a lacking which is social intelligence. There often come different religious people or different cultural people. Then I need to show them the products based on their religion or culture, but I didn’t. I need to improve it.
e) Positive attitudes: I feel that I have lack of positivity. Sometimes I get the works from my employees too early which out of expectation. Then I think that negatively and behave with them optimistic. So I think I need to show positive intend. I have to improve it.
Technological knowledge: Technological lacking is very vulnerable. In this time all sorts of business activities are operated by computer and technology. Now the biggest medium of communication is email. On the other hand internet makes the world outstanding change. So now discussed about my lacking: use computer well (Halton, 2012.). Where a simple computer can reserve huge data about company, so it is very easy to find the data. By using computer the other manager can easily send mail, giving feedback, storing data and so many works. It also saves the valuable working time. So I need to improve my skills on computer otherwise I never be last long.
· [image: ]Using internet: I am not well known about internet. I am not using so many internets on my works which make me old time worker. Even I cannot visit important websites, collect data from other shops which data organized in online. The competitors take this opportunity to take away our delivery. So this is a very big problem that I face. Without this skill I cannot last long in this modern world. So I have to improve myself.
· Social media: the modern world now under control of social media. All the updates and news can be stored in social media (Sardar, 2010). Now people prefer social media much more than any website. For example: Twitter and Facebook are the most common social media. But I am not much comfortable in the social media. Most of the time I think it wastes our time and work. But now it is the high time I have to develop my social media for my business purpose as a manager.
· PowerPoint presentation: PowerPoint presentation is very lucrative media to impress the clients. It also a great media to show the whole activities of company’s works. But I am not comfortable with this. I should improve my PowerPoint presentation skills.
Marketing skills development: In the marketing research, I need to understand what are the research objectives and research subjects. The research possesses data collection, questionnaire, presenting and analyzing. In this case, I still using traditional way of data collecting where now there is available online system. For example: Google, yahoo, social media like Facebook and so on. Online media is now very popular. By using this popularity, company tries to expose their business through online media. Such as if I can hire an artist for brand promotion, I can easily knock to him/her on online without any occurrence, So it is the best media of communication. 
No employees can be completed with his skills. For this regard they need to take time and focus on their weakness. Then they have to work on it. For an example: I faced many problems in my working field, then I will now take steps to overcome my problems and weakness. In this way, I can develop myself. 
[bookmark: _Toc521450827][bookmark: _Toc522918960]LO3 Establishing employment goals and developing a personal action plan. 
The development which is totally involved with an individual is defined as personal development. Personal development is a type of career development which tells about what is needed for developing, what is needed if he wants to achieve something, what will be the strengths. There are about sixty thousands of employees work in Oliver and Oliver. I am one of the branch managers of this organization. In Oliver and Oliver, there are also old employees who are skilled but they are not well enough for this modern business environment. About 50 employees of my office have not been getting any sorts of professional training. Even they do not know about using technology (Skills Development and Training in SMEs, 2013). Besides them also unskilled about communication process, they do not use social media. Only they are not the person, I am also in the same category. I am also weak about those matters. In order to improve myself how to develop my employability and what will be my plans explained below:
1. Professional development goals set: first of all, the goal set is very important for developing himself. By analyzing about this matter, if there is not setting any goals then it is obvious to set it  the employees including me are not well skilled, so we definite some goals according to our problems: 
· Arranging training programs about operating computer and internet.
· Arranging session and training how to use social media.
· Improve the traditional attitude to modern attitude.
2. Find out the most prioritize goal: in the above points, we have defined three goals which must have to improve for their profession and their business. In this time Oliver and Oliver cannot arrange three development programs at a time. So we have to identify the most important goal for their employees. From three goals, the most important goal is to develop the tradition attitude to modern attitude. But those two goals are not neglect able.
3. Deadline set: deadline can set the limit of finishing the task. Routine can give the shape of the work. With using work breakdown structure I make a deadline for this project which starts from 1st February.
	Tasks
	Time schedule 	

	Planning of training
	1st  February- 29th March  

	Identification of requirements 
	1st April-16th May

	Training 
	17th June- 30th July

	Review, evaluation and feedback
	1st Augest-30th September



First of all we have to set a planning for the training programs what should be provided and who are the employees take training from the training program. For this we have to find out trainers and cooperators. The instruments that needed for the training will also be provided by the company like computer projector etc. 

4. Understanding the strength of employees: Whole employees do not capture the knowledge of training in the same rhythm. Some of them can operate computer or using internet very easily with a short period of time. But some of are not unable to learn it fast. From the entire trainee some of them are good at technology where some of them are good at programming. So trainer or manager should find out the strength of the employees and train them according to their competence.
5. Opportunities and thereat: From this development program, company need to identify the opportunities and threats for the organizations. To develop the professionalism, organization as arrange training programs but some of these cannot be comfort with those programs. Then company need to adopt new training for them. In this company take two terms which are ‘start doing’ and stop doing’. Start doing defines using computer and internet where stop doing is related with ignoring land phone and traditional behavior.
6. Improve new skills new skills: From the development training programs every employee need to acknowledge that they are learning new skills. They have to set their mentally. Such as: i was working in traditional attitude in Oliver and Oliver, after taking training of it I am going to start modern current behavior or attitude. From now I have to use thank you, welcome such type of words which I never used earlier (Sung & Ashton, 2016).
7. Evaluation and feedback: After completing training programs, it is very needed to evaluate the employees’ conditions. Then company need to conduct research about what output come from those training.in this case, authority judge the responses of customers, estimating sales report and the whole performance can be evaluated. Then authority checks the website and also checks the complaints and complement. If the authority sees that employees ensure good services then they will be rewarded. But if authority get bad result from some employees. Then again training will be needed for them (Salas et al, 2017).
The process from where employees want to develop themselves is professional career development which is just a crucial approach. From the above discussion it is proved that.
[bookmark: _Toc521450828][bookmark: _Toc522918961]Conclusion
In an organization there need qualified and skillful workers for achieving the goals properly. Because the employees are the key elements of the company. If they are competent and skillful then company can make the best output. But all the employees cannot possess all the skills like creativeness, flexibility, hardworking and so on. But there must need some common quality for the organization which is very important to exist in the modern business. These skills can be developed by the professional career development programs. This training support is served from organization to develop the employees. 
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