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Audit your own skills and competencies using the analysis tools learned in the class (PDP). Identify the skills required for a career of your choices. Evaluate your own skills in comparison to your chosen career.
Microsoft Office- I would say that I can use it effectively to use my knowledge in many ways. Now I know the rules of making PowerPoint presentations like effective presentations don’t have much text, proper font size, use of visuals etc. I also learnt about presenting the slides. For example creating speaker notes, not reading the slides, use of narration avoiding to use much information on a single slide etc. I like using PowerPoint because It helps in engaging audience easily and facilitating in organizing the presentation in professional manner.
Communication skills- I have great communication skills. The capacity to convey data precisely, obviously and as expected, is a crucial fundamental ability and something that ought not be disregarded. It's never past the point where it is possible to deal with your relational abilities and thusly, you may well find that you improve your personal satisfaction. Relational abilities are required in practically all parts of life. Communication skills are expected to talk suitably with a wide assortment of individuals while keeping in touch, exhibit a different vocabulary and tailor your language to your crowd, listen successfully, present your thoughts properly,  and function admirably in a gathering. A large number of these are fundamental skills that most businesses look for. 
Reading skills- In reading skills I am expert in Intensive and extensive reading. It is time consuming but I think that the information resulting from intensive reading endures in our memory easily. I do extensive reading for pleasure. While in skimming and scanning I am novice. Skimming and scanning saves a lot of time to grasp the main idea of the reading. These procedures makes it a lot simpler to review what we are going to read. It prepares our mind to have an outline of what is the issue. 
Writing skills- I would rate my writing skills as intermediate. Writing helps us with correspondence and thinking abilities. It makes our thinking and learning obvious. I am good at forming outline, forming thesis and drafting but I think need to work on establishing tone. I believe effective writing can help us in all the areas of life. I use my writing skills for my clothing business. I know my target audience and write accordingly. I try to use concise language, incorporate data and simple formatting. So that readers can know the real purpose of writing.
Team work-  Teamwork gives improved proficiency and efficiency. I believe when a group of people cooperates, contrasted with one individual working alone, they advance a more productive work output and can finish tasks quicker because of numerous personalities interweaved on similar objectives and goals of the business. I think for teamwork activities to succeed, great undertaking the executives should be implemented. While the act of task the management should be possible performance, to accomplish the arrangement's motivation, it can't occur without a group. Even after the underlying project plans have been made, and the venture action has started, the task supervisor, as well, needs to participate in collaboration to achieve a successful delivery.
Conflict management-  I think I have significant teamworking skills. I am good at solving issues between colleagues. I think this is the key management expertise which includes utilizing various strategies relying upon the circumstance, negotiation, and innovative thinking. With appropriately managed conflict, an association can limit interpersonal issues, upgrade customer fulfillment, and produce better business results. Work environment conflict doesn't consequently imply that there are explicit representatives to blame, in some cases that will be the issue. If we have representatives who question the norm and are pushing to cause changes that they feel would be good for the association, that can demonstrate that your association has a significant level of worker commitment. Conflict can likewise imply that representatives are agreeable enough to challenge one another and that they feel like their conflicts will be genuinely settled by the association.
Roleplay- I think roleplay is one of the most important part of management. I would rate myself as novice. To be a good manager I must know how to use roleplay. We can explore how others are probably going to react to various approaches; and  can figure out approaches that are probably going to work, and for those that may not. We can likewise get a feeling of what others are probably going to think and feeling in the circumstance. By planning for a circumstance utilizing roleplay, we develop insight and confidence with taking care of the circumstance,  and we can also develop  right responses to circumstances. This implies that we will respond viably as circumstances evolve, instead of committing errors or getting overpowered by occasions. It also plays a role to improve communication between team members and understand each other’s perspective. 
Planning- Planning is an imperative aspect of an association. It alludes to one's capacity to sort out activities in accordance with set rules while still remaining inside the limits of the accessible resources, for example, time, cash, and work. It is additionally the way toward detailing a bunch of activities or at least one methodology to seek after and accomplish certain objectives or targets with accessible resources. The planning process incorporates recognizing and defining feasible objectives, creating vital techniques, and plotting the tasks and schedules on the most proficient method to accomplish the set objectives. Without a decent arrangement, little can be accomplished.
Decision making- Another essential management skill in decision-making. I am good at decision making process. Managers settle on various choices, if purposely, and settling on choices is a critical part of a manager's success. Settling on legitimate and right choices brings about the achievement of the association, while poor or terrible choices may prompt disappointment or lackluster showing.  For the association to run adequately and easily, clear and right choices ought to be made. A manager must be responsible for each choice that they make and furthermore be eager to assume liability for the aftereffects of their choices. A good manager needs to have incredible decision-making skills, as it frequently directs his/her accomplishment in accomplishing hierarchical targets.
As an Assistant Manager, You have been tasked to assess the learning and development training methods for your new employees who are due to start in your organization. You can use theories learned in the class. Explain and evaluate why you have selected these theories and methods.
My business is selling clothes on social media. As an assistant manager my duties will be hiring & training new employees, resolving customer issues and ensuring that the company’s policies are being followed. But my main goal is to maximize my organization’s profit. 
When you manage a group, it's similarly important to oversee tasks productively, guarantee various divisions aren't disconnected in storehouses and be prepared for market changes that impact buyer interest and your staffing prerequisites. As your team develops, overseeing individuals, developing corporate culture and building connections turns out to be progressively complex. One of the most important duty of the manager is defining roles. If I enlist a authoritarian as the overseer of a cooperative association, I will have genuine challenges. similarly, if I recruit somebody who doesn't obviously comprehend what sort of the board theory I have as a primary concern, or who isn't fit for fostering the connections important to make your model work, it won't work. Recruiting the opportune individuals is presumably the main thing I can do to ensure that the administration plan I've contrived is effectively completed. I will be making some serious choices and distributing the roles wisely.
The next step is employee orientation or onboarding. It provides new employees with the essential background information (such as different brands I work with) they need to do their responsibilities; ideally it ought to assist them start becoming genuinely attached to and engaged with my business. I will be providing new employees with the information they need to function. It will help new employees understand the nature of my business. I want my new employees to feel welcome and at ease. New employees should understand the organization in a broad perspective which will include past, present, culture, and vision for the future of my organization. There are various characteristics of the clothing business that can con-volute retailers' clothing stock management. We retailers should pay close consideration to these trends, evaluate how intensely they can impact my organization, and plan accordingly. They should be clear about what is expected in terms of work and conduct. They ought to have started the socialization process into the organization's way of doing things. I will start training after orientation. Because training is very important to good management. In training I will provide employees the skills they need to perform their responsibilities. Training would provide salespeople with the vital data. Poor attitudes propose that the business group would not like to sell items, which isn't an issue that can be adjusted with training. This team training will help my organization to develop strong management, enhance interpersonal skills, and encourage job flexibility. After that we will be working on strategic training and task analysis. Strategic training needs analysis distinguishes the employees training should fill these future responsibilities. Task analysis is a detailed study of the task to figure out what explicit abilities the employment requires. For this job I will be focusing on spreadsheet method which involves using Microsoft Excel or Google Sheets and communication skills. I will allow trainees to work at their own pace. It will empower them to transfer new skills from the training. I will Display my confidence on staff. I will Observe their absolute best skills, and have them share with others in the team. In the event that they know they're good at something specific, they'll be more adept to have the certainty to talk about it with their companions. If they will oppose, I will start with having them help somebody one-on-one and afterward advance to greater opportunities. 
I will be analyzing the performance of the employees. It will help me to check if there is a performance deficiency and deciding whether such lacks should be revised through preparing or through some different methods. It will help me in deciding if I should address such inadequacies through training or some different methods.  For performance analysis I will first compare the individual's actual performance to with what it ought to be. Doing so will assist me with affirming that there is a performance deficiency and may also help me to identify its cause. They should know If there is a specific garment that is more popular, they should consider allocating more of those items. Our products are likely sorted into categories like casual, formal and semi-formal clothing. For categorizing it or representing each product we need a well written description. For this the employees must know the target audience, Organizing our ideas thoughtfully, using concise language and using simple formatting.
I will also use my role playing skills for training of my new employees. It will help my employees to be integrative in applying what they know, what they've encountered, and how they react. Role-playing diminishes the hole among the speculation and doing.
I will create use of my logical and critical thinking abilities for new representatives, and contextual investigations will be a superior strategy. I will supervise ongoing or inventive situations that portray the current work circumstance. I will allocate contextual analyses in people and I will request that workers investigate the case and think of individual arrangements and situations. This strategy is valuable for trainers that is the reason I will utilize this.
I believe when you have a management plan that appears to be appropriate for your association, you've finished a fundamental advance making a course for powerful activity.
Write a reflection on your experience before the start of this course and after.
Before this course I had a very basic knowledge about Microsoft office. But now I can easily use PowerPoint to present something or excel for recording data. Excel is one of the most important tool for my business. To keep track of my inventory I used to manually tally items using pen and paper but now I use excel. I use it  because this technique is error free as compared to the pen-and-paper method. There's a possibility for checking errors during the count and when the data is being manually entered into the spreadsheet. Google spreadsheet is also simpler to use and store data, add new classifications and subcategories by inserting columns and rows, adding categories and sub categories. It's additionally simpler for me to get to my stock administration information on the go if I am utilizing a cloud-based instrument like Google Sheets. 
[bookmark: _Hlk56507269]I also learned how to write professionally. The steps I follow are:
1. Clearly stating the purpose. Before I start writing, I should know what I am writing and why. If I know the goal I am trying to achieve by writing, I might reach it more easily. Also, I should make sure that my business communication has a single, clear purpose rather than multiple points. 
2. Using concise language. I should Communicate my ideas clearly and concisely. The reader should quickly browse through an email or document and find the information they need. 
3. Knowing the audience. My writing will be more effective if I can understand and connect with my audience and their interests. Choosing the vocabulary and tone based on who you are communicating with is also very important. For example, using friendly and simple wording in press releases or newsletters. 
4. Stating facts instead of opinions. Building trust and credibility by supporting the writing with information and insights. If I add an opinion, I will make sure that reader knows it is my perspective to avoid confusion.
5. Proofreading. I try to keep the writing free of errors. Clean writing sounds proficient and reliable. I read through every document prior to sending it to find and correct grammar, spelling and punctuation mistakes. 
6. Using simple formatting. I always try to use clean and professional fonts and sizes so my writing is easy to read. Adding features such as subheadings, white space and bullet points if they make the document easier to read. Similarly, replacing large pieces of text with charts or graphics when possible.
7. Maintaining adaptability for different types of writing.  It’s important learn to adapt your tone and format for each platform while maintaining professionalism and a consistent voice. I have to reply to the queries of different people on different platforms like Instagram or Facebook posts or in the inboxes. For this purpose I try to keep my replies professional and consistent.
We know that job application is essential to our job possibilities. Requests for employment give work searchers a road to express interest in a position and relay appropriate information about their capabilities to businesses. Before I used to hire people online to do my CV and Job letter. But now I can make my CV and Job application as I have also learnt to make my CV and Job application. I can save a lot of money because now I don’t have to pay again and again just to make a few changes in my CV. I can now present my achievements in an appealing and professional manner.
It is also helpful for me to hire people for my business. I can easily hire people for my business with the help of individual’s CV and job application. If I have to hire someone I will first write the job description and post listings. After receiving the CV’s and cover letters, I will go through all the job applications and call the most deserving employees for the interview. Then I will conduct a background check, to guarantee there are no critical warnings prior to bringing the individual into my working environment.
I have learnt why it is important to apply citation and properly crediting the author. When I didn’t know about this tool, I used to just copy paste the information from google. But when I came to know about plagiarism, I started to cite the information and now whenever I use any book or article’s reference I properly cite it and give credit to the author. By citing the work of a specific researcher, we recognize and regard the rights of that scholar. As a student, we can draw a large number of thoughts,  by different authors. All we should do is simply recognize their contribution to our work. I think it’s very important and helpful tool for both the students and teachers. It likewise protects our students unique work from being utilized without giving credit by someone else, and fills in as a learning device to support teachers and understudies better recognize and correct unintentional plagiarism. 
In conclusion, this course has helped me a lot to change a couple of things at work and be a stronger leader in the future.
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