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Introduction
In this report I will be addressing 3 tasks. Task 1, I will be using 2 analytical tools and self-awareness themes to evaluate my own skills and competencies. Task 2, I will be showing how I would assess the learning and development of staff as a Manager. I will show what theories and methods used. Task 3, I will use reflective models to assess and reflect on my learning on things I have learned from this module. By the end of this report, it will be clear to see what I have learned in this module and the theories and models that I can use to further my professional and career development.
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Body of Work
Part 1. 
In this module I have used tools and self-awareness themes to evaluate my own skills and competences. The first method that I felt was useful in evaluating my skills was the SWOT analysis. The SWOT matrix is a framework for analysing your Strengths and Weaknesses as well as the Opportunities and Threats that you face. This helps you focus on your strengths, minimise your weaknesses and take advantage of opportunities available to you (Mind Tools Content Team, 2022). Using this method and asking myself the questions in each section, I quickly realised the areas I need to work on. I have a lot of strengths and transferable skills to combat some of the threats and challenges I have faced during the Covid19 Pandemic. I have identified a weakness that I need to start getting more feedback for making my own improvements.  By the end of this course, I will have an extra qualification to seize more opportunities.
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The second self-evaluation tool I used is the Personal Development Plan(PDP).  A PDP is a structured framework that you can use to help identify and develop skills you need. You can focus on potential study, career and personal development options and goals (Open University, 2021). The five stages to a PDP are Identify, Plan, Action, Record and Review. After I identified my strengths and the skills needed to further my career, I then planned realistic goals for achievement. I am in the process of carrying out one of the tasks to better my skills. I am keeping a record of my achievement and further development needed for my review. 
Part 2.
As a Manager I would use many ways to assess the learning and development training of staff. This is essential for the growth of the company and staff. Here are some of those ways:
E- learning – This is a way of training staff by following a course online. This can be done at a time convenient for the Employee rather than the whole workforce taking time out. These courses can also be used for new staff induction and existing staff to comply with annual courses such as fire safety, equality and diversity and health and safety. This also has a lower cost due to not having to book training rooms and pay for external trainers. Although the courses tend to be general, I feel this is a good way to start off new staff and a yearly refresher.
 Job Shadowing – This is a useful way of one employee observing a long serving employee in their job role. This could be a good start for a new employee who will be employed in the same role. This is a low cost training method where I will get feedback from both employees but I would maybe only use this method for a short duration. Possibly a few weeks depending on the job role.
Mentoring – A more Senior Employee would provide advice, guidance and a forum for discussing problems. This is another low cost method that can provide learning and development. This can be effective if the employee is matched with the right Mentor, so maybe a personality test could be taken to assess the compatibility. I would use this if something was identified in a PDP for example. I am not sure if I would offer this to every employee. 
Simulation/Role Playing – Typically employees in a particular department (e.g. Sales), come together to take on roles to help work through possible scenarios (e.g. Customer Complaint) (NI Business, 2022). This type of training I would use as it can be effective and specific to a situation for employees to see how they cope. This is another low cost method that is job specific, so I would only use for some job roles.
Talent Program – A talent program is a set of processes companies use to identify an employee’s potential and steer them to growth opportunities, according to their skill and the company’s needs (Michael, 2020). Once the company goals and needs are set, then I would know if any employees could potentially want to be in such a position. This could be identified in an employee’s PDP. Once an employee is identified, I will plan a route that will take the employee to the desired promotion. On the downside, this will not be a short term goal and more likely a long term goal. This may not be low cost but the quality of training needed for such a program will benefit the company and the employee in the future and years to come. Other employees may see this opportunity as a good benefit of the company. 

Evaluation
I have chosen methods for the learning and development training of staff that I think will make the business gain and retain staff. Having those methods can make a company look appealing to a job candidate when searching for a role. It can also increase staff morale and job satisfaction if an employer is willing to invest in the further development of the employees. Staff morale is important as the leading cause of absenteeism is workplace stress and this can have a serious knock on effect. It is important to show staff that the company is willing to invest in them and improve their skills too. The company can be seen as been able to discover talented individuals and may improve their reputation.  After all training, I would encourage a feedback form to be completed on how they found the training and if there are any changes or improvements to be requested. I would also engage with Peers and Mentors for informal feedback. Furthermore, these methods can improve the company productivity and profits.

Part 3.
I will use the Gibbs Reflective Cycle to assess and reflect on my learning throughout this module.
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Description 
This module is titled Professional Career Development. The aim is to introduce strategies for personal reflection and career development planning. Also to help me gain confidence and competence as an effective employee. The duration is 10 weeks starting from January 25th 2022 and ending March 29th 2022. During the 10 weeks, I would also be assessed in 3 parts. This consisted of an Open Book Assessment from an article in week 4, a Mock Interview from a Job Advert, my own CV and covering letter in week 7 and a Reflective Report of my own learning from this module to finish. The first task I completed was my own Personal Development Plan(PDP) and I then listed 5 importance’s of a PDP. This was to be completed as part of the weekly learning log using 250 words. This learning log would become a weekly task based on the topic of that week. 
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Feelings
This module had started off badly for me, as one of my closest friends Brother passed away the week before Christmas and returning to study was difficult. The Funeral was on my 2nd week of return and I was still in shock and grieving. Luckily as the class is held online it is recorded, which helped me catch up on the missed lesson. After talking with friends and family about the sudden loss of a dear friend, I soon found that I was enjoying classes again. As the weeks seemed to be going by so quickly, I then realised that the course was due to end and now I have gone from being happy to being anxious, but also eager to finish the course. I felt anxious as I now have to decide where I go from here. As I work part time, I found work commitments can try and take over as a priority over studies and be overwhelming. 

Evaluate
As part of the module, there were a lot of weekly tasks. These included self-assessments such as a self-awareness quiz, learning styles and a personality test. I found these very interesting as to how these results can show what type of person, employee or business owner I am or will become. They gave an in-depth insight into my self-awareness internally and externally as well as my personality type and what type of learner I am. The learning styles was particularly helpful as I would like to continue with my education. This has given me a better insight into how I will learn and achieve the outcome I need to develop my career further. It is difficult when you are on a tight schedule with work and studies, but I would usually ask a fellow student to tell the Lecturer that I may be late due to work.
Analysis
My learning in this module was probably more challenging than the other modules as this was mainly about myself. During my previous studies, I have never had to learn about myself, as I was learning a new skill. Dealing with others or being a team player has always been one of my strengths as I have always worked in teams and very much enjoy playing team sports. Another challenging issue was working and studying at the same time. It was initially hard in the beginning as this was out of my control, when work needed to be finished before I could leave. To combat this, I explained to my Manager how important it was that I leave on time. She agreed for me to start earlier the next day to clear any work outstanding and that I can continue for the duration of the course.  I also worked out a better study schedule and this made completing tasks easier. This module was positive for me as it gave me a greater understanding of my learning styles, self-awareness and my personality. Prior to this course, I thought I was self-aware and now realise, I was not. The test showed I was externally self-aware but not internally, to which I had no idea. 
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Conclusion
One thing that I have learned about myself during this module is that I am resilient.  I managed to cope with grief and continue to work and study. I found this very difficult but I managed to complete all tasks given by planning my time efficiently. I will do this in the future whether I continue studying or working as this really helped me. Now I am aware after completing the learning style quiz that I am a visual learner, this has made me want to learn more about this style of learning. The results have given me tips on things that I can do to learn better as I can become distracted and bored easily. If I continue with further study, I know that I should sit near the front of the classroom as I need to see as well as hear to learn well.  As this is new to me, I will develop this further as it can help within the workplace too. 
Action Plan
 In future, I will aim to manage work and studies better by planning and setting up a visual schedule of study and work times. I will have to be strict with these times to progress and succeed. I will also be trying new visual aids when returning to study for better learning. I will also be discussing with my new Lecturer, ways to stop me from being distracted in class. Going into class will be new as I have been online for this year of study. I have registered an interest in progressing to the next level of this course and will speak to the careers team to see if this is the best option for me.
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