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Introduction

What helps a student to succeed at University and after a job? Most students do archive their degree and then go to get a job, some of them going further with the study and some take a gap year, so that suggests there are many different routes to success. Mainly, all it is about the basics. That means is all about skills and competence (what skills you come with, what skills you improve, and what skills you develop), (Cottrell, 2019).
In this reflective report, I will audit my skills and competence using some analyzing tools learned in the class. And I will identify and evaluate my skills in comparison with my next goal career: Senior Housekeeper.
Because my future goal is to become an Assistant Manager in the second part, I will use learning theories to develop learning strategies and training methods for new employees who are due to start and I will explain and evaluate my choice. 
In the third part, I will stay critical and evaluative and I will write about my experience before and after this course.




















1. Audit my skills and Competencies

According to Morgan (2017) “A plan intended to develop skills that are important to the work-life”. 
My time as a student is a major step in my professional career. When I will graduate, I will become one of the many other graduates from around the country. This year I was trying to improve my performance and profile because this can make a difference in my future. I will use The Personal Development Plan (PDP) to audit my skills and competence. 
The PDP process can strengthen the capacity of learners to reflect on their learning style and achievement and help them to plan for their own personal, educational, and career development. (Personal development planning: guidance for institutional policy and practice in higher education - Digital Education Resource Archive (DERA), 2009)
The PDP process has five steps: 

           Fig.1 The Personal Development Plan steps

   Record
   Review
   Action
Identify
   Plan





· Identify (I use SWOT analysis)
 According to Sarsby (2016, p3), SWOT is a popular four-box strategy analysis and strategy development framework.
When I think out my goals, I think of my situation in terms of a SWOT analysis. To find out my strengths, weaknesses, opportunities, and threats first I need to answer a few essential questions.
Strengths (S) - What are you good at? In what areas do you make the most contribution? What positive feedback have you received?
Weakness (W) - What areas do you feel you need to develop? What negative feedback have you received? What area do you think that you should develop?
Opportunities (O) - What is your potential? What you would like to archive?
Threats (T) – What skills do you feel that you need to develop more? What are your worries in this next step?  (University, 2020)






                                      Table 1 Personal SWOT analysis
	                  Strengths

· Experienced and dedicated 
· Motivated
· Hard-working
· Flexible and punctual
· Team player
· Taking initiative
· Problem solving
· Leadership SkillSWOT


	                 Weaknesses

· Self-criticism
· Public Speaking
· Insecure
· Presentation Skills
· To detail-oriented



	
                 Opportunities

· New career
· New experience
· New goals


	     
                   Threats

· Less time for family
· Deadlines
· Responsibility
·  Competition
        



· Plan (I use SMART strategy)
According to Chamot and Harris (2019) “The SMART strategy is well documented in the literature in several fields ranging from management, health, and personal development to education and focus on SMART goals has been shown to increase student motivation by fostering feelings of greater self-efficacy, resulting in increasing language learning”.
                                            Table 2 Personal SMART analysis
	
	         Question(s)
	              Answer(s)

	
Specific
	
What is my specific goal?
	
To become a professional Senior Housekeeper 

	
Measurable
	
How am I going to measure it?
	
I will measure in two months; I will let me time to pass my exam and achieve my certificate. 

	
Archivable
	
What abilities do I need to reach my objective? Do I have them?
	
I need to have self-confidence and to reach the ability to talk in public because already I have leadership skills.

	
Relevant

	
Where and when would this achievement be useful for me?
	
This achievement will be useful for me in my actual job, in my future job, and day by day life.

	
Time-based
	
Bearing in mind my age, my prior knowledge and experience, and what I still need to know, how long will it take me to archive my goal?
	
I will need six months.




· Action (I will use the Emotion-Regulation strategy)
The Affective strategies helping students to understand and use appropriate strategies for emotion regulation and to improve their language skills. The most influenced language skill by strong emotions is speaking (Chamot and Harris, 2019). 
This strategy helps through little steps to be more confident and to overcome my worries. The first step is to focus on the skill that I want to develop in my case Public-Speaking, next to select in which activity I feel more confident and to try to practice this more often. Occasionally I need to evaluate myself and to change what gives me negative emotions. The last step will be to try to implement these fillings in all the activities I do.


· Record and Review (I will evaluate my skills in comparison with skills required for the Senior housekeeper job)
The learning process is a critical process in which we need to identify our development goal, to initiate the action that we need to reach our goal, and periodically to evaluate our progress. We need to take time to evaluate and reflect on our progress because we need to make the necessary changes to our development plan. Some essential question for the evaluation process is: What have I learn? What more do I need to archive my goals? Is my progress too slow? Do I need assistance? Do I need to change my plan?  (University, 2020).



                           Table 3 Evaluation of own skills in comparison to the chosen career

	Skills name
	Moderate
	Decent
	Professional

	Leadership
	
	
	Required - ok 

	Communicative 
	
	
	Required - no 

	Flexibility
	
	
	Required - ok

	Problem-solving
	
	
	Required - ok
















2.Theories and methods

As an Assistant Manager, I will assess the learning and development training methods for our new employees in the organization. 
According to Maund (2017, 341) “For long-term employability, including development within your role, developing your workplace learning is important throughout your career. Therefore whether you are in an organization that organizes training for you or in one where little attention is given to your learning, you need to keep an up-to-date learning plan covering what you need to do in the next 12-18 months.”
CPD stands for Continuing Professional Development and is a methodical approach to maintain and improve professional and personal skills, to enable personal work effectiveness throughout an individual’s career. 
Our organization implements the CPD (Continuing Professional Development) program to support our employees, to keep them up to date with the technical aspects of their work, to help them to maintain their skills appropriate and relevan,t and to improve their knowledge.
CPD combines different methodologies to learning, such as training workshops, conferences, and events, e-learning programs, best practice techniques, and ideas sharing, all focused on our employees to improve their knowledge and to have an effective professional development.
Our CPD include an action plan:
· Developing employee’s competence (how they work with others)
· Developing technical knowledge and skills.
· Coaching and mentoring.
· Ensuring that they use all types of learning styles in their development.
· Reflective practice and action learning.
· Conventional learning through formal courses.
· General activities and conferences for collaboration and recreation (Maund, 2017).

According to Haland (2006) “Competence, as the company’s most important and valuable resource, is constantly highlighted”. 
Competence development is perceived as a dynamic process that is part of daily work practice.
The organization wants to have more control of employees’ competencies and to preserve their competencies in the company. The organization develops a learning portal to facilitate competence development systematically and be available to all employees. 
The organization’s goal is to develop the employees in the direction that company wants to go so that the competencies match the challenges organization faces (Haland, 2006).


 	Table 4   Different perspectives on competence, following Garvan and McGuire (2001), The table should be read as a simplification of perspectives on competence and competence development
	Rationalistic and positivistic perspective
	Phenomenological-, humanistic-, and social constructivist perspective 

	
Utilitarian instrumentalist view on competence 
	
Competence as liberating and empowering

	
Competence as attributes-based, mechanistic, bureaucratic, and context-free
	
Competence as context-dependent, internal framing of competence in the local organizational culture

	
Benefit- and efficiency perspective
	
Work-life as encouraging the co-workers’ experience of work-life as meaningful

	
Competence as individual characteristics 
	
Competence as relations, competence as more than individual characteristics

	
Worker-oriented
	
Work-oriented




“The mentoring scheme fosters an incredibly supportive and safe environment to openly identify obstacles (both professional and personal), push boundaries, learn new skills, ask questions and take risks” Fleur Jago, Producer (Mentee 2014) WFTV Mentoring Scheme, (Maund, 2017).
Our organization is based on Workplace mentoring because we think is a learning partnership between employees that focus on sharing information, knowledge, and respect.
A mentor has relevant knowledge and experience, he can work full time or part-time and is ready to give advice, guidance, and support to the employees through their learning and development process.
Mentoring offers the following benefits:
· A source of experienced advice and guidance.
· An employee to employee relationship, adult-to-adult.
· Independent role models.
· Building competence and confidence. 
· Feedback.
· Time for personal learning/reflection.
· Helps to deal with conflicts and difficult circumstances.
     The disadvantage is that the mentor will not give to the employees all the answers, they will need to sort that after receiving the advice and guidance from the mentor.
Alred, Garvey, and Smith (2006) identify a model of mentoring in three steps:
 
       Table 5   Alred model of mentoring
	               Exploration
	           New understanding 
	            Action Planning

	     Strategies 
	    Methods
	    Strategies
	    Methods
	    Strategies 
	   Methods

	-Take the lead 
-Pay attention to the relationship and develop it
-Clarify the aims and objectives of mentoring 
-Support and counsel

	-Listen
-Ask open questions
-Negotiate an agenda
	-Support and counsel 
-Give constructive feedback 
-Coach and demonstrate skills
	-Listen and challenge
-Ask open and closed questions 
-Recognize strengths and weaknesses
-Establish priorities
-Give information and advice
-Share experience and tell stories
	-Examine options for action and their consequences
-Attend the mentoring process 
-Negotiate an action plan
	-Encourage new and creative way of thinking 
-Help to make a decision and solve problems
-Agree on action plans
-Monitor progress and evaluate outcomes



Through an Individual learning plan, I will explain and evaluate the way these methods are good for the organization and employees.

    Table 6 Individual learning plan
	
	           What
	         When
	         Support

	
Employees goals and Organization goals
	-Achieve a good status in
professional training
-To increase all work-related competencies in preparation for career advancement
-Keep an improving view for the area of work through reading and external conference attendance

	-Next year

-Review competencies every three months, every year promote the best employees

-Next two years
-Look for external training and conferences 

	The organization provides learning training and financial support.
-Line manager and HR team.




	
Things to do for employees to archive this
	-Complete professional training conscientiously
-List competencies and review strengths and areas of development 


	-Each year

-Every three months
	-Line manager to discuss with employees about their needs
-Offer feedback
-Check if the mentoring scheme is improving the quality



Effective learning and development through the career are the keys to be an effective long-term employee. The methods for learning at work may need to include theoretical knowledge through reading and professional studies. The most important is to review the knowledge of the employees and include reflective learning.
Mentoring and CPD have important roles in employee’s continued learning and development, so we need to be more organized to make the most of these resources (Maund, 2017). 





















3.Reflection of my study experience 

In this part I will discuss my experience before to start this course at the University of Wales Trinity Saint David, Certificate in Higher Education Skills for the Workplace, and after.
Before starting this course, I was just a single mother which work as a housekeeper assistant and without a single hope that I can improve my confidence and my knowledge. Because I am coming from another country and English is not my first language, In the last few years, I was having so many barriers in my way.
I lose my confidence and I gave up on my career. I change my dreams too. Before coming to the UK I was working six years in a bank and dreaming to have my own business. 
When I hear about this course, I was afraid to register because it’s been too many years since I finished my studies and my first impression was that I would not be able to cope with this program. But my motivation was my girls, I want them to succeed in life and because of this, I decided to be an example for them. If you dream of something, work for it!  
In present I am proud of the knowledge gained this year, I am more confident now and even I do not write perfectly in English in my heart I am so proud of myself. I know that I still have lots to improve and I am far from having a good career but now I have a Personal Development Plan and I am determined to archive my goals.
At the beginning of the year we start the course with the modules Academic and Employability Skills and Digital skills, my process of learning was slow for the first weeks but with every lesson, I develop myself. I learn how to manage my time, how to think critically, how to communicate effectively, and what important is to be a digital native person. 
The most important was that I discovered my skills and I was having the chance to improve them.
In the next term, we study Effective Team Working and Problem solving and I learn the importance of working in a team and defining the problem first, find the cause, find a solution,  apply the solution, and in the end to review the result.
In the last term, I was having the opportunity to apply all the knowledge from the other terms and to simulate real-life experiences like job interviews and case studies. The Professional Career Development module gives me the chance to apply all the learned theories and to develop my Personal Development Plan. Through the Psychology for Health and Social Care module, I was having the opportunity to learn how people actions in different situations and what we can do to not generate a conflict.
At the end of the course, I look back and I have liked to be more involved in all the modules, to spend more time on research, and try more to correct my spelling errors. 
After this experience, nothing will stop me from learning and improve myself.


        


Conclusion

Evaluate your skills through all the analysis tools presented above it is important for your development and career. And the same importance has the comparison because this helps you to understand what you must improve.
The theories and methods presented explain some of the learning and development training methods used to support all the new employees.
 The reflection on my experience through this course is the most important lesson because now I understand where I did wrong and what strategies and theories, I can use to improve my knowledge in the future. 
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