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	Strength 
	weakness

	· Verbal and written communication skills
· Interpersonal skills 
· Team working skills
· Negotiation skills
· Problem solving skills
· Leadership skills
· Motivation skills
· Delegation skills
· Researching skills 
· Self awareness
· Strategic thinking skills 
	· Data driven decision making skills 
· Accounting skills 
· Lack of project planning skills 

	Opportunity 
	Threat 

	· Improvement in economic environment and job market growth 
· Scarcity of skilled employees in the market (van Aerssen et al., 2022)
· Demand for digitally skilled personnel
· Willingness of the business to raise salary for talented personnel 
	· Change in consumer behaviour 
· Dynamic market environment 
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	Actions for improvement 
	Resource required 
	Timeline 

	Data and IT system based decision making skills improvement would be important considering the current change in the business operational approaches. 
	· Enrolling into online courses for data analytics
· Practicing problems
· exploring real life business scenario using case studies
	Online certificate courses on data analytics, computer, internet connection, books, computer applications and mentorship.
	Within 4 months time period

	Accounting skills would be important to understand the business expenditure assessment and planning as well as financial decision making 
	· Studying the accounting subject from the books
· enrolling online accounting and management course
· learning basic and advanced accounting using computer applications
· solving problems 
	Online certificate courses on accounting, computer, internet connection, books, accounting applications and mentorship.
	Within 3 months 

	Needs to develop project management skills.
	· Learning about different project management methodology
· Project documentation skill development
· Project planning applications learning 
	computer, internet connection, books and online material on project ,management, applications, tutor’s help
	Within in 5 month time 
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Business need analysis
The appointment at the level of managerial position happened at a very crucial time when the business is digitalising its operational approaches. The covid-19 pandemic has significantly changed the business operational requirement because of the change in consumer behaviour witnessed during this time (Lynn et al., 2022). The development of digital channels therefore has become a top priority for many businesses. In this context the current change in business operational approach requires the development of digital channel and that has forced the organisation to conduct a skill and competency analysis of the employees to successfully roll out this project. 
Gap analysis 
The skill gap analysis method would be a highly important assessment process to understand the learning and developmental requirements of the employees. There are different methods of skill gap analysis but in the current context few important approaches would be followed considering small scope and limited time period available. The first approach would be to investigate the human resource record of the organisation which includes current job descriptions, interviews, job competencies available, employee performance record, productivity records and such other important records. Reviewing these documented facts would help in understanding the digital literacy and skill level of the existing employee base of the organisation (Larsen, 2017). There are many employees working for a long time within this organisation who started working with limited digital skills and competencies. Over the long period of time the organisation has not conducted any major skill improvement training and development program in this regard. Therefore, to understand the actual skill and competency level, employee survey and individual interview process would be highly important for actual assessment. The employee survey has been a useful tool to understand the general confidence level among the majority employees of the organisation and there it has been found that recent recruitments within the organisations are more confident about their digital skills. The personal interview of randomly chosen employees from different functions of the organisation comprising both older and new employees have revealed that digital literacy skill improvement is required for older employees whereas new employees required training related to advanced digital as well as analytical skills. 
Training options assessment 
In the current context different kinds of training requirements have been identified. In one segment the employees who are lacking in terms of digital literacy skills would have to be trained to confidently deal with the new system of the organisation. On the other hand there are employees who already possess sufficient digital skills but that needs to be improved to the next level as those would be highly important for business decision making and Management. 
 In the above context the digital literacy improvement can be done through a classroom training program which can be organised by grouping those kinds of employees and conducting a two days session of necessary digital skill improvement. The Other kind of skill improvement can be done by supporting those employees to enrol in online critical digital and digital analytical skill improvement programs as well as providing on job coaching to become highly competent within a short span of time (Holloway et al., 2018). These two kinds of training options need to be evaluated based on the problem it is solving, cost of the training, timing, requirement in terms of competitive advantage and return on investment factors. The classroom training would be highly important for the development of basic digital skills requirements for supporting customer service and business activities on a regular basis. Therefore it would be related to the basic requirement of this business change plan as well as competitive advantage factor. The cost of this training is not significantly high considering two days of small sessions required. On the other hand the head one skill development would be costly in the current proposed format but would be important for competitive advantage development (Larsen, 2017). One of the important solutions in this regard would be to select employees from Information Technology function and marketing function for this external learning and development process, and later employ them in on job training process for skill development of other employees. Conducting a one day workshop on the same at the latest stage would also be beneficial. 
Training planning 
The class room training would be conducted within the organisation's conference room. The It department and marketing department staffs would be the subject matter expert in this process. The technical skills would be laughed at by the IT personnel whereas the marketing personnel would provide the learning related to the customer support and operation management. The HR personnel would be assisting them in the process. Like the development of the training material, communication, resource management, budgeting and so on activities would be managed by the HR professionals (Holloway et al., 2018). The earlier assessment through survey and interview had revealed that the visual and experiential learning would be important learning styles. Considering that the visual presentation and also actual use of the system would be demonstrated. The online learning material would also be developed so that the staff can utilise those at the time of applying those on the job. On the other hand the advanced digital and digital analytical skill developmental program would be funded by the organisation to be completed within a month. Then these employees would be provided on job training to other staff to develop an advanced level of competencies. 
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The Gibbs reflective cycle has been used in this section to analyse personal learning during this course by following important learning activities like mock interview, open book exam and few assessment project work (Fathelrahman, 2019).
Description
One of the most important events in this learning process was the mock interview as that is critical for getting a desired job role. As I entered the interview room, from the very beginning I was conscious and focused on maintaining a good first impression in front of the interviewer. I positively managed an appropriate body language, maintained eye contact and followed the appropriate dress code. So the first impression was as per my expectation but as the interview process went on I found that at some time I felt a lack of proper words or unable to substantiate my communication with proper examples. Later in the interview feedback I found out that these difficulties were there. I was also unable to properly manage the personal weakness question during this process. Overall the interview process went well but these details would have been much more effective for the successful completion of the interview process. On the other hand the open book exams or the project assignments were focused on the practical learning process in this course. In the case of the project management exercises, I found out that I was unable to properly complete project planning and the subsequent project document development. One of the most important difficulties faced by me at the time was improper visualisation of possible stages and work activity within certain projects to develop appropriate project plans. 
Feeling 
The feelings are important to understand the difficulty level faced as well as the confidence level experienced during certain activities and those would be important for future development. At the time of the mock interview process I was confident enough from the beginning and was highly focused on my behaviour and approaches. I was feeling positive, enthusiastic and confident from the beginning of the interview. But as the interview process went on and the interviewers began to get into minute details in terms of my personal and professional aspect I felt some difficulties during that time. At certain times uncertainty, inability to properly express myself and confused feelings came into me. On the other hand, in the case of an open book exam oriented project I was feeling very confused and uncertain about not visualising diverse aspects of a project work.
Evaluation 
During the interview process my interaction, body language, responsiveness and appropriate greetings were some of the important positive factors that influenced the interviewer at the beginning and also made me confident at the start of the interview process. During the specific question session where things were from my professional background as well as certain subject matter knowledge, I found it difficult. I was unable to properly answer some questions and took longer time than is expected to answer those questions whereas those and share should have been to the point. On the other hand, the project management work related to the open book exam was difficult because of any reason. One of the important aspects was improper understanding of project planning and work process visualisation. Apart from that the lack of budgeting skills and Project management software application skills made it difficult for me to complete the documentation and planning process effectively. 
Analysis 
The preparation and practice processes are highly important for successful interview participation. I was very focused on personal grooming, body language and positive impression developmental activities and those processes because of that reason it went very well in the interview process (Castillo-Montoya, 2016). On the other hand I had little focus on properly preparing interview questions, having a good grasp over the content of my CV and reviewing my learning to provide it to the point answer of those questions. On the other hand the project works related to practical learning activities were very difficult for me because of lower level project methodological understanding as well as lower level of development of important technical skills like budgeting and project planning software uses. 
Conclusion 
The above analysis has shown that greater focus, practice and learning activities related to interview questions preparation would be highly important for or having a highly successful interview session with high chances of getting hired (Fathelrahman, 2019). On the other hand, the learning related to project management methodologies, studying different projects and their planning documents, learning the accounting and project management IT skills would be important for better performance in future.
Action plan 
The interview process on one hand would have behavioural, situation and my personal information oriented questions whereas on the other hand it has general focus on my subject matter expertise and current affair knowledge related to the business world (Castillo-Montoya, 2016). For better performance in the interview process I have to collect the different possible interview questions and develop specific answers related to those questions. A continuous practice and continuous knowledge building process would help in better expression and proper answering of those questions at the time of actual interview. On the other hand I would consult books to understand the methodological approach of project management, find and learn from Project Management case studies, and develop technical skills related to project planning and documentation process. At the next time these kinds of project works would be managed through a holistic viewpoint of understanding project requirements, planning and management methods. 
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