





1. Executive Summary:
A career is like a path way for life. It is a like a road map for an individual, to guide him like a navigation does for a traveller to get to his destination. Over the years, with the enormous technological advance that job are bringing, many career paths have changed. There are so many different careers to be choose from today. Some people chose and begins a career as Lawyer but ends up becoming a software programmer. Technological advancement has taken control of many because of the earn gain. Someone with a plumber career, ends up eventually becoming a software manager. However, today people begin with a single career and within 10 year may have learned several other professions. Therefore,   “Career can be defined as a sequences of positions, which individuals pass through during their professional or political biography, it is the process of successively holding various offices, duties and functions over a certain period of time”.  (Liebig & Sansonetti, 2004). From Liebig and Sansonetti definition, we can see that it is a sequential process. According to Wilenssky (1961). “It is the succession of related jobs arranged in a hierarchy of prestige through which a person move through in an ordered sequence”. This report is to demonstrate how Andyoeo Educational Training Centre intends to train and develop its staff while at the same time fulfilling the Company’s own objectives.
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3. Introduction:
This report analyses the career plan for Mrs. Kate Kenny, a new administrative staff at Andyoeo Educational Training Centre. Andyoeo is an educational training centre for students intending to get back into Universities or Colleges of education. The goal of Andyoeo is to equip each of its customers (students) with the right educational or career choice which the student can follow to the end of his/her educational journey. The company is staff with men and women mostly with a teaching qualification and  certificate, or have a teaching educational background. To meet the needs of its customers Andyoeo has to carry out internal educational training program for its staff. This is to equip his teaching staff team with the right and adequate knowledge that they need in order to deliver perfect lecture to its clients. It is intended that while Andyoeo is developing people to fulfil their educational goals and have a career for the future, the company also have wishes to meet up with its objectives, which is to be at the same level of delivering good lectures to its clients. This enables Andyoeo to be at the same level with its competitors in the educational branch. Delivering lectures with the most modern equipment and well trained lecturers and teachers, fulfilling the 21st century dream of every learner. This report present an analyses of the challenges Mrs. Kate has got take to meet up her career dream as a 21st century office administrator. This report also demonstrate the challenges Andyoeo faces as an educational training centre in meeting up the objectives and goals of an educational training centre, meeting up with the right and adequate training and  material, provide a suitable learning environment, taking into consideration the current state of our day to day living (Covid-19). Preparing a classroom with social distancing and providing the right hygiene and sanitation facilities to guarantee the health and safety of its clients as well as that of its employees. This report also analyses the use of other option or other learning possibilities. For instance the use of other lecture and meeting soft wares like Zoom, Skype, Microsoft Teams, etc. in meeting the needs of its clients and staff. This is the current mode of learning, known as eLearning. According to Maltz et al (2005). “The term ‘e-learning’ is applied in different perspectives, including distributed learning, online-distance learning, as well as hybrid learning”. The OECD (2005). Defines e-learning as, “The use of information and communication technologies in diverse processes of education to support and enhance learning in institutions of higher education, and includes the usage of information and communication technology as a complement to traditional classrooms, online learning or mixing the two modes”. These options are very important as long as the company'



4. The Context of the Company (Andyoeo).
Andyoeo is defined by the quality content of its services that it provides to the public. It is a legal entity with a registered business number found in the UK companies’ house. The headquarters is in London.  It is built on trust and quality based on the information that is being delivered to its customer. The company has 14 employees, both teaching and administrating staff. The company is headed by a CEO who is the founder of the company. It has a branch in Manchester and satellite branches in Birmingham and Leeds respectively. The CEO is assisted by two managers that manages both branches in Manchester and Birmingham respectively. The company has a hierarchical organisational structure and has three sub departments. The customer department, that deals with the handling of registering new customers and the sorting of their respective needs, the teaching department that deals with the teaching of students (clients) and the handling of teaching and lecture materials and the compliance department that deals with students/clients complaints and the internal regulation of the company. According to Robert Half, (2019). “Compliance officers are responsible for ensuring their organization complies with government regulations domestically as well as globally, if applicable and avoids missteps that could result in hefty fines, legal ramifications and reputation damage. Compliance officers also need to make sure that employees are following internal compliance policies”. The service Andyoeo renders its services to the public. That is why the company’s public relation can be defined as excellent. The feedback received so far has a rating of over 80% positive in regards to the nature the company relates to its clients. Accordint to Susan E. Defranzo, (2020). “Continued feedback is important across the entire organization in order to remain aligned to goals, create strategies, develop products and services improvements, improve relationships, and much more. Continued learning is the key to improving”. The goal of Andyoeo is to meet the needs of its customer. By providing them with quality information and assistance on how they can move their lives to the next level. By informing them of the various options and opportunity that is available for them. This is done through reviewing the client’s previous educational history and the qualifications gained. Through this pattern the staff can provide quality information for the client to make a decision. Andyoeo partners with Colleges and Universities across the United Kingdom, where successful clients are then referred to if the right qualifications are achieved. Andyoeo is a self-funded organisation. It partners with the Universities and Colleges and its business contracts are between Andyoeo and the various Universities and Colleges it partners with.  The resources of the company are course materials, learning modules, streaming videos, text books and other digital learning materials and accessories. The company has the full requirements and knowledge of the needs of its clients. The standard layout by the company is one of Excellency and commitment in meeting the needs of its clients.

5. The purpose of a Career plan.
Before discussing the purpose of a career plan, it is imperative to define what a career plan is and why it is needed. According to Amber Rolfe, (2021). “A career plan is a practical strategy that allows an individual to determine his skills and interests, set career goals, and put actions in place that will help reach them”. This is a continuous process that includes the overview of the individual’s current skills and experience, his career goals, his interest, priorities and intended action. The purpose of a career plan is to aid find a direction in formation either through education, job training or apprenticeship. It helps in managing the direction of a career viewed in the future. It directs to the job skills and knowledge that an employee may need and illustrate how he can get it. Amber Rolfe says, “Career planning is a great way to ensure your career is going in the right direction”.  If a career plan is properly developed it will make major objectives that seem impossible become a reality and achievable.


6. Individual Employee Competencies (Knowledge, Skills, and Competencies).
This career development plan is designed to help Mrs. Kate Kenny get to her career ambition. Currently Mrs. Kenny has basic administrative and clerical knowledge in office administration. Mrs. Kenny has limited skills in the handling of customers file and in processing customer’s request. There is the need for Mrs. Kenny to improve and have an academic understanding in the different methods of presenting meeting reports and memorandums. She also has to get training in coordinating and planning staff and general meeting. Andyoeo is a company that deals with academic issues. Mrs. Kenny needs training in coordinating the different between the teaching staff and the administrative. In her current position, she has no understanding about the interrelationship between the government, Andyoeo and the partner colleges and universities that the company is working with. According to Danna and Griffin, Career development has to do with job satisfaction, salary as well as the environment within which the employ is working. “It is about job satisfaction with specific things such as pay, co‐workers, supervisors and work environment, but more importantly, it is about life satisfaction”. (Danna and Griffin, 1999. Mrs. Kenny cannot be categories as having any competencies due the lack of any form of proper training from a recognized institution. This is why there is a need to draft for a career plan for Mrs. Kenny.



7. Individual Career plan for Mrs. Kenny.
The proposed career plan for Mrs. Kate Kenny is as follows in the next 18 months. By the end of this career training plan, Mrs Kenny should be to work individually. She will have the capabilities of meeting every administrative challenges and handle them with great competency.
	Month
	Career Objective to Achieved

	Jan – March 2022
	Attend and accomplish a course on Call answering, taking messages, handling of correspondence, maintaining office dairy and scheduling of appointments professionally.

	April – June 2022
	Undertake a course in typing and presenting reports, memorandums, meeting agendas, organising staff and other general meeting and conferences and producing minutes of held meetings.

	July – Sept 2022
	Take a training course in Database management, Managing the company’s computer systems as well as organising the filing system and understand the function of the company’s software programs.

	Oct – Dec 2022
	Take another training in workload prioritising, Implementation of rules and work procedure, Dealing with partner organisation and individual customers.

	Jan – March 2023
	Employee will take a course in coordinating mails and managing the publicity and promotion of the company.

	April – June 2023
	Undertake course in Financial management, processing of company’s bills, Recruiting and supervising of junior staff within the company.



Besides this Career training program, Mrs. will need to develop her core skills in team working, Workplace organisation and time management. She will need to develop her listening skills to note details when receiving instructions, she will have to develop her negotiation skill as well as be flexible within office routines. She will need to develop skills in office and administrative diplomacy. According to Hill and Lent, (2006). “Training related changes in a workplace should improve the job performance and bring other positive changes”.




8. The Annual Review and Performance Plan. 
The purpose of this annual review and performance plan is to assess the job performance of the employee after the career development program. This is to get feedback from her job performance and to evaluate if she may still need improvement in certain areas. This review thus also helps in the development of a better work relationship and provides documented records which may be used for future work performance record. The results achieved can be also be used for the professional development of other employees. Rebecca Knight in her Harvard Business Review, (Nov 2001) states that, “Evaluating an employee’s job performance should consist of more than an annual chat”. Performance review are very important after every career development program. It gives room for adjustments and strategizing.

9. Conclusion.
The need of a career development plan is just as in important in every professional life cycle as the oxygen we breath. The need strive for advancement. The 21st century professional world has present us with a lot technological advancement. There is no way employees in this century can catch up with the fast moving technology without a career development plan. The daily job opportunities of today comes with new professional challenges. There is no other way of meeting this challenges than having a constant career development plan. This thus enable job seekers to meet up with the job description in the job market. The technological advancements are a challenge and we need a career plan to fit into these jobs. In the case of Andyoeo Educational Training Centre, it is of importance to adopt a career development plan for each new employee. The daily task to be performed requires knowledgeable skills, and the employee working in any of these department need a good knowledge of the responsibilities his/her task demands. Therefore, every employee must go through a career development plan. There is a yearly change in school curriculums and the Covid-19 pandemic break out has brought additional challenges to the already existing one we are dealing with. In most career and places of work, companies have learned to work and conduct meetings virtually. In these wise most employees had to undergo career development seminars to upgrade their level of performance.
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