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INTRODUCTION:
‘’Knowing yourself is the beginning of all wisdom’, (Aristotle).
To understand of ourselves, we need to recognise our strengths and weaknesses of our abilities and our capabilities. This assignment is a reflective report on my awareness of my abilities, values, goal-setting and personal development plan, (PDP). The personal development plan consists of my strengths, competencies, career opportunities and prioritising my life style, so this will provide a guidance to motivate myself to take relevant actions to reach my goals. Personal development plan will help to take steps to change my approach on improving the relevant areas concerned and including specific duration. I will also analyse what skills I will require for my future employment and discuss what I have learnt from this module.

Task 3: PERSONAL DEVELOPMENT PLAN (PDP)
‘’We must become the change we want to see”, (Mahatma Gandhi).
Personal development plan is vital for a person to grow and progress, this allows the individual to identify the core regions of self-development to benefit in personal and professional life, (Rolfe, A. 2020)

1) My Personal Development Plans:
	To be Developed
	Expected
Goals
	Actions I will make
	Success
Criteria
	Application
	Deadline

	Leading people
	Making decisions.
Dealing with problem solving.
Show confidence and building trust.
	Investigate details carefully.
Listening and understanding.
Delegating and motivating.

	Attend meeting with team members.
Observe and ask questions.
Approachable by team workers.
	From present  and review 
	3 month to 6 month

	Improve on IT skills
	Use presentation power point.
Use Spread sheet/Excel and word processing.

	Practicing on software’s.
Take online IT course.
Ask IT experts.

	Confident in using all IT programmes

Able to use IT in higher level.
	Present and review monthly

After 3 month.
	1 month to 3 month

6 month to 1 year.

	Improve communication
Skills
	Learn to pay attention and listen. 
Understand body language.
Confident in speaking clearly and precisely. 
	Be an active listener.
Engage with the people.
Practice speaking in front of family and friends.

	Confident speaking in public.


	Present and review monthly
	3 to 6 months.












	Improving on time management
	Meet deadlines.
Allowing time to complete task.
	Prioritizing and organising work.
Complete task before starting another.
	Note which work is priority.
Finish unfinished work.
	Present and review weekly.

	Weekly to 3 months.

	Constructive criticism
	Be positive on feedback.
Reflect and improve.
	Learn from the criticism.
Take time before reacting.
	Learn from mistakes and make improvement.
	Present and review every month.
	3 months.



2) Analysing required skills for future employment:
The first step to take in analysing skills required for future employment is to reflect on present job description, focus on the soft skills, look at performance reviews, ask for feedback from team members and check out the job posting in the relevant industry. It is stated by Confederation of British Industry, (CBI), which represent employers and government department, that a list resulted from research done for individual to show they have appropriate skills and abilities that is required to do particular job. The list mentions skills such as problem solving and decision making, effective communication, critical thinking, self-management, conduct research and IT skills.
To apply for a position as a head chef I would require the following skills like I mentioned in my personal development plan. The first skill to look at is my leadership skills as the main chef I would have to lead team members to co-ordinate the kitchen routines and allocate staff in different job roles. As a team leader I would also require to liaise with the restaurant manager and the business owner to show that I am capable in handling all aspect of the kitchen duties. My communication has to be clear and precise so my team members are certain orders are given and also I have to focus on the customers coming into the restaurant to enjoy their meals. I may have to arrange a quick team meeting every day before the start of the shift with all the workers working under my lead present, at this time I will observe their body language when announcing what went wrong previously. Assuring that any criticism is not taken negatively but taken in a positive manner with the acceptance that improvements will be made moving forward. Furthermore, it is important to make the workers aware that I am open to feedback on my role and to approach me for any matters that need addressing.
Restaurants are now operating with digital cash registers, ordering systems and online menus. With this in mind, I will have to be aware that some restaurant owners like their head chef to have certain IT skills so they can work with different systems. Some head chefs may need to be in charge of ordering supplies from third parties and keep checks on items coming in to ensure supplies do not run out This is important to employers to avoid food wastage and helps the business in avoiding any unnecessary losses. 
Employers are always looking out for workers with good communicational skills and as a head chef it is a vital requirement. Without clear instruction team work is difficult to follow and inefficient team work will cause a business to deteriorate. The chef may need to communicate with customers so employers will look out for how a chef can handle customer complaints and concerns regarding the food they cooked.
Another important requirement is time management and as a head chef this skill is very important for any restaurant business. If customers are waiting too long to get their food to be served it is certain the customers will not come back to the same place to eat. The employers will look out for a head chef who is able to handle food being served in time and making sure the other team members are also aware of this so the customers do not complain about food being served late. A head chef should be able finish a task before starting another task especially in a restaurant business, it would be impossible to not finish cooking for one customer and start cooking for another unless he delegates work with other workers.
When leading people, it is vital to handle any criticism from team members and especially from customers, some customers may not be happy with certain taste of the food served to them. The employer will observe if the head chef can handle criticism and have a positive reaction to improve on the concerning matter. This is self-reflecting on the skills and working together with everyone in the restaurant to make the business more successful. 
A research was done by careers advisory and HR professional across UK to give government guidance to universities on what students should do after their course has finished and what employers expect:
· Oral Communication
· Team work
· Listening
· Written communication
· Problem solving

3) Concepts learnt from this module:
This module has unfolded a situation on what an individual can do to get better opportunities in applying for future jobs, also to imagine how employers visualise their job applicants and what is expected from the ideal candidate. Joe Konop (2014) stated that job applicants are interviewing the employer as much as they interviewing you. The module has explained the stages on how to get my ideal job, it starts from the stage as a job-seeker and what is required to be a perfect job applicant. The first stage is to self-explore by being self-aware of my goals, priorities, my achievements and look at what am I best at? What I enjoy doing? What organisation I would like to work for?
 Stage two is to research on the potential employers I wish to work for, this will help me to understand what the employers expect and as a jobseeker I can plan and prepare my application. 
The book ‘’Certificate in Higher Education: Skills for the Workplace Student Yearbook’’ has written these stages and mentions that stage three is to focus on curriculum vitae (CV). A CV is considered to be the picture of a job applicant; it highlights the skills and abilities, the strengths and downplays the weaknesses. This module has assisted me on improving my CV and amending it to suit the job I am applying and to make sure the CV is appealing to the employer’s eyes. The perfect CV is done in chronological order and emphasizing on recent experience, recent qualifications, skills and attributes to show what I can do for the employers. According to Buzzanell (1999), ‘a cover letter accompanied with a CV demonstrates you as a potential employee highlighting talents and demonstrating writing skills’’. 
Stage four is to prepare for a job interview and this is to anticipate what questions may be asked by the employer and to imagine as the interviewer. At this point no one knows what will be asked so it is best to practice answering questions and to remember that the job applicant is in control of their answers. 
Another vital information learnt from this module is to understand what employers expect from a job candidate and to imagine being in the employers’ shoes. Employers also require taking steps in recruiting job applicants and also follow the recruitment process in stages. 
Stage one is to identify what vacancy is available for the business maybe due to someone having left the role, someone may have moved on for other reasons or the business had grown and therefore requires more people to work. 
Stage two is to carry out a job analysis which is to identify what skills and abilities required for the position, this analysis helps towards writing the job description and personal specification.
Stage three is creating a job description and stating what tasks and the responsibilities of the vacancy. This includes details about pay, the working hours, condition of work, the duties and the location. All this information is displayed so the job applicant is aware what is expected from them.
Stage four is to create a personal specification which states the required qualification and skills from the person applying for the job. These specifications are to help employers to judge the people who apply for the vacancy. 
Stage five is to advertise the job which can be internally or externally, this can be done through different methods, agencies, job centres, notice boards and company intranet. 
Stage six is to send out job applications form or request CVs, this will allow the employers to compare potential candidates. The application form and CV will show the applicants education, qualifications and employment history. 
Stage seven is to collect all the forms and CV’s received and the organisation can compare all participants’ skills and qualities with other applicants. This helps the employer to shortlist candidates to match with the required vacancy.
Stage eight is to create a shortlist by inviting the candidates for job interview, for this stage the number of applications are reduced by looking at the applicants’ potential.
Stage nine is to hold job interviews and testing which allows the employers to ask a series of questions, this can be done face to face, by a panel, telephone or video conference. 
Stage ten is to inform the candidate whether they are successful, which can be done by letter, email or phone.

CONCLUSION:
This assignment has covered various aspects of what I have learnt from the module on career development and I have reflected on my skills and qualities. I have analysed my abilities by writing a personal development plan to monitor what I need to improve and how it will help me to apply for my future jobs. I have covered the stages of a job applicant and also the stages on job recruitment from the employer’s side when a vacancy becomes available. This module has helped me to understand the importance of showing my abilities to future employers to show that I am a potential candidate for their vacancy. 
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