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[bookmark: _Toc521450823]Introduction
In 21st century, the trend of business has become more complex due to much competition. Actually, behind the competition, skilled and innovative employees are playing the key roles. They are adopting new policy, creating new product and service and accelerating informal communication. So employers are seeking deliberately the most skilled and competent employees for their firm. For this reason, it is important to professional career development for employees to get good job, facilities and salary. Professional career development is a process where an employee learns how to accomplish the tasks in their respective organization. The professional can develop their career from their academic session, training institution, workplace experience and volunteer organization. But their educational academy provides only the theoretical learning where organization gives them practical training on communication method, portfolio management, technological training, research and labor market training. Simply we can say, PCD is the process of changing the current skills towards better skills to bring out the best output from the employees (Koper, 2009). An employee will find out his weaknesses comparing with others employees. Then it will set up his goals and will accept training from the workplace. In this report I have been selected as a manager of Harrods which is the most popular departmental shop in UK. In this context, I will show the basic skills and knowledge of employees for different department, my personal strength and weakness and the overcoming process taking an action plan. 
[bookmark: _Toc520993957][bookmark: _Toc521450824]LO1 Skills and knowledge needed for working effectively in Harrods.
It is not possible to acquire all knowledge and skills for a person. Again, different types of organization demand different skills and competent. As an example, a marketing officer needs a well communication knowledge, where an accountant needs accounting knowledge, data storage knowledge. Again, production industry and corporate industry asks for chronologically technological knowledge and encouraging or stimulating knowledge to convince customers. But an employee must have these knowledge and skills-
· Communication skill: Understanding the communication method and process is the key skills for employees. An employee communicates with manager what will do or not. He has to get capacity on writing report, using digital communication instrument and maintain the order from manager. He will also communicate with his team or group through sharing ideas and knowledge. 

· [image: Image result for skills on technology]Technological skills: An industrial employee must have the technological knowledge. Operating machinery in working place is the key skills. A sales man of Harrods must have knowledge on the simple machinery, luxury things and clothing. Again, knowing parts of difference machinery, their works is compulsory (myStarjob, 2018). 
· Computer operating and internet skills: Now computer is using in every organization. To operate machinery, data storing, communication, using computer skill must need. Again, to send mail, operating social media, using internet is the crucial needs. Marketing manager uses internet for advertising, send mailing, givers responses through social media. 
· Managerial skills: Managerial skills mean planning, organizing, budgeting and monitoring. A manager must possess these skills. From many problems, he can select the priority based problems in organization. 
· Strategic decision and problem solving skill: there contains competition on a certain product. So competitor always the threats. Again, in production, management and marketing level, there raise many unknown problems. In this context, employees have to take strategic decision and immediate problem solving skills. An employee may be regarded as a conflict resolution manager (Lu, 2018). 
· [image: Image result for leadership skill]Leadership skills: Leadership is the quality to encourage people for obtaining the organizational goal. But a manager or leader has to remain knowledge on leadership style. There has autocratic, democratic, participatory leadership style. The manager will decide what types of leadership style is suitable for his organization. A leader doesn’t always provide encouragement often it also creates pressures on employees to fell the target. 
· Creativity: Employers always prefer the creative employees. The concepts of production and services should diverge from the traditional system. Marketing concept and production concept always should be creative. As an example, the employees of Harrods, they add new products and the latest fashions in their shop. 
· Self-confidence: ‘I can do the thing’ this confidence must have for employees. If they don’t possess self-confidence, then he will not able to convince his superior. His idea will bring a good position for the organization, this confidence must have. It doesn’t matter what types of problems is creating hindrance to your way. 
· Programming and mathematical knowledge: An employee must have knowledge on programming skills to determine his own procedure of work. Suppose, a sales manager can make his own program to identify his sales for every month, keeping data storage etc. Mathematical knowledge is needed to manage the financial activities. 
· Adaptability and flexibly: Employee will be flexible to accomplish multiple work at the same time. Any kinds of managerial change, environmental change and changing the posting will be adapted by an effective employee. Actually, it flexibly and adaptability shows the proof of commitment on organization. 
· Ethics and integrity: Moral values of employees is highly appreciated in their workplace. They are not artificial to the customers. They are caring, responsible and honesty to the organization. Later this skill makes you the better future.
· Attention to deal: The term ‘Tiny’ is not acceptable in organization. Each and every matter is evaluated here. So attention to deal skills can avoid the catastrophic result (Khosrow-Pour, 2010).
Knowledge for employees: 
· Market knowledge: The demands and taste of employees is changing day by day. They don’t agree to take the same products. They are fashionable and want to examine the taste of foods. So employee in production level should know the current demands and taste of customers. Again, the marketing officers are able to give in online advertising. 
· Research knowledge: Research is needed in every phase of an organization. From the production to marketing, there is needed research. An employee must have knowledge on research objectives, questions, variables, data collection, data presentation, analyses and finding outcome. This result is used in marketing and production department. 
· [image: Image result for • Customer knowledge]Customer knowledge: There is class and ages difference among customers. Which class people like which product, it is important to know. Again, age’s difference asks for different products. Suppose, young people like colorful dries where old people like light color dress. An employee must give the answers of customers. They will be flexible as customers are the key stakeholders.
· Employee and others stakeholder’s knowledge: The managers have to know the current situation of employees. Their demands, working environment, recreation and safety should ensure. He has to give the equal rights and opportunities for employees. Again, there has some suppliers, shareholders, local community in an organization. Employee has to know their motive and demands too.
· Theoretical knowledge: Employee gets theoretical knowledge from their educational institutions. But he has to apply in their workplace. Theoretical knowledge amplifies the opportunities and solve the complex problems. 
· External business environment knowledge: The manager has to consider political, economic, technological and social factors to manage his organizational culture. An employee must have knowledge on national laws that is consistent with their organization. He has to maintain their community and social culture.
These are skills and knowledge of employees. But specifically, the professionals have to obtain the policy deeply from their educational institution or their workplace. Later, the skills determine employee’s salaries and opportunities. 
[bookmark: _Toc520993958][bookmark: _Toc521450825]LO2 Demonstrate readiness for employability and personal advancement through an understanding of personal strengths.

Now people are much aware on career readiness and employability skills. So this subject has included in our education. A person knows his own personal strength when they work in their organization. NACE has published some skills those are needed in this 21st century. I work in Harrods. From the working place I have found and assumed my personal strength. These are discussed below-
a) Team work: I have a goodwill on team work. My colleagues believe that I am good at sharing information and experience. I believe unity is strength. I am always curious to know story from my colleagues that they have faced. We work with different team in Harrods. 
b) Ability to learn from mistakes and criticism: I am confident about my skills. I believe as human being I may not able to do the right things for my organization. When I implement my decision, if I fail then I evaluate every incident. I try to find out my problems. Often my colleagues discuss about my madness or for one-way decision, but I take their criticism as blessing. Often, in Harrods, their breaks chain of commands and employee’s dissatisfaction. Sometimes, it is impossible to manage all things. But I cope with this failure and try to overcome the problem for the next situation (Wikijob.co.uk, 2018). 

c) [image: Image result for communication skill]Communication skill: I have a good communication knowledge. I can speak, write and listen well. Both formal and informal communication process is maintained in Harrods. I am expert in report writing, sending mailing, making documentary. We have both upward and downward communication system. But I follow the flat communication system where all employees can communicate easily. AS a manger I have always maintained a communication with my customers, suppliers and local community. 
d) Punctuality: I present in my office timely. I didn’t keep the task for the next day. As a manger I ensure my authority that the task is complete. I send sales report, customer’s requirements and employee’s feedback to my authority. I believe doing work timely can make extraordinary output. 
e) Flexibility: During occasion or season, there has much customer’s pressure in Harrods. There is needed extra working hours. Others manager irritate and exhaust but not me. I am always flexible to my organization. I think every employee should have this commitment for his organization. Again, as a manger I have to maintain my others colleague. I give opportunity to work independently.

f) [image: Image result for confidence]Self-confidence: I always adopt new policy and procedures for Harrods. I am confident that I will implement the policy exactly. I evaluate my external environment to implement the policy. My sales-target is fulfilled through my confident (Oncioiu, 2013). 
g) Working under pressure: Employers want to get the highest output from employees. They create pressure to work fast. Freedom employees often leave the workplace due to heavy pressure. But I think I have the capacity to work under pressure. I believe performing much tasks draw the attraction of my superiors. So I can get rewards from them. Thus I can take extra pressure of working. 
h) Team working: team work enhances the production and experience. I feel flexible in team work where I get a sea of experience, brotherhood and cooperativeness. So we have solved complex problems in Harrods which had come from team work. I respect my colleague’s decision and information. Thus I am interested in team work. 
i) Strong work ethics: I never escape from my duty. I believe it is my duty to finish correctly. I respect my colleagues, organizational environment, stakeholders and authority. I have tried to give them my best.
j) Ability to multiple hats:  I didn’t accomplish my task only to see the job description. I can work in sales department, marketing and accounting department. I believe one employee shouldn’t confine to onlya work but have to habit wearing multiple tasks (Bernard, 2013). 
From my personal assumption these my strength. I think these skills ensure my employability and create a floor to get a good job.
[bookmark: _Toc521450826]Areas for development from my weakness.

Above I have discussed my personality but I have some lack too. Actually, when I perform something new I face and assume my lacking. Then I have tried to overcome the problems. I think thsese sectors should be developed by me-
Soft skills development: Soft skill is compressive matter. As an employee a person has to remain communication skills, emotional intelligence, maintain social and cultural behavior, working with people, social intelligence, problem solving skill etc. Simply we can define as a transferable skills or professional skills (Hurrell, 2015). Eastern Kentucky University has conducted a research on soft skills. They have fixed 10 soft skills for employees. From them I have to develop these skills-
a) Courtesy: I am not courteous to the employees and business person. I never say thank you. My manner and business etiquette is not good enough. So I think I have to develop courtesy.  
b) Professionalism: My behavior is simple to my colleagues and authority. There is no artificial discussion and courtesy. I wear simple dressed but not a professional dress. 
c) Emotional intelligence: I am so emotional to manage any hard situation. So often I can’t take any hard decision for employees as a manager. But I thing I have to take training on removing emotions in workplace.
d) Social intelligence: I have some lacking on social culture. In Harrods, there comes different religion and cultural customers. I have to show the cloths and food based on their culture. But often I fall trouble due to this lack.
e) Positive attitudes: sometimes I get nervous and pessimistic on my employees. I am not sure that I will get the task timely from them. But fortunately I get task from them. So I think I have to optimistic towards my goal and employees (Cohen, 2013).
Technological knowledge: The most vulnerable lacking is the technological knowledge. But in 21st, all business activities are operated by the technology.  Though I am good at formal and informal communication but I can use email. Again internet has brought revolutionary change in 21st century. Now people get from information using internet. My lacking is given below-
· Using computer: I am not good at operating computer. But a simple computer can preserve heavy data. it is easy to find out the data on accounts, employees’ salaries and sending mailing. Others manager preserve their customer’s requirements and employee’s feedback in computer. They can communicate with others department easily. It saves their time. I can operate the simple using but I have to know deeply. 

· Using internet: I can’t visit the websites due to lack of using interment. I didn’t collect information from others departmental shop. My competitor policies and experience don’t get. Agai8n. Most of the customers are using to take our products in home delivery. But I can’t review my websites. This lacking falls behind me to the others employees. 
· [image: Image result for social media]Social media: Two-third across the world is using social media. This rate is increasing day by day. Harrods has a social media pages. Twitter and Facebook is the most popular social media. But I didn’t comfortable to the social media and I think it loss and hamper our work. But I can feel the necessity of social media. Customers can see new products, price, sales off, new fashions etc. they can order in online. So I think as a manager a I have to develop in social media. 
· PowerPoint presentation: Now projector is using in meeting. Most of the organization is using videos and pictures to understand the context. Again, to pick up the monthly income and sales, it is needed to PowerPoint (Greenhaus and Callanan, 2006). 
Marketing skills development: I am not good at marketing research. I have to understand the research process and data collection method. I still follow the traditional marketing. But now online advertisement in google, yahoo, social media and electronic media. Now people are not interested to read newspaper or magazine. Young generation is following their models and actors. If we can hire them to advertise we can get a great output. Thus I have to communicate with celebrities. 
Career development process needs much time. Employee has to focus his weakness and has to swear to develop the skills. As an example I have assumed my problems. Now I will take training on social media, computer, and research using my mentors or colleagues. Thu I can make myself perfect (Marketing Education in the 21st Century, 2003). 
[bookmark: _Toc521450827]LO3 Establish employment goals and develop a personal action plan.
A personal development plan is a process which defines what is needed to develop, what a person want to achieve, what is one’s strength and what you want to develop selecting a deadline.  About sixty thousand employees are working in Harrods. I am a branch manager of Harrods. There has a lot of old employees working here. Obviously they are skilled but in this era they can’t adapt with new environment. In my branch there has 40 employees has not proper professional training. They don’t know how to use technology to give answer of customers, social media and they have lack of communication. I am also week in this sector. So to develop my employability skills, my personal action plan is given below-
1) [image: Image result for goal]Setting professional development goals: As a professional what types of goals should remain, at first he has to analyses. If he doesn’t possess this skills, then he will set up his goals. My employees as well as me have identified some goals-
· Training on computer operating and internet using.
· Training on social media operating.
· Develop their traditional attitudes to the current behavior.
2) Identifying the prioritize based goal: We have determined three goals that must need to develop for our profession. But Harrods can’t manage all things to develop personal career. So we have to identify the high priority goal to take train effectively. Developing attitudes and behavior will take high time. But I think training on computer, internet using and social media is chronologically acceptable (Creed and Hughes, 2012).
3) Setting dead line: Dead line helps to finish task appropriately. A routine can change the whole thing. As a project I have determined a dead line and have created a work breakdown structure. My project time is 1st January,2019-30th June, 2019.
	Task
	Duration

	Planning of training
	1st  January- 28th February 

	Identify and collecting requirements
	1st march-15th March

	Training 
	16th March- 30th May

	Review, evaluation and feedback
	1st June-30th June


Table: timeframe of professional career development plan.
Planning means what types of training will be provided. We have selected on the job training where they will get practical experience. We have to hire metros and trainers to train the employees. Again, Harrods will buy computers, attaches broad band line with computer, computer table etc. Then I have to take training in around three months. At last, the authority will conduct an evaluation from the customer’s responses, sales and profit. They send the feedback of every professional. 
4) Understanding strength: employees can’t capture all training. We have trained on computer operation, internet using and social media. From the employees some can operate computer easily. They are good at technically and know the programing language. Some employees can give the responses in online. That means they will be skilled in websites review. Some employees will be good at in social media. Their post in Facebook, reply of comments can draw the attraction of customers. 
5) Identifying opportunities and thereat: During career development, there may raise some opportunities and threats for the professionals. The employees can make high output more than imagination. Again, some employees may feel disruption and can revolt the organization. They can adopt new training. In PCD, there is two terms ‘start doing and stop doing’. Start doing includes using computer, starting social media for communicating with customers. Again, stop using land phone and escape traditional behavior with customersGalluzzo et al., 2012). 
6) Develop new skills: employees have to mentally prepare to achieve new skills. He has to dedicate towards achieving his professional career development. Suppose, as a manager of Harrods, my skills will be transacted from the traditional to current trend. So I have to change my behavior and using says ‘Hello, thank you, honorable sir) etc.  On the other hand, we have to take training on computer operating, PowerPoint presentation, active in social media. These skills will make me high preferable to the authority. 
7) Take action: the authority will take action pal to develop professional career of employees. In this phase, they will arrange components, making budget, determine dead line. The training officers will train them on computer operating, social media learning. In change of behavior of employees takes high time. So the author will adopt in such policy that employees change their behavior in short time. Authority will higher broad band line, buy computer and appoints mentors to train the employees. To encourage learning, they can arrange recreation, rewards for good feedback. 

8) [bookmark: _GoBack][image: Image result for support]Get support: Though it is my personal career development project and I will get the profit form it but after all development of professional career needs a strong support. It comes from family, organization or friends. If I want to develop in computer operating, then I need a trainers and money to purchase. To encourage career learning, Harrods can give the rewards or incentives. Employees will be friendly to achieve the goal.  
9) Evaluation and feedback: After training there is needed an evaluation to know about our position. Authority can conduct small research where customer’s responses, sales report and overall performance is measured. Again, authority can evaluate the websites visits and show the customers complain or satisfaction. If employee does well, organization will give rewards. But who has failed to change their skills, the it will make a feedback sheet where the problems is defined. Another training is required for them. 
Professional career development project is a holistic approach where a person wants to develop himself from the working environment, training institution. He always spontaneous to get his desired skills. But success depends on how he has followed the above mentioned stages.  
[bookmark: _Toc521450828]Conclusion
Organization are searching for skilled, creative, flexible, strong ethic, hardworking and competent for their organization. But as person, it is quite impossible to possess all skills. Most of the employees has communication skill, leadership quality, adaptation capacity but not in creative, technological knowledge, marketing knowledge etc. But to make a floor in organization, employees has to focus on their career development. At first he has to identify his own weakness. Then he has to set a personal action plan for his career. But he has to get support from family, friends and organization. Thus an employee can improve his professional career.
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