



MANAGEMENT REPORT
PROFESSIONAL CAREER DEVELOPMENT





Executive Summary


The aim and purpose of this report is about personal reflection and career development through planning and strategies in order to achieve confidence and competence as effective employee as well as employer’s point of view. To meet with this aims understand the effective working skills and knowledge is discussed and also to analyse the personal strengths for further development  and establish goals and personal development plan by help of SWOT and GO MAD analysis and learning styles.  

This report also involves a wide range of employability skills and its legislation and law, how I would go selecting and recruiting an appropriate candidate for a job through recruiting process conducting interview and its potential issues by academic research, extracts, theories and models. It also shows relevant skills, knowledge and behaviours includes different strategies, reflective and positive approach, self-belief, employability skills for deeper understanding and also approaching, transferable skills and support lifelong learning and safe and sustainable employment.
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Terms of Reference

I was being asked by my tutor and lecturer Ms. M. Squire to provide the Management Report of Professional Career Development as part 1 and also ask to focus on selecting and recruitment process for appropriate candidate for a job as an employer’s perspective in 2nd part on February 2018 under the Certificate of Higher Education Skills for the Workplace program.
The submission date of this Management Report is 29/03/2018 by the support of my tutor.















Procedure

In order to successful completion of this Management Report, Secondary Research method has been used. Information has been taken mainly from class lectures by the tutor and University module. Research is also rely on published books, journals and different web pages and you tube. 
















Introduction

People looking for career and its development for safe and sustainable employment. Professional career is a combination of study skills and employability skills. Building career depends on development process. How would I develop myself and address the development needs. In order to do this it is important to know what the learning and development options are and what intervention are available with support by different mechanism. To achieve learning objectives and maintaining development for self-SWOT analysis and Personal Development Plan is very effective. Reflection, learning logs, self-assessment, Maslow theory, considering SMART and Go Mad, coaching and learning style are being discussed in the first part of this management report and link this idea, learning and  knowledge to my dream job as Customer service Manager and in the second part of this assignment focuses selecting and recruiting an appropriate candidate for same job as an employer through the process  and support the narrative and conclusions with appropriate academic research, extracts, theories and models.

 








Findings

Learning log assist me to record learning experience and review what I have learnt in this module. Using learning log I can ask myself question and got the answer such as what did I learn, did it go well or bad and its improvement and what skills, knowledge or technique I will use in future. In this module I have learn more about the skills I need to make me more competent in present competitive job market. Learning log helps me learn through enjoyment and fun. I have written what my class teacher said and what discussion made among the group member when activities are given. 
Source: (www.knowledge.scot.nhs.uk/media/6877765/lf%20learning%20log.doc)

SMART objectives can be used for learning log and then the reflection. SMART objectives means: S=Specific, M = Measurable, A= Achievable (Agreed), R = Realistic (Relevant) and T = Time bound.	
		


                       (Module: handbook BMSK4005 Professional Career Development: UWTDS)

Reflection is the core subject in my learning journey to review what I am planning for and what or how I achieved the goal or which area it takes more development. Reflection is an action tool making sense after the proceedings. As Reid (1993) urges reflection is a revising process of understanding to define analyse and evaluate means overall learning about practice.




Reflection can help to change people attitude and nature showing below:

From	 						To
Intolerant					Tolerant 	
Accepting					Questioning
Doing						Thinking
Reactive					Reflective

Source: (www.knowledge.scot.nhs.uk/media/6877765/lf%20learning%20log.doc)	

So reflection is the process where I can have result by examining, exploring and meaning concern with my own experience and resolve the contradictions between my desirable and actual practise.
To best understanding of reflection it is started from SWOT analysis. SWOT is a marketing theory initially given by American businessman and management consultant Mr. Albert Humphrey for the period (1960 to 1970) at his work at the Stanford Research Institute. He fashioned a planning method was named SOFT analysis, and this has developed to SWOT analysis. 

SWOT outlooks:
S – Strengths
W – Weaknesses
O – Opportunities
T – Threats
In order to make myself competitive in job; first I need to find out what is my strengths and weakness. The key skills for are discussed in here relevant to my dream job Customer service Manager. Skills includes time management, communicational skill, critical thinking, problem solving, presenting skills, team work and leadership skill with self-belief, confidence, passion,  personality and professionalism. 


                                             Fig: Academy, P. (2018). 


Strengths
What I am good at is my strength includes analysing skills such as numeracy and reading skills. I am a good listener and adaptable to any new situations.  I am motivated and have commitment and self-belief having Democratic style and respectful to team members but also able to take my decision in own initiatives. clear ideas of facts and good problem solving skills make me competitive and comfortable at work and achieve the organisational goal.

Opportunities 
As I am enjoying making new friends and have interest in new things and inventions so there is interesting opportunities for myself. I enjoy talk to my team members and also respectful to their opinion but taken decision in own initiative and follow democratic views and focussed so I feel comfortable to make decision and have some sort of leadership quality. I know person around me is not as good as IT skills and presentation skills so these is my opportunities.

Weaknesses 
I am good at many things but have some weaknesses such as time management and IT skills. I know about different software and how to use those but it is not up to dated. I am struggling to work under pressure. During presenting my research in front of my classmates and tutor I found out I could do better in my presentation by improving my Information Technology knowledge and the style of presentation to audience. 
Threats 
People has excellent idea about Information technology. Computer technology taken every corner of our streets. The global economic environment is not favourable to UK especially after Brexit. Moreover it is concerning as our UK social changes happening rapidly. 
Though the above list is not comprehensive so it is possible to turn threat into opportunity and weakness to strength with some effort. 






Self-assessment is very important. Organisational development, work reflection and feedback from others are the cycle for self-audit. Beside this self-awareness and personal development within the group is very vital. In order to achieve the task and enhancing communication among the group effectively by Johari window model. Joseph Luft and Harry Ingham developed the model. The model consists four panes and each four window panes shows personal information, motivation, feelings and whether that evidence is known or unknown to oneself or others in four perspectives.




 Two of these above panes signify self and the others show the part unknown to self but to others. 





Open/self-arena about my feelings, attitudes, emotions, behaviour, skills and assessments will be known by self as well as by others. This is predominantly the area where all the communications occur and the larger the arena becomes the more effectual and dynamic the relationship will be. The open area is link with blind spot. Increasing the open area means decreasing the blind spot as well as reducing the hidden and unknown areas through revealing my feelings to others.
Blind self or blind spot about myself known by others but I am unaware of. Others may read differently than I expected. Seeking feedback from others, the blind spot is reduced for an efficient communication. 
Hidden area – information is known to self but will be kept unknown from others. This includes secrets, fears or past experiences that kept information as private so that hidden area must be condensed by affecting the information to the open areas.
Unknown area – information will be unaware till discovery. It could be hidden capabilities or qualities even observation of others. Open communication effectively decrease the unknown area result in effective communication. 
            Source: (https://www.communicationtheory.org/the-johari-window-model)









I have learnt and exercise this Johari window at class in my group and found few discoveries. We discussed about our individual strengths and weaknesses and how we developed these weakness to strengths. My Group member also appreciate me about my presenting skills and my leadership quality that is unknown to me. What I have found through my group discussion is shown in below window.


My Strengths:	The style of presentation. Communicational skills is my competitive strengths.  Clear idea, attention to the detail are the factors help me to present myself.		Matching	strategies	My Weaknesses:	Time management and IT is my weaknesses. Working in the pressure is my competitive weakness. Lack of up to dated training in IT hindering me a lot.		Convention strategies		
Opportunities:	Leadership is one of my managerial skill. Presenting skills make me more competitive and certificate of higher education skills for the workplace academic and employability skills help me to boost up my confidence and my group member encourage me and my task.					Threats	Social changes, Brexit, Physical barrier are the threats. Study modules, getting knowledge and experiencing team work help me to find out my opportunities.		Convention strategies




Fig: My strengths, weakness, threats and opportunities window found by group discussion.
Motivation is very important element for successful work place for career development. Planning has to done according to the desire to achieve the organisational goal. Abraham Maslow developed and explain the connection between basic human needs and desires and then link his theory to marketing concept. 


Fig: Maslow’s theory of needs. [Academy, P. (2018).]

In this visualized hierarchy pyramid Maslow explains human has needs and he showed the steps of Physiological needs, safety needs, social needs, esteem needs and self-actualisation as hierarchy. Firstly people try to fulfil physiological needs such as food, water, sleep, when this has been met then the next step safety needs comes to a consideration. Same as others I, myself needs physically, financially, good health and secure job. We also need social connections with respect include self-esteem, achievement and confidence and satisfactions. The final stage of needs as Maslow discussed about self-actualisation. It varied from person to person and we all are striving for.
Maslow’s hierarchy in Marketing is very affective. In marketing it is very essential to target the market and it the highest selling point of influence. Bias by Maslow theory in my workplace I need to set a target, discovering what my immediate need is and take the strategies to fulfil and go to next stage. Practising managerial skills I need to find out what is leadership skills and have study, take approach and have relevant experience to achieve my goal. [Academy, P. (2018).]
In career development process it is important to have result and productivity. To understand and focus in improvement The Go M.A.D. result framework analysis can give me the clear idea how I could get fast-track results and improved productivity. In The Go MAD result framework it is clearly stated about the reason the possibilities and priorities of desire goal and in order to get maximum output what action need to take. This framework also involves self-belief and involvement of other people and environment.
 

 		Fig: The Go MAD Results framework [Gomadthinking.com. (2018)].



My desire goal is to become Customer service Manager. Now I am going to put my desire job in the Go MAD framework to get measure results. The reason I have chosen this managerial position because of my interest about the people and their diversified culture and belief. I respect different people feelings. In fact I have experienced from my workplace about different people and their nature and uniqueness. Customer care is a vast field and it is highly demandable. I like to serve customer with professionalism and care with sincerity. As I mentioned earlier there is a high demand and chance and I am very kin to achieve it within lowest time scale. Clear ideas about customer care, experience on this field and my determination and higher certificate skills for the work place course possible me to achieve my desire goal. From the weakness stated already in SWOT analysis such as time management, Information technology is my priorities in which I can make more improvement and ensure high productivity of my talent. My strengths area already mentioned in SWOT analysis boost up my confidence and self-belief to successfully achieve my dream job.
 During this journey I have personal responsibilities to my family member, my co-workers, class mate in group and class lecturer who give me information and feedback. By the help, feedback and aspiration from of my lecturer at class and colleagues from work, more research and more experience,my weakness turn into strengths option and other leadership skills such as presentation skills, critical thinking enables me to reach the position to achieve my goal. (Class lectures and module)
Everybody’s learning style is different. For my own personal learning I should understand my learning style and seek out opportunities to learn using that style. One of the learning style established by peter Honey and Alan Mumford based upon Kolb’s work and identified four distinctive leaning preferences styles: Activist, Theorist Pragmatist and Reflector discussed below: 

Learning style
 	Definition
 
Activist		Without prejudice in new experience activist involve themselves in activities.     They are not incredulous but open-minded, they are enthusiastic about new thing. They incline to act first and consider the consequences afterwards. They are those kind of person who likes brainstorming willing to become  role-play having  problem solving skill and welcome group discussion and engage in competitions
Theorist		Theorists think problems through logical way in step-by-step. They incline to be perfectionists. They are analysing and synthesize to the fact and keen on basic principles, theories models and systems thinking. They are the people who are statistical, looking for background information and applying theories and quotes.	
Pragmatist		They are down to earth person who like to make practical decisions and solve the problem. Pragmatists are keen on trying out concepts, theories and techniques to grasp if they work in practice. They tend to be intolerant with pondering and open-ended discussions. They like to take challenge. 	
Reflector		Reflectors philosophy always be cautious. They are solicitous people who like to consider all possible approaches and implications before making a move. They collected data both from first hand and from others. Before coming to conclusion they always prefer to think thoroughly. They like to take coaching, observing activities and always take feedback from others. They welcome discussion but also take impart decision by own self.	

[Www2.le.ac.uk. (2018).]

Fig: Honey Mumford Learning style

After careful understanding of the Honey Mumford style of learning I can consider myself as an activist because of flexibility and open minded. I am happy to expose to new situations and optimistic about anything new. I can captivate myself in short "here and now" activities such as competitive teamwork tasks, role-playing exercises .I  have the limelight/high visibility able to  "chair" meetings, lead discussions, and give presentations. I can generate ideas without constraints of policy or structure or feasibility involving with other people, i.e. bouncing ideas off them, solving problems as part of a team. [Shmoop.com. (2018).] [Nwlink.com. (2018).]

Another learning style and learning preference is VARK. It is the study techniques based on learning preference. VARK learning style has developed in 1987 by Neil Fleming. It represents four types of learning style: V= Visual. A= Aural, R=Read / Write, K= Kinaesthetic to help to define how should study.
Visual: Learners prefer to view information through graphic images. It includes Maps, Diagrams, chat and graph, Designs and patterns.

Aural: Learners prefer to listening to lectures and presentations, doing debates and group discussions about different concept. Email and texting is also preferred in this style of learning.

Reading/ writing:  Prefer evidence displayed as words; Reading and/ or writing of all forms such as lists, books, magazines, journals, the internet, PowerPoint, dictionaries. 

Kinaesthetic: Learners prefer to move, touch, experience and doing. It includes demonstrations, real examples and practice simulations. It is very ideal for role play situation.
(https://www.riverdell.org/cms/lib05/NJ01001380/Centricity/Domain/273/VARK%20PDF.pdf)
After understanding of this VARK leaning style I consider myself as a learner of  kinaesthetic style learning as I prefer learn by doing, like to try new things, use hand while talking and like to do roleplay and presenting myself.

Kolb leaning style model is one of most important and learned style. David Kolb published this style of learning in 1984. According to Kolb “Learning is the process whereby knowledge is created through the transformation of experience.” 

Own learning style allows learning to be faced according to the preferred method. Kolb states that learning consist of the acquirement of intellectual concepts that can be functional in any situations flexibly. Kolb's learning style signified by a four-stage learning cycle.



 Fig: Kolb’s Learning Cycle, McLeod, S. (2018).

 In this above cycle concrete experience means reinterpreted of current experience or new situation.  Abstract Conceptualization deal with replication provides rise to a new knowledge or an alteration of an existing abstract concept where as   Active Experimentation means the learner smears them to the world to perceive results. [McLeod, S. (2018).]

Kolb’s model has applied and analyse in my work place. I have got a phone call from one of the customer asking to order some product over the phone. He could not able to describe the particular product but given some ideas. It was so busy and there were so pressure come from every angels. I was in rush and taken order quickly without repetition. Moreover I was talking to the customer loudly due to bad line and/ or noisy environment.
The same customer came back to pick his order and found missing item. He was not happy and complain about carelessness. He was not happy about service he got. I hardly convinced him and apologies without given excuse.
Next time I become more aware of time management. Deal this similar situations with calm and sincerity. Read organisational guideline. Taken order and confirm it and possibly move to a comparatively quite place to take telephone order to provide highest level of customer care and service and ask feedback from customer.
Personal Development plan is the tool to establish the objectives that’s what is to be learnt, developed and enhanced. By the personal development plan I am able to know what my position is and what is my goal and to achieve what I need to do. 






My personal Development plan is shown below:
Development Objective		To learn, to develop and to enhance managerial skills:		Specific Action	Barriers and how they will be removed/ Support required/ How I will know when I have achieved the objective
Time management		Make list and Keep and maintain diary	Making plan in advance and strict to it	Determination and delegate responsibilities		As a family person and have a job I have lot of duties and responsibilities outside my study. In order to achieve this specific goal I need to Set deadlines and Priorities work and Stop multi-tasking. Take stress away and reward myself and need relax and ask for favour from teacher and family member.	When I enjoy doing task and never getting late and meet deadlines this is how I know I am achieving this objective so make it habit and practicing regularly.	
Information Technology		ICT course and training. 	Information technology (IT) skills and knowledge about computer can help me access a range of resources and services. It can save time and able to get resources for my coursework and research. When I have a clear concept and enjoy doing what I am trying to do, Teacher, team mates even colleagues  feedback and suggestions gives give me the indication that I have achieve this goal. 		
Presentation skill		Read, study, watch YouTube practice, and ask feedback after presentation	I have few barriers such as tendency to take the immediately obvious action without thinking. 	And take unnecessary risks. I have to take time and take preparation before action. To have a good presentation skills I have to get suggestion from my class teacher and go for more research. When I know few presentation software such as power point When have clear idea and know my staff and I can navigate in whole presentation comfortably having plan B and get reward from my teacher or my manager I can find out I am close to get my goal.			
Target: Achieve Leadership skill and become a Customer service Manager within 4 years.

Psych Central. (2018), nidirect. (2018).  Lifewire. (2018).







Part -2

 As my dream job is to become Customer service Manager so in this part of assignment focus upon to recruit and select the ideal candidate for the position of “Customer service Manager” from an employer’s perspective and explain what is involved in deciding this. Preparation of recruitment process liking at putting together a job description, personal specification and demonstrating understanding of the key points in the recruitment process. Preparing for the interview for this job and its impact also be discussed and explain its impact below:
Recruitment policy:
A recruitment policy is a declaration on how a candidate is hired. It outlines company’s preferred hiring practices and promotes consistency within your employee recruiting process. What is your hiring philosophy, recruitment procedures and standards for the hiring process these three questions been asked in order to craft recruitment policies
[How to Recruit and Hire Better. (2018).]
Recruitment: the employer’s perspective 
Employer’s looking for ideal, talented and competent candidate to recruit in order to maximise the productivity to achieve the organisational goal. So the recruitment agency or assessment centre set out a standard of recruitment process and procedures.
Recruitment policy: Things to consider
Equality and Diversity / Equal Opportunities in Recruitment 
Vacancy
Job Descriptions 
Advertising of Vacancies 
Shortlisting 
Qualifications  and Interview
Brookes.ac.uk. (2018). (UWTSD Module: BMSK 4005) 

Planning and the process: 
Future need estimating, interpreted and analyses the availability and supply of people, drawing up plans to match supply to demand and observing the implementation of the plan are factors to be considered in order to plan and process for the recruitment        
Armstrong, M.  (1996)

Describing Plan of requirements and recruitment itself, campaign attracting candidates and selecting appropriate candidates are the key stages in recruitment and selection process.
Armstrong, M. (2011) 

Job analysis and its tools:

The job analysis is valuable in providing a synopsis of the ultimate requirements of any position. Job analysis is a process deal with collecting evidence about duties and responsibilities, essential skills, effects, and work environment of a particular job. To get frequent result more and more data needs to be put together for a job description. 
The Balance. (2018)

Fig; Job analysis (UWTSD Module: BMSK 4005 Professional career development.)
Job analysing tool include willingness of a candidate his skills, knowledge, behaviours, abilities, expertise Performance education and experience, training, certification, legal requirements. 



Sourcing and shortlisting:
Sourcing candidate is a proactive search for potential hires to fill existing and upcoming job openings. Sourcing involves assemble valuable candidate information, like resumes and work samples. 
Source: How to Recruit and Hire Better. (2018).

Short listing is a process where identify the candidate who best meet the selecting criteria and most likely to be proficient of carrying out the duties of the job required and welcome for the interview by the recruiter.
Source: Kent.ac.uk. (2018).
Interview: 
Before considering a candidate for the interview it is very important to select what selection type is being used in the interview and what key questions in recruiter or assessment centre’s mind such as can this person do the job? Will this person do the job? And will he fit in?

Selecting Method and potential issues:

Selection method such as ability testing, personality testing, biodata and potential issue such as personal liking effect or self-fulfilling prophecy effect or similar to me effect or contrast or stereotyping effect need to be consider while selecting the ideal candidate.








Law, legislation and regulation:
In the selection process law, legislation  and regulation needs to be consider. Few of them mentioned below:
Common law
Equality Act (2010)
Data Protection Act 1998 
National Minimum Wage Act 1998 
Human Rights Act 1998
Employment Relations Act 1999 
Employment Act 2002 
Employment Relations Act 2004 
Health & Safety at Work etc. Act 1974 
Trade Union and Labour Relations (Consolidation) Act 1992 
Employment Tribunals Act 1996 (appeals)

Analysing the above matter I am working in the class as a researcher to recruit an ideal candidate for my dream job as “Customer service Manager.” The customer service manager job description template is given below as per my presentation in the class by my tutor.







Job brief
We are considering for self-motivated, proactive, an experienced Customer Service Manager to deliver excellent customer service and to promote this idea throughout the organisation in order to get  customer satisfaction, loyalty and preservation and to meet their expectations by professionalism and lead the team with organisational standard.
Responsibilities
Expand customer service, create tied up customers and facilitate growth
Take ownership of customers and effective solution
Set a clear mission and organise strategies.
Improve service policies, procedures, and standards
Recruit, mentor and develop customer service agents and empowerment of staff
Keep ahead of industry’s developments and apply best practices to areas of improvement
Requirements
Previous Work experience in the relevant field for at least three years.
Excellent understanding of management methods and techniques
Excellent communicational skills.
IT skills involves working knowledge of customer service software, databases and tools
Ability to think strategically, problem solving and to lead
multi-tasking skills including presentation skills and able to deliver constructive feedback.
BS degree in Business Administration or related field

      Source: How to Recruit and Hire Better. (2018). Group presentation from class work.



Interview day plan:
After short listing, interview has been called and following matters to be considered to select ideal   candidate for the position of Customer service manager in front of Panel of interviewer:   
Candidate attitude and behaviour
Question related to determine how capable he is for this positon 
Why he is thinking he is the ideal candidate for this position?
What is his strengths and weakness?
Idea about the organisation where he is going to be employed 
His additional skills beside required skills
His Career path and hobby.

Beside interview process he might be given a case study or create a situation to find out how capable he is for the job role especially customer care management such as  scenario to find out his critical thinking or problem solving skills or given a telephone to see how well prepared to deal with customer queries and meet their expectation.
















Conclusion

Professional Career development is a challenge. I have indicated, discussed all the relevant information and research to develop my career and set a goal by the help of my class work. SWOT analysis, Kolb learning cycle, two separate learning styles been discussed and linked to my personal experience in class work and my workplace. Personal development plan is shown and my future plan to see myself as a team leader and customer service manager. Moreover in the second part of this management report show an ideal scenario where employability and professional career development link with each other and what is required for employee or interviewee to prepare himself for job from employer’s perspective. 














Recommendations

Beside doing more research training courses, tutorials, group discussions, seminars, workshop are highly recommended to increase knowledge, become more confidence and having more skilful enables me to achieve my personal goal what was the purpose to do this management report. 














Bibliography
Academy, P. (2018). Marketing Theories Explained - Maslow's Hierarchy of Needs. [online] Professionalacademy.com. Available at: https://www.professionalacademy.com/blogs-and-advice/marketing-theories-maslows-hierarchy-of-needs [Accessed 27 Mar. 2018].
Academy, P. (2018). Marketing Theories - SWOT Analysis. [online] Professionalacademy.com. Available at: https://www.professionalacademy.com/blogs-and-advice/marketing-theories---swot-analysis [Accessed 24 Mar. 2018].
Armstrong, M. (2011) A Handbook of Human Resource Management (11th ed) London:  Kogan Page Ltd
Armstrong, M.  (1996) A Handbook of Personnel Management Practice (6th Ed) London:  Kogan Page Ltd
The Balance. (2018). Why Is Job Analysis So Important?. [online] Available at: https://www.thebalance.com/job-analysis-1918555 [Accessed 29 Mar. 2018].
Brookes.ac.uk. (2018). Recruitment and selection policy and procedure - Directorate of Human Resources - Oxford Brookes University. [online] Available at: https://www.brookes.ac.uk/services/hr/handbook/recruitment/guidance.html [Accessed 29 Mar. 2018].
Communication Theory. (2018). The Johari Window Model. [online] Available at: https://www.communicationtheory.org/the-johari-window-model/ [Accessed 27 Mar. 2018].
Coleman, J. and profile, V. (2018). Definitions of reflection. [online] Otreflection.blogspot.co.uk. Available at: http://otreflection.blogspot.co.uk/2008/08/definitions-of-reflection.html [Accessed 24 Mar. 2018].
Devon.gov.uk. (2018). [online] Available at: http://www.devon.gov.uk/reflectivepractice.pdf [Accessed 24 Mar. 2018].
Gomadthinking.com. (2018). Go MAD Thinking. [online] Available at: https://www.gomadthinking.com/ [Accessed 27 Mar. 2018].
How to Recruit and Hire Better. (2018). Customer Service Manager job description template | Workable. [online] Available at: https://resources.workable.com/customer-service-manager-job-description [Accessed 29 Mar. 2018].
How to Recruit and Hire Better. (2018). How to source candidates: An FAQ guide | Workable. [online] Available at: https://resources.workable.com/tutorial/faq-sourcing-candidates [Accessed 29 Mar. 2018].
How to Recruit and Hire Better. (2018). How to write a recruitment policy | Workable. [online] Available at: https://resources.workable.com/tutorial/recruitment-policy [Accessed 29 Mar. 2018].
Kent.ac.uk. (2018). Shortlisting - Human Resources - Information for Managers - University of Kent. [online] Available at: https://www.kent.ac.uk/hr-managementinformation/recruitment/shortlisting.html [Accessed 29 Mar. 2018].
Lifewire. (2018). 10 Ways to Give Better Presentations. [online] Available at: https://www.lifewire.com/tips-on-becoming-a-better-presenter-2767314 [Accessed 28 Mar. 2018].
McLeod, S. (2018). Kolb's Learning Styles and Experiential Learning Cycle | Simply Psychology. [online] Simplypsychology.org. Available at: https://www.simplypsychology.org/learning-kolb.html [Accessed 28 Mar. 2018].
Morgan, P. (2017), Business Student’s Guide to Study and Employability, London: sage Publication.
nidirect. (2018). Improving your computer and IT skills | nidirect. [online] Available at: https://www.nidirect.gov.uk/articles/improving-your-computer-and-it-skills [Accessed 28 Mar. 2018].
Nwlink.com. (2018). Honey and Mumford's Learning Styles Questionnaire. [online] Available at: http://www.nwlink.com/~donclark/hrd/styles/honey_mumford.html [Accessed 27 Mar. 2018]. 
Psych Central. (2018). 6 Tips to Improve Your Time Management Skills | Psych Central. [online] Available at: https://psychcentral.com/lib/6-tips-to-improve-your-time-management-skills/ [Accessed 28 Mar. 2018].

Shmoop.com. (2018). Honey and Mumford’s Learning Styles. [online] Available at: https://www.shmoop.com/teachers/teaching-learning-styles/learning-styles/honey-and-mumford.html [Accessed 27 Mar. 2018].
Www2.le.ac.uk. (2018). Honey and Mumford — University of Leicester. [online] Available at: https://www2.le.ac.uk/departments/doctoralcollege/training/eresources/teaching/theories/honey-mumford [Accessed 27 Mar. 2018].























Appendices




















Acknowledgements

For the successful completion of this management report I would to give thanks to my tutor Mrs. Her relevant, clear and informative lectures about profession career developments. Information also taken from google search engine and you tube.
I cannot but wish to thank my wife Mrs. Mifta Begum to contribute a lot to provide support and encourage me to the successful completion of this management report.



20

image3.jpeg
Measurable

Achievable





image4.png
SWOT ANALYSIS

Helpful Harmful

to achieving the objective to achieving the objective

Strengths Weaknesses

(attributes of the organization)

Internal origin

Opportunities Threats

(attributes of the environment)

External origin




image5.jpeg
Known to self Not known to self

<]
L
8
Open area =
P=y
2 SR Blind spot
3
=
==
E e
=3 g Hidden area
e IO or facade
=

-
)
n
-
0
)
]
=
)

o
0

3

4
0

o
2




image6.png
Esteem Needs

Safety Needs

Physiological Needs




image7.png
The Go MAD® Results Framework




image8.jpeg
Honey
Mumford
__Learning
T Style

3. Abstract
Conceptuaiization

www.iraegharringtonatkinson.com




image9.jpeg
Concrete
Experience

, {doirg !l hayingan \
experience)
Active Reflective
Experimentation Observation
(planning / trying out (reviewing / reflecting
what you have learned) on the experience)

‘ Abstract l

Conceptualisation
(concluding / learning
from the experience)




image10.jpeg
JOB ANALYSIS

Sklls,
Knowledge,
Attitude

Role &

Responsibilitie

Education,

Experience





image1.png




image2.png




