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Executive Summary
Professional development is designed to emphasize employee training and help employees achieve their personal career goals. By guiding and nurturing employees to improve their business skills, companies often see a higher level of commitment and better employee retention. Employers who use employers' education and training programs for professional development often outgrow the skills of their peers to learn how to progress. Some companies require employees to complete certain training programs or seminars in order to be promoted. Others advise employees that they must develop the necessary skills before being promoted. The participating employees not only learn new skills, but also show a commitment to the manager.
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[bookmark: _Toc523179480]Introduction
Choosing a professional development plan is one of the most important decisions in a person's life and it can be difficult to determine what he wants to do from a professional point of view. If priorities and professional aspirations change, some avenues may change, but planning these changes is part of a long-term career plan. When drawing a course, he should consider all the elements that he will see in the future. My professional development program is to create productivity professionally as a leader and employee manager.
[bookmark: _Toc523179481]Understanding of skill and knowledge that contribute towards working effectively
A portfolio is a collection of materials that define beliefs, skills, qualifications, education, training and experience. It provides an overview of personality and professional ethics. The self-evaluation process of the portfolio will help to be a more effective participant. A person will determine their abilities with their diverse experiences and interests(Arulmani, G. 2016). Choosing the most relevant experience and putting it in an easy-to-understand format will help to better explain the skills and experiences. The professional portfolio will also provide employers with evidence of organizational, communication and professional skills.
[bookmark: _Toc523179482]Lifeline exercise
Lifeline exercise helps people visualize and explain patterns in their lives by looking in depth at their experiences. It shows the ups and downs of life in the family, in education, at work or in other activities. It can be created by drawing a line on the chart and marking it with the appearance of the key so far(Briller, S. and Goldmacher, A. 2009). This helps to be more self-conscious when a person decides not to pay more attention to life and decide on key issues such as employment. Reflective influences can help people and events.
My lifeline exercise is shown below:
[image: ]
[bookmark: _Toc523179483]Personal values and principles
A well-educated administration is a key element of a flourishing business. The people who manage must take decisions regarding employees as well as vital decisions that straight have an effect on the business (Johnson, J. 2016). The people who employs want to recruit a manager must acknowledge the traits that form good governance. The following personal values ​​and principles that managers should have:
Appraisal to the others
Businesses with well performing administration teams know the importance of respect and be pleased about employees (Martin, T. 2016). When managers appreciate their employees, they increase employee morale. Satisfied employees are valuable for work, rarely leave their jobs and fulfil their tasks with enthusiasm.
Share the essential assets
Efficient managers give employees the assets they need to do the job. The motivation may be incomplete when employees need to complete their tasks and achieve their objectives without having adequate resources(Pierce, J. 2010). A well-managed company can provide its employees with the latest technology, ethical issues and teamwork. 
Knowledge sharing
[bookmark: _Toc523179484]Managers must earn the knowledge necessary to compete efficiently in this area. Knowledge administrators have the ability to be taught important knowledge (Swaffield, S. 2014). They must also be known the way conflicts between employees and other managers can be effectively addressed.
Listening and making the right judgment
Administrators should manage the moment in time to hear to their opinions. Sometimes it is enthusiastic to hear to suggestions from good performing subordinates, but is anxious to be absent from employees (Thompson, M. 2009). Efficient managers know the value of resting subordinates. Judgements made within the business should advantage the business and its people.
Direct others and give assignments
Efficient managers know the way to feed their people by making focus on their powers. In most of the time, subordinates should listen to what they usually do, rather than listening to what they are doing or their weaknesses (Sutterby, J. 2011). The employee's responsible manager indicates that the employee is responsible for the work.
Readiness for employment
[bookmark: _Toc523179485]Self-evaluation process
Self-evaluation is the process of observing, analysing and systematically evaluating own professional actions and results to stabilize or improve them. This can be done at the individual or organizational level. Self-evaluation means investigating and evaluating the professional work of people. The program is directly related to the experience and experience of professionals in certain areas of work(O’Brien, J. and Jones, K. 2014). This leads to a high degree of appreciation and acceptance of the results of the evaluation, and increases the desire to draw conclusions and transform them into practice. My self-evaluationquiz is given below:
[image: C:\Users\Anni\Desktop\Capture3.PNG]

[bookmark: _Toc523179486]Skill audit
The skill audit is fundamentally the procedure to measure and record skills of people or group. The key objective of passing skills in a business is to recognize the skills and information that the business possesses, also the knowledge and skills required by the business. Assessments of skills are generally performed to identify guidance needed so they can develop the skills and information of the organization(Mackay, M. 2015). However, the skills are also complemented by other reasons, such as visual fatigue, restructuring and distribution. The information collected by skill audit is not just the current rating level. First, it identifies the skills matrix of the organization or individual and then examines the existing skills of each individual based on the predefined skills needed for a particular role.
	Important knowledge and skills required for current studies
	Rating in terms of ability (1-5)

	· Adaptive thinking: In the digital age, things change exponentially. A better version will appear when employees learn the latest software or programs. Prospective employers must accept altering terms and gain knowledge of new things fast and professionally. I require to gain knowledge of them.
· Communication skills: Now companies emphasize communication skills. However, in the digital age, video conferencing can use a variety of new ways to communicate with social networks(Jasper, M. 2013). Future employers should be able to communicate with team members and outside the team and business.
· Cooperation skills: Most study places foster a background of capability and freedom, not team work and cooperation. Prospective employers must become accustomed to a culture of collaboration. They must toil with others, both in and out the institution, using most of the recent knowledge.
· Critical thinking and problem solving skills: It emphasise on employers' commitment to guidance is decreasing and employers increasingly value critical thinking and problem solving(Creed, P. and Hughes, T. 2012). In a rapidly changing world, employers must answer problems, create ideas and help develop their employees.
· Personal management: This implies the skill of employers to map, systematize, generate and implement independently, instead of waiting for someone to do it for them.
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	Important knowledge and skills required for current studies
	Rating in terms of ability (1-5)

	· Critical skills: the critical capacity of the important problems is that this critical skill requires the culture of innovation necessary and constantly (Borg, H and Ohlsson, H.2010).
· Technical skills: I am talking about almost all companies that employers have shown that technology should be used competently. In the digital age, technology is everywhere. However, schools are slow to become accustomed to this change. It has been learned that very few students are required or taught to effectively learn technology. This must be emphasized.
· Creativity and innovation: this skill is often mentioned. I think it is about the ability to ask good questions and skills to solve problems (Alexandrou, A. 2013). Employers will increasingly seek creative and innovative solutions for employees to solve existing problems.
· Social Skills: it takes time to teach management skills, organizational skills, including interpersonal skills, when businesses can rarely talk to them, or to see someone's ability to use a solid handshake. Many times, different business leaders have heard, these skills seem to fade.
· Empathy and perspective: this ability is very important, but it seems to be another skill that slowly disappears (Arulmani, G.2016). Allow students to understand their ability to help others solve their problems and emotional problems.
	4



[bookmark: _Toc523179487]Understand of personal strengths and other areas of development
[bookmark: _Toc523179488]SWOT Analysis
Individual analysis of SWOT can be done as a professional improvement study. The benefit of individual SWOT analysis is that it permits us to recognize new career opportunities that should have discovered(Briller, S. and Goldmacher, A. 2009). It also permits us to examine these opportunities based on our strengths and weaknesses, so that when they are mobilized to limit potential problems, and take advantage of opportunities that are right for us.
Strengths:
· I am good at analysing problems and deciding where to go.
· I have a very good academic education.
· I travel a lot through different cultures and I have a good understanding and sympathy.
· I have a good working relationship with my colleagues.
· I know competitors of my company's better than my coworkers.
Weaknesses 
· If I feel pressure, I be apt not to analyse all the ways before making a choice and saying "go straight".
· I am reluctant to be stubborn and change my mind after making a choice.
Opportunities
· My company is increasing its range of product to focus on innovative product varieties.
· Most of the clients of our company think that the service they received recently is very good.
· My company recently expanded abroad, and the overseas department is doing very well.
Threats 
· Although I am very good at solving problems, I am always very busy; I do not have time to do what I am good at.
· Although the market in general is growing, the number one competitor of our company is rising fast and we face the risk of losing market share.
For those seeking progress, it is difficult to achieve leadership experiences in real life. If someoneis prepared for his career, everyone can succeed. To do this, he must learn every opportunity. For my betterment, I am trying in the following ways to improve my potentiality:
Reading regularly
It is not only about current events, but also about issues that expand the horizon of history at the same time(Johnson, J. 2016). I am an avid reader of business books and almost always find one or two ideas in my work.
Write regularly
Writing has many benefits for leaders. It can help to strengthen communication with the content director, the development of critical thinking skills and a variety of other perspectives, including employees(Martin, T. 2016). The more a person publishes, the better his writing will be. It can also help to develop own experience in the field.
Participate in the training program
Books and articles take to the present. They are determined to learn and discover how to make time for it, even at their level. Here one can also find valuable networking opportunities.
Teach what is known
There is no better way to teach anything than to gain knowledge and skills for others. The materials allow thinking in new ways(Pierce, J. 2010). In my experience, sometimes I learn more about how others do. It is a good opportunity. 
Gathering of opinions
I receive feedback from employees, board members and those who have the ability to provide valuable information. Moreover I set up an anonymous feedback mechanism for the employees and also third parties.
[bookmark: _Toc523179489]Johari window
The Johari window model is used to improve the perception of the individual. This model is based on two ideas: the person can gain confidence by showing his information to others and by knowing their comments(Flixabout 2016). The Johari model represents every four rooms or partitions. Each of the four panels shows that personal knowledge, emotions, motivations and knowledge are not known spontaneously. My Johari window diagram is given below:
[image: https://www.communicationtheory.org/wp-content/uploads/2013/01/johari-model-figure2.jpg]
[bookmark: _Toc523179490]Research and learning style
Learning is the process of acquiring knowledge through learning. It is important to understand the learning style to ensure that the learner is guided by the style of the others. Only intellectuals who follow their own style will understand other’s learning. Instructors must learn to help students determine their personal learning style. Because learning styles affect the way it is taught, they need to know what this style is and how it compares to others(Martin, T. 2016). Knowledge of the learning style should help us not to understand how to use other styles. Even if people possess their own styles of learning, it is helpful to understand other styles and the way it empowers the weak style. Using a selection of styles of learning will help empower the experience of learning.
[bookmark: _Toc523179491]Honey and Mumford Learning Style
The learning style of Honey and Mumford was developed in 1986. Peter Honey and Alan Mumford invented this style. His work has been encouraged by Kolb's learning style representation. However, they formed their own Style of Learning Survey. There are four learning styles:
Activists
Activists are practitioners. There are ways to recognize acceptance, including the complete self, and there is no tendency to enter a new trend(Pierce, J. 2010). Learning activities include brainstorming, solving of problem, discussions in group, riddles, competitions, plays of role, etc. 
Theorists
They need frame, information and facts with detailed endpoints to contribute in the learning process. The selected learning activities include models, statistics, stories, citations, basic information, theoretical application concepts and more.
Pragmatic
These people have the aptitude to understand the way to put learning into practice. They try innovative ideas, speculation and ways to check if they are effective(Swaffield, S. 2014). They spend more time thinking regarding the way to apply learning to learn better, case studies, solving of problem and discussion.
Reflectors
These people study what is happening by observations and thoughts. They stay and look at various perspectives, collect information and use this chance to work hard to achieve the right result(Thompson, M. 2009). They like to match discussions, self-analysis questionnaires, personality surveys, downtimes, observation activities and comments from others. Learning activities include coaching, interview, etc.
The related questionnaire is given below and the answers reflect that I am a pragmatist:
[image: ]
[bookmark: _Toc523179492]VARK Learning Style
This learning style is an accepted concept used in psychology and education that aims to determine the way people become skilled at best. This model shows that there are four key types of learning. Four key types are:
Visual learners 
They learn best through observation. Graphic representations such as graphs, diagrams, drawings, manuals and videos are useful learning tools for visual learners(Swaffield, S. 2014). People who like to learn of this type prefer to see the information presented in written form.
Aural learners
Students with hearing (or hearing) learn best by listening to information. They take many lessons and are good at remembering what they say and hear.
Kinaesthetic students
Kinaesthetic (or tactile) learners learn by touching and doing the best things. Practical experience is crucial for kinaestheticstudents(Pierce, J. 2010).
The related questionnaire is given below and the answers reflect that I am a visual learner:
[image: ]
[bookmark: _Toc523179493]Employment goals and personal development plans
[bookmark: _Toc523179494]Understanding and expectation of the world of employment
All relationships, including the relationship between employers and employees, involve anticipations and conflicts often arise when expectations are not met. When a person starts a new job, he must make sure he clearly understands what his new employer expects from him(O’Brien, J. and Jones, K. 2014). It is also important to consider the expectations of new employers.
The new colleague wants to be closer to working with an open mind so he can quickly see what he needs to do. They want the supervisor to instruct him. They expect it to be reliable, come to work on time and leave until the shift ends. If heare sick and do not enter or are inevitably late, he should call the notification(Mackay, M. 2015). His new employer is waiting for him to act honestly and professionally and dress appropriately for this position.
If he wants to make a good impression and want to exceed the basic expectations of his employer, try to develop a pleasant and flexible attitude. In fact, things are more complicated than paper, so the official organizational chart of the company may not be enough to explain everything that needs to be done(Jasper, M. 2013). If heis asked to do something beyond the normal tasks and he are not satisfied with it, his boss may feel disappointed.
[bookmark: _Toc523179495]Job description and person specification
The main objective of any job description is to summarize the main responsibilities and responsibilities involved in a particular job. Typically, additional information is required so that a single document can meet the needs of various processes, such as recruitment and selection, evaluation, job evaluation and training(Creed, P. and Hughes, T. 2012). Job descriptions should be based on an exhaustive business analysis and as brief as possible.
The person specification is the most important documentary. It allows doing many things. It allows identifying the type of people needed to help write the right job postings. It allows evaluating each candidate fairly and objectively(Borg, H. and Ohlsson, H. 2010). It allows to compare candidates against each other and thus to make decisions according to the evidence.
Requirements for a restaurant manager
· Better to have a Higher National diploma or equivalent 
· Level 3 in Health and safety
· DBS check
· Had careers as waiters/waitresses, Customer assistant orChef. 
· Excellent interpersonal and organizational skills (Alexandrou, A. 2013)
· Leadership skills and reliability  
· Good physical shape and have enough resistance to stand and walk for long periods Administrative and communication skills 
Requirements for a Hotel manager
· A high school diploma or an associate degree in the hospitality industry
· The required experience includes accounting, accommodation management, economics, marketing, cleaning, catering management, hotel maintenance and engineering, as well as computer information and software related to special hotels.
· Good customer service skills (Arulmani, G. 2016)
· Interpersonal skills
· Leadership skills 
· Good listening and speaking skills 
· Administration and communication skills 
· Problem solving skills 
Requirements for a care home manager
· Qualifications and experience in administration such as medical and social care and nursing
· Good communiqué, surveillance and hearing skills
· Aptitude to evaluate personal care and support needs(Briller, S. and Goldmacher, A. 2009)
· Apply medical information according to the needs of the patient
· Strong management to preserve quality standards
· Aptitude to discuss and administer budgets
· Skills related to information technology and report writing 
[bookmark: _Toc523179496]Effectiveness of personal contribution at workplace
An effective individual is not simply the sum of his technical or professional knowledge. By performing the following activities, a person can contribute at his workplace:
Useful communication
Organizational effectiveness, individual performance and team success show that people are clearly one of the biggest contributors to performance success by clearly communicating their ability to communicate positively with others(Johnson, J. 2016). 
Inspiring thinking 
Only a few skills at the top of the organization need inspiring thinking skills, but that is no longer the case. Anyone in the current organization can collect information, edit it, create new information, find innovative solutions, solve problems and make judicial decisions.
Achieve self-values
The values, personal traits and sense of purpose that people and individuals bring to their lives are self-fulfilling. Satisfied employees get more involved and achieve higher levels of performance(Martin, T. 2016). He expressed self-realization and became more evident in the coherence of behaviour.
[bookmark: _Toc523179497]Employment legislations at United Kingdom
Over time, the administration of employer and employee relations and the rights of employers and employers have promulgated a series of laws or regulations:
· The Labour Rights Law: It is amended by the Employment Associations Law of 1999 and 2003, and later to provide workers with a series of contractual rights, including:
· Fixed payment right
· Benefits of the minimum wage (Pierce, J. 2010)
· The conditions of employment must be listed in writing
· The Sexual Discrimination Act of 1975: It is designed to protect employees against discrimination based on sex, for example:
· In the job announcement, select employees employed to work based on ability
· Identify employees based on ability(Swaffield, S. 2014)
· Provide training and professional development opportunities to all
· The Equality of Pay Act of 1970: Women and men must have the same salary when they do the same or obtain the same value.
· Disability Discrimination Act of 1995: It is applicable to businesses that employ more than twenty people. People with disabilities should be able to meet their needs and reach people with disabilities in transportation, higher education and other areas.



[bookmark: _Toc523179498]Personal Development Plan
Short-term goals (for 12 months in the future)
· Complete the Young Manager program to qualify for complex commercial project activities.
· Take responsibility for important inter-functional projects in the workplace.
Medium-term goals (2-3 years in the future)
· Take responsibility for managing a small team that supports challenging business projects.
· Participating in the support of some of the functions of the functional team of the project has given me a significant commercial exposure.
Longer term objectives (more than 3 years)
· Promote middle management and obtain the support of colleagues and senior management. 
· Take responsibility for managing large direct reports / multiple teams (trying to be department heads)
[image: ]Action plan:
	Goals
	Date of beginning the plan
	Date of completing the plan
	Skill, experience,  knowledge to be gained
	How will this be gained?

	Provider of skills, experience and knowledge


	Young manager program
	1 January 2019
	31 January 2019
	Graduate Degree with inter-personal skills
	Formal courses from an university with some seminar experience
	University

	Inter-functional projects
	1 October 2018
	31August 2019
	Critical thinking and problem solving skills
	Practical experience of participating and completing projects
	Workplace

	Manage a team
	1 September 2019
	31 August 2021
	Leadership and time management skills
	Building trust that responsibilities will be performed with due diligence
	Mentor and workplace

	Work for promotions to senior level management
	1 September 2021
	31 August 2026
	Professional degrees with practical experience of work
	Earning job related courses with some opportunities of practical experience
	Professional bodies




[bookmark: _Toc523179499]Effectiveness of Personal Development Plan
A Personal Development Plan (PDP) is a procedure in which people reproduce and map their own learning. The prologue of PDP and related methods, such as achievement records and profiling, is an important strategy initiative for minor education in the United Kingdom over the past few decades and has lately been an important policy initiative for continuing education and education. 
The initiative and comprehensive results confirm the basic policy proposal to support student learning and the success of the PDP. It reveals many interesting examples of applications. The review provides evidence that the foundation and actions of the PDP are positive effects on student achievement and learning methods for students, teachers, and institutional managers (Pierce, J. 2010). Agents (such as training staff) and developers or national institutions who are responsible for promoting the development of PDP within the organization are mainly influenced by policy arguments, arguments of PDP experts on PDP and their self realization and empirical learning. 
The main highlight of the findings is the addition of well-designed empirical studies to increase descriptive research in the PDP (Martin, T. 2016). It is recommended to focus more on the mapping and synthesis of systems to coordinate research areas.
Since I cherish to fulfil my career as being a manager, this personal development plan is designed considering my career ahead. A PDP states the steps a person should build his career gradually as well as work on it. It also helps to establish goals at each step. Unless there is any goal or plan, no success comes. So a person should be diligent enough while preparing the PDP. The more care given now, the more it will be easy to achieve. 
Since there is already three term goals have defined, there needs review to ensure the progress of personal development plan and achieve it within the required time. The review will be performed as follows:
	Goals
	Start date
	Completion date
	Possible date of review

	Young manager program
	1 January 2019
	31 January 2019
	[bookmark: _GoBack]5 February 2019

	Inter-functional projects
	1 October 2018
	31August 2019
	First week after completing each project

	Manage a team
	1 September 2019
	31 August 2021
	End of each month

	Work for promotions to senior level management
	1 September 2021
	31 August 2026
	End of each year


The personal development plan will be reviewed annually and so the probable date of first review will be 31 August 2019.
[bookmark: _Toc523179500]Conclusion
Anyone can use professional development courses and internships, including informal learning, which may involve participating in internships or conferences and seminars or networking activities, if formal learning can help him progress in the career. Professional development includes training, observation and guidance to help improve the employees of the workplace. People who are new to the field may have training courses or graduate conferences, while others may spend time with guides to observe conflicts or challenges, or how to deal with the guidance of others.
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I'm unsure of my ability to achieve the goals | set for myself.

When working on my goals, | put in maximum effort and work
even harder if I've suffered a setback.

I regularly set goals and objectives to achieve my vision for my
life.

I think positively about setting goals and making sure my needs
are met.

I use rewards (and consequences) to keep myself focused. For
example, if | finish my report on time, | allow myself to take a
coffee break.

I believe that if | work hard and apply my abilities and talents, |
will be successful.

I worry about deadiines and getting things done, which causes
stress and anxiety.

When an unexpected event threatens or jeopardizes my goal,
tend to walk away, set a different goal, and move in a new
direction.

When | come up with a really good idea, | am surprised by my
creativity. | figure it is my lucky day, and caution myself not to
get used to the feeling.

Itend to do the minimum amount of work necessary to keep
my boss and my team satisfied.

Itend to worry about why | won't reach my goals, and | often
focus on why something probably won't work.

| create a vivid and powerful vision of my future success before
embarking on a new goal.

Rarely

Sometimes

Often

Very
Often
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Now add up how many As, B's and C's you selected.

TFyou chose mostly As you have a VISUAL learning style.

TFyou chose mostly B you have an AUDITORY learning style.

TFyou chose mostly C's you have a KINAESTHETIC learning style.
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