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[bookmark: _Toc56173472]Introduction
Employees are considered to be the fundamental aspect of a business organization. The organization often requires skilled and knowledgeable employees to make their business better. Professional development is the process of improving the skill and knowledge of the employee that is an ongoing process in nature and provides great benefits in terms of career development. The knowledge and skills that are acquired in the process of personal development are beneficial for the employees as the process makes the employee relevant for the company as well as to stay up to date. The objective of performing personal development within the organization is to retain talented employees for the organization and to motivate the employees in order to boost the morale and confidence in the work environment.  
[bookmark: _Toc56173473]Task 3 – Reflective portfolio
[bookmark: _Toc56173474]1) Skills and competencies using PDP
The skill and competency are useful to determine a professional development plan. The choices and decisions are essential to be prosperous and successful in professional life.  Wrong choices and decisions taken in the wrong times are responsible to make the career of an individual damaged. In order to assess what will be beneficial for the growth of the career I have found several factors that are discussed below-
Skills 
Skill is considered to be the determining factor while making career choices. According to me, every individual acquires specific talent in their own way. Based upon the skills and talents the individual is supposed to select the career accordingly that goes with personality and makes prosperous in professional life (Mamabolo et al. 2017, p. 1). Hence the individual is suggested to choose such a career that compliments such an individual’s skills and talents. 
Potentiality
Apart from making career choices based upon the skill and talents, it is important to determine the skill and potentiality of the individual (Sousa and Rocha 2019, p. 257). I find it impossible for the individual to select the right career that goes with personality without identifying the capabilities and responsibilities. Identification of both strength and weaknesses are essential in order to evaluate such strength and weaknesses in the work environment as such qualities clarify the potentiality of the individual. 
Positive work attitude
At the time of getting attached to the working environment, it is important for the individual to identify their own view and feelings about the work (Almahry et al. 2018, p. 45). I find it necessary to determine the impact of the work on the future of the career. A positive attitude towards the work makes the individual have the capabilities of handing roles and responsibilities in the work environment. 
Education and Training
According to my opinion, skills, potentiality, and attitude are not enough to be successful in professional life. It is suggested to attain several degrees and experiences to train one according to career choices. At the time of taking education, it is suggested to take admission to the affiliated college and university that provide the right knowledge and certification (Andre, and Webster, 2017, p. 21).  
Opportunities 
I find it important that before making the career choices the individual is supposed to identify scopes and opportunities regarding the career. Assessment of opportunities is important before stepping to make career choices (Tseng et al. 2019, p. 179). 
In my case, my career choice is business management. The requirement of skills in business management is discussed below:
Communication
Communication is the most important skill in a business management job. The individual intended to seek a business management job is supposed to communicate in a clear and efficient manner. Skills regarding both verbal and written communication are required to be a successful business manager (Bratianu and Vatamanescu, 2017, p. 34). 
In order to improve my communication skill, I have practiced multiple times to achieve good communication skills. I have kept in mind to be respectful while communicating with others. I tried to be patient and listen to what the other person is saying at the time of communication. I have put effort into my body language as well as my communication to be clear and precise. 
Leadership
Business managers are often found to be leaders by nature. As business managers are supposed to handle several issues leadership quality is required to deal with such challenges (Saibon, and Kamis, 2019, p. 12). 
I have created several scenarios to apply my leadership skill in order to identify and address issues to myself as well as the subordinate members. Moreover, those leadership skills have made me aware of the time that would be beneficial to represent the responsibilities and authorities among the subordinate members of the team. 

Figure 1: Different competencies could be developed by PDP
(Source: Saibon, and Kamis, 2019, p. 12) 
Cost management 
One of the most effective and responsible roles of a business manager is to take care of the internal spending of the company. It is crucial for the business manager to make the employees perform the assigned task according to the budget of the company (Jabborov, 2020, p. 1). Moreover, business managers are supposed to have knowledge regarding financial software to track the investment of the company.
According to me the ability of the business managers to manage budgets by which the company is capable of delivering goods and services to the clients on time brings success to the company’s business. 
Motivation 
In order to be a successful business manager, it is important for the individual to boost self morale. Business managers are supposed to motivate their employees so that the employees feel valued and confidant. As an outcome, the productivity of the company increases (Park, and Kim, 2018, p. 56). 
I have identified several ways that will be beneficial for business managers to motivate employees. Interaction with the employees in the social aspect makes it easier to analyze the needs and personalities of each employee. It makes it easier for managers to motivate the employees accordingly. By providing several challenging jobs improves the skill as well as the advancement opportunity to the career of the employees.
In order to improve my business management skill, I have pursued my business management degree and certification from a renowned institution that has helped me to improve my management skill. Moreover, I have attended several online and offline workshops as well as training sessions at the time of pursuing a management degree. Those training sessions and workshops have made me aware of the several opportunities that are beneficial to grow management skills within a short period of time. According to me, mentor guidance is important to improve management skill. I sought help from an experienced person who is from the business management field and provided me several insights that he experienced while working in the business management environment. Moreover, I put effort by myself by practicing to communicate with my friends and families in a more productive way. 
While determining my own skill in the field of business management I find myself to be organized. Organization skill is very crucial to meet the business goal for a business manager and I am organized in nature. Being organized as well as knowing the time values I prefer to perform any work according to specific planning. I have observed that some business managers are supposed to value the time to meet the deadlines on time. I am innovative in nature and have a presence of mind which makes me well fitted for this job. The business managers are also supposed to be innovative to make the company sustain in the global competitive market. Addressing the risks in a quick manner and dete4rminiung every possible way to deal with such challenges are the essential criteria for the business managers. I think my presence of mind will be able to satisfy such requirements. Discussing the above-mentioned skills and characteristics of mine I consider myself to be perfectly fitted for the business management profession. 
[bookmark: _Toc56173475]2) Learning and development training methods for the new employees and the importance of theories associated 
There are several methods of training that ensure the learning and development of the employee in the working environment. As an assistant manager, I have identified a few such methods that I find to be beneficial for the company that are illustrated below- 
Training 
Training is essential to develop the skill of the employees. I have identified several lectures, as well as an exercise in the training procedure; will be beneficial to enhance the skill of the employees (Ouyang, and Scharber, 2017, p. 34). In order to make the training interesting, I suggest incorporating both formal and informal methods to improve the skill. Watching youtube videos, reviewing various educational blogs will make the employees more attentive and the training procedure will not be boring at the same time.  
I suggest the organization to provide support as well as make the employees aware of the roles and responsibilities that will be given to them in the work environment. Moreover, with the training process, I suggest providing a clear understanding of the employees of both hard and soft skills in the work environment. 
Job rotations 
It is important for the employees to rotate their job roles with their colleagues in order to acquire new skills to practice (Hampton et al. 2017, p. 27). I suggest encouraging job rotation within the organization so that the employees are able to improve their skills by facing challenges while performing a new kind of assignment. As an outcome, the employees will learn new things and apply their learning in their assignments. 
According to my opinion, the stretch assignments should also be performed where the management performs work along with the employees. The process helps the management to identify those sides of the employees that required to get improved and providing the assignments according to it. I find the development method as the procedure to make the employees adaptive and flexible in the work environment. It is necessary to extend the employee skill so that they can be able to handle any kind of difficult situation.  

Figure 2: Different Methods through which company could be benefited
(Source: Holloway and Mengersen, 2018, p. 1365) 
Coaching
Coaching enables employees to polish the skills of the employees (Holloway and Mengersen, 2018, p. 1365). I request the senior staff to co-operate in the development program by sharing their experiences working in the organization. The coaching will also be performed by the professionals who will make the employees aware of the leadership and management skill that are beneficial in the working environment. I suggest making the objective of the coaching method to improve both the technical and analytical skills of the employees. 
Mentoring 
Mentoring is also needed to provide insight into the experience in the working environment (Suparsa et al. 2017, p. 51). I request senior managers to help the employees to develop those specific skills in which the mentors are not well equipped. I find it essential to provide a brief discussion on leadership, communication, time management as well as the articulation of vision in order to make every employee be skillful and knowledgeable. 
Workshop
The workshop enables the employees to interact with their colleagues in both the internal and external environments of the organization (Singaravel et al. 2018, p. 81). I suggest the organization to arrange a workshop for the new employees so that they can communicate with their fellow colleagues and can know them better. With the arrangement of the workshop, both employees and the organization will be benefited. The employees will be benefited by being able to have a wide understanding of the insight and troubleshoot of the company. The organization will be benefited as the workshop enables communication and teamwork to be improved.
Conferences
Along with the workshop, I request the company to arrange conferences to provide better knowledge to the employees about the internal and external aspects of the industry. The application and the specifications of the conference make the employees aware of the hard skills and the soft skills within the organization (Frankenhuis et al. 2019, p. 94). Moreover the conference is very useful for the personal development of the employees as well.
Self-study
In order to develop the creativity and curiosity skills of the employees, self-study is important (Darling-Hammond et al. 2020, p. 97). I suggest that reading and researching procedure among the employees in order to assess the creativity and curiosity skill among them. The procedure is helpful as it enables the employee to improve their performance in the innovative aspect of the company. 
Career planning 
Career planning makes the HR department to decide what job role is appropriate for the employees. In this method, the employees can also share their carrier plans with the managers (Serrat, 2017, p. 1140). According to my opinion, the career planning method is important to perform as it initiates the career planning discussion which is beneficial to identify the skills of the employees that should be improved in order to increase the productivity of the company. 
While constructing several methods for learning and development of the employees I sought the help of three theories that deal with organizational training. 
The first theory deals with the scientific method which is comprised of several approaches and processes. Situated learning is one of the approaches of the scientific method that situate the trainee in the operational position and instructs to identify the issues and problems in that specific context. Experimental learning which is based upon the Constructivism theory suggests that the employees should implement the acquired knowledge and skill according to the situation. Transformative learning theory on the other hand provides a set of the scientific method that enables the employees to feel encouraged to apply their learning as well as to make decisions. The second theory is the human capital theory that identifiers the training procedure in the field of investment as well as the cost and benefits regarding the training. 
On the basis of the first theory, I have identified the value and effectiveness of training that has a great impact on the working environment. Theories related to human capital has made me aware that human is the most important capital in the working organization. As an outcome, I find it necessary to invest in the training procedure in order to ensure the better quality of the employee performances.  
[bookmark: _Toc56173476]3) Reflection on own experience before and after the course
Before pursuing professional development planning I did not have any idea how the skills and knowledge of the employees are important for the improvement of the organization as well as for the individual in order to increase career opportunities. I used to lack communication and motivation before completing the course. Initially, I was a very shy person in nature and did not have enough confidence to communicate with people. I always used to think that will be judged by other people on whatever I am saying. Moreover, I did not feel motivated in the initial phase as I discovered myself to be unfitted with the job as business management requires great communication skills. In case of not staying motivated I was unable to motivate others and used to lack the leadership quality as well. 
With the help of the course of professional development planning my self-esteem started to feel encouraged. While participating in several workshops and training sessions I have come to know about several opportunities in the field of business management. Moreover, such workshops and training session has boosted my confidence to participate in several communicative discussions where I can interact with my colleagues and identify my strengths and weakness as compared to them.   The several conferences that were organized at the timer of professional development planning have made me aware of the internal and external aspects of the business industry. I used to feel confidant and stay motivated by acquiring huge knowledge about several business industries. I believe the training and development program is not sufficient until and unless I put effort into myself. I have put a huge effort to improve my communication skill. I used to practice communication with my family and friends in a more formal way.
 I have worked to improve my body language at the time of communication.  Moreover, I tried to pay attention to the other on what they are saying and making my words as clear and concise as possible. I also tried to analyze and apply my leadership skill to several scenarios to make myself well equipped with leadership skills.  I also took the help of the experienced individual who has provided detailed insight into his own experience in the field of business management. The professional development plan has made me able of developing several skills and pieces of knowledge that will be beneficial for the working environment as well as for my personal development as well. 
[bookmark: _Toc56173477]Conclusion
In this study, several factors that are necessary for the development of the career are concluded. It is identified that in the case of business management perspective communication, leadership quality, cost management, and motivational quality are the several skills that the business manager is supposed to acquire. The necessary methods of professional learning and development are also discussed by which the company will be able to increase their productivity as well as can fulfill the business goal of the company. 
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