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Introduction
In this report there will be three tasks the first section I will choose a career of my choice and evaluate my own skill in comparison to the chosen career. Also, I will audit my own skills and competencies using a tool called PDP. In the section there will be a wider understanding what a PDP does and how to use it. In the second section I will be tasked to assess the learning and development training methods for the new employees who are due to start in your organisation. The third section you will read about the experience I have had during this course and afterwards.
Task 1
In this section I will choose a career of my choice and evaluate my own skill in comparison to the chosen career. Also, I will audit my own skills and competencies using a tool called PDP, this stands for personal development plan. The most common asked question is what is a PDP? This is a tool that helps you to improve your performance, this tool can be used to become aware of any skills you have. Personal Development planning (PDP) is the process of establishing aims, objectives and goals, identifying needs for knowledge skills or competences. Personal development plan doesn't really suggest upward development rather, it is tied in with empowering people to improve their performance and arrive at their maximum capacity at each phase of their profession. Embracing a valuable way to deal with personal development planning (PDP) will push people to consider where they are currently, where they need to go and how they can arrive also it will help renew specialized abilities that date rapidly and develop adaptable skills, (for example, capacity to learn, versatility to change, compassion and time management), it will also help to monitor and evaluate accomplishments. PDP provides a schedule to work to. A PDP is normally perceived as a repetitive cycle, where improvement comes from moving around the circle.  The following seven steps outlines the process on how to do a personal development plan (PDP):
· Establish your purpose or direction - The motivation behind any improvement movement should be recognized. You may do this, either, without anyone else or with the assistance of your director, tutor, profession mentor, associates, or companions. This includes increasing an attention to your present standing and future potential inside your picked field or area, increasing a proportion of what you are acceptable at and inspired by (in light of the fact that these things will motivate you), Consider your own worth framework, including private life and family, work and cash, imperatives and snags to versatility, presently and later on the qualities of the sort of work that fits with your worth framework.

· Identifying development needs - Your development needs will rely generally on your career objectives. On the off chance that you plan to stay in comparative business, you may require development to re-inspire or re-arrange yourself, or to improve your present presentation and viability. On the other hand, development might be needed to set you up for advancement, your next work, another vocation or independent work.

· Identifying learning opportunities - draw a list of skills or knowledge you will need to improve, acquire or update then compare the list with the current skills and knowledge and identify any gaps consider your development and learning styles when doing this.
· Put together an action plan – set yourself development objectives for each of the skills and knowledge gaps you identify be specific.

· Undertake the development – put the plan in action, how you do it and what you do it should be completely up to you 

· Check and record the outcomes – keeping records will remind you such as what you have done, most important this will help you focus on what you have got out of your development activity make sure you record each activity like dates.

· Review and evaluate – this is the key stage to evaluate in this cycle. Ask these following questions in this section what am I able to do as a better as a result? Could I gain more from this? Would I follow this approach again? And last how well did this method work? 

Below is a personal development plan (PDP) on my own skills.
	My skills 
	What skills I need to improve
	Personal qualities/talents
	Achievements 

	Listening, communication, planning and organising, teamwork
	Planning and organising
	Can work as a team effectively 
	Community recognition award for working effectively 

	Problem solving, time management, learning, caring, punctual
	Time management 
	Can solve problems quickly
	Best worker of the month 

	Kind and empathy, multi-tasking, presentation skills
	Multi-tasking 
	Always put others first 
	Client has improved when nobody else could improve them


The career I have chosen is a support worker, the definition of a support worker is a vital part of providing vulnerable people with care and are able to radically improve their quality of life. Support workers assist individuals who are unable to live independently by offering them the practical help they need as well as emotional support. The skills and qualities that are needed for a support worker is that the person should be patient able to multitask always should be able to think quickly in difficult situations also the person have the willingness to learn, be a good listener and be punctual. The most important is to be kind and empathy. A good support worker should have the ability to build clients self-esteem and self-confidence and they should be able to encourage the client to be as active and independent as they possibly can. One of the basic pieces of support worker work is morals, and that is the reason all individuals working in this area should be straightforward, mindful, trained and proficient individuals. The advantages of a personal development plan are different in light of the fact that we can have a clearer thought of the sort of life or occupation we need and more prominent trust in the decisions we make. A personal development plan will give us more trust in the aptitudes, characteristics and traits we bring into our professions and will assist us with being fit for work. We can then be ready to discuss our gifts, personal characteristics and aptitudes as support workers which will prompt better critical thinking and better arranging. Every one of these elements will prompt the development of an uplifting mentality related with an effective expert life. In wellbeing and social consideration is time arranging as productively as conceivable to guarantee that every individual who relies upon someone’s assist will with getting it on schedule. Loving and caring can assist us with seeing those little errors that the remainder of partners don't see and that can regularly have an undesirable impact. One of the fundamental pieces of social specialist work is morals, and that is the reason all individuals working in this area should be straightforward, capable, trained and proficient individuals both involved with partners and in patients. The advantages of a self-improvement plan regarding proficient life are numerous on the grounds that we can have a clearer thought of the sort of life or employment we need and more prominent trust in the decisions we make. A self-improvement plan will give us more trust in the aptitudes, characteristics and qualities we bring into our professions and will assist us with being fit as a fiddle for a superior work. We would likewise be significantly more ready to discuss our gifts, individual characteristics and aptitudes as representatives which will prompt better critical thinking and better arranging. Below is a table with the skills that I need for the career I have chosen and my skills which have been compared.
	My chosen career skills (support worker)
	My skills 
	What I need to improve
	How I will improve 

	Caring, understanding, patience, good listener 
	Listening, communication, planning and organising, teamwork
	Planning and organising
	Online courses 

	Empathy, multi-tasking, willingness to learn
	Problem solving, time management, learning, caring, punctual
	Time management 
	Feedback from managers/colleagues 

	Being able to think quickly, being cheerful
	Kind and empathy, multi-tasking, presentation skills
	Multi-tasking 
	Uni/lectures


Task 2
In this section as an assistant manager, we will be assessing the learning and development training methods for new employees who are due to start in the organisation. I will use different theories to assess the learning and development of the new employees, also I will explain and evaluate why I have selected these theories and methods. Training and development are a procedure related with organisational action aimed at improving the work performance of individuals and groups. Learning and development may be identified as the educational process which requires the sharpening of skills, concepts, shifting of knowledge and gaining more knowledge to improve the process of employees.
The first learning and developing method we will be looking at for new employees is called a personality test this is used by many organisations to assess their employees personality as well as their ability to perform tasks effectively, personality tests are also used to determine whether an individual has a high or low level of knowledge, these tests can be used to evaluate the abilities of an individual by assessing his or her personality traits such as intelligence, knowledge, self-awareness and social skills to identify the employee. This method will identify if the employee has a good work ethic and can work under pressure and is able to handle stress and deal with conflict. Employment personality tests are a valuable tool for gaining insights into the interaction style, personality traits, and behavioural tendencies of individuals. They are designed to assess the aspects of a person's personality that remain relatively stable throughout an individual's lifetime. The theories of the analyst and doctor Carl Gustav Jung underlie the greater part of the present exceptionally renowned character frameworks. Despite the fact that Jung is the main scholar ever, who has zeroed in on life and how individuals identify with it, here we will allude just to his hypotheses of getting character. Jung is one of the extraordinary characters who were motivated by the old Greek model of the four dispositions and their understanding throughout the long term. His exploration in such manner is remembered for the" Psychological Types " distributed in 1921. Evidence of the toughness of the worth and significance of Jung's hypotheses is that the structure of mental sorts keeps on being a reason for the fundamental psychometric frameworks and devices utilized today, including Myers. Briggs and Keirsey. Subsequent to playing out a character test, in light of Carl Jung's and Isabel Briggs Myers' character type theory we found the shortcomings, fragmented or deficient information we saw where it is important to concentrate, we set some sensible objectives to improve our outcomes it permits us to keep tabs on our development and to know about the second when we can proceed onward to another phase of expert turn of events.
The Johari window is the second theory that would assess the skills and attributes of the new employee. The Johari window is a model of awareness, this is a useful tool for improving self-awareness and through it the abilities to work well, this works by helping us understand the difference between how we see ourselves and how others see us. This tool will consist of four segments of human interaction which are open, hidden, blind and unknown. All these elements together will provide an overview of the individual this is why you would use this tool as an assistant manager to assess the new employee. This technique will show the skills the employee has which he needs to be able to perform his role effectively, this technique will help to identify the skills and knowledge of the employee and if there is any need for improvements and then he or she can apply this technique to improve their performance. This will also show the employees weaknesses that they may have and what they can do to overcome them. This technique will help the employee to understand their strengths and weaknesses. (Johari Window - gain self-awareness - Life Coaching Centre, 2020)
The third learning method that has been chosen and will be speaking about is the cognitive theory which states that people learn through experience. This model shows that the employees best learn when he or she experiences situations where they have been exposed to new information, in which employees learn how to think critically and make decisions based on information that has been from various sources. This theory will help to develop the employee’s ability to think critically and make decisions quicker than usual with information that has been gathered, it will also help the employees’ ability in problem solving and decision making, this will help them to become more confident in his or her abilities and be able to solve situations and problems effectively. Cognitive theory likewise portrays how people learn all alone. This happens when people show discretion, they get familiar with a conduct in any event, when there is no outer fortification disclosing to them they should. Workers should be remunerated for showing poise, and directors should venture back in such occasions. Self-viability is a significant piece of social cognitive theory. It is an unavoidable outcome of sorts representatives who accept they will have the option to accomplish something effectively frequently proceed to be fruitful at the movement being referred to. The meaning of self-viability is an individual's conviction about their capacity to effectively play out a specific conduct.  A personality test is a tool used to assess human personality. Personality testing and assessment refer to techniques designed to measure the characteristic patterns of traits that people exhibit across various situations. Personality tests can be used to help clarify a clinical diagnosis, guide therapeutic interventions, and help predict how people may respond in different situations.
Task 3
In this section you will read how my experience was before the start and after the course. This was a good where I found out what the guidelines are to get a job and how and what and how to prepare for an interview, when this course started, I was unaware of the knowledge. I accept the most ideal method of learning is to turn into an independent student which in itself requires great relational abilities and control. During this course, I have grown great time the board abilities, particularly for fulfilling time constraints in accommodation of tasks and for consolidating concentrating with homegrown requests. At first, getting to the web and utilizing the electronic looking through technique was somewhat troublesome, yet it became clearer with the assistance of the workshop and talks. It additionally helped extraordinarily when discovering articles required for explained reference index task. Doing introductions is another viable method of learning since it gives an occasion to investigate the point and afterward instruct others. I knew little about the components that would make the type of development successful. I experienced some nervousness because I find it difficult to face an interview and deliver it but with the help of the tutor’s feedback I am beginning to work on my fears and confidence. The course has helped me to perceive the significance of all parts of correspondence, both verbal and non-verbal, for example, non-verbal communication, contact, outward appearance and eye to eye connection. It has indicated me how significant non-verbal correspondence can be in communicating meaning. During my meeting for my course, I set up as a regular occurrence my relational abilities which empowered me to connect with the talk. The main purpose of this assignment was to learn the different aspects to how I can develop my skills in the chosen career. In this report I have discussed the importance of developing my skills by using different theories which I have learnt throughout the class to make me better to pursue in my career. This course has shown me the importance of communication, teamwork and leadership skills which will help me develop myself in my chosen career. I hope you enjoy reading this report as much as I do because it is very interesting for me because the main purpose of this report was how to improve my developing abilities and also to understand what I need to do. This assignment was really important for me because it has given me an insight of what I know about me using different theories throughout the report and how I can improve myself. I have learnt many things throughout this course such as how to put the theories that I have learnt in action to put them in order to make better decisions and see how and where I can apply them.
Conclusion
Now coming to the conclusion about this report, this report has got all the skills and knowledge information to develop my career goals and throughout this report I have used different theories which explain how to do this, in this report you will see theories such as personality tests, personal development plans (PDP) and how they can be used by yourself or by the employer where you have applied for a job. These theories will help individuals and myself to look at aspects in a bigger angle to achieve the goals and skills that are important to go further in the career you are perusing. This report has given an insight to what to do and how to do it and also it shows the skills I have and how it has been compared to the skills that you need for the chosen career.
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