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In this assignment I will audit my skills using a variety of tools I learned about during this module.
The first tool I will use is my own knowledge of what experience I have and what weaknesses I can improve on and how. During this Module, I have learned about Personal Development Plans and wrote down on templates what we needed to achieve, and how to achieve it, by what methods and hopefully by when.
I also did a test on my personality on test formulated by in accordance with MBTI, Myer-Briggs Type Indicator, I also did a quiz on my learning skills.
I also learned about the Johari Window model created by psychologists Joseph Luft and Harrington Ingham.
This Model helps people better understand their relationship with themselves and others and is used primarily in self-help groups and corporate settings as a heuristic exercise.
This Model is a simple useful tool for illustrating and improving self-awareness and mutual understanding between individuals within a group.
JOHARI WINDOW MODEL
	                     OPEN AREA.
This area of the window is what you know about yourself and what others know about you.
This is the area what is required to be developed to help improve yourself to others as this is your most affective and productive side of your personality, this area is free from distraction, mistrust, confusion, conflict and misunderstanding. The larger you can make this area the more beneficial it becomes for you and those whom you are around.

	                          BLIND AREA
This area is known as the blind spot for you but is known by others in the group.
This is not a productive area and by gaining feedback from others the person should aim to reduce this area.
This area referred to as ignorance about oneself or issues in which one is deluded.
The other members can help by taking responsibility for helping the individual to reduce their blind area- in turn increasing the open area by giving sensitive feedback and encouraging disclosure.

	                    HIDDEN SELF
This area of the window is known to ourselves and kept hidden from others, this area represents information, feelings emotions what are known to the person but kept hidden from others, this could include private information, hidden fears, secrets manipulative intentions , some information hidden may have no bearing on work so can remain hidden but if not personal then it can be added into open area.
	                         UNKNOWN SELF
This an uncertain area and unknown by all, could be feelings and thoughts or ideas that go deep down within oneself that it becomes hard for others to understand it, the aim is to enlarge the Self window to help establish a fruitful relationship with others in the group.
This are could contain useful traits and traits that can be let go.



SKILLS -I HAVE
1. GOOD VERBAL COMMUNICATION-THESE SKILLS NEED IMPROVING ON
2.AVERAGE TO GOOD NUMERIC SKILLS- THESE SKILLS SHOULD BE IMPROVED ON 
3.GOOD WRITTEN SKILLS-MY WRITTEN SKILLS CAN BE IMPROVED ON
4.ENERGETIC.
5.ADAPTABILITY
6.MOTIVATED.
7.FLEXIBLE
8.CRITICAL THINKING.THIS SKILL CAN BE IMPROVED ON
9.CUSTOMER SERVICE SKILLS-THIS SKILL NEEDS TO BE IMPROVED ON
10.IT SKILLS ARE BASIC-THIS DEFINETLY NEEDS TO IMPROVE TO WITH MORE STUDY AND PRACTICE.
At present I am a basic retail assistant within a large corporation, I would like to improve on my current skills and hopefully this would help me realise my dream position within the company to a Retail Manager.
In order for me to achieve this objective firstly I would need more experience and gain more knowledge by doing and observing, I have the desire , I have some experience and certain skills , these skills need to be improved on, my mathematical skills should be improved to a level where I can understand how to achieve targets, I need to learn what and how to achieve an Acid test ratio or a Quick ratio so I can assess the company’s short term assets to cover and immediate liabilities , how to average inventory ,understanding margins , net sales and all of the other retail maths attributes that are required. Developing budgets, calculating gross margin and breakeven points.
Overseeing pricing and stock control, maximising profitability and setting/meeting targets, improving on y leadership skills to help motivate and train staff to offer excellent customer service, dealing with customer queries and complaints.
My IT skills through courses that can be taken online and learning myself by practice can be improved on, I need to learn my Excel skills and need to improve on my Power Point skills.
I have looked at options on how to improve on the skills that are required of me to achieve this job role, according to : https://www.ucas.com/ucas/after-gcses/find-career-ideas/explore-jobs/job-profile/retail-manager#:~:text=You%20can%20become%20a%20retail,you%20will%20need%20a%20degree).
There plenty of routes that are open to help me achieve this, the most relevant one to me is the option of carrying on with my current position and try to develop my skills with training whilst working, the benefits of this route is that I would be still employed and getting paid and would not need to take time off from work to study which would reduce my income.
Taking part in a management scheme, but this would require a degree, but this does not seem feasible to me as I do not have a degree or the qualifications to gain one at present. A level 3 vocational course in business would be relevant, but not essential. Alternatively, I could try for an apprenticeship scheme and work my way up from a retail assistant, this is the option that seems ideal for me at present and hopefully I can achieve this goal within the next 4 to 5 years.
According to;
https://genesishrsolutions.com/peo-blog/training-methods-for-employees/
Hiring employees but failing to provide them with a solid base for training is a good way to lose talent.
If companies invested in career developments for their employees, the employee would stay longer at the company and become a more productive worker.
The cost of replacing can cost up to 150% of the workers annual salary stats like this just highlight how crucial it is to provide thorough ongoing training to all your employees.
There are quite a handful of employee training methods to choose from.
All methods are used to improve your work force this will help your company in the long run with productive and adequate employees who have knowledge of the job rol assigned to them and beyond, the employee knows that they are improving themselves constantly and this will help them  along a career path, this will help them sustain a long employed life .
A personal development plan is a useful technique to use in certain working establishments, although if the employee shows a willingness they can adapt this method for themselves and keep account of their objectives on chart whilst filling in their tasks and ticking off what they have accomplished and filling in what needs to be done next, they would also have columns to input in what they needed to do and how they accomplished this, a timeframe would need to be added in as to set a limit for when each task needs to be completed by and also was it accomplished and if not then why not ,and what is required to rectify it .
A PDP is an effective way of keeping a log of what tasks you will be doing and how you will be accomplishing them, this very effective tool to use for training staff at work and also keeping a record of their accomplishments, it helps to show any weaknesses and enables the trainer to address this problem , this method keeps the employee constantly engaged with their work and builds a desire to improve themselves , when you set out certain tasks for the employee and although the worker does task whether correct or incorrect it helps when they fill in PDP as its on record and they can use it to reflect on and also write in the PDP what they require to address this fault for their next task, a PDP can be an ongoing written log in the lifetime of their job , this becomes a part of the accomplishments and helps them to develop a career path .
Also using the Johari Window is very honest and productive method for employees to becoming self-aware of themselves and shows how others perceive them, with regular feedback the employee can improve themselves and become a better person for themselves and the group they work within.
Tools or programmes like the this and PDP are simple yet very effective for training your staff into becoming more than just staff but valued cogs in the company, the more responsibility and praise you give an employee the more empowered they feel, this can lead to a very fruitful relationship between employee and managerial staff , it helps to build bridges as you help them to build themselves as they build themselves a career path. Along with quick quizzes and feedback from employees and your feedback to them relating to work and other generic topics helps to boost morale and keeps everyone interested in the daily environment, coaching and mentoring your employees into becoming a better employee helps to improve yourself as well as the employee, a good training method as well as a constant training method is an ideal way to sustain a happy stress free workforce, this can help in moral and boost productivity for the company.
The most important aspect of training staff is to offer the training at the right time for each employee , its also helpful to track their progress and implement stages for improvement when require whereby helping to cultivate a bond between you and the worker.
Try to personalize each training method for each employee as much as possible to get the most out it for the company and for them.
All the training methods can be similar, yet the approach should be personalized for the individual.
Keeping a PDP , using a Johari Window on timed period and on job training with job rotation where possible for me would be the most effective training methods for new employees and this would help them feel valued as they progress from being new staff to feeling a vital part of an interesting company and also feel that they are adding value to themselves as well as adding value to the company.
Helping new workers to keep records , obtaining valued feedback also giving feedback  to the employee ,handing out simple questionnaire’s relating to work and their personal life helps employers engage with their employees , this can lead to a fruitful relationship and shows empathy towards all staff and keeps everyone on a level playing field as everyone helps to improve and escalate themselves within the company.
The Professional Career Development this semester has been a good learning curb for at this stage in my life, having left school at such a young age and not achieving any school exam grades , which meant I did not attend any further education , this is the first time in over 40 years that I have done any kind of real education , I was very apprehensive and nervous about attending University at this late age , being in full-time work made the process even harder , but I was adamant that failure will not stop me from achieving my goal, I thought that if I could work full-time at this age , with a little struggle I could manage to increase knowledge of education.
This is the third semester and I have thoroughly found learning and being taught by lectures whom are much younger than me very rewarding.
In this course of PCD I have been able to learn more about myself , I have got to know methods that professional people have used and have adapted them to explore peoples habits and traits , I have used tools to become self-aware of myself , I have learned how to evaluate myself by using the SWOT analysis , I have got to know about the Johari Window model and what it is used for , this tool is a great concept to use for  self-analysis and when you can express your thoughts and traits honestly into each section , you can than get a picture of realisation of your character , this evidence will help you to improve on your hidden traits , just like the SWOT analysis which can explain your strong points along with your weaknesses , this can then encourage you to look at the positives by learning what you can deem to be your opportunities , and by listing the threats or obstacles that are in your way , you can then develop strategies to overcome these hurdles.
Just by being honest and critical when entering information into these models one can learn and improve so much about oneself.
Although I am working full-time and attending this course , the time required to fully make use of these opportunities sometimes is just not enough , yes I do wish I could and should have done this when I was much younger , fresher and with much less responsibilities , I am most definitely sure that my input would have been much more and my achievement would have been vastly improved on, having said that , I am certainly enjoying it as hard as it might be and still having pleasure in my small accomplishments , I have thoroughly enjoyed working and along side other students , the social aspect as well as the academic aspect have both been rewarding  , I have been really trying my level best to complete all tasks on time , and also trying to make them seem as academic as possible , yes I could improve more , but at present for attending and completing tasks has been just as rewarding , as this is my first full year ,having done 6 modules of 10 weeks on each module , this has been a some-what achievement and also an initial learning curb into getting myself back into Education , the first year has given me a basis of how to learn , what tools to use like how to reference my work and when to do it , how to learn and read from books and how to use that knowledge in my work , how to explore Google Scholar when looking for reputable referencing and to use it also to read up on work relating to my tasks.
I have also gained knowledge on what a PDP [Personal development plan] is and how to use it , also for what multitude of uses it has when you use a template for inputting your tasks in and setting yourself targets to achieve.
During this course, I have also gained knowledge on my interview skills by the process of doing a mock interview for a job which I researched for and had to write my own CV.
I also gained confidence in facing up to interviews, also gained insight in how to approach interviews and what relevant questions to ask the interviewer when asked to do so.
 I also looked in to CPD [ Continuous professional development] and how to improve my development by gaining more experience whether in study or in training for certain criteria, I could then add this to my continuous learning path , this would make me a more productive person for a work place or for general life ,adding to my development is a positive aspect me and my surroundings.
On this course I have gained knowledge on much more subjects , I have learnt about the recruiting process , the interview process , I have also looked into the legality of work and what the law says about employment and when what type of law is used for employment , how it helps against discrimination and also how it is used for your contract , I also learnt about statutory law , paternal and maternal law and guidance for people of disabilities and those that have gender concerns.
My lecturer also took us beyond graduation and looked at opportunities and routes that could be taken post this.
I also hope that my Lecturer also had a good impression of me, I have tried my best to have input into the lessons if I knew or had relevant information.
I will be applying for an upgrade into next year for level 5 and hopefully my input into them lessons or modules will be improved after gaining knowledge from this year
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